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ENROLMENT POLICY
PURPOSE  
Lower Plenty Primary School OSHC uses enrolment and orientation procedures to collect required information, understand each child’s needs and help families feel informed and welcomed before care begins.
SCOPE  
This policy applies to children, families, staff, management and visitors of the OSHC Service.
IMPLEMENTATION  
· Enrolment forms will be prepared and reviewed regularly to include the information and authorisations required by National Regulations 160–162. An enrolment record must be completed before a child commences care.
· The Coordinator or an educator will explain enrolment, bookings, fees, arrival and collection arrangements, routines and relevant policies to families. Children and families will be supported to become familiar with the service.
· To support children’s safety, wellbeing and participation, the service will securely maintain the following information for each enrolled child:
· Full name, date of birth, address and gender of the child
· Details of siblings or friends attending, if families wish to provide them
· Name, address and contact details of each known parent
· Attendance and relevant parenting, guardianship or living arrangements
· Emergency contacts; authorised nominees; and people authorised to consent to medical treatment, medication, excursions or transport
· Details of any court orders, parenting orders or parenting plans provided to the service
· Language used at home and cultural background of the child and, where applicable, parents
· Relevant cultural, religious, dietary, disability, inclusion or other support needs
· Medical conditions, allergies, health needs and required medical management, risk minimisation and communication plans
· Immunisation information where relevant to the service’s health procedures
· Name, address and phone number of the child’s doctor or medical service, and Medicare number if available
· Child’s interests, strengths and preferences to support their participation
· Child Care Subsidy (CCS) and billing details, where applicable
· Signed authorisation for emergency medical treatment and ambulance transport
· Relevant written authorisations for regular outings or transport, where applicable
· The service will also seek separate parent or authorised-person consent, where relevant:
· for optional sharing of information, noting information may also be disclosed where required or authorised by law
· for taking, using and storing photographs or videos, with separate permission for promotional use
· to acknowledge receipt of service information, policies and relevant arrangements
· for participation in age-appropriate media activities, where the service seeks consent
· If essential information or authorisations are missing, the Coordinator will discuss this with the family and seek a safe, inclusive solution before care commences. Optional information or consent will not be treated as a condition of enrolment.
· Enrolment records will be kept securely, accessible to authorised staff when needed, updated when circumstances change, and handled in accordance with confidentiality and record-retention requirements. Families will be asked to check their details at least annually.
FURTHER INFORMATION AND RESOURCES  
· Education and Care Services National Regulations 160–162, 168, 170, 177, 181–183
· National Quality Standard: Quality Area 6 (6.1.1, 6.1.2) and Quality Area 7 (7.1.2)
REVIEW CYCLE AND EVALUATION
This policy was reviewed in October 2026 and is scheduled for review in October 2027.
image1.png
Primary Sh




