
 

Enrolment and Orientation Policy 

 

National Quality Standard 
 
Area 6 - Collaborative partnerships with families and communities 
Standard 6.1 Supportive relationships with families 
Element 6.1.1 Engagement with the service: Families are supported from 

enrolment to be involved in the service and contribute to 
service decisions. 

Element 6.1.2 Parents' 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. 

Element 6.1.3 Families are supported: Current information is available to 
families about the service and relevant community services 
and resources to support parenting and family wellbeing. 

Standard 6.2 Collaborative partnerships 
Element 6.2.1 
 

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

Element 6.2.3 Community engagement: The service builds relationships 
and engages with its community. 

 

Children (Education and Care Services) National Regulations (2011 SI 653): 
 
Reg. 99 Children leaving the education and care service premises 
Reg. 100 Risk assessment to be conducted before excursion 
Reg. 102 Authorisation for excursions 
Reg. 157 Access for parents 
Reg. 160 Child enrolment records to be kept by approved provider and family day 

care educator 
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 
Reg. 173 Prescribed information to be displayed 
Reg. 177 Prescribed enrolment and other documents to be kept by approved 

provider 
Reg. 181 Confidentiality of records kept by approved provider 
Reg. 183 Storage of records and other documents 
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Related Policies: 

 

Providing a Child Safe Environment 

Interactions with Children  

Child Protection 

Payment of Fees 

 

 
Policy Statement: 
 
Adventure OSHC is committed to ensuring all children and families receive a positive, 
supportive and informative enrolment and orientation experience. We aim to build trusting, 
respectful partnerships with families, ensuring that enrolment processes are inclusive, 
transparent, and meet all legislative requirements. 
 
Purpose: 
 

To ensure a clear and supportive enrolment and orientation process that: 

●​ Meets the needs of each child and family, 
●​ Upholds cultural safety and inclusion, 
●​ Supports smooth transitions between home, school and OSHC, 
●​ Meets the requirements of the National Regulations, NQS, and Child Safe Standards. 

 
Scope: 
 
This policy applies to all families, children, educators, coordinators, management, and 
visitors to Adventure OSHC services. 
 
Implementation 

1. Enrolment Procedures 

●​ Enrolments are accepted for children enrolled at the host school, subject to licensed 
capacity and staff-to-child ratios (1:15 for school-aged children in NSW). 

●​ Priority of Access may be applied for children at risk of harm, or where families meet 
the Centrelink Activity Test. 
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●​ The enrolment process will be transparent, accessible and equitable, with support 
provided for families with English as an additional language or other accessibility 
needs.​
 

2. Information for Families 

At enrolment, families will be provided with: 

●​ A tour of the service and introduction to educators, 
●​ The Parent/Family Handbook (philosophy, policies, program, routines, fees, 

communication strategies), 
●​ Information about CCS entitlements, 
●​ Information about signing children in/out, sun safety, menu, excursions, and risk 

management. 

3. Enrolment Records (Reg 160–162) 

Families must complete the service enrolment form, which includes: 

●​ Child’s full name, DOB, gender, residential address, language(s) spoken at home, 
cultural background, medical conditions, dietary requirements, immunisation status, 
Medicare number. 

●​ Parent/guardian details (full name, address, contact details, employment). 
●​ Authorised nominees (emergency contacts and collection authorities). 
●​ Court orders or parenting agreements if applicable. 
●​ Health information and medical management plans (if relevant). 
●​ Authorisations: administration of medication, medical treatment, transportation, 

excursions. 
●​ CRN numbers for CCS claims. 
●​ Copy of birth certificate and immunisation record. 
●​ If a health record has been sighted, a notation to that effect in the notes section of 

the child’s Xplor enrolment profile (Reg 162(g)).​
 

4. Orientation 

●​ Families and children will be invited to attend an orientation session before care 
commences. 

●​ Children will be shown where to store belongings, how to sign in/out, and introduced 
to educators and peers. 

●​ Families will share information about their child’s strengths, interests, medical needs, 
and cultural identity. 

●​ Where English is an additional language, educators will request key words in the 
home language to support communication. Visual supports will also be used. 
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●​ Educators will explain routines, the program cycle, sun safe practices, and 
communication channels.​
 

5. Confidentiality and Record Keeping 

●​ All enrolment and health information will be kept confidential and stored securely 
(Regs 181, 183). 

●​ Enrolment and authorisation records will be updated as needed and reviewed 
annually. 

●​ Records will be available for inspection by the Regulatory Authority. 

 

Sources: 
 

●​ Education and Care Services National Regulations (2011 SI 653) 

●​ National Quality Standards 
 
 

Version control created 16 March 2021 

Reviewed 11 March 2022 - No changes (GW) 

Reviewed 2 February 2023 - Minor changes (format, business name change)(GW) 

Reviewed 11 September 2023 - Minor changes (formatting), related policies added 
(GW) 

Reviewed September 2024 - no change (GW) 

Reviewed August 2025 - CSS added, new format and re-written to be more concise, 
changes made for service approval (GW) 

Next review August 2026 
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