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	Purpose:
	The purpose of this guideline is to provide the process and requirements necessary for the enrolment, orientation and attendance of all children wanting to attend Wahroonga After School Care Inc.



Policy Statement
Our Centre aims to provide an efficient enrolment procedure that is clear and understandable to all in the community taking in to consideration Government guidelines and regulations.  An orientation process is in place for children and their families. The purpose of this is to:
· Provide essential operational information
· Form the foundation for a successful and caring partnership between home and the Centre.
· To help children develop a sense of belonging, feel accepted, develop attachments and trust those who care for them (“My Time, Our Place”, Outcome 1).

Note: throughout this document Wahroonga After School Care is the Provider.

Procedures
The enrolment process for a particular year will start new each year, typically commencing in Term 4 of the preceding enrolment year. All families wishing to have their child(ren) placed in care for the following year, will need to re-enrol their child, irrespective of the status of enrolment for the child in the current year, be that currently in care or on the waiting list for the current year. The wait list will not be carried over the coming year. 

The enrolment process will consist of the following steps:
· Notification from the Centre that enrolment for the following year is open;
· Families will be required to book an interview via an online system;
· Attend the interview with an Educator from the Centre; and
· Families will need to complete and submit an enrolment form for each family, including current health plans and pay the specified enrolment fee. 

Enrolments will not be accepted from families without full completion of the enrolment form including copies of relevant medical and custodial documents. To secure the enrolment, parents are required to pay the enrolment fee. Information about fees is included in the Financial Management Policy.  
 
Notification of enrolment status, and further, acceptance in to care for the specified enrolment year will be provided by the Centre following the completion of the steps listed above, in accordance with the Centre guidelines.
Enrolments will be in line with the Family Assistance Law, whereby the Centre has obligations to:
· comply with the Family Assistance Law 
· comply with the National Law and National Regulations, and all applicable Commonwealth and state or territory laws relating to the operation of a child care service, unless exempt (see Services exempt from the National Law and Regulations) 
· ensure the Provider, (any person with management or control of the Provider, any person responsible for the day-to- day operation of the Centre), are fit and proper persons to be involved in the administration of Child Care Subsidy and Additional Child Care Subsidy 
· ensure that background checks are carried out for particular personnel — including criminal history and working with children checks where applicable 
· notify the Department of Education and Training of changes relating to their Centre (referred to as ‘Notifiable Events in the Family Assistance Law’). 

Under this Law there are three main elements make up the Australian Government’s child care support system: 
1. Child Care Subsidy 
2. Child Care Safety Net 
3. Child Care Subsidy System. 
The first two elements are forms of financial assistance, and the third is the system that supports the administration of this financial assistance. 

Enrolling children under the Law 
The enrolment of children is an important step for approved child care providers. It is a requirement under Family Assistance Law for all children who attend child care to have an enrolment notice regardless of their Child Care Subsidy eligibility status. For those eligible individuals and children, entitlement determinations will not occur without the correct enrolment in place. An enrolment links: 
· the child 
· the family (the individual) 
· the child care service. 

Providers must submit an ‘enrolment notice’ in the Child Care Subsidy System to indicate when they have entered into an arrangement with an individual or organisation and a child is enrolled. Once a Provider has submitted an enrolment notice, they are also required to report attendance for that child. 

Providers may need to create multiple enrolment notices for a child if there is more than one arrangement to provide care to that child, for example, when: 
· a child is considered a dependent child of two families, such as when separated parents share the care of a child, or 
· the fees for some sessions of care provided to a child are paid for by a third party (such as an employer) and for other sessions by the parent(s). 




The enrolment process 
There are four steps to enrol a child:
 
1. The individual makes a claim for Child Care Subsidy with Centrelink 
2. The Provider and individual agree an arrangement for care of a child 
3. The Provider submits an enrolment notice 
4. The individual confirms the enrolment.

1. The individual makes a claim for Child Care Subsidy with Centrelink 
Child care providers are not directly involved in the making of a claim for Child Care Subsidy by the individual or their partner. However, the individual or their partner must make a claim, and be determined to be eligible, in order for Child Care Subsidy entitlement to be determined. 
The family should create or access their Centrelink online account via www.my.gov.au to lodge a Child Care Subsidy Claim for their child. 

Where possible, providers should encourage parents or carers to lodge their claim before enrolling their child. A Child Care Subsidy claim can stay active for a year without any sessions of care being reported for the child. However, Child Care Subsidy claims can only be backdated to a maximum of 28 days before the claim was made. If a child is enrolled and starts attending care before a claim is made, and the claim is delayed, the individual will not be eligible for Child Care Subsidy for any sessions of care that occurred more than 28 days before. 

