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POLICY STATEMENT:

Bondi BASC will request authorisation from families when required to ensure the safety of the children
and staff and may refuse a request unless the appropriate authorisation is provided. For example, if a
child is to attend an extra-curricular activity for which authorisation is required, but has not been given,
this will result in the child not being able to participate in the activity. Preferably, authorisation is
required in written format, however in some circumstances staff discretion may be used.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

2.2 Safety Each child is protected.

2.2.1 Supervisión
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 in
consultation with relevant authorities, practiced and implemented.

2.2.3
Child
Protection

Management, educators and staff are aware of their roles and
responsibilities to identify and respond to every child at risk of abuse or
neglect.

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS

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

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
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170 Policies and procedures must be followed

RELATED POLICIES & DOCUMENTATION

Child Protection
Dealing with Medical Conditions &
Administration of medication
Delivery & Collection of Children
Enrolment and Orientation
Excursions
Incident Injury Illness and Trauma
Providing a Child Safe Environment
Sun Protection
Water Safety

2020 Family Handbook.pdf

Educators Handbook.Editable (2).pdf

PURPOSE

Our priority is ensuring the health, safety and wellbeing of children. We aim to ensure that all

educators, staff and volunteers are consistent in how authorisations are managed and

understand what does or does not constitute a correct authorisation, which consequently may

lead to a refusal. Our governance and quality management processes are effective and

transparent and meet all regulatory requirements. Decisions around refusing an authorisation

will be made on a case-by-case basis by the service in discussion with the Nominated

Supervisor, Police or other authorities.

The Education and Care Services National Regulations require services to ensure that an authorisation
(permission) is obtained from families in certain situations. For example, the Regulations stipulate an
authorisation must be obtained for:

● Administering medication to children (Regulation 93)

● Children leaving the premises of a service with a person who is not a parent of the child

(Regulation 99)

● Children being taken on excursions (Regulation 102)

● Access to personal records (Regulation 181)

Authorisation from families may also be required if:
● A child is leaving the service to attend an extra-curricular activity away from the service,

for example, attending a sporting activity, dance, drama, etc. that is run by a provider

other than the OSHC service.

● Children are leaving the service to make their own way home.

PROCEDURE:

The Nominated Supervisor/ Director, or the person in day-to-day charge of the service will:
● Ensure documentation relating to authorisation (permission) from families contains:

○ The name of the child enrolled in the service;
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https://drive.google.com/file/d/1HG1q4_htHiLvrlrms8_-5Di-BSj0RgTr/view?usp=sharing
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https://docs.google.com/document/d/1imj4zaPEUByjxhqnWgKWhAVm2IZV0mCPaqpyC3uGmkc/edit
https://docs.google.com/document/d/18AJCL9oQY485mfPuwnqQdbjXPIfns_9996kJGt6a8x4/edit
https://docs.google.com/document/d/1_KGB7A7Dx2Sa088iw_H4h280aAfCAIA25jsqeiThPB8/edit


○ The date;
○ Signature of the child’s parent/guardian or nominated person who is on the enrolment

form;
○ The approximate time the child will return to the service if the child is leaving the

service to attend an extra-curricular activity and the time they will return to the service
(if applicable);

● The original form/letter provided by the service;
● Apply these authorisations to the collection of children, administration of medication,

excursions and access to records.
● Keep these authorisations in the child’s enrolment record.
● Ensure the child will not be permitted to leave the service to attend any extra-curricular activity

until authorisation is obtained.
● Ensure that children are not permitted to sign themselves out or leave the service without an

authorised adult, unless written authorisation has been given.
● Obtain written authorisation, if a person other than the parents/guardian or other nominated

person cannot collect the child.
● In certain circumstances verbal authorisation, may be accepted at the discretion of the senior

staff member on duty. This would be relevant in situations where there has been an 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.

● Exercise the right to refuse if written or verbal authorisations do not comply with the
requirements outlined above.

● Waive compliance for authorisation where a child requires emergency medical treatment for
conditions such as Anaphylaxis or Asthma. The service 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.

Educators will:
● Provide Parents with Extra-curricular activity forms before their child can attend an

activity during the booked ASC BSC or VAC session.
● Ensure children do not sign themselves in or out of the service without written

authorisation form a parent.
● Ensure parents have signed all excursion permission forms before children attend any

excursions.

SOURCE

● Child Care Centre Desktop - sample policy (2020)

● Network of Community Activities - sample policy (2018)

● Australian Children’s Education & Care Quality Authority. (2014).

● Australian Government Department of Education, Skills and Employment. (2009) Belonging, Being and

Becoming: The Early Years Learning Framework for Australia.

● Cancer Council. Preventing cancer: Sun protections:

https://www.cancer.org.au/preventing-cancer/sun-protection/

● Early Childhood Australia Code of Ethics. (2016).

● Education and Care Services National Law Act 2010. (Amended 2018).

● Education and Care Services National Regulations. (2011)

● Guide to the Education and Care Services National Law and the Education and Care Services National

Regulations. (2017).

● Guide to the National Quality Framework. (2018). (Amended 2020).

● Revised National Quality Standard. (2018).

● Victoria State Government Education and Training Early Childhood Professionals
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