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Safeguarding & Child Protection Induction Checklist for Volunteers
Catholic Schools Broken Bay take our responsibility to protect children seriously.  All staff and those engaged by the school are expected to promote child safety by having a clear understanding of their legal child protection responsibilities and act in accordance with those responsibilities.

​In particular each school will:
1. Maintain professionalism in our interactions with children at all times by exercising appropriate duty of care and maintaining appropriate professional boundaries. 
2. Follow an established process to address allegations of inappropriate behaviour by staff towards children.
3. Ensure all people working in our school including parent volunteers, are appropriately screened for working with children.
4. Respond appropriately when we suspect a child is at risk of significant harm due to possible abuse or neglect by a parent/carer or other adult.

Name of volunteer: 
__________________________________________________________________________________
Role of volunteer: 
__________________________________________________________________________________
School:       St Martin’s Catholic Primary School, Davidson
__________________________________________________________________________________
Date commenced: 
__________________________________________________________________________________
Signature of volunteer: 
__________________________________________________________________________________


Pre-engagement checks
	Requirement

	Completed
	Date

	
[bookmark: _MON_1683375595]Contractor declaration (either  

	
YES
	

	
WWCC number sent to CSBB (if Volunteer/Contractor declaration is not required) 



	
N/A
	
N/A


Child Protection professional development
	Requirement

	Completed
	Date

	
PowerPoint Induction Training 



	
YES
	


Policy/Guidelines/Information
	Requirement 
	Provided to volunteer 
	Date provided 
	Signed off 

	Policy: 
Addressing Allegations of Inappropriate Behaviour by Staff (AAE) (electronic or paper)


	
YES
	
	

	Policy:
Managing RoSH & WB Concerns (electronic or paper)


	
YES
	
	

	
Policy: 
WWCC Child Protection Policy (electronic or paper)


	
YES
	
	

	Information:
Do's and Don'ts Reference Sheet (paper)


	
YES
	
	





Office use only:
Name of staff completing form:     Joanna Litchfield
__________________________________________________________________________________
Role of staff:   Senior Admin Officer
__________________________________________________________________________________
Signature of staff completing the checklist: 
__________________________________________________________________________________
Principal’s name:     Adrian Pulley
__________________________________________________________________________________ 
Principal’s signature: 
__________________________________________________________________________________
Date completed:
__________________________________________________________________________________
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		Form 28 – Working With Children Referee Check







		It is a Child Protection requirement that this form be completed prior to employing school staff in a permanent or temporary capacity. This form should be kept and filed in the applicant’s file.







School:  _________________________________________________________   DEET: ____________



Preferred applicant name:  ______________________________________________________________



Position applied for:  ______________________________________________  FTE: _______________

[bookmark: Check5][bookmark: Check6][bookmark: Check7]|_| PERMANENT		|_| TEMPORARY		|_| CASUAL



Duration of appointment:  ____________________  Date preferred applicant Interviewed:  __________



		First Referee (current principal/employer/supervisor)







Name:  _________________________________   Position held: _______________________________



Referee contacted by:  __________________________________	Date:  ________________



[bookmark: Check1][bookmark: Check2]1.	To the best of your knowledge is there any concern or reservation held by you regarding the applicant’s suitability for working with children and young people?	|_| Yes	  |_| No 



Explanation:  ___________________________________________________________________

______________________________________________________________________________



2.	Are you aware if the applicant has ever been subject to a Child Protection investigation involving an allegation of ‘reportable conduct’ (sexual offence/misconduct, physical assault, ill-treatment, neglect or psychological harm of a child)?				|_| Yes	  |_| No



Explanation:  ___________________________________________________________________

______________________________________________________________________________



		Second Referee (immediate past principal/employer/supervisor)







Name:  _________________________________   Position held: _______________________________



Referee contacted by:  __________________________________	Date:  ________________



1.	To the best of your knowledge is there any concern or reservation held by you regarding the applicant’s suitability for working with children and young people?	|_| Yes	  |_| No 



Explanation:  ___________________________________________________________________

______________________________________________________________________________



2.	Are you aware if the applicant has ever been subject to a Child Protection investigation involving an allegation of ‘reportable conduct’ (sexual offence/misconduct, physical assault, ill-treatment, neglect or psychological harm of a child)?				|_| Yes	  |_| No



Explanation:  ___________________________________________________________________

______________________________________________________________________________



[bookmark: Check8][bookmark: Check9]I am satisfied with the referee responses to the above	|_| Yes	|_| No



Principal’s Signature:  _____________________________________________   Date: _____________
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Catholic Schools Broken Bay take our responsibility to protect children seriously. 


