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	Purpose:
	To inform parents, guardians, Educators and mangers of the requirements in the authorisation process and the acceptance and refusal of authorisation.




Policy Statement

The Centre will obtain authorisation from parents or guardians to ensure the safety of the child/ren in our care.
Procedures
The Education and Care Services National Regulations require services to ensure that an authorisation (permission) is obtained from families in certain situations. The Regulations stipulate an authorisation must be obtained for:
· Administering medication to children (Regulation 93) 
· Children leaving the premises of a Centre with a person who is not a parent of the child (Regulation 99)
· Centre run excursions (Regulation 102)
· Access to personal records (Regulation 181)
· Children leaving the Centre to attend extra activities located in the public school grounds

Administering Medication to Children

· Educators will follow the ‘Dealing with Medical Condition and Administering Medication’ Policy. 
· Parents or guardian must fill out the appropriate form in order for Educators to give medication to a child.
· Parents must ensure the following information is clearly labelled on the child’s medication as well as clearly written on the authorisation form:
· Name of child
· Name of medication
· Details of the date, time and dosage to be administered. (General time, e.g. lunchtime will not be accepted.)
· Where required, indicate if the child is allowed to administer the medication themselves or requires an Educator to do it.
· Signature of parent or guardian member

Waive compliance for authorisation where a child requires emergency medical treatment for conditions such as Anaphylaxis or Asthma. The Centre can administer medication without authorisation in these cases, provided they contact the family and emergency services as soon as practicable after the medication has been administered.



Children leaving the premises of the Centre with a person who is not a parent of the child (Regulation 99)
· Child/ren leaving the Centre with parent and or nominated authorised persons on the child/ren enrolment form. If a parent requires an unauthorised person to collect their child/ren from the Centre they must do so with written authorisation.
· Name of child they are collecting
· Full Name of unauthorised person collecting the child/ren
· Words to  approve this collection
· Name and Signature of parent who has enrolled the child/ren  
· The unknown person collecting the child /ren may be asked to produce their driver’s licences to confirm their identity with the Supervisors at Wahroonga After School Care.
· In certain circumstances verbal authorisation, may be accepted at the discretion of the supervisor on duty. This would be relevant in emergency situation and no one from the child’s authorised list is able to collect the child. 
· An email or text message is suitable as written authorisation.
· Authorisations are kept in the child’s enrolment records. 
· For more information please see ‘Authority of Care Policy ’.

Excursions Permission

· All excursions run by Wahroonga After School Care and Vacation care will require a signed permission slip by an authorised person for a child/ren to take part in the excursion.
· The permission notice will clearly state where we’re going, when the excursion will take place, hours the children will be away from the Centre, any water hazards and a proposed route for the excursion.
For more information please see ‘Excursion Policy’.

Access to Personal Records
· Only authorise person will be able to access the personal records of a child/ren and or parent/s.
For more information please see Privacy Policy”
Children Leaving the Centre To Attend Extra Activities Located In The Public School Grounds
· If a Parents and guardian requires their children to leave the Centre during operational hours to attend an extra activity they must clearly fill out and sign the permission form with an understanding of what the child’s responsibility is when engaging in an extra activity.
· ‘Permission for their child to leave the Centre’ - all area of this permission must be filled out to ensure the child attends the right activity at the right time. 
· Name of child
· Activity they are attending
· Day and Time of the activity
· Where is the activity
· Duration of the activity
Authorisations are kept in the Extra Activity folder. For more information see the ‘Authority of Care Policy’
Refusal of Authorisation
Enrolment Form
As stated in the Enrolment and Orientation Policy and on the enrolment form Supervisors have the right to refuse an incomplete enrolment form .This includes but not limited to failure to provide a birth certificate, immunisation certificate, health plans and the enrolment fee.
Non Authorised Person
Supervisors exercise the right to refuse a person to collect a child/ren without proper written or verbal authorisations, or if the person does not comply with the requirements outlined above.  
Extra activities
Educators have the right to refuse to take a child to extra activities without the proper authorisation from the parent or guardian.
Permission Forms
Wahroonga After School Care Centre respects the right of parents and guardians to refuse to sign the following permissions on the enrolment form without exclusion.
· Sun cream:  Children will be asked to play in the shade and wear their hats, when possible alternative activities will be provided.
· Insect Repellent: When we are providing an activity in an area known to have mosquitos / sand-flies we will encourage those with no repellent to be involved in an activity at a different location.
· Photos: Educators will do their best not to take photos of these children, without excluding a child from an activity. Before displaying photos they will be checked against the list and deleted before used.
Fees
In the case of refusal to pay fees the Financial Management Policy will be followed.
Considerations:
	[bookmark: _GoBack]Education and Care Services National Regulations
	National Quality Standard
	Other 

	r93-r 94, 
r99
r102
r157-158 
r181
	2 
7
	· Authority of Care Policy
· Financial Management Policy
· Sun Protection Policy
· Dealing with Medical Conditions and Administration of Medication
· Privacy Policy
· Excursion Policy 
· Centre Enrolment Form
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