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Enrolment, Orientation and Family Information Policy

POLICY STATEMENT
Mawson Lakes School OSHC is committed to providing a welcoming, inclusive and high-quality education and care service for all children and families. We provide before school care, after school care, pupil free days and vacation care programs that support families while fostering children's learning, development, wellbeing and sense of belonging.
We are committed to ensuring equitable access to education and care, recognising and respecting the diversity of our community. Children and families will be treated with dignity, respect and fairness regardless of gender, age, cultural or linguistic background, Aboriginal or Torres Strait Islander identity, religion, disability, family structure, sexual orientation, socioeconomic status or any other protected attribute. We actively promote inclusion, celebrate diversity and work collaboratively with families to support each child's individual strengths, needs and circumstances.
Our enrolment and orientation processes are designed to be welcoming, informative and supportive, recognising that starting or transitioning into OSHC can be a significant experience for both children and their families. We value strong partnerships with families and encourage open communication to promote continuity of care and positive outcomes for every child.
Enrolments are managed fairly and consistently, considering the service's licensed capacity, staffing arrangements and ability to safely meet the individual needs of each child. The service complies with the Education and Care Services National Law, the Education and Care Services National Regulations, and the National Quality Standards, ensuring families have access to clear information about enrolment procedures, fees, policies and their rights and responsibilities.
LEGISLATIVE REQUIREMENTS
	Regulation 
	Description 
	Implementation 

	77
	Health, hygiene, and safe food practices
	OSHC strictly follows guidelines to prevent the spread of infectious diseases. This includes promptly notifying parents or guardians of any identified illness at the service and taking appropriate steps to minimize further infections.

	78
	Food and beverages 
	OSHC provides children with accessible water fountains and bottled water for excursions, while offering scheduled meals/snacks tailored to dietary needs and portion sizes.

	85
	Incident, injury, trauma and illness policies and procedures
	OSHC prioritises children's well-being with procedures in place for staff to assess injuries and illnesses, administer first aid, contact parents/guardians, and follow escalation protocols for emergencies; staff are trained to provide comfort and support for children experiencing trauma, notify parents/guardians, and involve external support services if/when necessary.

	86
	Notification to parents of incident, injury, trauma, and illness
	Nominated Supervisor to notify families of children who have been involved in an incident, injury, trauma, or illness.

	88
	Infectious diseases
	OSHC strictly follows guidelines to prevent the spread of infectious diseases. This includes promptly notifying parents or guardians of any identified illness at the service and taking appropriate steps to minimize further infections.

	90
	Medical conditions policy
	Policies are in place to manage children’s medical conditions.

	91
	Medical conditions policy to be provided to parents
	The parents of the child with health care needs will have access to the medical conditions policy.

	92
	Medication record 
	A medication record is kept for each child who has received medication administered by the service.

	93
	Administration of medication 
	Medication is only administered to a child when it is authorised in accordance with legislative requirements

	94
	Exception to authorisation requirement- anaphylaxis or asthma emergency
	In the case that an emergency arises, we will call the parents/guardians and ambulance service prior to administering any non-prescribed medication. 

	96
	Self-administration of medication 
	A qualified educator will support the child to self-administer their medication if parents provide written consent.

	97
	Emergency and evacuation procedures
	Mawson Lakes School OSHC completes emergency evacuations and lockdowns quarterly to inform children and educators of our practice in case of an emergency. Educator’s direct children and young people to the designated areas as followed by our floor plans which are found in all approved spaces at the exits.

	99
	Children leaving the education and care service premises 
	The sign-out procedure ensures all children leaving the service are collected by an authorised person which is stated on their enrolment form, the sign-out bench is in TR9. The exits and entrances are monitored by educators at all times.

	100
	Risk assessment must be conducted before excursion 
	We take appropriate steps to minimise the risk of children by completing a risk assessment for each excursion to provide the best quality of care.

	101
	Conduct of risk assessment for excursion 
	Identify and assess risks that the excursion may pose to the safety, health or wellbeing of any child being taken on the excursion; and specify how the identified risks will be managed and minimised.

	102
	Authorisation for excursions 
	We ensure no child leaves the premises for an excursion unless written authorisation is provided through the signed vacation care booking form.

	102D
	Authorisation for service to transport children
	OSHC prioritizes safety for excursions by requiring written permission from parents or authorized guardians. This authorization details the child's information, excursion purpose, destination, activities, transportation, timeframe, and supervision ratios. One-time excursions need specific details documented each time.

