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Providing children with time to build confidence in their environment is an important part of Centre orientation. Both families and children need time to adjust to changes in the routine and environment presented in Early Childhood settings. Opening lines of communication, providing information and being supportive of children and a family is vital in the transition to a Centre environment. The practices of educators and the relationships they form with children and families have a significant effect on children’s involvement and success in learning (Early Years Learning Framework, Pg 9). Orientation experiences are beneficial for children, families and staff. They encourage familiarity and awareness between the Centre, staff and individuals. Orientation assists in developing a sense of trust and belonging for the child while establishing open communications between the Centre and home environments.

Goals – What are we going to do?
Our centre values the need for orientation to establish relationships between the home environment and the Centre. Our Service ensures families are informed of Centre policies, the enrolment procedures and the responsibilities of Management, the Centre, staff and families during the orientation process. The orientation and settling in period will consider and respect the needs of both families and children. Parents/guardians will be encouraged to remain with their child when delivering or collecting them for as long a period as the parent/guardian and/or educators feel may be necessary to ensure the child’s wellbeing. 
We will always consider the feelings and time constraints that families may have in regard to participating in orientation processes and aim to make the experience a positive and welcoming introduction to the service.

National Quality Framework, Quality Area 6: Collaborative partnerships with families and communities. 
National Quality Standard 6.1 Supportive relationships with families - Respectful relationships with families are developed and maintained and families are supported in their parenting role.
· 6.1.1 Engagement with the service – Families are supported from enrolment to be involved in the service and contribute to service decisions.
· 6.1.3 Families are supported - Current information is available to families about the service and relevant community services and resources to support parenting and family wellbeing.
National Quality Framework Quality Area 7: Governance and Leadership
National Quality Standard 7.1 Governance – Governance supports the operation of a quality service.
· 7.1.2 Management systems - Systems are in place to manage risk and enable the effective decision-making and operation of the service.

Strategies ‐ How will it be done?
Our centre will provide options for orientation to our service for families which includes: 
· Inviting new families to visit the service with their child at times that suit them, to familiarise families with the service prior to the child’s attendance. 
· Conduct enrolment and Orientation sessions at the beginning of the year for families
· Providing all new families with a conducted tour of the premises which will include introductions to other educators, children and families, and that highlights specific policies and procedures that families need to know about our service. 
· Ensuring each family has a copy of the Information Booklet and an opportunity to have any questions answered. 
· Supporting family members the opportunity to stay with their child during the settling in process. 
· Ensuring all new families are encouraged to share information about their child and any concerns, doubts or anxieties they may have in regard to enrolling their child at the service.

Information will be provided to families about orientation visits, feedback, participation, communication, concerns or complaints, privacy and arrival and departure procedures. An orientation checklist and evaluation (See Section 6, Appendix 3) will be completed by the family and the Nominated Supervisor to ensure a thorough, informative introduction to the Centre.

The Approved Provider will:
· Provide opportunities (in consultation with the Nominated Supervisor and staff) for interested families to attend the service during operational hours to observe the program and become familiar with the service prior to their child commencing in the program.

The Nominated Supervisor will:
· Developing strategies to assist new families to feel welcomed into the service and to become familiar with service policies and procedures; 
· Organise information sessions and orientation visits for new families to discuss:
· policies and procedures that will directly affect families 
· The enrolment package including information on what to bring, the Early Years Learning Framework, fee payments, sick days or absences from the Centre, opening hours of care, closure periods, staff rosters and the Committee of Management (See Section 6, Policy 6.3.0 Enrolment)
· Promote the value of orientation visits as a way to encourage children and families to become familiar with the service and to assist in settling their child before they start.
· Provide all families with an orientation checklist (See Section 6, Appendix 3) as part of their enrolment package. This checklist will be worked through by the Nominated Supervisor or delegated staff member, with the family at orientation visits or upon enrolment to ensure the family is fully informed about the Centre.

Educators will:
· Encourage the child to participate in the Centre routines during orientation visits.
· Interact with children at activities to allow them to become familiar with staff, other children and activities within the environment. 
· Encourage children to explore the Centre environment.
· Assist families to develop and maintain a routine for saying goodbye to their child and reassure and comfort children who may become distressed when separating.  
· Share information with parents/guardians regarding their child’s progress with regard to settling in to the service.
· Talk to the family about the child’s individual strengths, interests, abilities and needs as well as the values and expectations they hold in relation to their child’s learning.
· Familiarise the family with the program, lockers, staff shifts and key information that is relevant to them

Families will:
· Be encouraged to attend information sessions and orientation visits where they must remain on premises with their child at all times. 
· Be advised of the importance of orientation visits. Visits will be scheduled to fit in with family routines where possible and allow families and children to spend time getting to know the Centre, staff, peers and the Centre routine. 
· Families must sign in and out in the Record of Visitors (See Section 6, Appendix 4) on each visit. 
· Be encouraged to spend time at the Centre and include the child in Centre routines to establish familiarity and develop relationships with educators.   
· Stay with their child for as long as needed during the settling in period. Families are reassured that Educators will contact them during the day if they wish.


Statutory Legislation & Considerations
· Education & Care Services National Amended Regulations 2018, Regulation 168(2)(k)
· National Quality Standard for Early Childhood Education and Care and School Age Care
Council of Australian Governments February 2018
· Family Assistance Law

Sources
· Community Early Learning Australia
· Guide to the National Quality Standard, Australian Children’s Education and Care Quality Authority 2018
· Department of Education ‐ www.dec.nsw.edu.au
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