
Soldiers’ Settlement Public School Preschool Procedure 

Enrolment and orientation 
Reviewed:  Educators will monitor and review the effectiveness of this procedure during the lead 

up to transition time each year. Soldiers’ Settlement Public School Preschool's procedures 
must be reviewed and updated every 12 months. Due for Review in February 2022.  

 

 
Rationale  
 
Transitions form a large part of a child’s life. They experience many transitions throughout any 
given day and more significantly, the transitions from home and community into a preschool 
setting and then from a preschool setting, into a formal schooling. Our job as educators is to 
ensure that children feel safe, secure and supported throughout all transitions.  
 
 
Procedure Statement 
 
This procedure outlines the processes in place at MSSPS Preschool, to ensure a smooth transition 
between home to preschool and then into Kindergarten, for children and their families.  
 
PROCEDURE  
 
Enrolment 
 
Soldiers’ Settlement Public School Preschool is one of 100 department preschools located in 
government schools across NSW.  
 

• Children attend department preschool classes for one year only, the year before they start 
school. In exceptional circumstances, the principal may consider an additional year of 
attendance after consultation with the parent/carer, the preschool teacher and other 
relevant personnel. If this is the case, the child is to be considered as a new application 
and prioritised in the same way as all new applications. 

• Parents can apply for enrolment at the school’s front office for the following year from the 
beginning of Term 2 of the current school year. They complete a waiting list application 
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https://policies.education.nsw.gov.au/policy-library/associated-documents/department-preschool-enrolment-procedures.pdf
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form to record their expression of interest. Parents will need to provide the following 
documentation: 

o birth certificate and/ or proof of identity and residency status 
o immunisation documentation as specified by the Australian Government. (If a child 

turns 4 during their preschool year, families are sent a letter to advise them to 
provide the school with an updated immunisation record promptly.) 

o proof of residential address 
o passport or ImmiCard and evidence of visa status for children who are not 

Australian citizens 
o low-income health care card if applicable and 
o copies of any family law or other relevant court orders if applicable. 

• During Term 3 and 4, waiting list applications are sorted through. Priority is given to: 
o Aboriginal or Torres Strait Islander children 
o children living in low socio-economic circumstances 
o children who are unable to access other early childhood services due to 

disadvantage or financial hardship. 
• The principal will offer enrolment in the following order: 

o to children living within the school’s enrolment catchment area with priority given to 
Aboriginal children and those who are disadvantaged 

o to children living outside the school’s enrolment catchment area and who have 
siblings enrolled in the school, with priority given to Aboriginal children and those 
who are disadvantaged 

o to children living outside the local school’s enrolment catchment area with priority 
given to Aboriginal children and those who are disadvantaged. 

• Parents/carers will be informed in writing of the result of their application and advised if 
they have been placed on a waiting list. 

• If a vacancy occurs during the year, the position will be offered to the child with the 
highest priority on the waiting list. 

• Upon being allocated a position, families will be sent a preschool enrolment form as well as 
a Soldiers’ Settlement Preschool Information Card to fill out and return. 

• We have 3 different patterns of attendance at the preschool. Children call attend 2.5 days 
at the beginning of the week or 2.5 days at the end of the week. Parents are asked on 
their waiting list application which half of the week would they prefer. Allocation is then 
made considering parent’s preferences as much as possible. The principal will offer a 5-
day week placement to children who are considered a priority enrolment due to their 
circumstances.  

Transition into Soldiers’ Settlement Public School Preschool  
 
Soldiers’ Settlement Public School Preschool encourage families to enquire about our centre at 
any time. Families are then invited to visit our centre to look around at a designated time 
organised each term. We recognise that transitions are an opportunity to begin to build 
relationships with families and children and aim to make them feel welcome and valued. We 
engage in the following practices to ensure a smooth transition into our preschool;  
 

• Open-door policy. Once children are enrolled their families are invited to visit at any time 
including the term prior to their child's commencement of preschool. They are encouraged 
to join in play, ask questions and engage with other children and educators. 