	155
	Interaction with children


	We build positive relationships with children through genuine connection, active listening and respectful communication. Educators engage in children’s play, follow their interests, encourage their ideas and provide opportunities for choice and leadership.

	157
	Access for parents 
	OSHC operates with an open-door policy, guaranteeing parents free access to the premises during their child's enrolled hours, except in rare instances where safety concerns, legal obligations, or court orders might necessitate restricting entry.

	160
	Child enrolment records to be kept by approved provider and family day care educator 
	OSHC ensures all educators are familiar with and follow the required policies and procedures. The approved provider takes reasonable steps to achieve this, such as staff training and regular policy reviews.

	161
	Authorisations to be kept in enrolment record 
	OSHC prioritises clear communication by keeping detailed enrolment records for each child. These records contain critical medical treatment consent from parents/guardians, allowing staff to seek medical attention. Additionally, they may include permissions for regular outings or transportation, as authorised by regulations.

	162
	Health information to be kept in enrolment record 
	Details of any health care needs, including medical conditions are kept in an enrolment record along with health support agreements and medication agreements. 

	168
	Education and care service must have policies and procedures
	The service has policies and procedures that reflect the needs of the service. These are reviewed every two years or when deemed necessary.

	170

	Policies and procedures are to be followed
	Policies and procedures are always followed by our educators.

	171
	Policies and procedures are to be kept available
	Policies and procedures are kept available to all educators and families, via the sign-out bench that is in TR9 or are available on the Mawson Lakes School website. 

	172
	Notification of change to policies or procedures
	OSHC ensures families are informed. We provide 14 days' notice for significant policy changes impacting care (regulation 168 & 169) or service use. The same applies to fee adjustments. In emergencies prioritising child safety, we'll notify parents ASAP after changes are made.

	173
	Prescribed information is to be displayed 
	We ensure that all prescribed information required under Regulation 173 of the Education and Care Services National Regulations is prominently displayed at the service and kept current. The service will ensure that prescribed information is accurate, up to date, and displayed that is clearly visible and accessible to families, educators, authorised officers, and visitors.

	177
	Prescribed enrolment and other documents to be kept by approved provider 
	OSHC maintains detailed child records (health, attendance) and service records (staff, compliance). We ensure accuracy and provide access upon request, respecting privacy and court orders.

	181
	Confidentiality of records kept by approved provider 
	OSHC keeps your child's information confidential. However, we may share it in limited situations. This includes sharing with medical professionals for your child's well-being, when required by law, or with your written consent, such as for emergency contacts. We understand the importance of privacy and will always be transparent about how your child's information is handled. 

	183
	Storage of records and other documents 
	OSHC securely stores all records for the mandated period, ranging from 3 years for most documents to 25 years for incident/injury/illness reports and those related to a child's death. 



POLICY
PURPOSE 
To provide a welcoming, inclusive, and informative enrolment and orientation process that is responsive to the individual needs of children and families. This policy ensures families receive clear information about the service, fees, payment requirements, and Child Care Subsidy CCS eligibility while supporting open communication and collaborative partnerships throughout enrolment, orientation, and ongoing care.

SCOPE
This policy applies to children, families, educators, management, approved provider, nominated supervisor, volunteers, and visitors to the OSHC service.

IMPLEMENTATION 
The Education and Care Services National Regulations require the approved providers to ensure their service have policies and procedures in place for enrolment and orientation, Reg. 168 take reasonable steps to ensure those policies and procedures are followed, Reg. 170. 

Our OSHC accepts enrolments of children who are formally enrolled in primary school. Children who attend vacation care in January of the same year they will attend school meet the definition of ‘over preschool age, Reg.4. 

HOURS OF OPERATION 
Before School Care - 6:45am - 8:40am Monday to Friday
After School Care - 3:00pm - 6:00pm Monday to Friday
Vacation Care - 7:00am - 6:00pm Monday to Friday 
Pupil Free Days - 7:00am - 6:00pm
School Closure - OSHC is closed

PRIORITY OF ACCESS TO THE SERVICE
Our service manages vacancies and enrolments in accordance with the Australian Government’s Child Care Subsidy (CCS) requirements and Priority of Access guidelines. Where vacancies arise, the service will consider the needs of families and children requiring care and apply the relevant guidelines when determining priority of access. We aim to support families who are most in need and may prioritise vacancies for children who are at risk of serious abuse or neglect.

