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	Template Program Registration Process
Resource Code CSE3-RP


This template is provided to assist in setting up a Registration Process for children attending your program. Some of the issues included need to be modified to suit your context, your location and the specifics of your group.

<<Name of Program and Dates>>

Safety and Care Issues and Registration Policy 

Introduction

Issues to be addressed:

1. When are we responsible for a child in a particular activity and when are the caregivers responsible?

2. How are the caregivers to be made aware of this difference for a particular activity?

3. Where does the team’s responsibility end, and the caregivers’ begin?

4. What safety and care issues specifically relate to <<list of activities on this program>>?

5. What information do we need to be given by the caregivers about their child or children, in order that we can provide the best level of care while the child is under our supervision?

6. How do we reassure that the information we are given is treated confidentially?

7. In the case of a Critical Incident while a child is under our care, what procedures are in place so that reasonable care is given and the caregivers can be notified as soon as possible?

8. Who is going to implement the policy and ensure that it is carried out?

Duty of Care
During open access activities, caregivers retain some duty of care for their children. When we take their children away for an activity that does not involve caregivers, the duty of care rests with Team Members.

Caregivers need to be informed of this distinction. The following strategies need to be implemented:

On all posters and newsletters advertising an open access activity, there needs to be a statement such as ‘A caregiver or guardian will be responsible for his or her child/children during this activity’.

Caregivers will be required to complete a registration form before his or her child participates in activities with us. The registration form needs to make it clear that we will be responsible for the child during these times and how we will hand back responsibility to the caregiver.

Strategies to Encourage Registration

The following strategies promote the awareness of the importance for registration forms:

1. Registration forms are to be a part of all promotional material that is distributed. This enables caregivers to complete the forms prior to arriving at the registration desk.

2. The registration ‘desk’ needs to be clearly identified.

Procedure for Handing Back Responsibility for Pre-school and Primary Aged Children 

The caregiver must collect the child at the end of the activity, unless the caregiver has stated on the Registration Form that the child can leave the activity with another specified adult. 

Emergency Planning
In case there is an emergency during the session, the following must be in place at the Registration Desk: 

1. All Registration Forms which must be easily accessible
2. An up to date list of <<location>> emergency numbers (at the front of the file?)



3. The contact details of our own first-aider-in-charge
4. A mobile phone
5. A First Aid Kit
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