Acceptance and Refusal of Authorisations Policy

BACKGROUND:

The Education and Care Services National Regulations require early education and care services to obtain written consent from parents, or person named in the enrolment form as authorised, in matters relating to the administration of medication, medical treatment including transportation by an ambulance service, collection of children from the service, and excursions (including regular outings). The information to be provided in these written authorisations is also detailed in the Education and Care Services National Regulations.  
POLICY STATEMENT
This policy outlines what is a correct authorisation under the Education and Care National Regulations, and what is not correct. Further it details the options available to the Service when deciding to accept or refuse an authorisation. The policy also addresses the two exceptions to the requirement of parent written authorisation.   

BACKGROUND AND GUIDING PRINCIPLES

“Authorisation must be obtained for:

· administering medication to children (including self-administration if applicable for school age)

· children leaving the premises in the care of someone other than a parent,

· children to be taken on excursions,

· Transportation of children provided or arranged by the service.

The service’s ‘acceptance and refusal of authorisations’ policy should set out the circumstances the provider would accept (or refuse) an authorisation. For example, the policy may state authorisations must be in writing, signed and dated, and clearly state the name of the child to whom the authorisation relates.

Authorisation for excursions

Authorisation must be given by a parent or other person named in the child’s enrolment record as having authority, given by a parent, to authorise taking the child outside the premises.  If the excursion is a ‘regular outing’, the authorisation is only required to be obtained once in a 12 month period. Authorisations need to be kept on the child’s enrolment record.

Authorisations for transportation

Authorisation for a child to be transported must be given by a parent or other person named in the child’s enrolment record as having authority, given by a parent, to authorise transportation of a child. If the transportation is ‘regular transportation’, the authorisation is only required to be obtained once in a 12-month period.
Exceptions:

Authorised administration with verbal consent National Regulations Regulation 93 In case of an emergency, administration of medication is authorised if verbal consent is obtained from a parent or person named in the child’s enrolment record as authorised to consent to administration of medication. If this person cannot be contacted, a registered medical practitioner or medical emergency services can provide verbal consent. If medication is administered to a child based on verbal consent from a registered medical practitioner or medical emergency services, the approved provider must ensure written notice is given to a parent or other family member as soon as practicable.  

Exception to the authorisation requirement – anaphylaxis or asthma emergency 
National Regulations Regulation 94:
Medication may be administered to a child without an authorisation in the case of an anaphylaxis or asthma emergency. If this occurs, the approved provider, nominated supervisor or family day care educator must notify the parent of the child and emergency services as soon as practicable. 

The approved provider, nominated supervisor and educator must make sure that a child being educated and cared for by the service does not leave the premises except where the child:

· is given into the care of a parent, an authorised nominee named in the child’s enrolment record or a person authorised by a parent or authorised nominee, or

· leaves in accordance with the written authorisation of the child’s parent or authorised nominee, or 

· is taken on an excursion with written authorisation from a parent or authorised nominee, or

· is given into the care of a person or taken outside the premises because the child requires medical, hospital or ambulance care or treatment, or because of another emergency.

‘Parent’ includes a guardian of the child and a person who has parental responsibility for a child under a decision or order of a court. It does not include a parent prohibited by a court order from having contact with the child. 

An approved provider can restrict a nominated person from collecting a child, for example if the service's policy does not allow children to be collected by a person under 16 of age.”

STRATEGIES AND PRACTICES
· The information requested on the forms used by the Service to obtain written consent from parents/authorised adults for administration of medications, medical treatment of the child (including transportation by an ambulance service), collection of children from the service, and excursions (including regular outings) comply with the requirements of the Education and Care Services National Regulations 2011.

· All authorisation forms received are checked by the Nominated Supervisor or other Responsible Person to ensure completeness and that the name and signature of the authoriser on the form are consistent with the name and signature of the parent or person named on the enrolment form as authorised. If either is not the case, the form will be returned to the parent for amendment.   

· Before the Nominated Supervisor or other Responsible Person begins any action that requires written permission from the child’s parents/authorised adult, the staff member will refer to the written permission form. Unless the form is accurate, current, complete in every detail and correctly signed, the staff member will exercise the right of refusal.   

· In an anaphylaxis or asthma emergency with a child, the Nominated Supervisor or other Responsible Person will invoke the exception provided in Regulation 94 the Education and Care Services National Regulations which sets aside the requirement for authorisation. As soon as practicable after such an emergency, the Service will notify a parent of the child and emergency services.  

· All completed and signed authorisations are stored in the child’s file and/or in a designated place known by all staff. 

