Biz - E - Kidz Policies and Procedures

ORIENTATION PROCESS
FOR CHILDREN AND FAMILIES

Policy:

There is a clear orientation process for all families who are attending Biz-E-Kidz for
the first time. It includes an opportunity for families to get to know the program as
well as a process for introducing the children to the program.

The orientation process is followed whenever a new family attends the program,
whether this is at the commencement of the school year or at some other time.

There is also a process for handling enquiries from new families who are
considering enrolling in the program and an opportunity for children to observe the
program or participate for a short time with a parent/guardian present. These
people are given attention at whatever time they make an inquiry to the program
while being handled in such a way that the care of the children attending the
program is not neglected.

Procedures:

Orientation process for parents/carers:

e Once achild is enrolled at the school, parents receive access to COMPASS (the
school’s portal) and the School Newsletter. COMPASS and the newsletter are
the primary ways that Biz-E-Kidz keeps families informed and provides the
opportunity for new families to become familiar with the service and
enrolment procedures.

e At the Prep Information sessions held each October / November for the
families of children who will start Prep at the school the following year, the
Biz-E-Kidz Coordinator introduces themself, presents information on
Biz-E-Kidz, clarifies enrolment procedures, confirms availability of places,
outlines the orientation process for new Prep children and answers any
questions.

e Upon a new family’s first visit or attendance to Biz-E-Kidz, they are briefly
shown aspects of the program such as the iPads / QR code posters for signing
their child/ren in and out and the weekly program plan. They are given a copy
of the Family Handbook (generally via email) and they are shown the Policies
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and Procedures Manual and other relevant information on how the program
operates.

At pick-up time, the staff member who has been looking after the new
child(ren) informs the parent about the child/ren’s day at Biz-E-Kidz.

Orientation process for Prep children at the start of a new year:

All Prep children enrolled in the Biz-E-Kidz after school care program are
collected from their class and escorted to Biz-E-Kidz by Biz-E-Kidz staff. This
occurs each day and is phased out over the year to prepare children for grade
1.

Prep teachers are given a list of name tags for children in their class each day,
which indicates which children are attending Biz-E-Kidz from each class, and
assists Educators to quickly learn their names.

New children are particularly shown the outdoor boundaries, bag areas, play
areas outdoors, bathrooms, and where things are indoors.

Every day for the two weeks of term 1, the outdoor play boundaries are
reiterated and rules are reinforced at the 4.00pm daily meeting.

Orientation process for other new children:

All new children are personally welcomed by the responsible person in charge
and introduced to the Educators and children at the daily meeting.

A new child might be linked with a buddy chosen because they know this
person or it is someone from their class or the person is a suitable role model
who will assist them to fit in.

One Educator shows the new child the outdoor boundaries, play areas
outdoors, toilets and where things are indoors. The Educator explains the
daily routines such as coming inside when the bell rings, the daily meeting
and what is expected of them, using the ‘My First Day’ checklist, which
includes asking the child’s interests and friends at Biz-E-Kidz.

The child is encouraged to ask questions.

Staff members endeavour to learn the child’s name as quickly as possible so
that they can address the child by name the next time they are at Biz-E-Kidz.

Handling new enquiries:

e Families who are enquiring about the service are attended to as soon as
possible by staff. Where staff have to attend to children first they do this,
explaining to the parent what they are doing and how long they will be.

e All enrolment enquiries are directed to the Responsible Person in Charge.

e The parent is given a Family Handbook and Enrolment Form and told the
availability of places and enrolment procedures.
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e |[f this visit is outside the hours the program is operating this is a one-on-one
discussion and many aspects of the service are explained. If it is during
operating hours, the discussion is incorporated into the care of children,
showing the parent something, attending to children, returning to the parent
in a natural flowing way.

Relevant Legislation:

National Law:
e 161 Offence to operate education and care service without nominated
supervisor
e 161A Offence for nominated supervisor not to meet prescribed minimum
requirements
e 162 Offence to operate education and care service unless responsible person
is present
162a Child protection training
165 Offence to inadequately supervise children
167 Offence relating to protection of children from harm and hazards
168 Offence relating to required programs
169 Offence relating to staffing arrangements
175 Offence relating to requirement to keep enrolment and other
documents.

National Regulations:

99 Children leaving the education and care service premises
102AAB Safe arrival of children policies and procedures
117A Placing a person in day-to-day charge

155 Interactions with children

156 Relationships in groups

157 Access for parents

For more information, refer to ACECQA Policy Guidelines:

National Law:
e Part 6 Operating an Education and Care Service.

National Regulations:
e Part 4.2 Children’s health and safety
e Part 4.3A Minimum requirements for persons in day to day charge and
nominated supervisors
e Part 4.5 Relationships with children
e Part 4.6 Collaborative partnerships with families and communities
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Equipment required:

Family Handbook

Enrolment Forms

Program Plans

Policy and Procedures Manual

My First Day Orientation Checklist
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