Centrelink will check and confirm the eligibility of the individual and child for Child Care Subsidy. 
Families are responsible for updating Centrelink with any changes to their income, activity and other circumstances, which they can do through their Centrelink online account. 

2. The Provider and individual agree an arrangement for care of a child 
The Provider must agree up-front with the individual on the planned arrangements for care of a child. The terms of an arrangement are a matter for the Provider and individual, based on the particular circumstances. 

The only type of arrangement that can enable families to receive Child Care Subsidy or Additional Child Care Subsidy is called a ‘Complying Written Arrangement’. A Complying Written Arrangement is an agreement to provide care in return for fees. 

An arrangement must be recorded, in either hardcopy or electronic form and kept by the Provider. An arrangement can cover more than one child, if multiple children in a family will attend a child care service  

An enrolment record for each child will be kept at the Centre which includes all details outlined in Regulations 160, 161 and 162.

All enrolment records will be kept in a safe and secure place and kept for the period of time specified in the Regulations (Regulations 158, 159,160, 183).  

Types of arrangement 
There are four types of arrangement: 
· Complying Written Arrangement 
· Relevant Arrangement 
· Additional Child Care Subsidy (child wellbeing) — Provider eligible arrangement.
· Arrangement with an organisation (third party). 

An enrolment notice is required for each child attending the Centre, for any kind of arrangement. 

Relevant arrangement, or arrangement with an organisation:
The Provider will invoice the individual or the organisation for the full fee as agreed in the arrangement, because no subsidy applies. However, an enrolment notice and session reports are required to be submitted for a relevant arrangement, and are encouraged to be submitted for an arrangement with an organisation. 

An arrangement can cover routine and/or casual care 
A Complying Written Arrangement needs to establish the basis on which the two parties expect care will be provided. This includes whether the arrangement includes routine sessions (booked days), is casual only, or is a mix of both. If there are routine sessions, the arrangement must indicate the usual days and session times. 

Establishing the routine sessions in a Complying Written Arrangement does not remove flexibility for the child to attend on other days (for example, when the parent wants to work an extra shift), or not attend on routine days (for example, where the family is on holidays), as agreed with the Provider.

Inclusion of fees in a Complying Written Arrangement 
Child care fees must be part of the arrangement with a family and usual fee information must be included in the enrolment notice. 

Further information on Fees and their settings can be found in the Centre’s Financial Management Policy.

Hourly session fees are the amount that the individuals liable to pay for a session of care, divided by the number of hours in the session. 

Hourly session fees are required to calculate Child Care Subsidy entitlements, but Wahroonga After School Care charges fees on a sessional basis.

3. The Provider submits an enrolment notice 
Once the Provider has made an arrangement with an individual, they can create a new enrolment notice through third-party software or the Provider Entry Point. 

The Provider must submit an enrolment notice for each child at each Centre, irrespective of what type of arrangement is in place. If a written arrangement covers more than one child, or more than one service, a separate enrolment notice must be provided for each child at each Centre. 


When is an enrolment notice required? 
An initial enrolment notice must be submitted within seven days of the end of the week in which the Provider and family entered into an arrangement. 
 
Types of enrolment — routine and/or casual care 
An enrolment needs to identify the expected pattern of care, based on the Complying Written Arrangement. These can be either: 
· routine sessions, with casual care permitted 
· casual enrolment — no routine sessions are included, or 
· routine sessions only — casual care is not included. 

If parents do not know whether or when they might use casual sessions of care, including casual session fee/s in the Complying Written Arrangement and corresponding enrolment notice allows parents to understand and confirm that this is what they will be charged if they ever happen to use a casual session.

4. The individual confirms the enrolment 
After the Provider submits an enrolment notice for a child, the individual will be notified and asked to review and check the main enrolment notice details. This will occur through their Centrelink online account (or Express Plus mobile app), accessed via myGov (www.my.gov.au). Where an individual cannot access myGov, they can confirm their enrolment over the phone with Centrelink, or by visiting a Centrelink office. 

The individual must then do one of the following: 
· confirm the enrolment — if they agree that the details are correct, or 
· dispute details of the enrolment — if there are details they do not believe reflect the arrangement that they have agreed, or 
· reject the enrolment — if the child is not enrolled at the Centre. 

Once the enrolment is confirmed, entitlements will be calculated and payments can begin. 
The Provider will be notified through their third-party software or the Provider Entry Point when the enrolment has been confirmed. 