ENROLMENT 
Enrolments will be accepted subject to the service's licensed capacity, staffing requirements and the ability of the service to meet each child's individual needs. An enrolment form must be completed for every child before attendance. Families will receive the OSHC Family Handbook, information about the service's policies and procedures, and details of the enrolment process. Enrolment forms are available from the OSHC service, the school office and the school's website. As an approved education and care service, eligible families may access the Child Care Subsidy CCS to assist with reducing childcare fees.

Families are required to provide current and accurate information regarding their child's medical conditions, allergies, additional needs, authorised nominees, emergency contacts, court orders where applicable, and any other information necessary to support the child's safety, health and wellbeing while attending the service.

If a place is not immediately available, the child's name will be placed on a waiting list. Families may be asked to confirm periodically that they wish to remain on the waiting list. When a place becomes available, the Nominated Supervisor will contact the family to finalise the enrolment process.

Enrolment information will be reviewed at least annually and whenever a family's circumstances change to ensure all records remain current and accurate. Families are responsible for notifying the Nominated Supervisor as soon as possible of any changes to enrolment details, including contact information, authorised nominees, medical information, custody arrangements or emergency contacts.

All enrolment records will be stored securely and treated as confidential in accordance with the service's Privacy and Confidentiality Policy and relevant privacy legislation. Access to enrolment information is limited to authorised educators, the Approved Provider, the Nominated Supervisor, regulatory authorities and the child's parent or authorised nominee, as permitted by legislation.
Children may only attend the service once all required enrolment documentation has been completed and any applicable bookings have been confirmed.
The service is committed to providing an inclusive environment and will work collaboratively with families and relevant professionals to support the inclusion of all children.
Children who are referred by the school to the OSHC because they have not been collected by 3:15 pm will be accepted into the service where possible. The parent or guardian will be responsible for any fees incurred for the child's attendance.

If the child is not enrolled with the OSHC, the school will provide the service with the child's relevant health information, emergency contact details, and other necessary enrolment information to support the child's safety and wellbeing while in care.

Families will be provided with relevant information about the service, including enrolment, collection and drop-off procedures, fees, Child Care Subsidy, programming, Vacation Care, inclusion, SunSmart requirements and the learning environment. Families will be advised of available vacancies and commencement dates and offered an opportunity to tour the service. The enrolment process will gather information about each child’s interests, strengths, individual needs and any relevant medical or legal matters. Sensitive information will be discussed privately with the Nominated Supervisor, and families are encouraged to ask questions and share information that will support their child’s participation and wellbeing.
Mawson Lakes School OSHC is available to children enrolled at Mawson Lakes School. Children who are not enrolled at the school are not eligible to attend the service. For children who will not be returning to Mawson Lakes School the following year, OSHC attendance may continue during December until the service closes for the school holiday period. Once the service closes for the holidays, these children are no longer eligible to attend, including when the service reopens in January.
ON THE CHILD’S FIRST DAY
On their first day, children will be welcomed by an educator and supported to become familiar with the service. They will be shown where to sign in and out, where to store their belongings and given a tour of the OSHC environment. Educators will explain the service routines, rules and expectations in an age-appropriate way and introduce the child to available activities, spaces and other children. Where appropriate, educators will support the child’s transition by connecting them with a buddy or communicating with their classroom teacher. Families will be provided with information about the collection process. The Nominated Supervisor will ensure the orientation and enrolment information has been received.

ACCEPTANCE AND REFUSAL OF AUTHORISATION
In accordance with the Education and Care Services National Law and Education and Care Services National Regulations, OSHC will obtain written authorisation from a parent, guardian, or authorised nominee where required to ensure the health, safety, wellbeing, and best interests of each child are protected. 

An authorisation is permission given by a person with legal responsibility for a child for another person to act or make decisions on the child's behalf. Authorisations may be provided in writing or electronically where permitted. All authorisations and any refusal of authorisation will be recorded and maintained as part of the child's enrolment record.

