
 

Acceptance and Refusal of Authorisations Policy  
 

National Quality Standard 
 
Area 7 - Governance and leadership 
Standard 7.1  Governance 
Element 7.1.2 Management systems: Systems are in place to manage risk and 

enable the effective management and operation of a quality 
service. 

 

Children (Education and Care Services) National Regulations (2011 SI 653) 
 
Reg. 92 Medication Record 
Reg. 93 Administration of medication 
Reg. 94 Exception to authorisation requirement – anaphylaxis or asthma emergency 
Reg. 96 Self-administration of medication 
Reg. 99 Children leaving the education and care service premises. 
Reg. 102 Authorisation for excursions 
Reg. 102D Authorisation for service to transport children 
Reg. 160 Children enrolment records to be kept by approved provider and family day 

care educator 
Reg. 161 Authorisations to be kept in enrolment record 
Reg. 168 Education and care services must have policies and procedures. 

 

Links to the Child Safe Standards 

 

Standard 1 - Child safety and wellbeing 
is embedded in organisational 
leadership, governance and culture. 

Adventure OSHC embeds safety and wellbeing 
into its operations by having clear systems for 
managing risks through proper authorisations. 

Standard 3 - Families and 
communities are informed and 
involved 

This policy places families at the centre of 
authorisation processes. It ensures they are: 
 

●​ Informed about what authorisations are 
required 

●​ Involved in decisions relating to their 
child’s safety 

●​ Supported to meet documentation 
requirement 

●​ Refusing or accepting authorisations is 
done transparently, with respectful 
communication to maintain trust. 



 

Standard 8 - Physical and online 
environments promote safety and 
wellbeing 

By requiring authorisations for photos, 
transport, excursions, and child collection: 

●​ The service protects children from being 
taken without permission 

●​ Ensures only approved images are shared 
●​ Minimises digital and physical risk 

through proper records management (via 
Xplor and secure storage) 

 

 
Related policies 
 

Administration of First Aid Policy 

Transport Policy 

Excursions Policy 

Dealing with Medical Conditions in Children and Medication Administration Policy 

Child Protection Policy 

 

 
Policy Statement: 
 
Adventure OSHC is committed to upholding children’s health, safety and wellbeing by 
ensuring that appropriate authorisations are obtained and documented when required. We 
maintain clear procedures for accepting and refusing authorisations in accordance with the 
Education and Care Services National Regulations and ACECQA guidelines. In all decisions 
relating to authorisations, Adventure OSHC considers the safety, health, wellbeing, rights 
and best interests of children to be the paramount consideration. 
 
Purpose: 
 

To provide clear guidance to Adventure OSHC staff and families on: 

●​ When written authorisations are required 
●​ How authorisations must be documented 
●​ The process for accepting or refusing authorisations 
●​ How to respond when a valid authorisation cannot be obtained 

 



 

 
Scope: 

This policy applies to all staff, educators, families, children, and authorised nominees at 
Adventure OSHC services. 

 

Authorisations are required for: 
 
Type of authorisation Requirements of authorisation 
Medication (Reg 93–96) ●​ Full legal name of child. 

●​ Written authorisation to administer medication 
(including, if applicable, self-administration), signed by 
a parent or a person named in the child’s enrolment 
record as authorised to consent to the administration 
of medication. 

●​ Name of medication to be administered. 
●​ Time and date the medication was last administered 

to the child. 
●​ Circumstances (including time, date if applicable) 

under which the medication is to be administered. 
●​ Dosage of the medication to be administered. 
●​ The manner in which the medication is to be 

administered (e.g. oral by mouth with water) 
Medical Treatment & 
Ambulance (Reg 
160–161) 

●​ Enrolment record must include authorisation to seek 
medical treatment and transport by ambulance. 
Emergency authorisation not required in 
life-threatening cases. 

Collection of Children 
(Reg 99, 160–161) 

●​ Authorised nominees must be listed in enrolment 
records. Verbal authorisation may be accepted in 
exceptional circumstances (see below). 

Excursions (Reg 102) and 
Transport provided or 
arranged by the service 
(Reg 102D) 

Excursions (Regulation 102) 
 
If an excursion is a regular outing (as defined under the 
Education and Care Services National Regulations), written 
authorisation only needs to be obtained once every 12 
months (e.g. at enrolment), provided the circumstances of 
the outing remain the same. 
 
Written authorisation must include: 
 

●​ Full legal name of the child. 
●​ The reason the child is to be taken outside the 

education and care service premises. 



 

●​ The date(s), frequency or circumstances in which the 
excursion or regular outing will occur. 

