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Privacy Statement – The information collected in this document will remain in a secured cupboard / filing cabinet throughout the duration of the specified child’s attendance at Brayside Community Preschool.  At the conclusion of the child’s participation in the program this form will be stored for a further 2 years in locked storage, thereafter at a place approved by the Director-General until the time the child reaches 24 years of age.

The information collected within this document is for the use of Brayside Community Staff in maintaining appropriate records as per Department of Community Services Regulations.  Staff will also make use of the information recorded in this document for the purposes of planning and programming related to the needs of the children and families referred to in this document.  The Preschool Management Body, where necessary, will make use of the information recorded in this document for the purposes of planning and development of the service provided by Brayside Community Preschool Inc. to meet community needs.

Under the Freedom of Information Act this information is accessible to the parents or legal guardian upon request.  All requests are to be made to the Authorised Supervisor of the service.

General Conditions
1. Definitions:

(a) “Preschool” refers to Brayside Community Preschool Inc.

(b) “Management Committee” refers to the parent elected body of parents and community members that act as the Licensee of the Preschool and make key decisions about its management including financial, legal, staffing and policy decisions.

(c) “Parent” means the person signing this Agreement whether it be the natural Parent, Court appointed Guardian or Foster Parent or the Department of Community Services.

2. This Agreement is valid for the duration of the period that the child is in care. This agreement may be varied by the Management Committee, from time to time,  in the Management Committee’s absolute discretion.
3. The parent of the child, (if not a separated person or the Department of Community Services) in signing this Agreement, warrants that he or she is also the agent of the child’s other parent and has full authority of the other parent to enter into this Agreement.

Child Details
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Family Name



Given Name



Other names used__________________________________

Any Former Names of the Child ______________________

Sex _____________________________________________

Street Address



City / Town



State / Post Code



Home Phone



Date of Birth ​​_____________________________________                                                         


 (inspection  of duly certified copy of the child’s birth certificate, Australian citizenship






                           certificate or passport or other documentation approved by the Director General is  required)



Place of Birth _____________________________________

Sex


Year to start school



Date for commencement ____________________________


Parent details
Family Name



Family Name


Given Name



Given Name


Other names used_______________________          
Other names used___________________________

Street Address



Street Address


City / Town



City / Town


State / Post Code



State /Post Code


Postal Address_____________________


Postal Address



_______________________





Home Phone



Home Phone


Mobile
_______________________


Mobile
__________________________

Email address
_______________________


Email Address ______________________________

Occupation



Occupation      ______________________________
Place of Employment ___________________


Place of Employment ________________________

Work Phone   
_______________________


Work Phone    


Mobile
_______________________


Mobile              _____________________________
Other children in the family:

Name:________________________________                       D.O.B_____________________________________

          _________________________________                                _____________________________________

Name__________________________________                     D.O.B____________________________________

          __________________________________                                ____________________________________

Enrolment Preferences
	Please circle the appropriate selection 

MONDAY          TUESDAY         WEDNESDAY         THURSDAY         FRIDAY


Court Orders / Apprehended Violence Order

Where a Court Order or Apprehended Violence Order exists, the custodial parent will provide a copy to the Preschool.

All effort will be made to contact the custodial parent of a child in the event that contact is made by a restricted person.

Staff will make every effort to prevent the removal of a child by a restricted person.  Parents should be aware, however, that the safety of the overall group must be taken into consideration in such a situation.

	Are there any Parenting Orders currently in place e.g. Residency, Contact and Violence Orders?

Y / N
Details




Cultural / Religious Background

Child’s country of birth


Parents’ nationalities

……………

Family heritage (e.g. nationality of grandparents)



Main language spoken at home


Additional language/s



Does your family have a particular religious association?


Does your family have any particular beliefs / practices which would be helpful for us to know and therefore respect?.........................................


Early Childhood Services Attended
Centres / Services previously attended



Will your child be attending any other Centre Based or Family Day Care Services on days when not attending Brayside?............................


