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Enrolment and Orientation Policy 
Purpose 
Peak Sports and Learning uses enrolment procedures to collect all required information about each 
child’s specific needs and to provide families with clear information about our service. Families complete 
registration online through our CCSS software, FullyBooked Child Care Management System. 

This information is essential for Peak Sports & Learning to meet its Duty of Care obligations, comply with 
legislation and service policies, and ensure the safety and wellbeing of every child. All information 
collected is kept strictly confidential and used only for its intended purpose. 

Our aim is to ensure children and families experience a positive and supportive enrolment and 
orientation process that responds to individual needs. We seek to build respectful, collaborative 
relationships with families to promote positive outcomes for children and young people, while fully 
meeting all legislative and regulatory requirements. 

Considerations 
Education and Care 
Services National 
Regulations 

National 
Quality 
Standard/s 

Other Service policies/documentation Other  

Regulations: 90, 102, 
157, 160 – 162, 168, 
177, 181, 183 

Standard 1.1, 
1.2, 1.3, 2.1, 
2.2, 4.2, 6.1, 
6.2, 7.1 

- Delivery & Collection of children 
- Booking & Cancellation Policy 
- Dealing with Infectious Diseases Policy 
- Medical Conditions Policy 
- Administration of Medication Policy 
- Child Protection Policy 
- Confidentiality Policy 
- Use of Photographic Images of children 
- Governance Policy 
- Fee Payment Policy 
- Inclusion of children with Additional Needs 

- Child Care Provider 
Handbook 

- Child Safe 
Standards 
 

 

Implementation 
The Education and Care Services National Regulations require approved providers to ensure their 
services have policies and procedures in place for enrolment and orientation (Reg. 168) and to take 
reasonable steps to ensure these policies and procedures are followed (Reg. 170). 
 
Enrolments will be accepted provided that: 
a) the maximum daily attendance does not exceed the licensed capacity of the Out of School Hours Care 
(OSHC) service; 
b) a vacancy is available for the required booking; 
c) the required adult-to-child ratio is maintained at the OSHC service. 
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Eligibility for enrolment: 
Our service accepts enrolments of children and young people who are formally enrolled in primary 
school (Kindergarten to Year 6). This includes: 

• Children commencing Kindergarten, who are eligible to attend from 1st January of the year they 
start primary school. 

• Children in Year 6, who may attend up to 31st December of the year they complete primary 
school. 

 
Toileting requirements: 
Children and young people should be toilet trained to attend the service. Where children, including 
those with additional needs, require assistance with toileting, the service will consider developing a 
toileting plan in collaboration with the family. Such a plan will only be implemented if the centre is 
equipped with: 

• adequate space for changing and toileting assistance, and 
• sufficient staffing levels and training to ensure compliance with Child Protection standards. 

 

Enrolment 
In line with Education and Care Services National Regulations 160–162, an enrolment record must be 
completed and all required documentation provided prior to a child’s first day of attendance. A child 
cannot commence care until this process is complete. 
 
Required Information (Regulation 160) 

• Child details: full name, date of birth, gender, address. 
• Family details: the name, address and contact details of: 

o each known parent of the child, 
o any person to be notified of an emergency if a parent cannot be immediately contacted, 
o any authorised nominee who may: 

 collect the child from the service, 
 consent to medical treatment for the child, 
 authorise administration of medication, 
 authorise the child being taken outside the premises, 
 authorise the service to transport or arrange transport for the child. 

• Court orders: 
o details of any court orders, parenting orders or parenting plans provided relating to the 

child’s care, access, or responsibilities. 
o details of any other court orders provided relating to the child’s residence or contact 

with a parent/other person. 
o where court orders or AVOs specify “no contact” or “restricted access,” families must 

provide a copy of the order and may be asked to provide a photo of the individual for 
staff reference and child safety. 

• Cultural identity: language spoken at home, cultural background of the child and parents. 
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• Special considerations: any religious, cultural, dietary, or other requirements, and additional 
needs. 

• Child Care Subsidy: if the child is not successfully linked to Centrelink for CCS, a copy of the 
child’s Birth Certificate must be provided to confirm name and age. 

 
Required Authorisations (Regulation 161) 
As part of the enrolment process, families are required to provide the following authorisations: 

• Medical treatment and ambulance transport: By accepting the service’s Terms and Conditions 
of Enrolment, families authorise Peak Sports and Learning to seek medical treatment for their 
child from a registered medical practitioner, hospital, or ambulance service, and to request 
ambulance transport in the event of an emergency. 

Following enrolment, and where applicable, families will also be required to provide authorisations for: 
• Excursions and outings: Consent for the child to participate in excursions or regular outings 

(Reg. 102). 
• Transportation: Consent for the child to participate in regular or ad hoc transport arrangements 

organised by the service (Reg. 102D). 
 