●​ A description of the proposed destination. 
●​ The method of transport to be used (if applicable). 
●​ Any requirements for seatbelts or safety restraints 

under NSW legislation (if transport is involved). 
●​ The proposed activities to be undertaken by the child. 
●​ The period of time the child will be away from the 

service. 
●​ The anticipated number of children attending. 
●​ The anticipated educator-to-child ratio. 
●​ The anticipated number of educators, staff members 

and any other adults accompanying and supervising 
the children. 

●​ Confirmation that a risk assessment has been 
prepared and is available at the service. 

●​ The full name of the parent/guardian providing the 
authorisation. 

●​ The relationship of the person providing the 
authorisation to the child. 

●​ The signature of the person providing the 
authorisation. 

●​ The date the authorisation was signed. 
 
__________________________________ 
 
Regular Transport (Regulation 102D) 
 
If transportation is regular (as defined under the Education 
and Care Services National Regulations), written authorisation 
only needs to be obtained once every 12 months (e.g. at 
enrolment), provided the circumstances of the transportation 
remain the same. 
 
Written authorisation must include: 
 

●​ Full legal name of the child. 
●​ The reason the child is to be transported. 
●​ The date(s), frequency or circumstances in which the 

transportation will occur. 
●​ The pick-up location and destination. 
●​ The method of transport to be used. 
●​ Any requirements for seatbelts or safety restraints 

under NSW legislation. 



 

●​ The period of time during which the child will be 
transported. 

●​ The anticipated number of children being transported. 
●​ The anticipated number of educators, staff members 

and any other adults supervising the children during 
transportation. 

●​ Confirmation that a risk assessment has been 
prepared and is available at the service. 

●​ The full name of the parent/guardian providing the 
authorisation. 

●​ The relationship of the person providing the 
authorisation to the child. 

●​ The signature of the person providing the 
authorisation. 

●​ The date the authorisation was signed. 
Attendance of 
extra-curricular activities 
outside of the Service 
(with external providers) 

●​ Written authorisation from the child’s parent/guardian 
must be kept on file. 

●​ The written authorisation will be valid for 12 months. 
After this, a new authorisation is to be sought.  

Authorisations for a child 
to sign themselves out of 
OSHC 

●​ Written authorisation from the child’s parent/guardian 
must be kept on file. 

●​ The written authorisation will be valid for 12 months. 
After this, a new authorisation is to be sought. 

●​ Risk assessment to be undertaken. 
Collection by a Minor 
(<18 years) 

●​ Parent/guardian must provide written authorisation. 
Risk assessment required. Valid for 12 months. 

Photographs of children  ●​ Written consent obtained at enrolment. Valid for 
duration of enrolment unless amended. Options for 
internal/external use. 

Administration of 
sunscreen) 

●​ Written consent obtained at enrolment. Valid for 
duration of enrolment unless amended. 

 
Procedure to refuse written authorisation: 

An authorisation will be refused if it: 

●​ Is incomplete, unclear, or not provided in writing (where required) 
●​ Conflicts with legislative or regulatory requirements 
●​ Places a child’s safety at risk 
●​ Contravenes Adventure OSHC policies or procedures 
●​ Appears to be falsified or inconsistent with known details 

In these cases, staff will: 

1.​ Inform the parent/guardian that the authorisation cannot be accepted 



 

2.​ Explain why it has been refused, referencing the relevant policy or regulation 
3.​ Provide assistance to complete a correct authorisation 
4.​ Document the refusal and retain a copy with the child’s enrolment record 
5.​ Follow up to obtain correct authorisation before the activity or action proceeds 

 

Procedure to accept verbal authorisation: 

Verbal authorisations are only accepted in limited situations, including: 

●​ A child needs to be collected by an individual not listed in the enrolment record 
●​ A parent/guardian cannot attend and requests alternate arrangements over the 

phone 
●​ Emergencies where immediate action is required and written authorisation is not 

possible 

If verbal authorisation is accepted: 

●​ Staff must verify the identity of the person giving the authorisation 
●​ All details must be documented (who gave authorisation, time/date, reason) 
●​ The decision must be confirmed in writing as soon as practicable (e.g. email) 
●​ Two staff members should witness the verbal authorisation where possible​

 

Documentation and Record Keeping 

All authorisations will be recorded and retained: 

●​ Within the child’s enrolment record (via Xplor, hard copy or email) 
●​ In accordance with Regs. 160 and 161 
●​ For the period prescribed under Reg 183 (e.g. 3 years after a child ceases attendance)​

 

 
 
 
 
 
 
 
 
 
 
 



 

 
 
Sources: 
 

●​ Education and Care Services National Regulations (2011 SI 653) 

●​ National Quality Standards 
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