	1. Children at risk as referred by DOCS

	2. Children of Aboriginal and Torres Strait Islander descent

	3. Children of diverse cultural backgrounds

	4. Children with special needs (refer to special needs policy)

	5. Children from families on low incomes

	6. Children living in isolated circumstances

	7. Children going to school in the following year

	8. Children currently enrolled have priority over new enrolments for places in the following year 


Priority of Access
The existing Funding and Performance Agreement between Brayside Community Preschool and the Department of Community Services maintains that funding is based on access and equity procedures giving priority to the following children and families:
2. Notification of Child Abuse

All Preschool staff and Management Committee members are mandatory reporters of child abuse.  Supervisors reserve the right to discuss these matters with officers within the Department of Community Services and will not be held accountable for any actions taken by the Department in regard to the matter.

3. Immunisation

Families will provide the Preschool with records of a child’s immunisation that outline the child’s current immunisation status.  Families will also undertake to ensure that the Preschool is provided with documentary proof of immunisation received during the time of the child’s enrolment with the preschool.

	Immunisation Status
My child is                –
        Fully immunsized
Y / N
Copy of records supplied
Y / N

                                  -        Partially immunised   Y/N


Please sign the following declaration if your child is NOT fully immunised / if your child’s records are incomplete or are not signed by the doctor or nurse.

My child has not been fully immunized against (circle those which apply) Diphtheria, Whooping cough, Tetanus, Polio, Measles, Mumps, Rubella, Hib.  I understand that, in the event of an outbreak (defined by the Dept. of Health as one or more cases).  I will be required to keep my child at home until the outbreak is over and that fees will continue to be payable during this time.

Signed


Date






4. Exclusion Due to Illness or Absence

A child will not be able to attend the Preschool for any period of time during which –

a)
the child is suffering from a disease or condition which is contagious through normal social contact

b)
a medical practitioner has recommended that a child not attend Preschool

OR

c)
when the Director requests that the sick or injured child be kept away from the Preschool because the child requires care which the Preschool staff resources do not permit.  Families must be aware of the additional risks to partially immobilised children and understand that special supervision is not possible with the existing resources of staff.  A medical certificate may be requested prior to the child returning to Preschool.

d)
Where a medical practitioner prescribes antibiotics or anti-fungal medication for a child, the parent must ensure that the child does not attend the Preschool for 24 hours after the commencement of medication.  

e)
A child who has not been immunized will be excluded from the centre upon the outbreak of a contagious disease and for the Health Department’s advised exclusion periods.  An outbreak is the existence of one case.  These actions are in following with the Department of Health guidelines.  Fees are still payable in this instance.

5. Management of Extreme Behavior
Where a child presents with particular extreme behavior that is causing excessive risk to the welfare of staff or other children, or risk to property of the Preschool or other children. Parents will be required to collect their child at the request of the Authorised Supervisor.

Such decisions will be made in accordance with OH&S legislation and Children Services Regulations 2004, and will be made at the Authorised Supervisors (or their delegates) discretion.
6.Emergency Contacts & Persons to Collect a Child

The parent must provide the Preschool with names and addresses of at least two responsible adults who can collect the child in case of an emergency or illness.  These details will be recorded in the Authorities Table on this Enrolment Agreement.
When contacted by the Preschool Director or delegate, the parent or person nominated by the parent must go immediately to the Preschool to collect a sick or injured child.  Failure to do this may result in the child’s placement being withdrawn.
A child may be released into the care of either parent, a guardian, or a responsible person into whose care the custodial parent has signed permission for the child to be released.  This may include persons nominated as emergency contacts, persons nominated on the enrolment form to collect the child or persons nominated to collect a child through the completion of a ‘Changes to Routine of Collection of a Child’ Form.  

Changes to a child’s pick-up routine have to be notified to the Preschool office either in person or by phone.  

Additional contacts can be added/deleted from this form by a parent, at the Preschool office.

The person collecting the child should be 16 years of age or older and be able to produce proof of identity.  Exceptions to these conditions may be made at the discretion of the Preschool Director or Temporary Authorised Supervisor, according to circumstances.

Preschool staff will not be responsible for the removal of a child by a non-custodial parent.  In such a situation, every effort will be made to contact the police and the custodial parent.

