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ENROLMENT AND ORIENTATION POLICY

AIM

To ensure all new families are given the appropriate information required and have the opportunity to meet the
educators who will be caring for their child/ren.

IMPLEMENTATION

Prior to enrolment, staff and families should consult the Waiting list policy.

Leadership will:

Implement the DfE School and preschool enrolment policy

Ensure this policy is reviewed regularly and implemented throughout the site

Maintain up-to-date records of each child’s enrolment data including full name, date of birth, home address,
parent/guardian contact details, emergency contacts and authorised nominees.

Ensure enrolment records include documentation of a child’s immunisation history or exemption status, in
accordance with SA Health ‘No Jab, No Play’ legislation.

Ensure families are given relevant information (Centre handbook) and documents (including enrolment forms
and health forms) when they are offered a placement and prior to starting Care/Preschool.

Ensure parents/carers are provided with the service’s Confidentiality Policy and that personal information in
enrolment records is managed securely and only accessed by authorised staff.

Ensure regular tours of the Centre are organised each term

Offer care for children aged from birth to commencement of school age. Children of school age may access
OSHC from Forbes Primary School.

Maintain and manage the waiting list as per the waiting list policy and priority of access guidelines and offer
placements when they become available.

Offer 15 hours of Preschool to eligible children in line with Department of Education regulations.

Monitor and ensure children’s attendance is recorded daily and ensure that absences are followed up in
accordance with funding requirements (e.g., for preschool programs).

Liaise with Partnership directors to find places for zoned children the Centre is unable to place.

Inform families who they cannot offer a placement in a timely manner.

Fillin transition plans for new children and ensure the transition plan is followed.

Approve extended transition plans when children need more than three visits.

Ensure timelines of key enrolment/transition dates have been communicated to families and are transparent.
Touch base with families who have not completed required paperwork before starting.

Maintain accurate enrolment data

Oversee transfers of enrolment for students moving to or from another Preschool.

Oversee enrolment of children into the Preschool program who apply outside of the start of year or mid-year
intake process.

Follow up with families after enrolment or transition to collect feedback on enrolment and orientation process.
Ensure procedures are in place for the safe arrival and collection of children, by verifying authorised nominees
and checking identity of persons collecting children.

Ensure that any change to enrolment-related policies or procedures (that may significantly impact families) is
communicated to families at least 14 days prior to implementation, unless the change is required to maintain
the safety, health or wellbeing of children.

Families will:


https://edi.sa.edu.au/library/document-library/shared/school-and-preschool-enrolment-policy.pdf
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Enrol their child in an appropriate Preschool program during the child’s eligible year (beginning of the year if

they turn 4 before 30" April and starting Term 3 if the child turns 4 between 1 May — 315 October.)

Provide documentary evidence of a child’s name and birthdate when enrolling at the site. Families attending

Preschool will also need to provide evidence of address.

Provide up-to-date contact information, including any change of address, phone numbers, authorised

nominees, and emergency contacts, before their child commences care and whenever details change

thereafter.

Inform the Centre if any of their details change during the enrolment process.

Be responsible for reading and completing any documents given to them prior to enrolment including:

o Aninformation packincluding- an enrolment form, fee agreement, centre handbook, direct debit form,
parent code of conduct, social media code of conduct, Xap permission, immunisation information & CCS
information

Be encouraged to attend a tour of the Centre prior to submitting an expression of interest.

Understand and accept the service’s fees and payment policy, including conditions of bond, notice periods,

withdrawal procedures and any mid-year intake adjustments.

Pay the bond equal to two weeks of childcare prior to starting care and within two weeks of accepting an

enrolment offer.

Place their name on the waiting list if they would like to be offered a placement at the Centre. Families should

consult the waiting list policy for further details.

Organise a minimum of two visits (for the River room) or three visits (for the Nest/Reeds rooms) to the Centre

with their child prior to commencing care. Further visits can be negotiated with the Director/Assistant Director.

Provide evidence of up-to-date immunisation or valid exemption prior to enrolment commencement as

required by SA Health legislation.