OSHC will only accept authorisations that meet legislative requirements and relate to matters including, but not limited to:
· Enrolment of children, including details of authorised nominees, emergency contacts, and persons authorised to consent to medical treatment, excursions, transportation, or collect a child from the service
· Administration of medication, including self-administration where applicable
· Administration of first aid and medical treatment, including emergency ambulance transportation
· Children's arrival at and departure from the service, including collection by an authorised person
· Regular transportation and excursions, including routine outings
· Participation in incursions conducted at the service
· Participation in water-based activities
· Permission for photographs, videos, and other images of children to be taken and used in accordance with the service's Photograph, Technology and Cyber Safety policies
· Children's access to digital technologies in accordance with the service's Photograph, Technology and Cyber Safety policies
The OSHC service reserves the right to refuse an authorisation if it is incomplete, inconsistent with legislative requirements, cannot be verified, or is considered to place the health, safety, wellbeing, or best interests of a child at risk. Where an authorisation is refused, the service will communicate the reasons to the parent or guardian and work collaboratively to resolve the matter wherever possible.
Suspension or exclusion from the service will only be considered after reasonable strategies, communication and support have been implemented with the child and family. Suspension or exclusion may occur where:
· Professional advice indicates that continued attendance is not in the child's best interests or poses a significant risk to their wellbeing
· A child's behaviour presents an ongoing risk to the safety or wellbeing of themselves, other children or educators, despite the implementation of appropriate behaviour support strategies
· Families do not comply with the service's enrolment requirements, policies or conditions of attendance, including the payment of fees where applicable
Decisions regarding suspension or exclusion will be made fairly, consistently and in accordance with the service's policies, legislative requirements and principles of procedural fairness.

REFUSAL OF AUTHORISATIONS
All authorisations which are incomplete or incorrectly recorded are to be returned to the parent or guardian for required adjustments. Written or verbal authorisation may be refused if the authorisation does not comply with National Regulations or Child Protection Legislation. The approved provider or nominated supervisor will inform the parent or guardian the reason why the written or verbal authorisation does not meet National Regulations or policy procedures.  
Management will discuss an alternative arrangement with the family following the refusal of authorisation. If an authorisation is refused by the service, it is best practice to document details surrounding the refusal.
COMMUNICATION
We encourage open and regular communication with families and use a range of methods to share information and updates. Spike is used for important announcements and service updates. ClassDojo is used to share the Vacation Care program, which is available to families from Friday of Week 4 each term. Phone and email are the main forms of direct communication, with contact details provided at enrolment. A monthly newsletter is available at the OSHC sign-in/out desk and on the school website to provide information about upcoming events, activities, experiences and service updates. Face-to-face meetings are also available by request to discuss individual matters or share information.

GENERAL FEES 
Fees are charged per session for Before School Care, After School Care, Pupil Free Days and for Vacation Care. Child Care Subsidy CCS is paid directly to the service and applied as a reduction to the family’s fees, with the remaining balance being the family’s gap fee. Gap fees must be paid by electronic funds transfer EFT, and a dated invoice will be emailed each week. Families may make weekly or fortnightly payments to suit their circumstances, and fees may be paid in advance to maintain a credit balance.
Accounts should not exceed $250. Where an account exceeds this amount, the OSHC Directors will determine whether care can continue. Families are required to provide one week’s notice of an absence from a booked session; otherwise, the session fee will apply.

CHILD CARE SUBSIDY - CCS 
Families wishing to receive Child Care Subsidy CCS must apply through their myGov account linked to Centrelink and meet the eligibility requirements set by the Australian Government. CCS eligibility and the level of subsidy are determined by factors including family income, activity level, the number of children in care and other applicable circumstances. CCS is paid directly to the service and applied to the family’s account as a fee reduction.
Families are responsible for ensuring their Centrelink and CCS information is accurate and up to date and must report any changes in circumstances. Enquiries or disputes regarding CCS eligibility or payments should be directed to Centrelink. Any applicable early childhood workforce discounts will be provided in accordance with the current CCS Handbook.

FEES AND FINANCIAL MANAGEMENT
We strive to ensure families fully understand our expected fee schedule and payment process. We are committed to financial integrity and complying with Child Care Subsidy regulations. Effective compliance systems are in place for the appropriate administration of childcare funding. Mawson Lakes School OSHC guarantees the confidentiality and privacy of all personal information provided about enrolled children and families.

PAYMENT OF FEES
· Fees are paid to the OSHC bank account via direct transfer
· Families will be issued with a Statement of Fees and Entitlements on a weekly basis in accordance with the fee payment and Regulatory requirements
· The Statement of Fees and Entitlements will include details of the sessions of care provided and the resulting fee reduction amounts
· The Statement of Fees and Entitlements is generated using our CCS software which meets all requirements as per Family Assistance Law legislation 

