Acceptance and Refusal of Authorisation Policy
Policy Statement
Our education and care service requires authorisation for actions such as administration of medications,
collection of children, excursions and providing access to personal records. This policy outlines what
constitutes a correct authorisation and what does not, and may therefore result in a refusal .
Links to the Education and Care Centres National Regulations 2018, National Quality Standards 2018
Regs 99- Children leaving the education and care services
100- Risk assessment must be conducted before excursion
102- Authorisation for excursions
157- Access for parents
160- Child enrolment records to be kept by approved provider
161- Authorisations to be kept in enrolment record
162- Health information to be kept in enrolment records
168- Education and care service must have policies and Procedures
177- Prescribed enrolment and other documents to be kept by approved provider
181- Confidentiality of records kept by provider
183- Storage of records and other records
NQS 2.1.2- Illness and injury management
7.1.2 Systems are in place to manage risk and enable the effective management and operation of a quality service.

Procedures
Our Service will ensure we comply with the current Education and Care Services National Regulations,
which require parent or guardian authorisation to be provided in matters including:
•

Administration of medication to children

•

Administration of medical treatment, dental treatment, and general first aid treatment

•

Emergency Ambulance transportation

•

Excursions, including regular outings

•

Incursion attendance

•

Taking of photographs by people other than educators

•

Water based activities

•

Enrolment of children, including providing details of persons nominated to authorise consent for medical
treatment, to collect children from the service, or to provide authority for the child to be taken outside
the service

•

Children leaving the premises in the care of someone other than a parent or guardian

•

Children being transported from or to the service.

MANAGEMENT WILL ENSURE THAT:
•

the Acceptance and Refusal Authorisation Policy is reviewed and maintained by Service management
and adhered to at all times by educators and staff

•

all staff understand circumstances that may lead to refusal of an authorisation

•

all educators and staff follow the policies and procedures of our Service

•

all parents/guardians have completed the authorised person's section of their child's enrolment form
including authorised nominees (refer to Enrolment Policy), and that the form is signed and dated before
the child commences at the Service

•

permission forms for excursions are provided to the parent/guardian or authorised nominee prior to the
excursion (refer to Excursion Policy)

•

attendance records are maintained for all children attending the Service

•

a written record of all visitors to the Service, including time of arrival and departure and reasons for visit is
documented

•

where a child requires medication to be administered by educators/staff, that an Administration of
Medication Record is completed and authorisation provided by the parent/guardian or authorised
nominee and included within the child's record (Refer to Administration of Medication Policy)

•

educators/staff do not administer medication without the written authorisation of parent/guardian or
authorised nominee named in the enrolment record as authorised to consent to the medical treatment
of the child, except in the case of an emergency, including an asthma or anaphylaxis emergency

•

educators and staff allow a child to participate in excursions only with the written authorisation of a
parent/guardian or authorised nominee named in the child’s enrolment record is received and
documented

•

educators/staff allow a child to depart the Service only with:
o

a person who is the parent/guardian or authorised nominee named in the child’s enrolment
record; or

o

with a person authorised by a parent or authorised nominee; or

o

leaves in accordance with the written authorisation of the parent; or authorised nominee; or

o

is taken on an excursion; or

o

in the case of a medical emergency or another emergency (Refer to Arrival and Departure
Policy and Emergency Evacuation Policy).

•

there are procedures in place if an inappropriate person, or a person who does not appear to be fit to
take care of the child attempts to collect the child from the Service or poses a risk to the safety of
children or staff (refer to Arrival and Departure Policy).

A NOMINATED SUPERVISOR/ RESPONSIBLE PERSON WILL:
•

follow the policies and procedures of the Service

•

ensure documentation relating to authorisations contains:
o

the name of the child enrolled in the service

o

date

o

signature of the child’s parent/guardian and authorised nominee as named on the
enrolment form

