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ACCEPTANCE/REFUSAL OF AUTHORISATIONS USER GUIDE 
 

OVERVIEW 
This user guide will be consulted anytime authorisation is sought from families in regards to administering medication, 

excursions, collection from the Centre by people other than the child’s regular guardians and any other 
circumstances where a guardian’s permission is needed before action can take place. 

 
INSTRUCTIONS 

Leadership will: 
• Follow the Acceptance and refusal of authorisations policy and ensure this user guide is consistent  with the 

current DfE Acceptance and Refusals of Authorisations Policy.  
• Ensure processes are in place to ensure authorisation is being sought from families in matters relating to: 

administration of medication, medical treatment of the child including by an ambulance, collection of 
children from the service, excursions (including regular outings), incursions and any other site specific 
matters that require a family members permission (including referrals to other internal services at the site). 

• Oversee and approve any communications (permission slips, notes relating to medication etc.) requesting for 
authorisation before they are sent to families. 

• Ensure obligations under the Education and Care Services National Law and National Regulations are met 
• Ensure written authorisation is requested from parents/guardians to take, use, store and destroy digital 

documentation including images and videos of children, in accordance with the Safe Use of Digital 
Technologies and Online Environments Policy 

 
Educators will: 
• Follow the policies and procedures of the Service 
• Request authorisation from families in any of the above situations. 
• Only take action if the authorisation has been received except in cases of emergency. 
• Pass on authorisation information to administration to file and be prepared to share authorisation information 

with other educators when the child transitions between rooms. 
• 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 (refer to Enrolment Form, 
Administration of Medication Policy, Incident, Injury, Accident and Trauma Policy, Emergency Evacuation 
Policy, Asthma Management Policy, Anaphylaxis Management Policy, Diabetes Management Policy, and 
Epilepsy Management Policy) 

• Ensure 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) 

• Ensure all relevant information has been collected.  
o Medication authority: Child’s name, guardian’s signature, name of medication, time and date medication 

should be administered, manner and dosage to be administered, period of authorisation, the date the 
authorisation was signed. See also Dealing with Medical Conditions Policy. 

https://edi.sa.edu.au/library/document-library/shared/acceptance-refusal-authorisations-policy.pdf
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o Medical Treatment including transportation by ambulance service: An Individual First Aid Plan should 
be filled out by families for a child with a medical condition which should detail appropriate treatment 
including permission to contact medical professional who treats the child and their contact details. 
Permission for transportation in an ambulance or emergency medical attention can be sought at 
enrolment. Staff can call an ambulance or seek emergency medical attention for children in an emergency 
without guardian authorisation, in line with their First Aid training. 

o Collection of Children: On enrolment, guardians or authorised nominees will be required to nominate 
people, aged 18 years or older, who will collect the child after their sessions and up to four emergency 
contacts with permission to collect. Emergency contact information must include the name of the person 
authorised to collect, their relationship to the child, signature of the person providing authorisation and a 
period of authorisation (if not named on the enrolment form).  Emergency contacts are required to provide 
identification the first time they collect the child. Children will only be released to individuals authorised in 
writing on the enrolment record or through written authorisation from a parent/guardian. Phone 
authorisation may only be used in urgent circumstances, must be clearly documented, identity verified, 
and followed by written authorisation as soon as practicable. 

o Excursions: Permission slips will be sent out before any excursion which detail the date of the excursion, 
the destination, the method of transport used, the proposed activities, the period the child will be away 
from the premises and time of return, the ratio of children to educators, names and number of educators 
and other adults attending the excursion, the fact that a risk assessment has been prepared and is 
available. A guardian must sign and return this form with their name, the child’s name and the date it was 
signed. 

o Transportation non excursion Written authorisation must be obtained prior to any transportation and 
must include all required details (reason, dates, route, transport method, safety restraints, 
supervision and risk assessment confirmation). A new written authorisation must be obtained where 
circumstances or risks change. 

• Contact families if authorisation is not complete or insufficient information has been provided. 
• Seek permission and authorisation if transporting children for reasons other than excursions (covered above).  
• Ensure images or videos of children are not taken, used or stored without prior parent/guardian authorisation 

 
Administration will: 
• Keep copies of permission slips and authorisation requests on hand to give to families on request. 
• Receive notice of any requests for authorisation so they are aware of what has been asked and prepared to 

answer questions from families. 
• File any authorisation requests in the appropriate place (usually the child’s file) and make notes on Xap of any 

ongoing authorisation issues. 
• Request authorisations for medication and emergency first aid upon enrolment. 
 
