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Preschool- Obtaining parent’s authorisation and 
consent 

Excursions policy 

 

 
On the Application to Enrol in a NSW Government Preschool Form authorisations of consent 
are sought for: 

• illness, accident and emergency treatment 

• authorisations for collection from the preschool and for excursions 

• permission to publish 

• permission to use online services (the internet) 

• consent to seek information from other organisations or government departments about the 
child based on information provided in Section A of the enrolment form related to 
o learning and support needs  
o special needs 
o health conditions 
o required risk assessments 
o needs noted within the application from other prior to school services, organisations or 

NSW government departments. 

Please see attached the relevant pages of the Application to Enrol in a NSW Government 
Preschool Form at the end of this procedure. 

The Punchbowl Public School Preschool Consent Form we have attached to the preschool 
enrolment form. Authorisations of consent are sought for: 

 
• Permission for staff to apply sunscreen 
• Seesaw consent form 

Please see attached consent form at the end of this procedure.  

 

https://www.legislation.nsw.gov.au/#/view/regulation/2011/653/chap4/part4.2/div4/reg92
https://www.legislation.nsw.gov.au/#/view/regulation/2011/653/chap4/part4.2/div4/reg93
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://schoolsequella.det.nsw.edu.au/file/e2661b06-8d94-45f5-bf91-749e6e5a71c4/1/preschool-obtaining-parent%27s-authorisation-and-consent.pdf
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/policy-library/policies/excursions-policy
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The Application to Enrol in a NSW Government Preschool Form are kept in the main school 
office in a locked cupboard and the Punchbowl Public School preschool Consent Form are 
stored in a locked filing cabinet in the preschool. 

When the School Administration Officer-preschool (SAO-p) goes through each child’s enrolment 
information non-authorisations are recorded and communicated to the preschool teacher. The 
preschool teacher will then inform other educators and school staff. Casual teachers can access 
this information in the casual folder  

In the preschool each child’s contact information and authorised collectors list is stored in a folder 
clearly labelled in the preschool office for relieving or casual staff to access. Information about the 
children’s authorisation and consent is located in the casual folder.  

Families are able to update this information at any time by informing preschool staff. Staff will then 
update records and inform the office staff so that online versions can be updated. 

For authorisation to administer medication, if a child has a medical condition in which medication is 
stored on the premises permanently, parents will be required to complete a Medication Record- 
long term. In the instance of prescribed antibiotics given over a few days parents are required to fill 
out a Medication Record. These forms can be found in the preschool office in a folder labelled 
Medication Forms. 

In the instance of an excursion consent is sought by permission note given to parents detailing the: 
destination, date, time leaving and returning, method of transport, reason for excursion, activities, 
staff members, number of parents and children attending and the ratio of children to adults. Parents 
are informed about the completion of a risk management plan and given the option to read this 
before signing the consent form if they wish. All consent forms and monies are received in the 
school office and communicated to preschool staff. 

Note:  

• Documentation relating to authorisations must contain the child’s name, date and signature of the 
child’s parent/guardian, or nominated contact person as noted on the enrolment form.  

 
• The school principal can exercise the right of refusal if written or verbal authorisations do not 
comply. 
 
Resources 
 
Leading and Operating Department Preschool Guidelines (2019) 
Application to Enrol in a NSW Government Preschool Form 
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Punchbowl Public School preschool 
Consent Form  

 

Preschool Sunscreen Permission: 

I authorise Punchbowl Public School Preschool staff to apply sunscreen on all unprotected areas of 
skin on my child for outdoor play. 

Child’s Name:  _________________________ 

Parent Name:  

Signature:      Date:  
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Seesaw App Use 
 

Dear Parents  
 

Our preschool is excited to be using the Seesaw App as a communication tool enabling parents to share their child’s 
learning. Our main purpose in using Seesaw is to support and enhance communication and involvement for parents 
regarding student learning at preschool. 
 

Seesaw is a student-driven digital portfolio that allows children to document what they are learning. At our preschool this 
process is facilitated by our educators.  Seesaw is a highly regarded educational tool used extensively in Australian 
schools. Educators will be using a school iPad to document learning when using the app. 
 

Who can access your child’s portfolio? 
Your child’s portfolio is stored on their individual digital portfolio that can only be accessed at the preschool level by the 
preschool educators. When children’s learning is documented; only parents/carers of the child can view this work. 
Photos posted of groups of students can be viewed by individuals with access to those students’ profiles. Note: No other 
parent or student can view another child’s folder. All information remains private and is not published for public viewing. 
 

Information about data storage and privacy 
Through the use of the Seesaw app, data is stored by Seesaw for use and access. This Data includes the student’s 
names, class, work samples and/or photos of children engaging in learning. Seesaw has a comprehensive security and 
privacy system, settings and policy.  Their mission is to “provide a service that keeps students safe, and puts teachers 
and parents in control of how student information is shared.” Information on Seesaw’s privacy policy, storage of 
information and how Seesaw keeps information safe can be found on the Seesaw website. 
https://web.seesaw.me/privacy 
 

For your child to benefit from this wonderful educational opportunity please complete the form attached and return to 
your child’s educators. Information regarding how parents can access student portfolios will be sent home following the 
return of the consent form below. All forms need to be returned to the preschool. All forms need to be returned to the 
preschool whether or not students have permission. 
 

Please contact the school if you have any questions. 
 

Yours sincerely 
 

Dace Elletson               Tatiana Burmuzovski & Despena Georgiou 
Principal                 Preschool Educators 
 
 

Seesaw App Use 
I have read the permission to publish note above. I understand that the signed note remains effective until I advise the 
school otherwise. 
Please tick  

Yes, I give permission for my child’s information (name and class) to be forwarded to Seesaw to allow their digital portfolio (folder) to be set up, 
and for my child’s educators to use Seesaw app at Punchbowl Public School Preschool. I also consent for my child’s work or photograph to be 
published in their digital portfolio on the Seesaw app. I understand that my child’s folder can only be viewed by my child’s educators, my child 
and myself, being the parent/carer of my child. 

No, I do not give permission for my child to use the Seesaw app at Punchbowl Public School Preschool. 

 

First Name  Family Name  of Class  

 

Signed:  Date:  

https://web.seesaw.me/privacy
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