Insert your logo here.


SERVICE ACCESS AUTHORISATION AND EXCLUSION POLICY
Purpose
This policy supports our staff to safeguard the health and safety of our staff, the children in our care and other stakeholders
Scope
This policy applies to all educators, supervisors and management.
Policy statement
General
1. Our priority is the safety of the children in our care, our staff and stakeholders at our service.
2. We value and respect our families’ decisions about their children. This includes decisions about the people authorised to collect their children from our service.
3. We monitor the coming and going of all persons at our service, including families, contractors, visitors and members of the public.
4. Access to our service by members of the public, professionals and students is permitted where their attendance benefits our service, and is subject to the welfare, safety and rights of staff, children and other stakeholders.
5. Our staff supervise every person entering our service when there are children present.
6. Children in our care only leave our service for excursions as detailed in our Excursions Policy, or because the child needs medical, hospital or ambulance care, or because of another emergency.
Sign in and sign out requirements
7. Parents must sign their child in and out of our service for each care session. 
8. Staff, students and visitors are required to sign in and sign out when coming into or leaving our service.
9. Visitors will need to document the date, time of arrival and departure and purpose of the visit in our visitor’s log. Visitors must always be supervised by staff and not left alone with children for any reason.
Collecting a child from our service
10. Parents must name any person authorised to collect the child on the child’s enrolment record. 
11. Children are only allowed to leave our service if they are in the care of a person authorised to collect them as specified by the child’s parent on the child’s enrolment record.
12. We monitor all children being collected from our service. If a child is being collected by someone other than the person who usually collects them, our staff will check the authorisation on the enrolment record and the person’s photo identification before releasing the child.
13. Our staff will not release a child to a person who is unable to show photo identification or if the person appears to be affected by drugs or alcohol or is in an otherwise unfit state.
14. If an authorised person has not collected the child 30 minutes after the booked session of care ends, we will contact the parent or authorised person to arrange for the child to be collected from our care.
Parenting Orders
15. Our staff will not release a child into the care of a person who is prohibited by a parenting order from having contact with that child. 
16. Our staff will release a child into the care of a parent with a parenting order giving them legal access to collect the child. They will need to provide photo identification. This will occur whether or not the enrolling parent has authorised pick-up by the person.  We will inform the enrolling parent immediately. 
17. Where a child’s parents are in conflict and staff have reason to believe that releasing the child will put that child at risk, staff will act to safeguard that child in accordance with their duty of care to the child. This may include contacting the other parent or authorised person, contacting the relevant authority, or not releasing the child from the service.
Unwelcome visitors
18. The safety of children and staff is of the utmost consideration when making decisions or responding to an unwelcome person.
19. We will relocate any children or staff that are considered to be in danger or at risk to another area (inside or outside).
20. We will ask unwelcome persons to leave the service. This includes persons affected by alcohol or other substances or whose behaviour impacts the welfare and safety of children or staff. If it is not safe to ask them to leave, or they refuse to leave, we will call the local police for the removal of the unwelcome person. Our staff must not at any time attempt to physically remove an unwelcome person. 
21. Where it is reasonably believed that allowing any person onto our premises would contravene a court order, then that person or persons will be refused entry to our service.



