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ENROLMENT & ORIENTATION POLICY
QUALITY AREA 6: COLLABORATIVE PARTNERSHIPS WITH FAMILIES AND COMMUNITY
Links to National Quality Standard 6.1


Elements 6.1.1
6.1.3

             National Quality Standard 6.2


Elements 6.2.2
6.2.3

Statutory Legislation & Considerations 
Children (Education and Care Services National Law Application) Act 2010 

Education and Care Services National Regulations 2018
AIM: To ensure Manilla Community Preschool complies with priority of access guidelines. To ensure each child attending Manilla Community Preschool has a current completed enrolment form. To ensure each family is provided with an orientation to the Preschool environment, routines, policies and program before their commencement. Due consideration is given to culture and language in undertaking processes. Staff will ensure all documentation, including authorisations, are completed during the enrolment and orientation process.
GUIDELINES:

· Manilla Preschool welcomes visits from prospective families and children. The Nominated Supervisor or delegated authority may provide the visiting family with a tour of the service environment and information that may include:

1. Service philosophy and curriculum;

2. Approaches to documentation, curriculum and planning
3. An introduction to educators and staff
4. The physical environment
5. Administrative matters, cost, and fee payment methods
6. How to provide feedback.
· Following a pre-enrolment orientation, a family may wish to place their child’s name on the waiting list. After consideration of access guidelines and availability of a position by the Nominated Supervisor, the child/ren may be offered a position at the centre.

· On acceptance of a position, enrolment forms for each child must be completed before the child commences at the service. 
· A non-refundable enrolment fee of $40 must be paid to secure your child’s position. A shirt and hat will be provided at this time.
· In the event of a non-English speaking family enrolling the services of the Department of Immigration & Citizenship Interpreting Service may be needed – Ph: 131450.
· Families will be informed about the “Start strong funding model” and the priority of payments for attendance of 15 hours per week
· Parents wishing to enroll their child for a 3rd day will only be offered this if there are vacancies so as to maximize the benefit for Preschool from Start Strong Funding.

The Nominated Supervisor will conduct an enrolment process following the acceptance of an offer. An enrolment package will be given to the family and will include: 

1. An enrolment form-that includes authorisations

2. Current fee structure and payment details

3. An information booklet on the early education and care service

4. Information on where to find Policies including, but not limited to, those required under Regulation 168 
(a)  health and safety, including matters relating to—

(i)  nutrition, food and beverages, dietary requirements; and

(ii)  sun protection; and

(iii)  water safety, including safety during any water-based activities; and

(iv)  the administration of first aid; and

(v)  sleep and rest for children;

(b)  incident, injury, trauma and illness procedures complying with regulation 85;

(c)  dealing with infectious diseases, including procedures complying with regulation 88;

(d)  dealing with medical conditions in children, including the matters set out in regulation 90;

(e)  emergency and evacuation, including the matters set out in regulation 97;

(f)  delivery of children to, and collection of children from, education and care service premises, including procedures complying with regulation 99;

(g)  excursions, including procedures complying with regulations 100 to 102;

(h)  providing a child safe environment;

(i)  staffing, including—

(i)  a code of conduct for staff members; and

(ii)  determining the responsible person present at the service; and

(iii)  the participation of volunteers and students on practicum placements;

(j)  interactions with children, including the matters set out in regulations 155 and 156;

(k)  enrolment and orientation;

(l)  governance and management of the service, including confidentiality of records;

(m)  the acceptance and refusal of authorisations;

(n)  payment of fees and provision of a statement of fees charged by the education and care service;

(o)  dealing with complaints.

(Manilla Community Preschool policies must be adhered to by staff and families at all times)
5. Information on National Quality Framework, National Quality Standards, and the EYLF

6. ECA Code of Ethics brochure 

The information in the enrolment package is retained by the family for future reference. During the enrolment interview a process of orientation will be planned in collaboration with families to provide the best possible start for the child at the service. 

Families will provide the following, prior to the agreed start date for their child: 

1. A completed enrolment form including authorisations

2. An Immunisation History Statement as per Government regulations January 2014
3. Birth Certificate, Passport or other identification
4. Current contact information for parents and emergency contacts
5. Information on children’s additional needs (including medical conditions, health and developmental concerns). 
6.   Medical/health conditions must be accompanied by a letter of diagnosis or                             treatment from a doctor

· This information will be kept at the service premises in accordance with service policies and the Education and Care Services National Regulations 2011
· The information contained in the enrolment form will be kept in a locked filing cabinet and will remain confidential at all times
· Prior to formally commencing at the service staff will familiarise themselves with information about the child from the enrolment information provided. They will ensure they are aware of any medical conditions and how to manage them if required

·  The Nominated Supervisor will inform the staff of the intended time for any pre-commencement orientation visits
·  A family member will remain in the premises service during these orientation visits. The family must sign the visitor’s book on arrival and departure. The child cannot be left at the service until they have formally commenced at the service and are therefore not included in the ratios
·  During the orientation process staff will interact with the child and actively encourage them to engage in the service program and activities. They will also be available to the family to answer any questions they may have, whilst ensuring they are not compromising the supervision of other children or required ratios
· On the child’s first day of attendance educators and staff will welcome the family and the child, ensuring that there is a space ready for the child’s belongings. Educators will reassure the family and assist with separation if required. Throughout the day, educators may contact the family to let them know how their child is settling
· The Nominated Supervisor or next in charge will undertake a final check of enrolment details, authorisations and information updates prior to the family departing the service
· Policies are available to families at all times and are on our webpage. Parents/guardians are able to request copies of individual policies at any time. 

· If, throughout the year, details contained on the enrolment form change, these are to be put in writing and given to a staff member for inclusion in that child’s file. 

· A member of staff will speak to parent /guardian at conclusion of a child’s first day to discuss how the day went and to answer any questions or concerns they may have. 

· Our Preschool is required to adhere to the Early Childhood Education and Care Grants Program priority of access guidelines. These guidelines require us to give priority to: 

1. children at risk of significant harm (from a child protection perspective)
2. Aboriginal/Torres Strait Islander children

3. Children turning 4 on or before 31st July of current Preschool year
4. Children from low income families (eg. Health Care Card holders) 
5. Children with a language background other than English (LBOTE)
6.  Children with disabilities
7. All other children
· Wednesday/Friday will be kept for children in their Transition year, who will be attending Primary School the following year.

· Changes can be made to a child’s enrolment form at any time and these must be done in writing.

· Two weeks notice must be given for the withdrawal of a child from Manilla Community Preschool for any reason. This must be given to the Director in writing and recorded in the registrar. Regular fees will be charged for these 2 weeks.
· If a child is absent for two weeks without an explanation and all efforts to contact them are to no avail, that child’s position will be forfeited and considered vacant.

· All children need to have a new enrolment form completed at the beginning of each year or in Term 4, ready for Term 1 of the following year even if they have previously been enrolled.

· As your child is immunised throughout the year an updated immunisation history is required.
· To ensure the safety and wellbeing of children at Manilla Community Preschool accurate and up to date records are to be maintained on each child’s individual file. This information is contained in each child’s Detailed Enrolment Form which must be provided before the child can be accepted into the service. 
· Families at Manilla Community Preschool are also encouraged to play an active role in the service and, through the orientation process they will become aware of the many different ways they can actively contribute to the Preschool’s operation and continual development.
Evaluation 
Successful orientation and enrolment procedures promote smooth transitions between home and service. Information sharing and the signing of authorisations ensure a safe and secure environment for the child. 

Sources 
Department of Education, Employment and Workplace Relations – www.deewr.gov.au 
Department of Education & Communities
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