
 

Document Name: Acceptance and 
Refusal of Authorisations Policy 

Review Date: January 2021 Release Date: September 2020 

Page 1 of 4 

 

 

Acceptance and Refusal of Authorisation Policy 

Quality Area 2: Children’s Health and Safety  

Purpose 

This policy outlines procedures to be followed when:  

 Obtaining written authorisation from a parent/guardian or person authorised and named in 

the enrolment record  

 Refusing written authorisation from a parent/guardian or person authorised and named in 

the enrolment record. 

Principles 

GSK is committed to: 

 Ensuring the safety of all children and adults attending the service  

 Meeting its duty of care obligations under the law. 

Scope 

This policy applies to the Approved Provider, Persons with Management or Control, Nominated 

Supervisor, Persons in Day to Day Charge, educators, staff, students on placement, volunteers, 

parents/guardians, children and others attending the programs and activities of Great Start 

Kindergarten. 

Background and Legislation standards 

Background 

Under the National Law and Regulations, early childhood services are required to obtain written 

authorisation from parents/guardians, and/or authorised nominees (refer to Definitions) in some 

circumstances, to ensure that the health, safety, wellbeing and best interests of the child are met. 

These circumstances include but are not limited to:  

 Self-administration of medication (Regulation 96)  

 Children leaving the service premises (Regulation 99)  

 Children being taken on excursions (Regulation 102).  

Specific service policies (including the Administration of Medication Policy, Delivery and Collection of 

Children Policy, Enrolment and Orientation Policy and Excursions and Service Events Policy) should 

include details of the conditions under which written authorisations will be accepted. However, 

there may be instances when a service refuses to accept a written authorisation. The Education and 

Care Services National Regulations 2011 (Regulation 168(2) (m)) specify that services are required to 

develop a policy in relation to the acceptance and refusal of authorisations to help educators/staff 

and parents/guardians understand exactly what they need to do. 
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This policy outlines procedures to be followed when refusing a written authorisation from a 

parent/guardian or person authorised and named in the enrolment record. As an example, the 

National Law does not specify the minimum age of a person who is authorised to collect a child from 

the service premises. After consulting with parents/guardians and families, the Approved Provider 

may adopt a policy position accepting authorisations for persons over the age of 16 to collect a child 

from the service. This decision will then be outlined in the service’s Delivery and Collection of 

Children Policy. In the event that the service receives written authorisation for a person under the 

age specified in its Delivery and Collection of Children Policy, to collect a child from the service, the 

procedures outlined below for refusing this written authorisation would be enacted. 

Legislation and standards  

Relevant legislation and standards include but are not limited to:  

 Children, Youth and Families Act 2005 (Vic) Child Wellbeing and Safety Act 2005 (Vic)  

 Child Wellbeing and Safety Act 2005 (Vic) (Part 2: Principles for Children)  

 Education and Care Services National Law Act 2010: Section 167  

 Education and Care Services National Regulations 2011: Regulations 96, 99, 102, 160, 161, 

168(2)(m), 170  

 Family Law Act 1975 (Cth)  

 National Quality Standard, Quality Area 2: Children’s Health and Safety 

o Standard 2.2: Safety 

The most current amendments to listed legislation can be found at:  

 Victorian Legislation – Victorian Law Today: http://www.legislation.vic.gov.au/  

 Commonwealth Legislation – ComLaw: http://www.comlaw.gov.au/ 

Sources and Related Policies 

Sources 

 Australian Children’s Education and Care Quality Authority (ACECQA): www.acecqa.gov.au 

Related GSK policies  

 Administration of Medication Policy  

 Child Safe Environment Policy  

 Dealing with Medical Conditions Policy  

 Delivery and Collection of Children Policy 

 Enrolment and Orientation Policy  

 Excursions and Service Events Policy  

 Incident, Injury, Trauma and Illness Policy 

Roles and Responsibilities 

The Nominated Supervisor and Persons in Day to Day Charge is responsible for: 

 Ensuring implementation and compliance with this policy and procedure. 

