MT  PLEASANT  OSCAR  ENROLMENT  FORM
	
	First Name
	Surname
	Birth date
	M/F
	Allergies

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	


PERSONAL  DETAILS

Street address: __________________________________________Postcode:

Suburb: _______________________   Home phone: ___________________

School: _______________________  Email: __________________________

Doctor: ________________________ Ph: ____________________________

Medical centre: _________________________________________________

PARENT/CAREGIVER  INFORMATION

	Mother/Caregiver:


	Place of work:
	Work phone:
	Mobile:

	Father/Caregiver:
	Place of work:
	Work phone:
	Mobile:




EMERGENCY  CONTACT  PEOPLE  Other than Parents above:

	Name:
	Relationship to child:
	Home phone:
	Mobile:



	Name:
	Relationship to child:
	Home phone:
	Mobile:




PERSONAL  INFORMATION  WE  SHOULD  KNOW: _________________________________________________________________________________________________________________________________________________________________________________________________________

PEOPLE  AUTHORISED  TO  COLLECT  YOUR  CHILDREN: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

USE OF PHOTOS ON OUR WEBSITE OR IN NEWSPAPER:  YES/ NO

I understand that the programme supervisors and staff will exercise due care but will not be liable for any injury to my child/children or any damage or loss of personal belongings.  I understand that my child is responsible for his/her own behaviour and that I may be called in to collect them if necessary.  I give permission for staff to give any urgent medical treatment required.  I agree to pay all fees on time.  All costs associated with debt collection agencies will be the responsibility of the caregiver.  I know I have booked a time slot/s and that cancellations and absences will be charged for and that holiday fees must be paid upfront unless using the subsidy. Public holidays are charged if they fall on a booked slot in term time.  All information gathered is for our use only and will not be given to anyone.  
PARENT  SIGNATURE: __________________________ DATE: _______________


[image: image1.emf]


 



Conditions of Enrolment: 
 
When I sign up for a regular spot/s at Mt Pleasant Oscar, what does this mean? 
This is your time slot until you decide to leave the programme, including public holidays, absences 
– planned and unplanned and cancelations (Eg: playdates, sickness, family holidays, school camps) 
 
Why am I charged for public holidays, absences and cancellations? 
We are an organisation that strives to just cover our costs.  We have to ensure we have enough staff 
for our children who are booked in regularly.  This is a fixed cost to our programme and our most 
expensive cost.  This cost continues on public holidays and when your child is absent. (Eg: 
playdates, sickness, family holidays, school camps). We either have to charge this on public 
holidays or put up the daily cost.  We have decided to charge on the public holidays as they come 
up. 
 
What happens if I only want to make casual bookings? 
You are then responsible for making payments for any days booked.  There could be times when we 
are full and are unable to take a casual booking.  There is an extra cost for casual bookings. 
 
Will I still have to pay if I make a cancellation to a casual booking? 
Yes, we are now charging for these cancellations because in order to keep costs as low as we can, 
we don’t carry excess staff.  When people want to make a casual booking we often have to bring in 
staff who are on call.  When you cancel we are left with these costs. 
 
What happens for holiday programme bookings? 
Because of the growing number of people booking in the holiday programme and then cancelling, 
we now must take payment before a holiday booking can be made. 
 
Am I charged for cancellations to the holiday programme? 
Yes because we book staff based on the numbers of children booked and we can’t un book staff, 
venue numbers, bus sizes etc.  Often it means we could have given that spot to another child. 
 
What if I am using the Oscar Subsidy? 
As long as you have sent all the paperwork in, we are willing to wait for the subsidy payment and 
send an invoice for any balance.  If the subsidy is declined for any reason, we do have to charge 
you the full amount. 
 
Parent name: _______________________________________________________________ 
 
Parent Signature: ___________________________________________________________ 
     
Date:   










 

Conditions of Enrolment: 

 

When I sign up for a regular spot/s at Mt Pleasant Oscar, what does this mean? 

This is your time slot until you decide to leave the programme, including public holidays, absences 

– planned and unplanned and cancelations (Eg: playdates, sickness, family holidays, school camps) 

 

Why am I charged for public holidays, absences and cancellations? 

We are an organisation that strives to just cover our costs.  We have to ensure we have enough staff 

for our children who are booked in regularly.  This is a fixed cost to our programme and our most 

expensive cost.  This cost continues on public holidays and when your child is absent. (Eg: 

playdates, sickness, family holidays, school camps). We either have to charge this on public 

holidays or put up the daily cost.  We have decided to charge on the public holidays as they come 

up. 

 

What happens if I only want to make casual bookings? 

You are then responsible for making payments for any days booked.  There could be times when we 

are full and are unable to take a casual booking.  There is an extra cost for casual bookings. 

 

Will I still have to pay if I make a cancellation to a casual booking? 