Procedures to be followed where refusal of an authorisation is deemed necessary:

· Return the authorisation/permission form to the family or authorised person if incomplete or inappropriately signed.

· Ensure no action, about the specific activity requiring authorisation occurs unless the authorisation form has been completed correctly and signed by an authorised person.

· Notify families of any refusals and provided with the reason for the refusal.  Where suitable, they may be offered the opportunity to rectify the reason for the refusal, for instance where a form is not fully completed or signed.

· Refuse a written authorisation if it contravenes a regulation, service policy or the Nominated Supervisor or responsible person in charge has serious concerns for the child’s health, safety or well-being.  For example:

· A child may not be released to a person who is authorised in writing if:

· The authorised person does not appear, at the time of collection, to be fit and well to collect the child due to being under the influence of a drug, medication, or alcohol

· The person collecting does not have a safe and suitable way to transport the child, for example no suitable child restraints fitted to a vehicle which will transport the child

· The Approved Provider, Nominated Supervisor or Responsible Person in charge reasonably believes that the collection is not in the best interest of the child’s health, safety, or wellbeing

· The authorisation contravenes another policy, such as a person, who is not a parent, being under the age of 16yrs (refer to Arrival and Departure Policy)

· The Approved Provider, Nominated Supervisor or Responsible Person in charge is aware of, has a copy of or reasonably believes that a parenting or court order is in place restricting access or collection.  

· Where it is reasonably determined that it is not in the best interest of the child to release them to an authorised collector due either to their current state or transportation method, the Nominated Supervisor or Reasonable Person in Charge will consider the best alternative at the time to ensure the health, safety and wellbeing of the child.  This may include, but not be limited to:

· Contacting a parent or alternative person who is authorised to collect

· Suggesting the child remains at the service until such time as a suitable collection can be conducted

· Arranging alternative transport where practicable

· Contacting the local police station or dialling 000 if deemed necessary.

An authorisation for a child to attend an excursion or participate in an event may be refused if the Approved Provider, Nominated Supervisor or Responsible Person in charge reasonably believes that the participation in the excursion or activity would not be in the best interest of the child’s health, safety or wellbeing, for example if a child is visibly unwell.  
Leadership and Management Responsibilities, including Approved Providers, Nominated Supervisors and Responsible Persons will:

· Positively and clearly communicate all aspects of the policy and take a zero-tolerance approach to compliance.

· Understand and comply with all aspects of this policy and related legislation and support team members to do the same.

· Lead a culture of reflection and regular review of policies, seeking feedback from educators, families, children and other community agencies and professionals as appropriate.

· Ensure written documentation relating to authorisations contains:

· the name of the child enrolled in the service

· date

· signature of the child’s parent/guardian, or nominated contact person who is on the enrolment form

· other items listed as required under the regulations for each authorisation.

· Apply these authorisations to the collection of children, administration of medication, excursion, and access to records.

· Keep these authorisations in the enrolment record and child’s file in a confidential manner.

· Exercise the right of refusal if written authorisations do not comply, for example:

· Where a form is not fully completed

· Where a form is signed by a person not authorised in writing.

· Check all authorisation forms received to ensure they are fully completed and are verified, (name and signature) by a nominated parent/guardian or authorised person on the enrolment form. 

· Ensure enrolment forms contain authorisation to seek and/or provide medical and/or emergency treatment and transportation, including the administration of life saving medication should it be necessary.

· Waive compliance where a child requires emergency medical treatment. The service can administer medication without authorisation in these cases, provided they contact the parent/guardian as soon as practicable after the medication has been administered.

· In the event that medication is administered to a child without an authorisation in the case of an anaphylaxis or asthma emergency the Approved Provider or Nominated Supervisor or Responsible Person in Charge will notify the parent of the child and emergency services as soon as practicable.

· Take all reasonable steps to ensure that a person not familiar as an authorised collector does not collect a child from the service.  This includes precautions such as asking for photo identification or confirming with a known authorised collector or parent of the child.

Responsibilities of the Educators

· Apply these authorisations to the collection of children, medication administration, excursions, medical treatment in the event of an emergency and access to records.

· Exercise the right of refusal if written or verbal authorisations do not comply.

· Seek further guidance where required to fulfil your requirements.

· Report any concerns or non-compliance immediately to the Nominated Supervisor or Approved Provider.

· Participate in the review of documents and provide constructive feedback to the Nominated Supervisor or Approved Provider.

· Check all authorisation forms received to ensure they are fully completed and are verified, (name and signature) by a nominated parent/guardian or authorised person on the enrolment form.