•

keep all authorisations relating to each child in their enrolment record

•

exercise the right of refusal if written or verbal authorisations do not comply with National Regulations or
Child Protection Legislation. If an authorisation is refused by the Service, it is best practice to document:
o

the details of the authorisation

o

why the authorisation was refused, and

o

actions taken by the service. For example: if the service refused an authorised nominee
named in the child’s enrolment record to collect the child from the service as they were
under the influence of alcohol, the action taken to ensure that the child was collected (Refer
to Refusal of Authorisation Record).
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•

waive compliance where a child requires emergency medical treatment for conditions such as
anaphylaxis or asthma. In accordance with National Regulations (R. 93) the Service can administer
medication in these circumstances without authorisation. If these situations occur Management will be
required to contact the parent/guardian as soon as practicable after the medication has been
administered and emergency services. Notification to the Regulatory Authority is required within 24 hours
of a serious incident

•

ensure that medication is not administered to a child without the authorisation of a parent/guardian or
authorised person, except in the case of an emergency, including and asthma or anaphylaxis
emergency (refer to Administration of Medication Policy, Incident, Injury, Trauma and Illness Policy,
Emergency and Evacuation Policy, Management of Asthma Policy, Management of Anaphylaxis Policy,
Management of Diabetes Policy, and Management of Epilepsy Policy).

•

ensure a child only departs from the Service with:
o

a person who is the parent/guardian or authorised nominee named in the child’s enrolment
record; or

o

with a person authorised by a parent or authorised nominee; or

o

leaves in accordance with the written authorisation of one of these the parent; or authorised
nominee; or

o

is taken on an excursion; or

o

in the case of a medical emergency or another emergency (Refer to Arrival and Departure
Policy and Emergency Evacuation Policy).

•

ensure a child is not taken outside the Service premises on an excursion except with the written
authorisation of a parent/guardian or authorised nominee

•

inform the Approved Provider when a written authorisation does not meet the requirements outlined in
the Service’s policies.

EDUCATORS WILL:
•

follow the policies and procedures of the Service

•

ensure that parents/guardians sign and date permission forms for excursions prior to the excursion being
implemented

•

allow a child to participate in an excursion only with the written authorisation of a parent/guardian or
authorised nominee

•

check that parents/guardians or an authorised nominee sign the attendance record as their child
arrives and departs from the Service

•

administer medication only with the written authorisation of a parent/guardian or authorised nominee
as per the Administration of Medication Record, except in the case of an emergency, including an
asthma, anaphylaxis.

•

allow a child to depart from the Service only with:
o

with a person authorised by a parent or authorised nominee; or

o

leaves in accordance with the written authorisation of one of these the parent; or authorised
nominee; or

o

is taken on an excursion; or

o

in the case of a medical emergency or another emergency (Refer to Arrival and Departure
Policy and Emergency Evacuation Policy).
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•

follow procedures if an inappropriate person attempts to collect a child from the Service and poses a
risk to the safety of the children and staff (for example, an intoxicated person)

•

inform the Approved Provider when a written authorisation does not meet the requirements outlined in
Service’s policies.

FAMILIES WILL:
•

read and comply with the policies and procedures of the Service

•

complete and sign the authorised nominee section of their child's enrolment form before their child
commences at the Service

•

advise the service if there is a change of nominated authorised persons and inform them that they will
require photo identification (such as a driver’s licence) in order to collect their child from the Service

•

sign and date permission forms for excursions

•

sign the attendance record as their child arrives and departs from the Service

•

provide written authorisation on the Administration of Medication Form when their child requires
medication to be administered by educators/staff, including signing and dating it for inclusion in the
child's medication records

•

provide completed Medical Management Plans and Action Plans where relevant for their child

All authorisations will be stored in the children’s individual files.
The Nominated Supervisor will override authorisations where a child requires emergency medical treatment
for conditions such as anaphylaxis or asthma, where the Service will administer medication, and then
contact the parent/ guardian as soon as possible after the treatment has been administered.

Refusing a Written Authorisation
On receipt of a written authorisation from a parent/guardian that does not meet the requirements outlined
in the related service policy, the Approved Provider or delegated authority will:


Immediately explain to the parent/guardian that their written authorisation does not meet legislative
and policy guidelines.



Provide the parent/guardian with a copy of the relevant service policy and ensure that they
understand the reasons for the refusal of the authorisation.



Request that an appropriate alternative written authorisation is provided by the parent/guardian.



In instances where the parent/guardian cannot be immediately contacted to provide an
alternative written authorisation, follow related policy procedures pertaining to the authorisation
type.



Follow up with the parent/guardian, where required, to ensure that an appropriate written
authorisation is obtained.

Comments:
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