
 
 

OSHC ORIENTATION POLICY AND PROCEDURES 
 

 

POLICY STATEMENT 
Following confirmation of enrolment each enrolling child and their family will be provided with a 
comprehensive orientation and tour of our service before the child commences. 
 
The orientation process will provide an opportunity for the sharing of information between families and 
educators as well as providing an opportunity for the enrolling child to explore and experience the 
service with the security of having their parent/guardian with them. 

 

 

RATIONALE 
The Mandate for the Catholic Education Commission of Western Australia 2009 – 2015, asserts that 
“Catholic schools can serve as models for all within Western Australia who seek to create genuine 
communities”.  Orientation is the start of a process in which enrolled children and families become 
part of our community.    
 
It is important for children to feel safe in our care and the formation of relationships between educators, 
families and children is fundamental in achieving this outcome.  By providing a comprehensive 
orientation process we aim to help families and children settle into the service successfully. 
 
A comprehensive orientation will also assist all parties to understand their role and to work in 
partnership to provide quality outcomes for children.  Partnerships will be based on understanding of 
each other’s’ expectations and attitudes and will build on the strengths of each other’s knowledge.  

 

PROCEDURES 
Families are invited to visit the service with their child at times that suit them, to familiarise themselves 
with the service prior to the child’s attendance.  

The orientation process is individual and will consider the needs of families in regard to their 
participation in the orientation process. We aim to make the experience a positive and welcoming 
experience. 

We use an orientation checklist to ensure that we cover all aspects of our operations and ensure 
information is meaningfully conveyed to each new family.  
 
The Manager or staff member conducting the orientation visit will ensure each family has received a 
copy of the Family Handbook. An opportunity will also be provided for families to meet with their child’s 
educator to have any questions answered. 

 

 

 

 



Enrolment Documentation 

Families must complete and submit the documents in the enrolment package prior to commencement 
in our program. 

Orientation Visit 

Families will be provided with a tour of the premises and be introduced to educators, and children in 
the room.    

Families will be shown with the policy and procedures file and encouraged to familiarise themselves 
with the centre’s policies.   

Families will be shown the procedures they need to be aware of during their orientation visit such as 
the signing of attendance records and completion of medication forms. 

 
Meeting with Educators 

Families will be encouraged to share information about their child during the orientation process. 

Children will be invited to attend part of a care session with a parent prior to commencing at the 
service.   

Starting at our service 

Children commencing at our service will be welcomed by an educator and reminded where to store 
their personal belongings.  A tour of the premises may be repeated if the child and/or family require.  
 
Family members will be encouraged to remain with their child for as long a period as the family 
member and/or educators feel may be necessary to ensure the child's wellbeing.  

Where appropriate, other enrolled children will be encouraged to assist new children by introducing 
them to their friends and the routines of the service, and acting as a ‘buddy’ for the new comer’s first 
few weeks at the service.  
 
A feedback questionnaire will be issued after approximately four weeks to ensure new families are 
comfortable with the care their child is receiving. 
 

 

Review Details 

Date of Review Changes made 

July 2014 Orientation procedure 

July 2015 Inclusions - What educators show to parent is included in the 
checklist 

July 2017 No changes made 

 

Date of Next Review: December 2020 


