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Enrolment and Orientation for Children and Families 

Policy 

Objectives 

• For families to be involved in an efficient enrolment process that ensures a sense of belonging. 

• For families to be aware of the orientation period provided for them by the Centre. 

• To encourage families to take this option to settle their child and themselves into the education and 

care environment. 

• For children transitioning to the next room to feel comfortable and familiar with the educators 

before commencing permanently. 

• For the families of the child to feel comfortable and familiar with educators and the routines within 

the room. 

• For the staff within the room to be familiar with the child before becoming a permanent member of 

the room. 

 

Other related policies and procedures 

Enrolment Pack 

Family Handbook 

The Acceptance and Refusal of 
Authorisations Policy  

Positive Guidance of Child Behaviour 
Policy 

Children’s Belongings and Toys Policy  

Attendance of Employees Children at the 
Centre Policy 

Code of Conduct Policy 

Dealing with Complaints Policy 

Arrival and Departure Policy 

Child Immunisation Policy 

Interactions with Children Policy 

Medical Conditions Policy 

Fee Payment Policy  

Privacy and Confidentiality or Records Policy  

Safe Use of Digital Technologies and Online 
Environments Policy 

Safe Transportation Policy 

Sun Protection Policy 

Workplace Health and Safety Policy 

Governance and Management Policy 
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Application of this policy 

This policy applies to children, families, staff, educators, management, parent management committee, 

nominated supervisor, students, volunteers and visitors of the Centre. Should the need arise, the policy will 

be translated into appropriate languages. 

 

ENROLMENT 

Enrolment Requirements 

• Children enrolled at Albert Waterways Children’s Centre are required to attend a minimum of two 

days per week. 

• Families will be informed via phone, email or in person when a position becomes available in either 

the Junior Kindy or Kindergarten room. 

• A suitable time for an enrolment interview with the Nominated Supervisor will be arranged. 

• Families will receive an enrolment form link and Parent Handbook via email. 

• Families will be asked if they require assistance completing forms or access to interpreter services. 

Documentation Required 

Prior to commencement, families must provide: 

• Completed enrolment forms 

• Child and parent CRN numbers 

• Birth certificate or passport 

• Current AIR Immunisation History Statement 

• Any court orders, parenting plans, or parenting orders 

• Medical management plans and medication (if applicable) 

Children with medical conditions or allergies must have: 

• A completed medical management plan from their medical practitioner 

• Risk minimisation and communication plans completed prior to commencement 

• Medication supplied to the Service each day 

• ASCIA Action Plans where relevant 

Enrolment Interview 

During the enrolment interview: 

• Enrolment information will be checked for accuracy and completeness. 

• Families will be supported to complete any additional forms. 

• The Nominated Supervisor will explain: 
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o The Service philosophy 

o Daily routines 

o Important policies and procedures 

o Communication methods 

o The educational program and observation cycle 

o Key information in the Parent Handbook 

o Fee information and payment details 

o CCS information 

o Online app or platform information 

o Information regarding: 

▪ National Quality Framework 

▪ National Quality Standards 

▪ Early Years Learning Framework 

Families are encouraged to provide detailed information about their child including: 

• Interests and dislikes 

• Home routines 

• Cultural considerations 

• Toileting and sleeping routines 

• Additional support needs 

For babies, families are asked to provide a copy of the child’s home routine to assist consistency between 

home and care. 

ORIENTATION OF THE SERVICE 

During orientation, families will: 

• Be guided through the enrolment process and online platform 

• Receive information regarding: 

o Child Care Subsidy (CCS) 

o Fee structure and gap fees 

o Casual days 

o Service communication methods 

• Be introduced to educators and room routines 

• Tour the Service 

• Be shown sign in/out procedures 

• Be informed about: 

o Appropriate clothing, hats, and sunscreen 

o Policies regarding toys from home 

o Daily communication and online apps 

• Be invited to visit the Service at different times during the day 
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• Be encouraged to establish a consistent goodbye routine 

• Be given opportunities to discuss goals for their child 

• Confirm their preferred communication method 

Families will also be informed of key Service policies including: 

• Child Protection 

• Incident, Injury, Trauma, and Illness 

• Administration of Medication 

• Sun Safety 

• Infectious Diseases 

• Safe Use of Digital Technologies 

If English is an additional language spoken at home: 

• Families may provide key words educators can use with the child 

• Educators may use visuals and other communication supports to assist transitions and 

understanding 

Sensitive matters, including medical conditions and court orders, will be discussed privately with 

management. 

IMMUNISATION REQUIREMENTS 

• Families must provide a current AIR Immunisation History Statement. 

• Immunisation records must remain current throughout enrolment. 

• Families are responsible for notifying the Service of any immunisation updates. 

• Queensland legislation does not make immunisation mandatory for enrolment; however, 

enrolment and attendance remain at the discretion of the Service. 

• Conscientious objection is not considered a valid exemption for CCS or Family Tax Benefit purposes. 

ORIENTATION VISITS 

Families are strongly encouraged to attend a minimum of two orientation visits prior to commencement. 

