Refusal and Acceptance of Authorisations. 
This Policy is to be read in conjunction with Collection and Delivery of Children policy.

Aim:
To ensure authorisation and or permission is sought from families/caregivers in line with current legislation.  Authorisation must be received in writing before any action is undertaken in relation to administration of medications, participation in excursions, collection of children and access to personal records. 

Without authorisation the service has the right to refuse: a request for administration of medication, participation in excursions, collection of a child or access to personal records. 

Procedure:

1. Children are permitted to leave the centre with:

· The parents nominated on the child’s enrolment form.

· The emergency contacts authorised by the parent on the child’s enrolment form.

· The person over 18 authorised by the parent in writing to collect the child.

Authorised persons will be asked to produce photo identification to identify themselves to staff. A copy will be taken and placed on the child’s file. The Collection and Delivery of children policy will be followed. 
If a person comes to collect a child without written authorisation the staff will refuse the request.
In the case of emergency:
Collection of children:

In the case of sudden emergency verbal permission will only be allowed if there are no alternative ways of obtaining written permission:

Staff are to first request written permission either by email or text. 

If the family is unable to provide written permission then the caller must identify the child and themselves:
Ask the caller their full name

Address

DOB 

The child’s full name 

DOB
The staff member must make a diary note of the call – date, time and ask the family member to supply them with written authorisation upon their return to the centre including reference to the call. The staff member will then call a second staff member to verify verbal authorisation.

2. Written permission will be obtained from a person authorised by parents or by parents before a child is taken out of the service on an excursion. A full risk assessment will be carried out and ratios will be maintained. The excursion policy will be followed.
3. Medication will only be administered with written authorisation by a parent, or person nominated by the parent to fill in medication form. All medication will be in original containers and the medication policy will be followed.

4. Personal records of children will be secured in a filing cabinet in the locked office. Staff will have access to these records. No information will be disclosed to other people ( speech, occupational therapists ) without a release of personal information Authorisation by parents

Medical emergency

In the case of a medical emergency where a child requires emergency treatment for conditions.  The service can administer medication without authorisation or seek medical assistance provided the family is contacted as soon as reasonably practical after the medication or medical assistance has been sought. 
Non compliance
Families / Caregivers.
Staff of Toronto Child Care Centre exercise the right of refusal if written or verbal authorisations do not comply.
Staff

Non compliance will result in disciplinary action in line with the Staff performance management policy. 
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