Families will: 
• Read and return correspondence completed with the relevant details if they wish to give their authorisation. 
• Ensure they complete authorisations correctly and are aware of the details they must give in the below 

situations: 
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o Medication authority: Child’s name, guardian’s signature, name of medication, time and date medication 
should be administered, manner and dosage to be administered, period of authorisation and the date the 
authorisation was signed. See also Dealing with Medical Conditions Policy. 

o Medical Treatment including transportation by ambulance service: An Individual First Aid Plan should 
be filled out by families for a child with a medical condition. Permission for children to be taken to hospital 
in an ambulance is requested in the Enrolment Form. Families must be aware that in an emergency, staff 
will call an ambulance in line with their First Aid training. 

o Ensure this is included and authorised initially as part of the child’s enrolment record or as amended at a 
later date.  

• Provide authorisation to seek medical treatment for the child from a registered medical practitioner, 
hospital or ambulance service  

• Provide authorisation for the transportation of the child by an ambulance service  
• Provide the name, address and telephone number of the child's registered medical practitioner or medical 

service and, if available, the child's Medicare number  
• Provide the name of the parent providing authorisation relationship to the child, signature of the person 

providing authorisation and date the authorisation is signed 
o Collection of Children: On enrolment, guardians will be required to nominate people, aged 18 years or 

older, who will collect the child after their sessions and up to four emergency contacts with permission to 
collect.  Emergency contacts are required to provide identification the first time they collect the child. If 
someone other than these contacts comes to collect the child, they will need to bring identification and 
authorisation will be sought from families via phone. 

o Excursions: Permission slips will be sent out before any excursion which detail the date of the excursion, 
the destination, the method of transport used, the proposed activities, the period the child will be away 
from the premises and time of return, the ratio of children to educators, names and number of educators 
and other adults attending the excursion, the fact that a risk assessment has been prepared and is 
available. A guardian must sign and return this form with their name, the child’s name and the date it was 
signed. 

• Ensure to advise nominated authorised persons that they will require photo identification (such as a driver’s 
licence) in order to collect their child from the Service 

• Provide written authorisation indicating whether the Service may take, use, store or destroy images or videos 
of their child, and notify the Service in writing if they wish to withdraw this authorisation. 

 
Team Leaders will: 
• Ensure policy is communicated with team members and are responsible for implementing this policy within their 

rooms. 
 
Links to National Quality Standards: 
Quality Area 2:  Children’s Health and Safety 
2.2 Safety: Each child is protected.  
2.2.1 Supervision: At all times, reasonable precautions and adequate supervision ensure children are protected from 
harm and hazard. 
2.2.2 Incident and emergency management: Plans to effectively manage incidents and emergencies are developed 
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in consultation with relevant authorities, practiced and implemented.  
2.2.3 Child Safety and Protection: Management, educators and staff are aware of their roles and responsibilities 
regarding child safety, including the need to identify and respond to every child at risk of abuse or neglect. 
 
Quality Area 7: Governance and Leadership 
7.1 Governance: Governance supports the operation of a quality service that is child safe. 
7.1.2 Management systems: Systems are in place to manage risk and enable the effective management and 
operation of a quality service that is child safe. 
 
EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS 
 

S. 2A Paramount consideration – safety, rights and best interests of children 
Sec. 165 Offence to inadequately supervise children 
Sec. 167 Offence relating to protection of children from harm and hazards  
Sec. 175 Offence relating to requirement to keep enrolment and other 

 documents 
Sec. 167 Offence relating to protection of children from harm and hazards 

92 Medication record 
93 Administration of medication 
94 Exception to authorisation requirement- anaphylaxis or asthma emergency 
99 Children leaving the education and care service 

102 Authorisation for excursions 
102C Conduct a risk assessment for transporting children by the education and care 

service 
102D Authorisation for service to transport children  
157 Access for parents 
160 Child enrolment records to be kept by approved provider 
161 Authorisation to be kept in enrolment record 
168 Education and care services must have policies and procedures 
170  Policies and procedures must be followed 
171 Policies and procedures to be kept available  
172 Notification of change to policies and procedures 

 
Implemented: May 2014 
Reviewed: April 2026  Next Review: April 2027 
Department for Education Policies: 
Admissions procedure     Camps and excursions policy  
Camps and excursions procedure    Medication management procedure  
Preschool attendance recording procedure   Safe transportation of children policy  
Safe transportation of children procedure 
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