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Early Learning 
Enrolment and Orientation Policy 

Overarching Statement 
The Keeping Children Safe Policy of the Uniting Church in Australia Synod of Victoria and Tasmania (refer to Sources) 
is the overarching whole of church policy to be implemented by individuals and entities involved with or connected to 
the Uniting Church. All children who are involved in any of the Church’s activities, events or programs have a right to 
feel and be safe. The Church is committed to provide safe environments where children are cared for, respected, 
nurtured and sustained. 

Policy Statement 

Uniting Early Learning is committed to: 

 
 equal access for all children 

 meeting the needs of the local community 

 maintaining confidentiality in relation to all information provided on enrolment forms 

 ensuring all families are welcomed and receive an effective orientation into the Centre 

 providing children with high quality early childhood transitional experiences 

 ensuring communication strategies support families who have specific or diverse communication needs 

 complying with DET funding requirements relating to the enrolment of children in government funded 
kindergarten places 

 complying with Commonwealth Government funding requirements in relation to the administration of Child 
Care Benefit (CCB) and Child Care Rebate (CCR) across all service types.  

Executive Summary 

Uniting Early Learning recognise that the positive transition of children into an early childhood service requires the 
development of robust partnerships with families. Collaborative relationships will ensure information sharing to 
ensure children’s individual education and care requirements are met.  

 

A copy of the Enrolment Form attached to this policy (form 8.2) must be completed and returned before a child 
commences in any program at the service.  

Parents must also provide proof of the child’s age (e.g. a copy of the child’s birth certificate) and an immunisation 
status certificate (refer to Glossary) indicating the child is age appropriately immunised before enrolment can be 
confirmed. 
  

Consistent and equitable procedures that meet legislative requirements and reflect the diversity of families will 
support positive outcomes for children. Transparent criteria for access to a service will be provided and supported by 
clear processes and procedures that inform families to meaningfully engage upon first contact. 
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CONFIDENTIALITY AND PRIVACY Uniting Early Learning Service uses the enrolment form to collect personal information to comply with The Education 
and Care Services National Regulations and for the purpose of program enrolment (see privacy policy for collection statement and more details). The 
information provided will be shared with Uniting for operational purposes only (e.g. fee collection, Debt management, program management, statistical 
information required by Australian Government Departments of Education and Training and Human Services, Department of Education and Training 
Victoria and Department of Education and Care Tasmania  The information will not be disclosed to any other party except as required by law. 

 

Current Environmental Context 

Kindergarten services 

It is intended that all eligible children (refer to Glossary) will have access to one year of kindergarten before 
commencing school. However, a shortage of places in some areas can limit choices for parents. Where demand is 
higher than availability, a priority system for access must be determined by the Approved Provider/Licensee in order 
to allocate the available places.  
 

The Victorian Government requires funded organisations to ensure that their policies and procedures promote equal 
opportunity for all children. Criteria for access and inclusion are outlined in The Kindergarten Funding Guide (refer to 
General References and Sources). 

Other service types 

Childcare services providing approved care (refer to Glossary) must abide by the Family Assistance Legislation 
Amendment (Child Care Rebate) Act 2011 (refer to Legislation and standards) and the Commonwealth Government’s 
Priority for allocating places in child care services (refer to Reference and Sources below). 

Services participating in central enrolment schemes are required to comply with the enrolment procedures of that 
scheme. 

Immunisations are an effective means of reducing the risk of vaccine preventable diseases. The ‘No Jab, No Play’ 
legislation requires early childhood education and care services which are regulated under the Education and Care 
Services National Law Act 2010 and have legislative responsibilities under the Public Health and Wellbeing Act 2008 
to only offer a confirmed place in their programs to children with acceptable immunisation documentation (refer to 
Glossary.) 

 
Attachment 8a: Responsibilities relating to the Enrolment and Orientation policy 

Attachment 8b: Orientation program  

Attachment 8c: Enrolment Procedures -  South East-Uniting Gippsland 

Attachment 8d: Enrolment Procedures -  North West-Uniting Lentara  

Attachment 8e: Enrolment Procedures -  North East-Uniting Central  

Attachment 8f: Enrolment Procedures -  South West-Uniting Wimmera 

Attachment 8g: Enrolment Procedures -  Uniting Tasmania 

Form - 8.1:   Expression of Interest Form 

Form - 8.2 Enrolment Form 

Form - 8.3 Letter for parents/guardians without acceptable immunisation documentation. 
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Reference/Sources 

This Policy should be read in conjunction with the following: 

Keeping Children Safe Policy of the Uniting Church in Australia Synod of Victoria and Tasmania, Approved May 
2017:   Click this link 

 

 Acceptance and Refusal of Authorisations Policy 

 Complaints and Grievances Policy 

 Fees Policy 

 Inclusion and Equity Policy 

 Privacy and Confidentiality Policy 

 Dealing with Hygiene and Infectious Disease Policy 

 Australian Childhood Immunisation Register:  
www.humanservices.gov.au/customer/services/medicare/australian-childhood-immunisation-register  

 Education and Care Services National Regulations 2011: Regulations 160, 161, 162, 168, 177, 183 

 Immunisation enrolment toolkit for early childhood education and care services: 
https://www2.health.vic.gov.au/about/publications/policiesandguidelines/immunisation-enrolment-
toolkit  

 National Quality Standard, Quality Area 6: Collaborative Partnerships with Families and Communities - 

 Priority for allocating places in child care services: 
https://www.dss.gov.au/our-responsibilities/families-and-children/programmes-services/early-childhood-
child-care/priority-for-allocating-places  

 Public Health and Wellbeing Amendment (No Jab, No Play) Act 2015 (Vic) 

 Victorian Department of Health:  www.health.vic.gov.au/immunisation 

 

Authorisation 

This policy was adopted by Uniting Early Learning on: 14 November 2017 
 

Review 

This policy to be reviewed by: 14 May 2018 
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