 Ensuring that medication is not administered to a child without the authorisation of a 

parent/guardian or authorised nominee, except in the case of an emergency, including an 

asthma or anaphylaxis emergency (refer to Administration of Medication Policy, Dealing 

http://www.legislation.vic.gov.au/
http://www.comlaw.gov.au/
www.acecqa.gov.au
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with Medical Conditions Policy, Incident, Injury, Trauma and Illness Policy, Emergency and 

Evacuation Policy, Asthma Policy and Anaphylaxis Policy)  

 Ensuring a child only departs from the service with a person who is the parent/guardian or 

authorised nominee, or with the written authorisation of one of these, except in the case of 

a medical or other emergency (refer to Delivery and Collection of Children Policy and Child 

Safe Environment Policy) 

 Ensuring a child is not taken outside the service premises on an excursion except with the 

written authorisation of a parent/guardian or authorised nominee including details required 

under Regulation 102(4) & (5) (refer to Excursions and Service Events Policy)  

 Keeping a written record of all visitors to the service, ensuring all visitors sign the visitors 

book on arrival at the service and identification/Working With Children Check (WWCC) is 

requested and includes time of arrival and departure 

 Informing the Approved Provider when a written authorisation does not meet the 

requirements outlined in service policies. 

All educators and other staff are responsible for:  

 Ensuring implementation and compliance with this policy and procedure. 

 Checking that parents/guardians sign and date permission forms for excursions  

 Checking that parents/guardians or authorised nominees sign the attendance record (refer 

to Definitions) as their child arrives at and departs from the service  

 Administering medication only with the written authorisation of a parent/guardian or 

authorised nominee, except in the case of an emergency, including an asthma or anaphylaxis 

emergency (refer to Administration of Medication Policy, Dealing with Medical Conditions 

Policy, Incident, Injury, Trauma and Illness Policy and Emergency and Evacuation Policy)  

 Allowing a child to participate in an excursion only with the written authorisation of a 

parent/guardian or authorised nominee including details required under Regulation 102(4) 

& (5) (refer to Excursions and Service Events Policy)  

 Allowing a child to depart from the service only with a person who is the parent/guardian or 

authorised nominee, or with the written authorisation of one of these, except in the case of 

a medical or other emergency (refer to Delivery and Collection of Children Policy and Child 

Safe Environment Policy)  

 Following procedures if an inappropriate person (refer to Definitions) attempts to collect a 

child from the service (refer to Delivery and Collection of Children Policy and Child Safe 

Environment Policy)  

 Informing the Approved Provider when a written authorisation does not meet the 

requirements outlined in service policies. 

Parents/guardians are responsible for: 

 Reading and complying with the policies and procedures of the service  

 Completing and signing the authorised nominee section (refer to Definitions) of their child’s 

enrolment form (refer to Enrolment and Orientation Policy) before their child commences at 

the service  

 Signing and dating permission forms for excursions  

 Signing the attendance record (refer to Definitions) as their child arrives at and departs from 

the service  
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 Providing written authorisation where children require medication to be administered by 

educators/staff, and signing and dating it for inclusion in the child’s medication record (refer 

to Definitions).  

Volunteers and students: 

Volunteers and students are responsible for following this policy whilst attending the service. 

Evaluations 

In order to assess whether the values and purposes of the policy have been achieved, the Approved 

Provider will:  

 Regularly seek feedback from everyone affected by the policy regarding its effectiveness 

 Monitor the implementation, compliance, complaints and incidents in relation to this policy 

 Keep the policy up to date with current legislation, research, policy and best practice 

 Revise the policy and procedures as part of the service’s policy review cycle, or as required  

 Notify parents/guardians at least 14 days before making any changes to this policy or its 

procedures. 

Attachments 

Procedures for refusing a written authorisation 

 


