Northmead Before and After School Care Inc.

Policies and Procedures

A4 – Enrolment and Orientation
Policy Statement

We aim to provide an efficient enrolment and orientation procedure that is clear and understandable to all in the local community. We will ensure the confidentiality of our families through provision of secure recording and storing procedures.

Considerations
Education and Care Services National Regulations ( r158 - r162, r168, r177, r183)
National Framework - My time, Our Place

Strategies
Enrolment

An enrolment form must be fully completed for each family before the child can attend the centre.

The Director/Assistant Director will review the form with the parents prior to starting care to ensure all the details have been completed.

When a parent is having difficulty in completing the form an enrolment interview should be conducted and if necessary the availability of a translation service will be utilised.

The enrolment form must contain all relevant details relating to personal, medical information including a copy of immunisation documents, custodial details for each child, parent or guardian and emergency contacts along with any special requirements relating to that child.
If a child is subject to an access order or agreement, the service must have a copy on record plus any subsequent alteration registered by the court. Evidence of court orders or agreements will be considered part of the enrolment in order to minimise the likelihood of distressing situations occurring in the future.

An initial non-refundable enrolment fee will be charged for each child enrolled at the centre.

All enrolment forms are to be kept in a locked file and kept confidential from all but the approved persons who enrolled the child, relevant educator, Committee and Commonwealth and/or state Department officers.

Enrolments will be kept for a period of time specified in the Regulations.

Enrolment forms are to be updated yearly or when there are changes to the family’s circumstances.

Parents will be advised that it is their responsibility to notify educators of any changes to their current details on enrolment and via the placement application form.

Depending on availability of care, children may be enrolled at any time throughout the year. 
Orientation

Families who are enrolling their child/ren for the first time will be given the Family Handbook prior to the child’s first day at the service. Families should read this handbook to familiarise themselves with centre operations and routines.

Families should advise educators when they are greeted that it is their child’s first day at the service and the educator will introduce themselves and guide them through the sign-in/out process. 

Educators will introduce the child/ren to other children and engage them in an activity. The educator will remain with the child/ren until they are settled and comfortable in the new environment as well as buddying them up with another child close in age to show them around the centre. Educators will carefully monitor the child/ren whilst in the service to ensure they are settling in. 
Waiting list

Where demand for care exceeds the service’s number of approved places, families will be placed on the service’s waiting list.  When completing waiting list details, families will be advised of the Priority of Access Guidelines.

Waiting lists will be reviewed regularly. When contacted, families have 5 working days to accept the placement that has been offered to them. If the service does not receive a reply within those 5 working days, it is presumed the family is no longer requiring care. The placement will be given to another family on the waiting list.

Arrangements to care

An option to transfer care arrangements is available to all families at our service.  The arrangement will only apply to circumstances where an older sibling has secured a place in care & their younger sibling is recorded on the centres waiting list.  This arrangement can only take place between immediate family members only, there will be no exceptions. 
To confirm this transfer/change a request in writing must be submitted to the centres’ Director or Assistant Director and can only be done once a year.  The priority of access guidelines will be adhered to during this process.

In circumstances where the younger child is a kindergarten child, the arrangement can only be made during the school year that the child is enrolled for as this is when they are deemed a school child through Centrelink.

The adjustment to the care arrangement must be in writing.  Once the request has been received in writing the change can be made with no notice period required.

The older child will then replace their sibling on the waiting list.

No families including families on the waiting list will be disadvantaged from this arrangement

Child’s attendance once enrolled
The service’s responsibility for the child begins when placed in the staff’s care by parent or guardian, or when they arrive from school for the afternoon session.  If a child is to be absent on a day they are normally booked, the family must notify the service as soon as possible.  The rules for Allowable Absences under CCMS will be followed in relation to all absences.
If a child who is enrolled with the service, but is not on the roll for a particular day, arrives at the service, the Nominated Supervisor, or other relevant staff member will be contacted immediately to see if the child has been booked in for the day. 
If a child has not been enrolled they must not be taken into care under any circumstances.  In this case, please contact the school and/or child’s parents (if possible) immediately.

Cancellation of enrolment/ days of care
Cancellation of an enrolment may be initiated in two different situations due to a family advising the service that no further care needs to be provided or the service identifies that care is no longer required or being provided (CCMS Ending Enrolments)
All cancellations must be in writing, giving 5 working days notice. The 5 working days will be calculated from the following day after the letter/email has been received. Eg If the letter is received by management on Monday, the 5 working day notice begins from the Tuesday. A final account will be issued.
NB. Working days are calculated Monday - Friday 

If no notice is given then equivalent fees are to be paid.

A refund can be given once all care has been approved by the government and our bookkeeper has reconciled the account. The refund will then be returned to the family once all relevant documents have been processed.
The centre is flexible with cancellations to care each year for the first month as Management is aware that circumstances regarding work arrangements and school activities are being finalised. The 5 working days notice is waived during this period

CCMS guidelines will be followed once an enrolment is cancelled. 

Emergency care
Emergency care will be provided to children who are currently enrolled in the centre or in circumstance where the family is a priority one under the centres Priority of Access policy (refer to policy).
Children not enrolled at the centre who require emergency care will be able to attend the centre once relevant information is received by correspondence of school or family is shared. Upon collection of the child and enrolment must completed and fees paid. Other relevant centre information will be given to the family
Emergency care will not be provided to families enrolled at the centre if a suspension has been put in place due to overdue fees or other circumstances that have warranted a suspension.
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