	Enrolment and Orientation Policy


POLICY STATEMENT
Enrolment and Orientation at the Annie Dennis Children’s Centre (the Centre) is an exciting and emotional time for children and families, and often represents a family’s first experiences with child care. The Centre’s aim is to build the foundations for an ongoing partnership between the family and the Centre. This partnership will enable the Centre and families to work toward the common goal of promoting consistent quality outcomes for individual children.
 RATIONALE 
The purpose of this policy is to:

· inform families of the Centres processes and procedures

· distribute information

· gather information from families about their child.
STRATEGIES 
Waiting List

Darebin City Council administers the Centralised Child Care Waiting List and the Kindergarten Waiting List on behalf of the community managed participating early childhood services that are located in Darebin.

Places will be allocated according to the Commonwealth Priority of Access Guidelines. Information sheets regarding the Waiting List application process are available from www.darebin.vic.gov.au
Enrolment 
Once a position has been offered and accepted by the family, the family will be sent an enrolment package which contains the following:

· enrolment form
· child background information sheet
· fees policy and schedule
· Child Care Benefit and Rebate information
· centre Philosophy
· welcome letter.
The welcome letter provides a brief overview regarding the orientation process. During this time families are also invited to come and look around the Centre to meet the Director/Assistant Director and educators. 

The initial visit is to exchange basic information about the child/ren, discuss the orientation process. The enrolment process may differ slightly depending on the program the child/ren is enrolled to attend.
To secure the enrolment, parents/guardians are required to pay 2 weeks full fee bond (refer to fee policy).
SPECIFIC PRACTICES AND PROCEDURES 
Being flexible and sensitive to each family and their children will assist to make the orientation process a positive experience. Centre Management and educators consider the individual needs of children and families at this time, as well as any previous experiences that the family have had with children’s services. 
When personalising the orientation process the following issues may be considered:

· the family’s cultural and/or linguistic background for families from non-English speaking backgrounds (external support may be required)

· the family’s need in relation to work or other commitments

· the family’s pervious knowledge or experience of children’s services

· any additional needs of the child an/or their family 

· the child’s age. 

The orientation process for the babies room is scheduled to be between 4-6 weeks to allow ample time for both the child and parents/guardians to become accustomed to childcare. The babies room, is often the first experience for families in leaving their child in long day care. We encourage families to follow the schedule as much as possible so that their child settles in gradually.
To facilitate opportunities for successful information exchange between the Centre and families/guardians, the Centre may consider incorporating other experiences into the orientation process these may include:
· holding orientation evenings

· one on one meeting with families during the orientation process to exchange information

· inviting families to visit the Centre and participate in the program at time mutually suitable to both parties before the child starts at the Centre.
The Centre’s aim is to ensure that orientation programs are tailored to meet individual needs of children and families. The Centre considers how best it can provide a number or orientation options for new families and children without compromising the Centre’s current educational programs, children, families or educators.
Responsibilities
Centre Management will:

· provide all families with an enrolment package

· maintain children’s enrolment records

· ensure all required forms are completed and any relevant paperwork is sighted and copied

· ensure any medical information included on the enrolment form is accompanied with relevant management plan (is applicable)

· archiving enrolment forms in accordance with archiving policies and procedures.
Educators will:

· provide families with all relevant information about the educational program
· develop relationships with each child and their parents/guardians

· to consistently record child interactions, interest and needs according to the Early Years 

               Learning and Development Framework and National Quality Standards.
Families/Guardians will:

· participate in parent/educator meetings 

· provide the Centre with as much information about their child as possible

· ensure all information about their child and family is up to date.
Evaluation

In order to assess whether this policy has achieved the purposed outlined in this policy Centre Management will:
· Obtain feedback from educators and families on the effectiveness of the policy 
LEGISLATION
· National Law (section) and National Regulations (regulation)
· Standard 6.1 section 175 regulation 74, 75, 76, 168(2) (k), 171,172, 177, 172, 181, and 183  section 175
· National Law (section) and National Regulations (regulation)

· Standard 7.3 Regulation 158-162,168-172, 181-184

LINK TO NATIONAL QUALITY STANDARDS
	The Enrolment and Orientation Policy is linked to the National Quality Standards, National Law and National Regulations
Quality Area 6: Collaborative partnerships with families and communities -focuses on collaborative relationships with families that are fundamental to achieving quality outcomes for children and community partnerships that are based on active communication, consultation and collaboration.
Quality Area 7: Leadership and service management-focuses on effective leadership and management of the service that contributes to quality environments for children’s learning
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