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[bookmark: _heading=h.gjdgxs]Policy Statement
Our preschool has developed procedures that align with national law and regulations. We aim to ensure that all our enrolment and orientation procedures meet the individual needs of all children and families. Our preschool supports children and families during their transition to our service, we foster collaborative partnerships and promote a sense of belonging to our preschool. 
[bookmark: _heading=h.30j0zll]Background
The Education and Care Services National Regulations require approved providers to ensure their services have policies and procedures in place in relation to enrolment and orientation.
[bookmark: _heading=h.1fob9te]Legislative requirements
	Section/Regulation
	Description

	Section 175
	Offence relating to requirement to keep enrolment and other documents

	Regulation 85 
	Incident, injury, trauma and illness policies and procedures

	Regulation 86
	Notification to parents of incident, injury, trauma and illness

	Regulation 88 
	Infectious diseases

	Regulation 90 
	Medical conditions policy

	Regulation 91 
	Medical conditions policy to be provided to parents

	Regulation 92
	Medication record

	Regulation 99
	Children leaving the education and care service premises

	Regulation 102
	Authorisation for excursions

	Regulation 102D
	Authorisation for service to transport children

	Regulation 157 
	Access for parents

	Regulation 160
	Child enrolment records to be kept by approved provider and family day care educator

	Regulation 161
	Authorisations to be kept in enrolment record

	Regulation 162 
	Health information to be kept in enrolment record

	Regulation 168
	Education and care service must have policies and procedures

	Regulation 170
	Policies and procedures to be followed

	Regulation 171
	Policies and procedures to be kept available

	Regulation 172
	Notification of change to policies or procedures

	Regulation 177
	Prescribed enrolment and other documents to be kept by approved provider

	Regulation 181 
	Confidentiality of records kept by approved provider

	Regulation 183 
	Storage of records and other documents


[bookmark: _heading=h.3znysh7]Related Policies
	Document Name
	Title

	YEDP_Acceptance and refusal of authorisations_Policy and Procedures
	Acceptance and refusal of authorisations

	YEDP_Dealing with medical conditions in children_Policy and Procedures
	Dealing with medical conditions in children

	YEDP_Dealing with infectious diseases_Policy and Procedures
	Dealing with infectious diseases

	YEDP_Incident, injury, trauma, and illness_Policy and Procedures
	Incident, injury, trauma, and illness

	YEDP_Delivery of children to, and collection from, education and care service premises_Policy and Procedures
	Delivery of children to, and collection from, 
education and care service premises

	YEDP_Emergency and evacuation_Policy and Procedures
	Emergency and evacuation

	YEDP_Excursions_Policy and Procedures
	Excursions

	YEDP_Governance and management_Policy and Procedures
	Governance and management

	YEDP_Interactions with children_Policy and Procedures
	Interactions with children

	YEDP_Dealing with complaints_Policy and Procedures
	Dealing with complaints

	YEDP_Payment of service fees and provision of a statement of fees charged by the service_Policy and Procedures
	Payment of service fees and provision of a statement of fees charged by the service

	YEDP_Safe transportation of children_Policy and Procedures
	Safe transportation of children 


[bookmark: _heading=h.2et92p0]Purpose
We aim to ensure that all Educators and staff are consistent in how we conduct enrolments and orientation. Our preschool ensures that all enrolments and orientations meet the law and regulation requirements. We ensure that each child and family receive an enrolment and orientation process that meets their individual needs, and they feel confident in the level of care that is being provided. 
[bookmark: _heading=h.tyjcwt]Scope 
This policy applies to children, families/guardians, staff, students, volunteers, and visitors of the Service
[bookmark: _heading=h.3dy6vkm]Procedures 
Our preschool accepts enrolments of children aged between 2.5 – 5 years of age

[bookmark: _heading=h.j6ru4kdqb2mm]At Enrolment 
· At enrolment parents/guardians must pay a $200 bond deposit which is refunded at the end of the child/rens enrolment 
· At enrolment parents/guardians must pay a $20 administration fee. This fee is not refundable 
· At enrolment parents/guardians must provide a CRN number for their child/ren and the parent registered through Centrelink to be eligible for Child Care Subsidy 
· At enrolment families must sign a CWA (Complying Written Arrangement). This is a requirement to be eligible for the Child Care Subsidy. This agreement is used to confirm sessions children are enrolled to attend the service and agreement to the time of enrolment and fees payable

[bookmark: _heading=h.jrzyoor3a1a8]Enrolments Forms 
· Our preschool enrolment form is completed online through our website https://www.yedp.com.au/ by clicking the ‘enrol now’ button
· All enrolment information is protected by high grade security and all data in transit is protected by Secure Sockets Layer (SSL)
· Digital enrolment forms are stored on our preschool email account yedp@outlook.com.au in the folder named enrolments. This email account is protected by a password which both approved providers hold
· In addition our preschool also has a folder name Important Information Reference, which holds specific information about children 
· Enrolment form information is only shared with our teaching and management staff 
· Children can only attend the service once their enrolment form is fully completed 
· After an child leaves our service their Enrolment Records will be kept for 3 years in accordance with the law and regulations 