· Immediately advise the Nominated Supervisor or Responsible Person in charge of any incomplete authorisations or any situation where you reasonably believe an authorisation should not be provided.

· Take all reasonable steps to ensure that a person not familiar as an authorised collector does not collect a child from the service.  This includes precautions such as asking for photo identification or confirming with a known authorised collector or parent of the child.  
· Notify the Nominated Supervisor or responsible person in charge regarding refusal of authorisations where all requirements are not met or where you reasonably believe that the authorisation may pose a risk to the health, safety and wellbeing of a child or staff member.
· Waive compliance where a child requires emergency medical treatment for conditions such as anaphylaxis or asthma. The service can administer medication without authorisation in these cases, provided it is noted on medical plans and that parents/guardians are contacted as soon as practicable after the medication has been administered (National Regulation 161).

· Follow the Services Incident, Injury, Trauma and Illness Policy regarding authority to provide children with medication.

· 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 person.  

Responsibilities of the Family/Guardian

· Fulfil responsibilities under this policy and related legislative requirements.

· Understand that the service must take steps as required under legislative requirements and follow advise from recognised authorities.

· Participate in the review of documents and provide constructive feedback to the Nominated Supervisor or Approved Provider.

· To provide KAZ Early Learning Centre with all relevant written approvals.

· Ensure all enrolment details are up to date at all times such as emergency contacts and

· Update the Service and the educators on your child’s medical conditions, action plans or ongoing medical treatments that your child is having.

· Ensure that where children require medication to be administered by educators or other staff, you authorise this in writing, sign and date it on your child’s individual medication record.
· Ensure that all authorisations provided by themselves or persons authorised by them are:
· in writing when required

· clear and legible

· dated and signed

· fully completed.
· Ensure to pass on any information regarding authorisations to the person responsible.

· Understand that refusal of authorisation will occur when all requirements are not met
Links to other policies

· Administration of Medication Policy

· Delivery and Collection of Children Policy

· Enrolment and Orientation Policy

· Evacuation and Lockdown Policy

· Excursion Policy 

· Incident, Injury, Trauma and Illness Policy

· Medical Conditions Policy 

· Privacy and Confidentiality Policy

Links Education and Care Services National Regulations 2011, National Quality Standard

	Regulation
	92
	Medication record

	Regulation
	93
	Administration of medication

	Regulation
	94  
	Exception to authorisation requirement – anaphylaxis or asthma emergency

	Regulation
	99
	Children leaving the education and care service premises

	Regulation
	102 
	Authorisations for excursions

	Regulation
	160
	Child enrolment records to be kept by approved provider and family day care provider

	Regulation
	161
	Authorisations to be kept in enrolment record 

	Regulation
	168
	Education and care services must have policies and procedures

	Regulation
	170
	Policies and procedures to be followed


	NQS
	QA2.2.1
	At all times, reasonable precautions and adequate supervision ensure children are

protected from harm and hazard

	NQS
	QA2.2.2
	Plans to effectively manage incidents and emergencies are developed in consultation with relevant authorities, practised and implemented 


Sources
· Education and Care Services National Regulations 2011
Guide to the National Quality Framework 2018 (January 2025 updated): Section 4 – Operational Requirements https://www.acecqa.gov.au/national-quality-framework/guide-nqf/section-4-operational-requirements 
Further reading and useful websites (Consistent with the approach of the National Quality Framework, the following references have prioritised efficacy and appropriateness to inform best practice, and legislative compliance over state or territory preferences.)
· ACECQA –  http://www.acecqa.gov.au/
·  You +1'd this publicly. 

· Undo
· CELA - https://www.cela.org.au/

Policy review
The Service encourages staff and parents to be actively involved in the annual review of each of its policies and procedures. In addition, the Service will accommodate any new legislative changes as they occur and any issues identified as part the Service’s commitment to quality improvement. The Service consults with relevant recognised authorities as part of the annual review to ensure the policy contents are consistent with current research and contemporary views on best practice.

	Version
	Date Reviewed
	Comments/Amendments

	1
	8 January 2018
	Updated to changed NQF requirements 1 February 2018.

	2 
	6 September 2019
	Updated references.

	3 
	15 October 2020 
	Updated references. Responsibilities divided into sections.

	4
	May 2022
	Added procedure for refusal. Changed delegated staff member to ‘other Responsible Person’

	5
	January 2023
	Formatting

	6
	February 2024
	Weblinks and sources update

	7
	February 2025
	Background and Guiding Principles added.

Leadership, educators and family points updated.
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