When an error or disagreement over enrolment arises
If an individual disagrees with the details of an enrolment, at the point of enrolment confirmation they will send details of the disagreement back through their Centrelink online account, and these will be sent on to the Provider. After reviewing the details that the individual disagreed with, the Provider could either: 
· agree there was an error and submit an updated enrolment notice with the correct information, or 
· maintain that the details were correct, meaning the individual has possibly misread, or misunderstood, the details they disagreed with. 

If the Provider maintains that the details were correct, the Provider will need to contact the individual to resolve the matter, before re-submitting the enrolment notice. 
In either case, the enrolment will then be provided back to the individual for confirmation.
While a dispute is being resolved, the Provider can continue to provide care for the child and must submit session reports, although payments will not be processed for those sessions. Once the disagreement is resolved and the enrolment is confirmed, payments will be calculated for session reports already submitted. 

Through the enrolment confirmation process, the individual will also be able to indicate that their child is not enrolled at the Centre (as opposed to one or more of the enrolment details being incorrect). The Provider will receive a notification if this occurs. 
If an individual indicates the child is not enrolled, session reports will not be accepted for that enrolment (and payments will not be made). If the Provider maintains that the child is enrolled, and the individual has made a mistake, they will need to contact the individual to explain and resolve the matter, before submitting a new enrolment notice (to be confirmed by the individual).

Priority of access — prioritising vacancies 
There are no mandatory requirements for filling vacancies, and providers can set their own policies for prioritising who receives a place. However, as vacancies in a Centre arise, providers are asked to consider prioritising children who are: 
· at risk of serious abuse , neglect or the inclusion of children with special needs
· a child of a sole parent who satisfies, or parents who both satisfy, the activity test through paid employment. 

This reflects the Australian Government’s intention to help families who are most in need, and support the safety and wellbeing of children at risk in accordance with the Framework for Protecting Australia’s Children 2009—2020

Waiting list
Where demand for care exceeds the Centre’s number of approved places, families will be placed on the Centre’s waiting list. As positions arise, priority will be given to families first placed on the waiting list. 

Cancellation of enrolment
· The family must give two weeks’ notice if they wish to cancel a child’s enrolment.
· CCSS guidelines will be followed once an enrolment is cancelled. 

Orientation
· Families who are enrolling their child for the first time in term 4 for the coming year will be sent an invitation to the Orientation Afternoon. Centre Management will continue to have open communication with these families (both verbally and electronically) during this time.
· The Centre will help all families, regardless of when they start throughout the year, to transition into the Centre and school routine. The Centre will provide additional support and information as required by families.
· Parents should advise Educators upon arrival to the Centre that it is their child’s first day at the Centre. The Educator will introduce themselves and guide them through the sign-in/out process, check that all relevant forms and authorities have been signed and show them around the Centre. 
· Educators will introduce the child to other children and engage them in an activity. The Educator will endeavour to remain with the child until they are settled and comfortable in the new environment. Educators will carefully monitor the child whilst in the Centre to ensure they are settling in. 








Considerations
	Education and Care Services National Regulations
	National Quality Standard
	Other 

	r158- 162,
r168,
r 177, 
r183.
	6.1, 
7.3.
	· Financial Management Policy 
· Child Care Provider Handbook (Dept. of Education and Training)
· A New Tax System (Family Assistance) Act 1999 and Amendments Act 2017 
· CCS




















Glossary: 

The key legislation of the Family Assistance Law includes: 
· A New Tax System (Family Assistance) Act 1999 as amended by the Family Assistance Legislation (Jobs for Families Child Care Package) Act 2017 
· A New Tax System (Family Assistance) (Administration) Act 1999 as amended by the Family Assistance Legislation (Jobs for Families Child Care Package) Act 2017 
· Family Assistance Legislation (Jobs for Families Child Care Package) Act 2017. 

1. Child Care Subsidy  (CCS)
Child Care Subsidy is the regular payment that assists most families with the costs of child care. Child Care Subsidy will be paid directly to providers in most cases, to be passed on to families as a fee reduction

2. Child Care Safety Net (CCSM)
The Child Care Safety Net provides targeted assistance to vulnerable and at-risk children and their families. The Safety Net has a number of components: 

Additional Child Care Subsidy -  This provides a higher level of subsidy to support: 
· families who require practical help to support their children’s safety and wellbeing 
· grandparents on income support who are primary carers 
· families experiencing temporary financial hardship 
· parents transitioning from income support to work. 


[bookmark: _GoBack]3. Child Care Subsidy System (CCSS)
Approved providers of child care services will interact with the Australian Government mainly through the Child Care Subsidy System — via either: 
· software from a registered third-party provider, or 
· The Provider Entry Point (the interface designed for providers to submit and receive data, notifications and reports). 
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