[bookmark: _heading=h.i522taldn7sk]Enrolments will be accepted 
· If a vacancy is available 
· When child-educator ratios are maintained 
· If the maximum daily attendance does not exceed the services approval places (our preschool is licenced for 19 places)

[bookmark: _heading=h.xaoh6stqbn7h]Priority of Access Guidelines 
In accordance with National laws and regulations our preschool will follow all priority access levels when filling vacancies 
Priority of Access Levels 
1. A child at risk of serious abuse of neglect
2. A child of a single parent/guardian who satisfies, or of parents/guardians who both satisfy the work/training/study test
3. Any other child

Within these three categories priority is also given to the following children: 
· Children in Aboriginal and Torres Strait Islander families
· Children in families which include a disabled person
· Children in families which include an individual whose adjusted taxable income does not exceed the lower income threshold or who or whose partner is on income support 
· Children in families from non-English speaking backgrounds
· Children in socially isolated families
· Children of single parents/guardian

[bookmark: _heading=h.r3y1akrlxcgv]Orientation 
· Prior to starting an enrolment, families are offered an induction day which is free of charge. This day allows the child and family to familiarise themselves with our preschool
· During the induction day families can familiarise themselves with arriving and departing procedures, preschool communication processes and the opportunity to meet staff and other families enrolled at the service 
· During the induction day children can develop relationships with their peers and educators, learn preschool routines and begin to develop a sense of belonging and security 
· In circumstances where a child needs more time to transition families will be invited to visit the preschool for short periods of time leading up to the child’s starting date 
· Families are provided with a copy of the parent handbook prior to starting at the preschool so they can familiarise themselves with preschool routines, policies, and procedures. Families are also invited and encouraged to review all preschool policies and procedures prior to starting an enrolment
· When a child has settled into the service the preschool sends out a settling in survey to seek feedback on our processes and to continually adapt and improve 

[bookmark: _heading=h.xf5798urm9bk]Termination of Enrolment 
· Parents/guardians must give 14 days’ notice in writing to terminate a child’s enrolment 

Policies and procedures must be followed by all preschool users. All parents/guardians and staff members are supplied with a link to our preschool Google Drive Policies and Procedures and these documents are always available to all preschool users. All parents/guardians and staff will be notified with 14 days notice should any policies or procedures be amended or put in place. There is an on-going process in place for reviewing, monitoring, and updating policies and procedures. 
[bookmark: _heading=h.1t3h5sf]Rolls And Responsibilities

	Approved Provider
	· ensure that obligations under the Education and Care Services National Law and National Regulations are met
· ensure that an enrolment record is kept for each child which contains all the information set out in regulation 160, as well as authorisations from parents relating to medical treatment, regular outings, health information and transportation
· keep prescribed enrolment and other documents as set out in regulation 177, including a medication record and children’s attendance record
· keep records confidential, and stored safely and securely for the relevant period listed in regulation 183
· consider quality practice approaches to enrolment and orientation
· take reasonable steps to ensure that nominated supervisors, educators, staff, and volunteers follow the Enrolment and orientation policy and procedures
· ensure that copies of the policy and procedures are readily accessible to nominated supervisors, coordinators, educators, staff, volunteers, and families, and available for inspection
· notify families at least 14 days before changing the policy or procedures if the changes will: 
· affect the fees charged or the way they are collected or
· significantly impact the service’s education and care of children or
· significantly impact the family’s ability to utilise the service

	Nominated Supervisor
	· ensure that regulatory obligations are met in relation to enrolment and orientation implement procedures for enrolment and orientation
· ensure that an enrolment record is kept for each child which contains all the prescribed information
· support families’ involvement in the service and contribution to service decisions regarding the enrolment and orientation of their child at the service
· ensure families are aware of relevant policies and procedures at time of enrolment, such as:
· Acceptance and refusal of authorisations
· Dealing with medical conditions in children
· Incident, injury, trauma, and illness
· Delivery of children to, and collection from, education and care service premises
· promote quality practice approaches to enrolment and orientation
· keep records confidential.

	Educators and staff
	· be familiar with regulatory requirements
· support families’ involvement in the service and contribution to service decisions regarding the
· orientation of their child at the service
· share information with families to support the child’s transition into the service
· respect the culture, values, and beliefs of families, and incorporate their decision-making in their child’s learning and wellbeing
· familiarise themselves with the information supplied by the family about the child and use this to support the child to transition into the service
· keep records confidential.

	Families
	· complete all documentation required by the service
· provide any required authorisations, such as for the approved provider, nominated supervisor or an educator to seek medical treatment for the child from a registered medical practitioner, hospital, or ambulance service and, if required, transportation by an ambulance service
· notify the service upon enrolment of any specific health care needs of the child, including any medical conditions and allergies and any medical management plans that need to be followed
· ensure all information about the child and family held by the service is kept up to date.
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