Complete and return any forms related to medical conditions their child has prior to commencing care. See

Dealing with Medical Conditions policy for further details.

Understand they will not be able to begin attending until all necessary paperwork is completed and returned.

Participate in the orientation and transition process by attending scheduled visits, meeting educators and

engaging in the child’s entry to the service.

If families decide to delay preschool to the next calendar year, inform the site as soon as possible. Families

who wish to formally withdraw their child from the preschool program must do so before Week 4 of Term 1.

Families who wish to re-enrol at the same Preschool must follow the site’s waiting list policy.

Inform the site and provide documentation of any other relevant information including any court orders,

medical and health plans and/or documented evidence for eligibility at our site.

Understand the service’s procedures for collection of children, authorised nominee verification, and the

conditions under which a child can be released to a non-authorised person.

Team Leaders will:

Ensure educators follow transition plans for children new to the Centre or moving between rooms.
Ensure educators are aware of and follow policy.

Transition Leaders will:

Ensure during visits that the child and family are introduced to the main educators of the room, shown around
and information can be shared in regards to curriculum, child’s voice, portfolios, primary caregiving routines,
strengths and interests specific to the child in accordance with the transition checklist.

Consult Leadership if the child requires an extended transition.

EVALUATION:
The policy is viewed to be working effectively when:
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e Allnew families receive appropriate information.

Procedure Form:
Enrolment form/Parent information pack
Child Care Expression of Interest

Links to National Quality Standards:

Quality Area 6: Collaborative partnerships with families and communities

6.1.1 Engagement with the service — Families are supported from enrolment to be involved in the service and
contribute to service decisions.

6.1.2 Parent views are respected — The expertise, culture, values and beliefs of families are respected, and families
share in decision-making about their child’s learning and wellbeing.

6.2.1 Transitions — Continuity of learning and transitions for each child are supported by sharing information and
clarifying responsibilities.

Quality Area 7: Governance and Leadership

7.1.2 Management systems — Systems are in place to manage risk and enable effective management and operation of
a quality service.

7.2.1 Continuous improvement — There is an effective self-assessment and quality improvement process in place.

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS

S.173 Offence to fail to notify certain information to Regulatory Authority
S.174 Offence to fail to notify circumstances relating to the operation of the service
Reg. 160 | Child enrolment records to be kept by approved provider
Reg. 161 | Authorisations to be kept in enrolment record
Reg. 162 | Health information to be kept in enrolment record
Reg. 168 | Education and care service must have policies and procedures (including enrolment and orientation)
Reg. 177 | Prescribed enrolment and other documents to be kept by approved provider
Reg. 178 | Prescribed enrolment and other documents to be available for inspection
Reg. 181 | Confidentiality of records kept by approved provider
Reg. 183 | Storage of records and other documents
Record of Policy Adoption and Amendment:
Version Date Details Author Approver
1.0 January Policy adopted. Onkaparinga Governing
2011 Institute Council
polices
1.1 April Policy circulated to Policy Review Committee and K Cook
2012 staff for review and suggested amendments
indentified, including;
e Toinclude new procedure for enrolment and
waiting list

e NQS regulations and requirements

2.0 April 2012 | Suggested amendments put to Policy Review K Cook Policy Review
Committee and adopted, including; Committee
e Toinclude new procedure for enrolment and
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waiting list
e NQS regulations and requirements
2.1 May 2014 | Reviewed by policy review committee and staff P Murray Policy Review
June 2016 Committee
2.2 Aug 2022 | Added reference to Mid-year intake for Preschool P Murray Policy Review
(beginning 2023) Committee
2.3 Sept 2023 | ¢ Added requirement to pay childcare bond within | N Turnadzic Governing
two weeks of accepting enrolment offer. Council

e Updated terminology from KidsXap to Xap.

2.4 Nov 2025 | Included explicitinformation regarding arrival and N Turnadzic
collections of children

Include immunisation requirements

Added information to align with DfE policies and

procedures

Reviewed: November 2025 Next Review: November 2026
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