• Formal interviews or meetings with educators are offered. 
• Families are provided with an enrolment package which includes a parent handbook, 

expectations, lunch box ideas and other relevant information.  
• Formal session. Families and children are invited to attend our Preschool to meet other 

families, educators and the school Principal. At this session, parents will be provided with 
lots of information relevant for their child to start preschool, as well as allowing their child to 
participate in the morning preschool session. 



• Families are also allocated a parent and teacher meeting the week before starting school 
to discuss any needs relating to their child and formulate goals to start working on for the 
beginning of the year at preschool. 

• Children with additional needs may be allocated extra meetings to help formulate plans 
to ensure their successful transition and that their needs are met at preschool. External 
agencies are consulted and may be invited to these meetings to ensure that children with 
additional learning or behaviour needs are supported appropriately. 

• Visits to playgroup by preschool and staff to assist with transition. 
 
First Day  
 
On the first day of preschool, educators welcome families based on scattered starting times. This 
ensures that each family has the opportunity to be shown routines without feeling overwhelmed.  
 

• Parents are encouraged to stay for as long as required to settle their child.  
• The school phone number is provided to families and they are encouraged to call 

throughout the day, if they are concerned about their child settling in. 
• Educators reassure children and families who are feeling anxious about the first few days or 

weeks. 
• At the end of each day, educators share aspects of their child’s first day, through 

discussions or sharing photos and work samples. 
 
Transition from Preschool to Kindergarten (Soldiers’ Settlement Public School)  
 
Soldiers’ Settlement Public School Preschool is in the grounds of Soldiers’ Settlement Public School 
(MSSPS). This provides our Preschool with unlimited transition opportunities to children who will be 
transitioning into Kindergarten at Soldiers’ Settlement Public School in the following year. These 
opportunities include;  

• Visiting classrooms, library, hall and playground 
• Utilising school resources, such as the library, playground 
• Meeting teachers from MSSPS 
• Engagement in school-wide events such as assemblies, Easter Hat parade, NAIDOC Day, 

Harmony Day, evacuation practices, whole school disco’s, supporting our school sporting 
ventures 

• Collaborative learning with classes from SSPS 
• Visits from our school principal 
• From Term 3 regular visits are scheduled for Preschool to visit the Kindergarten classrooms 

and engage in learning sessions. 
 
Our formal transition process includes;  

• Two planned visits to Kindergarten rooms, to meet prospective Kindergarten teachers. 
Parents are invited to attend separate information sessions and purchase uniforms. 

• Regular meetings between Preschool and Early Stage 1 teachers to discuss grouping of 
children, friendships, behaviour needs, additional support required. 

• Learning and Support Team meetings to discuss transition needs. 
• Individual Learning and Support meetings which can include parents, teachers, external 

agencies and the school counsellor, if required. 
• Involvement of the Learning and Support Teachers (LaST) and school counsellor, if 

required. 
• Applications for funding – Access Request (For children with identified additional needs). 

 
 
 
 



Transition from Preschool to Kindergarten (another school)  
 
Soldiers’ Settlement Public School Preschool services a number of local schools. We recognise the 
importance of smooth transitions for all of the children in our care and aim to provide an effective 
process for all. This process can begin as early as Term 2 for some schools and involves;  

• Accommodating the need for teacher from incoming school, to come and observe the 
child in the preschool environment. 

• Fielding phone calls and/or emails regarding incoming children. 
• Access Request applications completed and submitted. 
• Preschool educators attending transition meetings with teachers and support staff from 

incoming school. 
 
Evaluation  
We always encourage families to stay in touch, by visiting, emailing photos or calling in to say 
hello. It’s important to ensure that families feel valued and sometimes this includes being 
interested in how children are progressing after transition out of our service.  
 

 
 



 

 

 



 

 

 



 

 



 

 


