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1. PURPOSE 

 
The purpose of this policy is to provide a clear framework and guidance for prospective parents 
and the College community to the enrolment and transition procedures of the Billanook College 
Early Learning Program (ELP); and to ensure compliance with regulations mandated by 
Government authorities. 
 
2. BACKGROUND  
 
The Education and Care Services National Regulations require approved providers, such as 
Billanook College ELP to ensure their services have policies and procedures in place for 
managing enrolment and orientation (regulation 168) and take reasonable steps to ensure 
these policies and procedures are followed (Regulation 170).  
 
In addition, the Victorian Government Public Health and Wellbeing Amendment (No Jab, No 
Play) Act 2015 introduced vaccination requirements for the purpose of enrolment of children in 
early education and child care services in Victoria. 
 
3. SCOPE 
 
This policy applies to all Staff and parents/guardians which form the Billanook College ELP 
community.  
 
4. POLICY STATEMENT 
 
We aim to ensure our ELP enrolment and orientation processes meet the unique needs of each 
child and family. This will support them during their transition to the service, help them develop 
collaborative partnerships, and promote a sense of belonging to the ELP community. 
 
Billanook College ELP is committed to:  

 
�x Keeping an enrolment record for each child with the information set out in the National 

Regulation 160 and as required by other Government mandated regulations 
�x Inclusion in the enrolment record of authorisations from families, such as consents to 

collect, to medical treatment and regular outings as per Regulation 161 and Health 
Information Regulation 162 

�x Keeping enrolment records and other documents (including copies of sighted documents 
such as Birth Certificate and Immunisation History Statement for all students) (Section 175, 
Regulation 177), including a children’s attendance record (Regulation 158) 

�x Maintaining and updating the student details obtained on enrolment 
�x Keep all records confidential (Regulation 181) and stored safely and securely for the 

relevant period (Regulation 183) in line with Billanook College’s Privacy Policy and 
Victorian and Australian Privacy Laws. 
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5. ENROLMENT PROCEDURES 

 
Appl ying  for Enrolment  
 
Families will be required to complete and return the College’s official Enrolment Application 
Form signed by both parents or guardian/s. If signatures of all parents/guardians are not 
included on this form, please indicate the circumstances to our College Registrar. 
 
Families will need to provide a copy of all supporting documentation as outlined in the 
Enrolment Application Form and pay the Family Application Fee. This fee is neither refundable 
nor transferable. 
 
An application is a pre-requisite to, but not a guarantee of, admission to the College.  
 
Enrolment Intervie w 
 
Once an enrolment application has been received you and your child will be invited to attend an 
enrolment interview with the Head of Early Learning. This interview provides Billanook College 
with an opportunity to learn about your child and their needs so that Billanook can ensure that an 
appropriate early learning program 8.8 ( l).nng p( l).nng p( l).nng p( l).nng Ti
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However, Billanook College reserves the right to: 
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Quality  Area 6 

Collaborate Partnerships 
with Families and Children 

Standard 6.1 Supportive relationships with families  

Standard 6.2 Collaborative partnerships  

Quality  Area 7 

Governance and Leadership  

Standard 7.1 Governance  

7.1.2. Management Systems 

 
11. RELATED POLICIES AND PROCEDURES 

 
Acceptance and Refusal of Authorisations Policy ELP 
Administration of First Aid Policy ELP 
Anaphylaxis Management Policy 
Asthma Management Policy 
Dealing with Infectious Diseases Policy ELP 
Delivery and Collection of Children Policy ELP 
Emergency Management Plan 
Enrolment Application Form (on website) 
Excursion Policy 
Guide to Enrolment, Terms and Conditions of Enrolment (on website) 
Privacy Policy 
Providing a Child Safe Environment Policy ELP 
Safe Transportation of Children Policy ELP 
Terms and Conditions of Enrolment of Local Students (on website) 
Welcome to the Early Learning Program and ELP Forms Booklets 

 
12. REFERENCES/RESOURCES 
 
Guide to the National Quality Framework – ACECQA (Updated March 2023) 
Enrolment and Orientation Policy Guidelines – ACECQA (August 2021). 