CANCELLATION OF CARE
· [bookmark: _Hlk128492512]Families are requested to contact the service if their child is unable to attend a session
· A $5 Not Notified Fee will apply where a child is absent from a booked session without prior notification and educators are required to contact the family to confirm the child’s whereabouts
· Seven days’ notice is required for cancellation of all booked care or changes of any session. Families who do not notify the service of cancellations will be charged full fees plus the not-notified fee
· If a child is sick, full fees, will still be charged. If by the third day the child is still sick, the child’s booking will be cancelled
· In the case of a medical emergency or family issue, please discuss your bookings with the Nominated Supervisor 
· Under the Child Care Subsidy, families are allowed 42 absence days per child, per financial year and may be entitled to additional absence days in certain circumstances
· Allowable absences can be taken for any reason. Families do not have to provide evidence
· Additional absences can be claimed for the specified reasons as defined by the Family Assistance Law 
· Families can view their absence count through their invoice
· In a period of emergency declared by the Australian Government, such as bushfire or flood, extra allowable absences for the duration of the emergency will be automatically applied in the CCS system

VACATION CARE
· Vacation Care bookings come out Week 4 Friday of each term, parents must pay a deposit
· Cancellations are not accepted after the booking due date for vacation care. Families will be charged for all days booked and sick certificates will not be accepted
· In the case of a medical emergency or other circumstances, it is up to the discretion of the director to determine alternate arrangements

DEBT RECOVERY PROCEDURE
· If a family fails to keep their account under $250 without evidence of consistent payments, a reminder message will be issued to remind parents and guardians to resolve their account
· A child’s position will be terminated if payment contribution has not been made after 7 days, for which the family will receive a final message terminating the child’s position. At this time the Mawson Lakes School OSHC will initiate its debt collection process

LATE FEES
· A late fee will apply where children are not picked up prior to closing time at 6:00pm
· There is a late fee, which increases each 15 minutes. Please refer to Late Collection form for current pricing
· If this becomes a regular occurrence, care will be ceased 





CHANGE OF FEES
· Fees are subject to change upon approval from governing council, at any time provided a minimum 14 days written notice is given to all families. Fee changes will only ever come into effect at the beginning of a new term
· CCS hourly rate caps may be increased by the CPI at the commencement of each financial year
· Any CCS hourly rate increases are governed by CCS and are automatically adjusted through our CCS Software

TERMINATION OF ENROLMENT 
· If termination from the Mawson Lakes School OSHC is required without notification, families can lose their Child Care Subsidy, resulting in the payment of requirement for full fees to be charged
· In some circumstances CCS may not be paid for sessions if the child has not physically started care
· CCS may not be paid for absences submitted after a child’s last physical day of care, unless conditions have been met as specified by Family Assistance Law

RESPONSIBILITY OF MANAGEMENT 
The approved provider and nominated supervisor are responsible for:
· Ensuring that obligations under the Education and Care Services National Regulations are met
· Ensuring the service and all persons with management and control comply with the rules under Family Assistance Law 
· Ensuring persons with management and control are considered ‘fit and proper’ persons
· Ensuring all families are aware of our Payment of Fees 
· Ensuring enrolments are submitted correctly with the appropriate enrolment information 
· Providing families with regular statement of fees payable
· Notifying families of any overdue fees
· Providing families with reminders as required
· Terminating enrolment for children if fees are not paid
· Discussing fee payment with families if required

COLLECTION OF CHILDREN
Parents or guardians must provide the names and contact details of people authorised to collect their child on the enrolment form and advise the service of any changes. Authorised persons collecting a child must provide photo identification when requested.
If a person who is not listed on the enrolment form arrives to collect a child, the service will contact the parent or guardian to confirm authorisation before the child is released. The person may be required to provide photo identification and relevant details to confirm their identity. Children will only be released to a parent or guardian, or authorised person once appropriate authorisation has been confirmed.

