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Quality Area 7: Leadership and service management 
  

Quality Area 2: Children’s health and safety 
  

Quality Area 3: Physical Environment 
  

 

THIS POLICY OUTLINES AUTHORISATION REQUIREMENTS FOR 
SERVICES AND ACTIONS TO BE TAKEN WHERE AN 
AUTHORISATION SUBMITTED BY PARENTS OR GUARDIANS IS 
INCOMPLETE AND THEREFORE COULD LEAD TO REFUSAL TO 
ENACT THE AUTHORISATION. 
 
Education and Care Services National Regulations require parent or guardian authorisation 
to be provided in matters relating to administration of medication, medical treatment of the 
child including transportation by an ambulance service, collection of children from the service 
and excursions (including regular outings). 
 
Authorisation Requirements 
 
Authorisation documents are required for the following situations and must have details 
recorded as specified: 
 
Administration of medication: 
 The name of the child 
 The authorisation to administer medication, signed by a parent or a person named in the 

child's enrolment record as authorised to consent to administration of medication 
 The name of the medication to be administered 
 The time and date the medication is to be administered 
 The dosage of the medication to be administered 
 Whether the medication is to be self-administered, such as Ventolin or Insulin 
 The reason for the medication 
 The period of authorisation from and to 
 The date the authorisation is signed 
 
Medical treatment of the child including transportation by an ambulance service 
(included and authorised initially as part of the child’s enrolment record): 
 
 The name of the child 
 Authorisation to seek medical treatment for the child from a registered medical 

practitioner, hospital or ambulance service and… 
 Authorisation for the transportation of the child by an ambulance service 
 The name, address and telephone number of the child's registered medical practitioner 

or medical service and if available the child's Medicare number 
 The name of the parent or guardian providing authorisation 
 The relationship to the child 
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 The signature of the person providing authorisation and date 
Emergency Medical Treatment (included and authorised initially as part of the child’s 
enrolment record or as updates during enrolment): 
 
 The Service is able to seek emergency medical assistance for a child as required without 

seeking further authorisation from a parent or guardian in the case of an emergency (i.e. 
medical practitioner, ambulance or hospital) including for those emergencies relating to 
asthma and anaphylaxis. 

 
Collection of children (included and authorised initially as part of the child’s enrolment 
record or as updated during enrolment): 
 
 The name of the child 
 The name of the parent or the guardian of the child or the authorised nominee on the 

enrolment form providing authorisation 
 The name of the person/s authorised by a parent or authorised nominee named in the 

child's enrolment record to collect the child from the premises 
 The relationship to the child of the persons authorised to collect the child from the 

premises 
 The signature of the person providing authorisation and date 
 
Excursions  
 
The Woodlupine Family Centre 3 year old Kindy will not conduct excursions as a regular 
outing, but if so, the authorisation is only required to be obtained once in a 12 month period, 
otherwise; 
 
 The name of the child 
 The date of the excursion  
 The reason for the excursion 
 The proposed destination for the excursion 
 The method of transport to be used 
 The activities to be undertaken by the child during the excursion 
 The period the child will be away from the premises 
 The anticipated number of children likely to be attending the excursion 
 The ratio of Educators attending the excursion to the number of children attending the 

excursion 
 The number of staff members and any other adults who will accompany and supervise 

the children on the excursion 
 That a risk assessment has been prepared and is available at the service 
 The name of the parent or guardian providing authorisation 
 The relationship to the child 
 The signature of the person providing authorisation and date 
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Confirmation of Authorisation 
 
All authorisation forms received (other than the initial enrolment form) from parents or 
guardians are to be checked for completion and checked that the authoriser (name and 
signature) is the nominated parent or guardian on the enrolment form. 
 
If incomplete or inappropriately signed, the authorisation form should be returned to the 
parent or guardian for correction. 
 
Unless confirmation has been proven, the activity will be suspended for the child’s 
participation until the form has been completed and authorised correctly. 
 
This policy was made with consideration to The Australian Children's Education and Care 
Quality Authority (ACECQA), Education and Care Services National Regulations. 
 
 