Health Information (Regulation 162) 
Families must also provide: 

• the name, address, and telephone number of the child’s registered medical practitioner or 
medical service, 

• the child’s Medicare number (if available), 
• details of any specific health care needs or diagnosed medical conditions (e.g., asthma, epilepsy, 

diabetes), 
• details of any allergies, including whether the child has been diagnosed at risk of anaphylaxis, 
• current and signed medical management plans (as relevant), including asthma, anaphylaxis, 

epilepsy, or diabetes plans, 
• details of any dietary restrictions, 
• the child’s immunisation status, with supporting documentation so that it may be sighted by the 

service. 
 

Additional Support Needs 
• Where a child has a diagnosed disability or requires additional support, families must complete 

an Additional Support Information Form prior to commencement. This form assists the service 
to plan for safe and inclusive access and ensures the health, safety, and wellbeing of the child. 

• Bookings will not be confirmed or commence until the information provided has been reviewed 
and approved by the Inclusion Support Officer in conjunction with the Nominated Supervisor.  

• As part of this process, families are encouraged to attend the centre with their child for up to 
three orientation visits prior to the first day of care. These visits allow: 

o the child to meet educators and become familiar with the environment, 
o families to establish communication with educators about their child’s needs, and 



 

Peak Sports and Learning Policy   Enrolment, Orientation and Booking Policy | Page 4 of 8 
Version 7.012.12 V10 
Last Modified on 27.08.2025 

o the service to assess the suitability of the environment and resources in meeting the 
child’s individual requirements. 

o Families are asked to complete a Permission to Collaborate, this includes but is not 
limited to, schools, allied health professionals, support services, and other relevant 
parties. 

• Families are required to update the service immediately should any new diagnosis or support 
needs arise during the child’s enrolment. 

• While Peak Sports and Learning is committed to inclusion, families should be aware that our 
care model and service environment may not be able to cater to all support needs. In such 
cases, this will be discussed openly with families to explore reasonable adjustments and 
determine whether safe and suitable care can be provided. 

 
Additional Documents Required 
Before a child begins their first day at the service, all required documentation must be submitted. A child 
will not be accepted into care until this process is complete. 

 

Ongoing Family Obligations 
Families are required to ensure that all enrolment information remains accurate and up to date 
throughout their child’s attendance at the service. This includes, but is not limited to: 

• Providing updated medical advice and current medical management plans (e.g., asthma, 
anaphylaxis, epilepsy, diabetes). 

• Notifying the service of any new diagnosis of a disability or additional needs, and completing an 
Additional Support Information Form to assist with planning and inclusion. 

• Advising the service of changes to personal details (e.g., contact information, authorised 
nominees, emergency contacts, court orders, or parenting plans). 

 
Failure to provide adequate or updated information may place the child at risk. Where required 
information is not supplied, or health information is not current, the service reserves the right to suspend 
care and remove bookings until the necessary information has been provided to the satisfaction of the 
Nominated Supervisor. 
 

Orientation 
Enrolment and orientation can be both exciting and emotional for children and families, whether 
attendance is occasional or regular. To support a smooth transition, families are encouraged to participate 
in a centre orientation prior to commencement. 
 
An orientation visit provides children and young people with the opportunity to explore the service 
environment, meet the Responsible Person and educators, and begin building positive relationships. 
Families are welcome to visit the centre during operating hours; however, we kindly ask that they remain 
mindful of the daily activities taking place at the time of their visit. 
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Additional training required: 
Where children with a disability or medical condition are enrolling, and it is determined that specialised 
training is required to ensure safe and adequate care, bookings will not be confirmed until educators have 
completed the necessary training. This training will be arranged and completed within a reasonable 
timeframe to support timely commencement. 
 
In line with our Inclusion of Children with Additional Needs Policy, families are encouraged to attend the 
centre with their child for up to three orientation visits prior to the first day of care. These visits allow: 

• the child to meet educators and become familiar with the environment, 
• families to establish communication with educators about their child’s needs, and 
• the service to assess the suitability of the environment and resources in meeting the child’s 

individual requirements. 
  
Child Care Subsidy 
Families are responsible for contacting the Family Assistance Office (Centrelink) to have their eligibility 
for the Child Care Subsidy (CCS) assessed. A Customer Reference Number (CRN) must be provided for 
both the parent/guardian and the child, as these numbers are unique to each individual. 
 
Upon enrolment, a Complying Written Arrangement (CWA) is created, outlining the service location, 
fees, and hours. Parents/guardians are required to complete a task in their myGov account to approve 
the enrolment before CCS can be applied. 
 
Important: 

• If these steps are not completed, or if there are delays in CCS approval or processing, full fees 
remain payable by families. It is not the responsibility of the service to defer or suspend fee 
payments while CCS is pending. 

• It is the responsibility of families, not the service, to monitor their CCS entitlements and 
regularly check their myGov account for updates or changes.  