7. Accident / Emergency

In the event of an accident or emergency resulting in the need for medical attention, the parent gives authority (please refer to the Authorities Table on page 8) to the Director or their delegate to arrange such medical assistance and/or ambulance as is deemed necessary.  Every reasonable effort will be made to contact the child’s parent/s.  However, if unable to contact a parent, the Director or their delegate may authorise the administration of treatment as is recommended by the child’s doctor, any attending doctor, ambulance officer, police or state government official, on behalf of the parent.  The parent will be responsible for any costs incurred as a result of transportation and/or treatment.

The parent will notify the Preschool of any restriction concerning medical treatment of the child including inability to administer anesthetic drugs or blood transfusion.  The parent will notify the Preschool of any new development in their child’s medical history.

	Medical Details
Family Doctor: Name


Phone



Address



Specialist Doctor: Name


Phone



Address



Family Dentist: Name


Phone



Address



Medicare Number:



Private Health Fund Details:

....
Ambulance Scheme Details:



Allergies:


Special Diet:


Medical Conditions:


Emergency Action Required:


Special Needs / Developmental Delays / Language and Speech Needs:


Is your child toilet trained:
Y / N

Comments:




8. Medication

In the event that a child requires medication while in Preschool care, a parent / guardian will –

a)
i)
complete an Authority to Administer Medication Form.  Hand the completed form and the medication to a staff member to be stored in an appropriate place.

Note that a separate authority form must be provided for each period of medication.

ii)
In the instance of long term medication, a Long Term Medication Form will be filled out by the parent / guardian.  A doctor’s medical certificate that outlines dosages and method of administration will also be supplied.  The parent /guardian will maintain ongoing communication with staff in relation to the progress of the child’s treatment.

b)
Provide the correct medication in its original container.

c)
Provide written instructions from a medical practitioner for the administration of non-prescription medication.
d)
Provide the Preschool staff with the doctor’s name and contact number.

Brayside Community Preschool staff are authorised to administer medication only in accordance with the parent’s written authority.  In doing so, staff are to be regarded as acting in the place of the parent.  The Management Committee or staff shall not be liable for any allergic reaction or injury caused to the child by the administration of medication in accordance with the parents’ written authority.  Nor will they be responsible for any error contained in the parent’s written authority or the supply of incorrect medication by the parent.

9.  Subsidy  (see page 16 of parent handbook ‘Economic Subsidy’.)

10.
(i) Registration Fee (see page 15 of parent handbook ‘Fees’)
(ii) Holding Fee (2 weeks of fees held) (see page 15 of parent handbook ‘Fees’)

11.  Method of Payment 

Payment can be made by cash, cheque or eftpos.  Cheques should be made payable to Brayside Community Preschool Inc.  (Please note that merchant fees as per current 2% rate will apply to credit card payments made, and $0.40 for all EFTPOS.)

Fees remain payable in full when the child is absent due to illness or for any other reason.

I/we agree and have read the parent handbook section in relation to fees and payment of same

Signed...................................................................................
Date.....................................
12. Part Payment of Fees (see page 15 Parent handbook)
13. Fee Arrears (see page 16 Parent handbook)
14. Late Pick-up Fee (see page 18 Parent handbook)

15. Withdrawal

a) When a child is to be withdrawn from care, the parent will give two (2) full weeks notice by completing a withdrawal form available from the Preschool.  This notice is required in order to provide the Preschool with time to fill the vacancy.  If the child/ren do not attend the program within the two week period, no refund will be made.  If the child is withdrawn without notice, the 2 week holding fee will be forfeited.

b) A notice of withdrawal will be effective as of the date it is lodged with the Preschool office.

16. Absence
If a child is to be absent, parents must notify the Preschool as soon as possible and inform the Preschool of the estimated length of absence.  Failure to make notification of absence beyond a period of two weeks may result in the loss of the child’s place at the Preschool. 

Fees are payable during planned absences e.g. holidays.
17. Indemnity

The parent will indemnify the Preschool in relation to any willful damage caused by their child, while in attendance at the Preschool.  This indemnity will be payable to the Management Committee or owner of third party property.

18. Preschool Policies

The Management Committee has developed policies and procedures to ensure best practice and to meet the Regulations as outlined by the Department of Community Services.  It is essential that parents / guardians of children enrolling at Brayside agree to comply with these policies.  Several policies relating to the daily operation of the Preschool will be printed in the Centre Handbook.  The complete Policy and Procedure Manual is available for reading (on site only) in the Parent Library.