Recommended visits: 

• Approximately one hour each 

• Ideally between 9:00am–11:00am 

• Avoiding rest times where possible 

During orientation visits: 

• Parents/caregivers must remain onsite 

• Children become familiar with educators, routines and peers 
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• Educators discuss strategies to support a successful transition 

COMMENCEMENT OF CARE:  

On the child’s first day: 

• Families will be welcomed by management and educators 

• Families will be shown how to sign children in and out 

• Children will be introduced to their room and locker 

• Educators will explain the room routine and daily experiences 

• Information regarding collection procedures will be discussed 

• Families will receive updates about the child’s day through the Service app or communication 

systems 

Families will be reassured they may: 

• Stay with their child during the settling period 

• Contact the Service throughout the day 

• Discuss concerns with educators at any time 

Supporting Transition 

Educators will: 

• Build positive relationships with the child 

• Follow home routines where possible 

• Communicate regularly with families 

• Support children emotionally during separation 

• Gather information regarding the child’s culture, interests and strengths 

• Encourage families to say goodbye before leaving 

Transition arrangements will be individualised to suit each child and family. 

TRANSITION BETWEEN ROOMS 

Children moving to another room will participate in an orientation process to support a smooth transition. 

Transition Process 

The Nominated Supervisor and educators will: 

• Discuss placements and readiness for transition 

• Consider emotional and developmental readiness 

• Inform families of the proposed move 

• Provide room information and routines to families 
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The current Room Leader will: 

• Discuss the move with families 

• Explain the orientation process 

• Introduce the child and family to new educators 

• Share developmental information and routines with the new room 

The new Room Leader will: 

• Welcome families into the room 

• Provide tours and routine information 

• Discuss programming and expectations 

• Address family questions or concerns 

Orientation visits will gradually increase over time and may include: 

• Participation in experiences 

• Meal times 

• Rest times 

Transitions will occur at the child’s pace and according to their emotional wellbeing. 

NEW YEAR ROOM TRANSITIONS 

At the beginning of each year, children transitioning into Kindergarten may attend an orientation session 

with their families. 

Families may: 

• Meet educators 

• Learn room routines and expectations 

• Tour the environment 

• Discuss concerns with educators 

Children requiring additional support may: 

• Visit familiar educators in Junior Kindy 

• Participate in gradual transitions 

Educators will use information from families regarding the child’s interests and needs to support successful 

adjustment. 

Nominated Supervisor will ensure: 

• Compliance with all relevant legislation 
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• Accurate completion of enrolment records 

• Verification of documentation 

• Medical information is communicated to educators 

• Enrolment notices are lodged within required timeframes 

• Families have access to Service policies 

• Reasonable adjustments are made to support inclusion and participation 

• Orientation feedback is collected from families 

• Child records are securely maintained 

Families will ensure: 

• Completing all enrolment documentation 

• Providing required authorisations 

• Keeping enrolment information current 

• Providing medical information and documentation 

• Confirming CCS enrolments and CWAs 

• Providing two weeks written notice for: 

o Withdrawal from care 

o Changes to attendance days 

CHILD CARE SUBSIDY (CCS) 

Families may be eligible for CCS to assist with childcare fees. 

CCS eligibility is determined by: 

• Combined family income 

• Activity level of parents/guardians 

• Type of childcare service 

Families: 

• Must apply through myGov/Centrelink 

• Will receive a CRN 

• Must confirm enrolments through their myGov account 

Families may also be eligible for Additional Child Care Subsidy (ACCS). 

COMPLYING WRITTEN ARRANGEMENTS (CWA) 

A Complying Written Arrangement (CWA) must be completed between the Service and family before care 

commences. 

The CWA includes: 



8 

 

• Child and family details 

• Care arrangements 

• Session times 

• Fee information 

• Start date of care 

Updated CWAs must be confirmed whenever changes occur. 

ENDING AN ENROLMENT 

Families wishing to withdraw their child must provide two weeks written notice. 

Withdrawal notices must include: 

• Date of notice 

• Child’s final day of attendance 

Additional information: 

• Fees remain payable during the notice period 

• CCS may cease if the child does not attend during the notice period 

• Final accounts must be paid before bond refunds are processed 

• Records will be securely retained according to legislative requirements 

CONTINUING ENROLMENT 

Prior to the new year: 

• Families will be asked to confirm continuing enrolment 

• Families of children commencing school must provide final attendance dates 

• CWAs will be updated as required 

TERMINATION OF ENROLMENT 

The Service reserves the right to terminate enrolment where policies or enrolment conditions are not met. 

This may include: 

• Non-payment of fees 

• Unsafe or inappropriate behaviour 

• Failure to provide required documentation 

• Repeated breaches of Service policies 

• Bullying or harassment of staff, children, or families 

• Bringing unwell children to the Service knowingly 
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Where possible: 

• Families will receive two weeks written notice 

• Management will attempt to resolve concerns prior to termination 

Immediate termination may occur where safety or wellbeing is at risk. 
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