• In separated families, CCS can only be claimed by the individual who is financially liable for the 
child care fees. Each parent is required to maintain their own enrolment and CCS claim if they 
share care responsibilities, in line with Services Australia’s shared care guidance. The level of 
CCS applied will depend on each parent’s income and activity test. 

 

Account  
Parents/guardians are required to nominate a bank account or credit card for fee payments. 

• Bank account transactions incur a $0.75 transaction fee. 
• Visa/Mastercard payments incur a 1.87% surcharge. 

Accounts are issued each Monday for the previous week, with payments scheduled to be debited on 
Wednesday. 
Where a transaction fails, a $14.80 dishonour fee will be applied by the third party. 
For further details, please refer to the Fee Payment Policy. 
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Terms & Conditions 
Peak Sports and Learning Terms and Conditions must be accepted by families upon enrolment via 
FullyBooked, and again whenever significant changes are made. 

The service cannot provide care for a child—and may refuse enrolment or ongoing attendance—if a 
parent/guardian does not supply the required enrolment information. Without this information, Peak 
Sports and Learning is unable to discharge its Duty of Care or meet its legislative responsibilities. 

All information collected through the enrolment process will be kept in the strictest confidence and used 
solely for the purposes for which it was obtained. 
 

Roles and Responsibilities 
Approved Provider / HR & Management 

• Ensure enrolment and orientation processes comply with the Education and Care Services 
National Law and Regulations. 

• Provide resources and systems to support enrolment, including FullyBooked, CCS compliance, 
and confidentiality protocols. 

• Ensure staff are trained to manage enrolments, confidentiality, and sensitive information 
appropriately. 

• Oversee record keeping, reporting, and required notifications to the Regulatory Authority. 
 

Nominated Supervisor 
• Implement enrolment and orientation procedures at the service level. 
• Review and update enrolment records regularly to ensure accuracy and compliance. 
• Support Responsible Persons and educators in applying risk minimisation strategies linked to 

enrolment information (e.g., medical conditions, court orders). 
 
Administration Team 

• Ensure all required documents (e.g., medical action plans, court orders, additional needs forms) 
are received before a child commences care. 

• Maintain accurate and confidential records that are accessible to the service when required. 
• Liaise with families to address any missing or incomplete documentation. 

 
Responsible Person 

• Welcome families during orientation and provide site-specific induction. 
• Support families through orientation by explaining policies, procedures, and routines. 
• Ensure enrolment information is accessible to staff and stored securely in line with 

confidentiality requirements. 
• Apply risk minimisation strategies for medical conditions and court order/AVO safety protocols, 

reporting any breaches immediately. 
• Communicate any enrolment-related issues (e.g., missing documentation, safety risks) to the 

Nominated Supervisor. 
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Educators 
• Build trusting and respectful relationships with children and families during orientation. 
• Use enrolment information to guide program planning and inclusive practices. 
• Apply risk minimisation strategies for medical conditions and court order/AVO safety protocols, 

reporting any breaches immediately. 
• Support children’s transition into the service with empathy, consistency, and care. 

 
Families 

• Provide accurate and complete enrolment information, including medical action plans and any 
court orders. 

• Supply required medication in the correct manner for allergy management, asthma, or other 
diagnosed conditions. 

• Provide, where possible, a photo of any restricted individual named in no-contact or AVO 
orders. 

• Immediately update the head office with any changes to contact details, custody arrangements, 
or medical information. 

• Participate in orientation visits to support their child’s transition. 
• Fulfil obligations relating to CCS enrolments and fee payments. 
• Where families are separated, each parent/guardian must maintain their own FullyBooked 

enrolment and account, and remain financially responsible for the bookings and care they have 
made under their account. 
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Version Control Table 
Version 
Control 

Date 
Released 

Next Review Approved 
by 

Amendment  

1 Jan 2010 July 2018 Directors Nil – small amendments to procedures 

2 July 2018 July 2019 Directors Amendments to include requirements around Child Care 
Subsidy. 

3 August 2019 August 2020 Directors Amendments with updated Terms and Conditions. 

4 November 
2019 

November 2020 Directors Updated policy and combined with Booking Policy.  

5 March 2020 December 2021 Directors Reviewed with no amendments. Moved to new document 
review timeline.   

6 April 2021 December 2022 Director Change to booking/cancellation timeframe (48 hours to 24) 

7 November 
2021 

December 2022 Directors Addition of transport authorisations as per Reg 
R160(3)(b)(vi) 

8 December 
2022 

December 2024 Directors Further clarification around accommodation children with 
additional needs with orientation visits.  

9 December 
2024 

December 2025 Directors Updates in line with terminology with MTOP v2 

10 August 2025 December 2026 Director Comprehensive update: aligned with Regs 160–162, 
strengthened medical plan and court order requirements, 
added family obligations, clarified CCS/fees, and defined 
roles/responsibilities (incl. separated family accounts). 
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