19. Fire Drill

During a Fire Drill the children have to be taken off the property for it to be completed in accordance with the regulations governing the provision of preschool programs.

20.Table of Authorities
	Authority to Release Child to Medical Contacts
I / we authorise staff of Brayside Community Preschool to seek ambulance, medical, hospital or dental attention for my / our child and agree to take responsibility for any costs incurred.

Signed


Date




	Short Excursion Authority
I / we authorise staff of Brayside Community Preschool to take my / our child on short walking excursions / learning experiences within close proximity of the Preschool.  For excursions involving travel by vehicle or crossing roads a special permission note will be given.

Please indicate
YES
NO 

Signed


Date




	Authority to Administer Panadol
I / we authorise staff of Brayside Community Preschool to administer ‘Panadol’ to my / our child if he/she has a high temperature to avoid the possibility of febrile convulsion.  The staff would, prior to this, have made every effort to reduce the temperature by natural means and would have taken the child’s temperature with an instant ear thermometer.  Parents will be contacted as soon as possible.

Please indicate
YES
NO 

Signed


Date




	Sunscreen Authority
Parents are to apply sunscreen prior to the child arriving at Preschool as per policy.  Staff will reapply sunscreen as necessary during the day if this authority is signed.  I/we authorise the staff to apply sunscreen, Cancer Council 30+, on my child.

Please indicate
YES
NO 

Signed


Date




	Photographs

I agree to allow photographs and/or video footage of my child, taken during Centre activities to be used in publications, displays and presentations for Brayside Community Preschool. 
Please indicate
YES
NO 

Signed
.............................................................

Date .........................................................
 



	School Information

I agree for Brayside Community Preschool staff to communicate relevant information regarding my child’s general development to the staff of the school in which my child is enrolled.

Please indicate
YES
NO 

Signed


Date




Scripture

I agree for my child to participate in non-denominational religious instruction that is in keeping with the provision of Scripture within Primary School systems. These sessions will be provided using scripture union material and will run for 20-40 minutes each week.

Please indicate

YES


NO


Signed ……………………………………………………..
Date ………………………………………
22.
I have read and accepted the Brayside Community Preschool Statement of Philosophy.

23.
I agree that I have read this Enrolment Agreement and have received a copy of this declaration.  I understand the contents and will abide by the contents of this Enrolment Agreement.

Enrolment Agreement of 11 pages signed


This  ________________________ day of ______________________ 200___

…………………………………….

Parent

Please print name and address

……………………………….........

…………………………………….

…………………………………….

…………………………………….             

…………………………………….

On behalf of Brayside Management Committee

OFFICE USE ONLY


Parenting orders	Y / N


Priority of access                       Y / N





Release to contacts	Y / N


Release to medical contacts	Y / N


Short excursion	Y / N


Panadol	Y / N


Sunscreen	Y / N


Photos	Y / N





School Information	Y / N





Scripture	Y / N





Immunisation Complete	Y / N





Special Notes –


Diet	Y / N


Medical	Y / N


Allergies	Y / N


Registration Paid	Y / N


2 Weeks Advance	Y / N
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Authority to Release Child to Family / Friends Who Can Be Contacted in an Emergency and can collect a child from Preschool (Please prioritise & initial each contact listed).


1.	Name			Phone			Relationship		


Address	


                                                                                                                    Parent Initials……………….


2.	Name			Phone			Relationship		


Address	


                                                                                                                   Parent Initials…………………


3.	Name			Phone			Relationship		


Address	


                                                                                                                   Parent Initials…………………


4.	Name			Phone			Relationship		


Address		


                                                                                                                   Parent Initials………………..


5.	Name   ………………………....        Phone   …………….......         Relationship    …………….


	Address ………………………	


                                                                                                                   Parent Initials………………..


6.	Name    ………………………. .        Phone  ……………………..   Relationship     ………...........


      Address .................................................................................................................................................


                                                                                                                  Parent Initials…………………


7.  Name    ………………………. .        Phone  ……………………..   Relationship     ………...........


      Address .................................................................................................................................................


                                                                                                                 Parent Initials………………….
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Parent Initials _____
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