Yes, we are now charging for these cancellations because in order to keep costs as low as we can, 

we don’t carry excess staff.  When people want to make a casual booking we often have to bring in 

staff who are on call.  When you cancel we are left with these costs. 

 

What happens for holiday programme bookings? 

Because of the growing number of people booking in the holiday programme and then cancelling, 

we now must take payment before a holiday booking can be made. 

 

Am I charged for cancellations to the holiday programme? 

Yes because we book staff based on the numbers of children booked and we can’t un book staff, 

venue numbers, bus sizes etc.  Often it means we could have given that spot to another child. 

 

What if I am using the Oscar Subsidy? 

As long as you have sent all the paperwork in, we are willing to wait for the subsidy payment and 

send an invoice for any balance.  If the subsidy is declined for any reason, we do have to charge 

you the full amount. 

 

Parent name:

 _______________________________________________________________ 

 

Parent Signature:

 ___________________________________________________________ 

         

Date:    

 Privacy Information August 2022

· We only collect information that we need for:

Contacting parents/emergency contacts

Knowledge of custody arrangements (if any)

Knowledge of health issues (if any)

Information volunteered by a parent

· We only collect information for the actual individual (in our case – parents)

· We will inform parents of why the information is being collected, who will have access to it, where it will be stored and what it will be used for. This information will be attached to the enrolment form from August 2022 Kath will have access to confidential information, staff will have access to health/custody information as necessary to keep children safe, phone numbers, who the child’s doctor is and who can collect the child. This information is kept onsite.

· A brief summary of information is kept underneath the attendance roll for the day. This is because if we need to take the roll in an evacuation, we have parents contact details with the roll. It cannot be seen by any parent signing the roll at pick up time. The summary only has contact details, emergency information and health issues we need to be able to check eg allergies/asthma etc

· Confidential information is kept offsite in a filing cabinet at owner’s home. It is not available to any of the owner’s household members

· If there is a serious privacy breach, it must be reported to the office of the privacy commissioner asap (within 72 hours). The people affected need to be contacted. This is limited to the owner mostly as she is the person sending emails and attachments. But staff writing incident reports need to ensure no one else can read the reports. They must go into our attendance folder in our staff area if they are of confidential nature. Otherwise we are trialling the incidents being written on the back of the attendance sheets

· Sending electronic information to the wrong recipient is the most common type of privacy breach reported. So best practise is double checking information is going to the right recipients before it is sent. Check also you have the correct attachment for the email and who it is going to!!! Bcc people in so personal email addresses are kept private

· People have a right to access their own personal information – but only theirs (unless it is a serious threat to someone’s safety) eg if we were told of abuse of a child by someone else we would record that and inform the Police but we wouldn’t say who provided that information. 

· Incidents we write up about, can be released to parents, so we need to be writing these in a professional/factual way
· Our organisation should not keep personal information for longer than it is required for the purpose wo which it is needed
· Disclosure of personal information may be necessary to avoid endangering someone’s health or safety eg: child disclosure where we need to act if going home puts that child or family member in danger
· Disposal of personal information will be via a paper shredder
· A copy of this policy will be attached to programme information (Aug 22)
_1716212719.doc
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Conditions of Enrolment:

When I sign up for a regular spot/s at Mt Pleasant Oscar, what does this mean?


This is your time slot until you decide to leave the programme, including public holidays, absences – planned and unplanned and cancelations (Eg: playdates, sickness, family holidays, school camps)

Why am I charged for public holidays, absences and cancellations?


We are an organisation that strives to just cover our costs.  We have to ensure we have enough staff for our children who are booked in regularly.  This is a fixed cost to our programme and our most expensive cost.  This cost continues on public holidays and when your child is absent. (Eg: playdates, sickness, family holidays, school camps). We either have to charge this on public holidays or put up the daily cost.  We have decided to charge on the public holidays as they come up.

What happens if I only want to make casual bookings?


You are then responsible for making payments for any days booked.  There could be times when we are full and are unable to take a casual booking.  There is an extra cost for casual bookings.


Will I still have to pay if I make a cancellation to a casual booking?


Yes, we are now charging for these cancellations because in order to keep costs as low as we can, we don’t carry excess staff.  When people want to make a casual booking we often have to bring in staff who are on call.  When you cancel we are left with these costs.


What happens for holiday programme bookings?


Because of the growing number of people booking in the holiday programme and then cancelling, we now must take payment before a holiday booking can be made.


Am I charged for cancellations to the holiday programme?


Yes because we book staff based on the numbers of children booked and we can’t un book staff, venue numbers, bus sizes etc.  Often it means we could have given that spot to another child.


What if I am using the Oscar Subsidy?


As long as you have sent all the paperwork in, we are willing to wait for the subsidy payment and send an invoice for any balance.  If the subsidy is declined for any reason, we do have to charge you the full amount.

Parent name: _______________________________________________________________


Parent Signature: ___________________________________________________________

Date:







