CHECKLIST FOR AUTHORISING CARERS WITH A CHILD SPECIFIC AUTHORISATION
	(
	Task
	Who 

	
	Assess
	

	
	Confirm in the CRIS client record whether the child’s foster or prospective permanent carer has been issued with a standard instrument of authorisation by their community service organisation:
· If no, discuss with the carer’s community service organisation if there are reasons why this hasn’t occurred.  If considered appropriate by the community service organisation, request that they issue a standard instrument of authorisation to the carer.
	Child protection or contracted case worker

	
	Assess whether a child specific instrument is required to authorise the carer for any other issues and follow tasks below.
	

	
	To issue a child specific instrument of authorisation refer to the tasks below.
	

	
	Assess carer capabilities (especially kinship carers) to make decisions in the best interests of the child
	Case worker*

	
	Discuss with carer/s, and where relevant, placement agency (usually through care team), which types of decisions it may be helpful to include
	

	
	Where appropriate consider the child’s views
	

	
	Decide on your recommendation about which issues should be specified in the authorisation
	

	
	Discuss recommendation with case planner
	

	
	Prepare paperwork
	

	
	Instrument of authorisation:

· select correct version for current order

· attach copy of current order  (not including conditions)

· have 2 authorisations signed and include additional authorisations if needed eg for both child care and kinder
	Allocated child protection practitioner or case contracting team

	
	Cover letter to carer/s:

· attach carer information sheet - select correct version for current order
	

	
	Letter/s to parents

· select correct version for current order

· copy the issues from the instrument of authorisation
	

	
	Provide paperwork to case planner
	

	
	Complete authorisation
	

	
	Sign instruments of authorisation and associated letters
	Case planner (delegated officer)

	
	Provide signed paperwork to case worker
	

	
	Distribute paperwork
	

	
	Provide# carer with authorisation pack

· Signed cover letter

· Relevant carer information sheet

· Each signed instrument of authorisation
	Case worker

	
	Remind carer they may give the second authorisation to school/kinder/child care centre, to keep on the child’s file
	

	
	Provide# signed letter/s to parent/s with information sheet for parents
	

	
	Where a placement agency is involved, provide a copy of the letter to the carer and the instrument of authorisation, to the agency 
	

	
	Where relevant provide the information sheet for young people to the carer, or directly to the young person
	

	
	Record the authorisation in CRIS using the case note subject ‘Carer authorisation’. Include:

· any relevant assessment 

· what decisions the carer has been authorised to make 

· what information has been provided to relevant parties 

· copies of letters and authorisation instrument
	


*Case worker means allocated child protection practitioner or CSO contracted case manager
#‘provide’ means preferably give in person and discuss; or alternatively, post or deliver