Parent or carer suspected to be under the influence of substances
22.  Our service holds the right to decline entry or cancel the arrangement of any child whose parent, carer or authorised person is, or is suspected to be, under the influence of alcohol, illicit drugs, or affected by vaping substances while attending the service premises.
23.  Service staff must communicate with the service director and/or the responsible person on duty when suspecting that a parent, carer or authorised person is under the influence of alcohol, illicit drugs, or affected by vaping substances.
24. The safety of the child as well as the service director and responsible person must be prioritised. Relevant reports regarding the safety and wellbeing of a child must be completed immediately.
25. Conversations held with parents, carer or authorised person must be focused on the safety of the child rather than their actions. Accusations or judgment must be avoided by director and/or responsible person and concerns about the child returning home safely should be expressed by offering support on organising and alternative travel method or alternatively, contacting another authorised person to pick up the child. 
Exclusions
26. By law in Western Australia we must exclude children from our service who do not have an immunisation certificate that states their immunisation status is ‘up to date’ or that they are undergoing a vaccination catch-up program, unless they have a medical exemption from the Australian Government Department of Human Services.
27. A child who has not been fully immunised will be excluded from our service if the following infectious disease is reported within our service and that child is deemed to be in danger of contracting the illness:
a) Diphtheria
b) Mumps
c) Poliomyelitis
d) Haemophilus influenzae Type B (Hib)
e) Meningococcal disease
f) Rubella (“German measles”)
g) Measles
h) Pertussis (“whooping cough”)
i) Tetanus
28. We may temporarily exclude a child from our service for medical reasons. At the Responsible Person’s discretion, a child may be sent home if they appear unwell or display the following symptoms:
a) Cold/flu
b) High temperature
c) Diarrhoea
d) Vomiting
e) Red, swollen or discharging eyes
f) Rashes
g) Irritability or unusually tired or lethargic.
29. We may request a medical clearance in accordance with Staying Healthy: Preventing infectious diseases in early childhood education and care services 5th Edition 2019 before a child can return to our service.
30. We may exclude a child due to medical conditions when it is required for the health and safety of the children and staff at the service and to comply with Staying Healthy: Preventing infectious diseases in early childhood education and care services 5th Edition 2019 and the National Health and Medical Research Council (NHMRC) Guidelines or on the advice of an authorised medical practitioner.
31. We aim to be as inclusive as possible, however where we are unable to accommodate a child’s medical needs we may exclude the child from our service. Our decision is based on the safety and wellbeing of the child.
32. Where restrictions are placed on access to our service by a public health order, we will ensure that all staff, families and visitors comply with the directions.
33. We make every effort to support children with challenging behaviours. The decision to exclude a child due to disruptive or persistent challenging behaviours is made with the child’s best interests in mind.
34. We may exclude a person or family from our service if they refuse to comply with our policies and procedures, regulations or law, or demonstrate behaviour which poses a risk to staff or children. Every attempt will be made to assist families to comply before making this decision.
Legislative Requirements 
Education and Care Services National Law
Education and Care Services National Regulations
Clauses specifically relating to the delivery and collection of children:
	Section 165
	Offence to inadequately supervise children

	Section 167
	Offence relating to protection of children from harm and hazards

	Section 170
	Offence relating to unauthorised persons on education and care service premises (applies to an education and care service operating in a participating jurisdiction that has a working with children law)

	Regulation 82
	The approved provider of an education and care service must ensure that children being educated and cared for by the service are provided with an environment that is free from the use of tobacco, vaping devices, vaping substances, illicit drugs and alcohol

	Regulation 86
	Notification to parents of incident, injury, trauma and illness

	Regulation 87
	Incident, injury, trauma and illness record

	Regulation 99
	Children leaving the education and care service premises

	Regulation 100
	Risk assessment must be conducted before excursion

	Regulation 101
	Conduct of risk assessment for excursion

	Regulation 102
	Authorisation for excursions

	Regulation 102AAB
	Safe arrival of children policies and procedures

	Regulation 102AAC
	Risk assessment for the purposes of safe arrival of children policies and procedures

	Regulation 102A
	Application of Division

	Regulation 102B
	Transport risk assessment must be conducted before service transports child

	Regulation 102C
	Conduct of risk assessment for transporting children by the education and care service

	Regulation 102D
	Authorisation for service to transport children

	Regulation 122
	Educators must be working directly with children to be included in ratios

	Regulation 123
	Educator to child ratios – centre-based services

	Regulation 157
	Access for parents

	Regulation 158
	Children’s attendance record to be kept by approved provider

	Regulation 159
	Children’s attendance record to be kept by family day care educator

	Regulation 160
	Child enrolment records to be kept by approved provider and family day care educator

	Regulation 161
	Authorisations to be kept in enrolment record

	Regulation 168
	Education and care services must have policies and procedures

	Regulation 169
	Additional policies and procedures – family day care service

	Regulation 170
	Policies and procedures to be followed

	Regulation 171
	Policies and procedures to be kept available

	Regulation 172
	Notification of change to policies or procedures





Related Documents
Excursions Policy
Safe Transportation of Children Policy
Supervision of Children Policy
Incident Injury Trauma and Illness Policy
Medical Conditions Policy
Definitions
Parent: In relation to a child, includes:
a. A guardian of the child; and
b. A person who has parental responsibility for the child under a decision or order of a court.
Authorised person: a nominee of a parent or family member of a child being educated and cared for by the service.
Visitor: includes contractors e.g. tradespeople, officials e.g. representatives from the regulatory unit, professionals e.g. child health nurse, students on placement, approved volunteers.
Public health order: an order, declaration, direction or notice issued by a government in accordance with public health legislation or regulations to protect the health of the general population.
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