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POLICY STATEMENT  
The aim of this policy is to outline the criteria for enrolment within Annie’s Nannys and Babysitting Agency, the process to 
be followed when enrolling as well as procedures for new families and children transitioning to the agency. This policy 
includes processes to ensure compliance with legislative and DET funding requirements in relation to the enrolment of 
children in early childhood education and care services. 

Annie’s Nannys and Babysitting Agency is committed to: 

•   Equal access for all children. 
•   Meeting the needs of the local community. 
•   Complying with In Home Care funding requirements relating to the enrolment of children receiving 

government-funding for in home care. 
•   Maintaining confidentiality in relation to all information provided on enrolment forms. 
•   Ensuring all families are welcomed and receive an effective orientation into the service. 

This policy applies to the Agency Director (Approved Provider), educators, nannies, volunteers, parents or guardians, 
children and others attending the programs and activities or services provided by Annie’s Nannys and Babysitting 
Agency. 

The Education and Care Services National Regulations 2011 require approved services to have a policy and procedures 
in place in relation to enrolment and orientation. 

Childcare services providing approved care must abide by the Family Assistance Legislation Amendment Act 2011 and 
the Commonwealth Government’s Priority for allocating places in child care services. 

Immunisations are an effective means of reducing the risk of vaccine preventable diseases. Early childhood education 
and care services which are regulated under the Education and Care Services National Law Act 2010 have legislative 
responsibilities under the Public Health and wellbeing Act 2008 to only offer confirmed place in their programs to 
children with acceptable immunisation documentation  

RELATED LEGISLATION  
Relevant legislation and standards include but are not limited to: 

•   A New Tax System (Family Assistance) Act 1999 
•   Disability Discrimination Act 1992  
•   Education and Care Services National Law Act 2010 
•   Education and Care Services National Regulations 2011: Regulations 160, 161, 162, 177, 183 
•   Family Assistance Legislation Amendment (Child Care Rebate) Act 2011 
•   National Quality Standard, Quality Area 6: Collaborative Partnerships with Families and Communities 

o   Standard 6.1: Respectful and supportive relationships with families are developed and maintained 
§   Element 6.1.1: There is an effective enrolment and orientation process for families 

•   Sex Discrimination Act 1984  
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DEFINITIONS 
Acceptable immunisation documentation: documentation as defined by the immunisation enrolment toolkit for early 
childhood education and care services as acceptable evidence that a child is fully vaccinated for their age, or is on a 
recognised catch-up schedule if their child has fallen behind their vaccinations; or has a medical reason not to be 
vaccinated; or has been assessed as being eligible for a 16 week grace period.  

Approved care:  Care given by a service provider that has been approved by the Family Assistance Office to receive 
Child Care Subsidy payments on behalf of eligible families. Most long day care, family day care, before-and-after 
school care, vacation care, some occasional care and some in-home care childcare services are approved providers. 
Details are available at Department of Human Services   

Authorised Nominee:  (in relation to this policy) is a person who has been given written authority by the parent/guardians 
of a child to collect that child from the education and care service. These details will be on the child’s enrolment form. 

Children with additional needs:  Children whose development or physical condition requires specialist support or children 
who may need additional support due to language, cultural or economic circumstances. 

Deferral:  When a child does not attend in the year when they are eligible for a funded kindergarten place or officially 
withdraws from a service prior to the April data collection. In-Home Care agency considers that this child has not 
accessed a year of funded kindergarten and is therefore eligible for In-Home Care agency funding in the following 
year.  
Eligible child: A  child attending an early childhood education and care service as described in the immunisation 
enrolment toolkit for early childhood education and care services or a child in a kindergarten program who meets the 
requirements of both The Kindergarten Guide and the immunisation enrolment toolkit for early education and care 
services.  

Enrolment form: A form that collects contact details and personal and medical information from parents or guardians 
about their child. This is completed after a place has been offered by the service and accepted by the applicant. The 
information on this form is placed on the child’s enrolment record and is kept confidential by the agency. 

Enrolment record:  The collection of documents which contain information on each child as required under the National 
Regulations including contact details, names of authorised nominees, names of persons authorised to consent to 
medical treatment or to authorise administration of medication, names of persons authorised to take the child outside 
the service, details of any court orders, personal and health information including specific healthcare needs, medical 
management plans and dietary restrictions, and immunisation documentation as specified in the immunisation 
enrolment toolkit for early childhood education and care services. This information is kept confidential by the agency. 
  

Fees: A charge for a place within a program at the agency. 

RESPONSIBILITIES  

The Approved Provider (Annie’s Nannys and Babysitting 
Agency) is responsible for: 
•   Responding to enrolment enquiries on a day-to-day basis. 
•   Determining the criteria for priority of access to programs at services administered by HDKA based on funding 

requirements and the service’s philosophy (refer also to Attachment 1- General enrolment procedures) 
•   Considering any barriers to access that may exist, developing procedures that ensure all eligible families are aware 

of, and are able to access, an early childhood program 
•   Complying with the Inclusion and Equity Policy. 
•   Appointing a person to be responsible for the enrolment process and the day-to-day implementation of this policy 

(refer also to Attachment 1- General enrolment procedures) 
•   Providing opportunities (in consultation with the Nominated Supervisor and educators) for interested families to 

attend the service during operational hours to observe the program and become familiar with the service prior to 
their child commencing in the program. 

•   Providing parents/guardians with information about the requirements of the law for enrolment, locating and 
accessing immunisation services and obtaining acceptable immunisation documentation required for enrolment 

•   Ensuring parents/guardians are only offered a tentative place until the child’s immunisation documentation is 
assessed as being acceptable 
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•   Assessing the child’s immunisation documentation prior to enrolment to determine if the child’s vaccination status 
complies with requirements or whether the child is eligible for the 16 week grace period 

•   Taking reasonable steps to obtain acceptable immunisation documentation from a parent/guardian of a child 
enrolled under a grace period within the 16 weeks from when the child begins attending (Note: the child can 
continue to attend the service if acceptable immunisation documentation is not obtained). 

•   Ensuring that enrolment forms effectively meets the management requirements of the agency 
•   Reviewing the enrolment form to determine its effectiveness in meeting the regulatory and management 

requirements of the agency. 
•   Ensuring that enrolment records are stored in a safe and secure place and kept for three years after the last date 

on which the child was educated and cared for by the agency. 
•   Ensuring that the orientation program and plans meet the individual needs of children and families. 
•   Reviewing the orientation processes for new families and children to ensure the objectives of this policy are met. 

Parents and guardians are responsible for: 
•   Reading and complying with this Enrolment and Orientation Policy. 
•   Completing enrolment forms prior to their child’s commencement with the agency and providing acceptable 

immunisation documentation of their child’s immunisation status and return to Annie’s Nannys and Babysitting 
Agency.  

•   Where a child is on an immunisation catch-up schedule, ensuring that the child’s immunisations are updated in line 
with the schedule and providing acceptable immunisation documentation to the agency 

•   Ensuring that all required information is provided to the agency. 
•   Updating information by notifying the agency of any changes as they occur. 

 

EVALUATION 
In order to assess whether the value and purposes of the policy have been achieved, the agency director will: 

•   Regularly seek feedback from everyone affected by the policy regarding its effectiveness.  
•   Monitor the implementation, compliance, complaints and incidents in relation to this policy. 
•   Keep the policy up to date with current legislation, research, policy and best practice. 
•   Revise the policy and procedures as a part of the agency’s policy review cycle, or as required. 
•   Notify parents/guardians at least 14 days before making any changes to this policy or its procedures. 