EQUAL OPPORTUNITY AND INCLUSION
Mawson Lakes School OSHC is committed to providing an inclusive and respectful environment where all children, families and educators are treated fairly and with respect. We value diversity and recognise the individual strengths, abilities, cultures, languages, identities, backgrounds and circumstances of each child and family.
Equal opportunity is reflected in our enrolment practices, employment processes, relationships and daily program. Children are supported to participate in the service regardless of their background, culture, language, gender, disability, ability, family circumstances or individual needs. Educators adapt experiences, environments and approaches where appropriate to support participation, inclusion and a sense of belonging.
Our programming reflects the diversity of our community and provides opportunities for children to develop respect, understanding and appreciation for individual differences. Educators build positive relationships with children and families by listening to their perspectives, recognising their individual needs and strengths, and supporting active participation in the service.
Access to the service is managed in accordance with applicable Child Care Subsidy and Priority of Access requirements. Where a child has additional needs or a disability, the service works collaboratively with the child, family, school and relevant support professionals to identify appropriate adjustments and support strategies, considering the resources and arrangements available within the service.
Employment and recruitment processes are conducted fairly and based on the requirements and selection criteria of the position. Discrimination, harassment or unfair treatment is not accepted within the service.
Families and educators are encouraged to raise concerns, provide feedback or discuss any matters relating to discrimination, inclusion or equal opportunity with the Director or Nominated Supervisors. Concerns will be managed respectfully and in accordance with the service’s complaints and grievance procedures.
FAMILY COMMUNICATION AND CONTACT
We maintain positive, respectful and supportive relationships with families through open and regular communication. Families can contact the Director or Nominated Supervisors to discuss their child or raise concerns by speaking with educators, telephone, email or by arranging a meeting. Information relating to children and families is treated confidentially and will not be shared with other families.
Families are welcome to visit the service while their child is attending. Where parenting arrangements, court orders or other legal matters affect a child’s care or collection, families must provide the service with current documentation. The service will follow any relevant legal orders and ensure children are only released in accordance with authorised arrangements.
If a person arrives to collect a child and educators have concerns that they are affected by alcohol, drugs or are otherwise unable to safely care for or transport the child, the service will take appropriate steps to protect the child’s safety, including contacting another authorised person and, where necessary, emergency services or police.
VISITORS TO THE SERVICE
Visitors may attend the service as part of the children’s program, including community members and professionals who contribute to children’s learning and experiences. Other visitors should arrange an appointment with the Nominated Supervisors before attending.
All visitors must sign in on arrival and follow the service’s visitor and safety procedures. Professional or official visitors, including government, regulatory, child protection, emergency and education representatives, may access the service where authorised or required by law.
Any person who is not authorised to be at the service will be calmly asked to leave. If they refuse, the Nominated Supervisors will contact police. Educators will not physically remove an unwelcome person from the service.
	Roles
	Responsibilities 

	Approved Provider/Nominated Supervisor
	· That obligations under the Education and Care Services National Law and National Regulations are met
· Educators, staff, students and volunteers have knowledge of and adhere to this policy and associated procedure
· Families are aware of where the policy can be accessed
· The enrolment form is completed accurately and, in its entirety
· The child’s health record has been sighted and noted on their enrolment record
· Authorisations are signed by both parents and guardians
· Our service complies with the Disability Discrimination Act, and our enrolment policy and practices do not discriminate against children or others with disability 
· Barriers to access and participation for children with disability are identified and reasonable adjustments to the program and environment are made to allow access and participation in the service 
· A child with medical needs does not begin at the OSHC Service unless a medical action management plan is received and medication is brought to the service to be stored
· The child’s medical management plan is recorded, and this information is shared with 
Educators
· The Medical Conditions Policy is provided to families for children with a specific health care need, allergy or other relevant medical condition before the child begins education and care at the Service
· Risk Minimisation Plans and Communication Plans are completed with parents or guardians for children with medical needs 
· Educators are informed of the new child including any medical conditions, interests, developmental needs, and strengths
· The enrolment is lodged through SPIKE software provider
· [bookmark: _Hlk172188693][bookmark: _Hlk138342892]A file for the Child’s information is created
· Enrolment notices and arrangements are updated if details have changed or if the enrolment ends 

	Educators, Volunteers 
and Students
	· Build positive, respectful relationships with children and families through genuine connection, active listening and clear communication
· Welcome new children, provide a tour of the service and explain routines, rules and expectations in an age-appropriate way
· Maintain appropriate supervision and follow sign-in, sign-out and collection procedures
· Communicate relevant information with families and refer sensitive matters to the Nominated Supervisor
· Respect family privacy and maintain confidentiality regarding children, families and service matters
· Support the inclusion and participation of every child, recognising individual strengths, interests, abilities and needs
· Follow service policies, procedures, risk assessments and safety requirements
· Ensure visitors follow sign-in and visitor procedures and refer unauthorised or concerning visitors to management
· Record and communicate relevant incidents, concerns or changes in a child’s circumstances
· Work collaboratively with colleagues, families and other professionals to support children’s wellbeing, safety and participation
· Maintain a welcoming, safe and inclusive environment where children feel heard, valued and supported

	Families
	· Complete all documentation required by the Service for enrolment
· Provide required authorisations as indicated on enrolment form
· Confirm enrolment notices and sign CWAs
· Notify the service of any specific health care needs of the child, including medical conditions and allergies and provide a medical management plan for child if applicable
· Ensure all information about the child and family is kept up to date
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