
Soldiers’ Settlement Public School Preschool Procedure 

Acceptance and refusal of authorisations 
Reviewed: Management and staff will monitor and review the effectiveness of this policy at 
regular intervals throughout the year. Soldiers’ Settlement Public School Preschool procedures 
must be reviewed and updated every 12 months. This policy is due for review in February 2022. 

Introduction  

Our preschool requires authorisation for actions such as administration of medications, 
collection of children, excursions and providing access to personal records. This 
procedure outlines what constitutes a correct authorisation and what does not, to ensure 
all families and educators are informed appropriately.  

Our Aim:  

We will ensure that we only act in accordance with correct authorisation as described in 
the Education and Care Services National Regulations, 2011.  

Implementation  

The Nominated Supervisor will:  

1. Ensure documentation relating to authorisations contains: 

        a. the name of the child enrolled at the preschool; 

        b. date; 

        c. signature of the child’s parent/guardian, or nominated contact person who is on   
the enrolment form; 

2. Apply these authorisations to the collection of children, administration of medication, 
excursion and access to records. 

3. Keep these authorisations in an appropriate location that is accessible to staff who 
require this information. Collate information together and add to casual folder 
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Leading and operating department preschool guidelines  

Preschool- Obtaining parent’s authorisation and consent 
 

Pre-reading and reference documents 

Application to enrol in a NSW Government Preschool 
 

 

https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653#sec.92
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653#sec.93
https://www.legislation.nsw.gov.au/#/view/regulation/2011/653/chap4/part4.2/div6/reg99
https://www.legislation.nsw.gov.au/#/view/regulation/2011/653/chap4/part4.2/div6/reg102
https://www.legislation.nsw.gov.au/#/view/regulation/2011/653/chap4/part4.7/div1/subDiv1/reg161
https://education.nsw.gov.au/teaching-and-learning/curriculum/early-learning/department-preschools
https://schoolsequella.det.nsw.edu.au/file/e2661b06-8d94-45f5-bf91-749e6e5a71c4/1/preschool-obtaining-parent%27s-authorisation-and-consent.pdf
https://education.nsw.gov.au/public-schools/going-to-a-public-school/translated-documents/enrolment-application-preschool


information that is pertinent to them or explain in this folder where the information can be 
accessed.  

4. Non-authorisations will be kept on file, communicated verbally to staff and recorded in 
the staff induction and casual folders.  

5. The school principal can exercise the right of refusal if written or verbal authorisations 
do not comply. 

6. Waive compliance 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 parent/guardian as soon as 
practicable after the medication has been administered. 

7. Referring to our sunscreen policy parents are required to provide a roll-on screen for 
their child that is left at the preschool, so children can use it on a regular basis. If your 
child does not have a sunscreen, they will use the general use bottle (Ultra Protect SPF 
50+), provided their parents have signed and submitted the Preschool Sunscreen 
Permission Note, indicating that they give permission to use the preschool’s general 
sunscreen. 

8. It is the families’ responsibility to apply insect repellent if they wish to their child before 
the start of the day at preschool. It is recommended that they use a repellent that lasts 
for 6 hours so it will last the preschool day.  

Evaluation  
Correct authorisation is obtained, referred to and applied 
appropriately ensuring reduction in possible risk.   

 

 



 