All staff and volunteers are expected to promote child safety by having clear understanding of their legal child protection responsibilities





What are my legal responsibilities?







In NSW there are compliance requirements relating to persons who work or are engaged to work with children 





A child is a person under the 16 years or 18 years depending on the legislation





Not knowing your responsibilities that relate to children is not a defence





At the CSO/School it is our responsibility to ensure you know your obligations





Additionally we believe every person has an ethical responsibility to promote the safety, welfare and wellbeing of children regardless of the context





What are my obligations? 

The main pieces of legislation relating to the protection of children are: 



The Children and Young Person’s (Care and Protection) Act 1998 



The Children’s Guardian Act 2019

 

Child Protection (Working with Children) Act 2012





Additionally…







Every person has a Duty of Care regarding children and other people in the school community 





Every person must abide by current policies of the Catholic Schools Office 





Every person must follow reasonable direction of their supervisor 





What do the pieces of legislation mean?

The Children and Young Person’s (Care and Protection) Act 1998

 

Sets out the means by which Department of Communities & Justice can intervene to protect children and young persons from abuse or neglect (i.e. physical harm, sexual harm, psychological harm and neglect)



Your responsibility is to report any concern that you have to the Principal or Assistant Principal or Supervisor 



A child may tell you or you may observe something that concerns you – it is not up to you to prove anything – the Principal, Assistant Principal will seek advice and determine any action required    







What do the pieces of legislation mean? 

The Children’s Guardian Act 2019 



Part 4 of this Act sets out the obligations of relevant entities (government and non-government agencies, including non-government schools), to notify the NSW Children’s Guardian of any reportable allegation or reportable conviction involving an employee (this includes any person engaged in child related work or who holds a WWCC either as a volunteer or employee – including contractors) 



Schools are required to properly investigate and respond to reportable allegations, convictions and exempt allegations involving misconduct by an employee towards a child







What does this mean?







Under the Act , reportable conduct means:





Sexual offence





Sexual misconduct





Ill-treatment of a child





Neglect of a child





An assault against a child





An offence under s43B or 316A of the Crimes Act 1900





Behaviour that causes significant emotional or psychological harm to a child





What do the pieces of legislation mean?

Child Protection (Working with Children) Act 2012

 

Individuals who are seeking to be employed or engaged in child related work are subject to certain requirements under this Act



The object of this Act is to protect children:

By not permitting certain persons to engage in child-related work, and

By requiring persons engaged in child related work to have a working with children check (WWCC) clearance 



A person is in child related work if he or she works face to face with children or in a stipulated child related role







Does that apply to me? 

An individual engaged in child related work includes:

A paid employee

A self-employed person or contractor or subcontractor

A volunteer

A person undertaking practical training as part of an educational or vocational course

A member of the clergy, seminarian or religious







What is a disqualified person? 

People who are disqualified persons as per s18 of the Act are not able to be engaged in child related work



It is an offence to be in child related work if you have been:

convicted of an offence 

or are subject to a guilty finding for an offence 

or a finding that the charge for an offence is proven, where the offence was committed as an adult, in NSW or elsewhere and 

this offence was a “disqualifying offence” as outlined in Schedule 2 of the Act (e.g. sexual assault, child pornography, murder of a child, kidnapping, grooming, rape, child prostitution etc.)







Other obligations 

All persons must sign in at the office and wear a visitors badge while on school grounds

All persons must follow school procedures

All new persons must be inducted by completing the induction form 

Do not enter student toilet or change areas 

All persons need to respect the privacy of all students

Maintaining confidentiality is as an important aspect of a person who is engaged or employed at the school

Do not interact with any student outside the course of the approved work you are providing at the school 







Duty of Care 

In schools the teachers (casual/permanent/short term contract) and leadership team employed are always responsible for all children



If you are a volunteer or contractor you are not responsible for disciplining children or reprimanding children

in classroom

playground

Excursion



You must not engage in any inappropriate behaviour towards children







What must I do before I start working/engaging with children?







If you require a WWCC check it must be cleared





If you do not require a WWCC then you must complete the declaration (held at the school) 





You must complete the induction checklist





You must read through this induction PowerPoint 





You may be required to attend additional training and will be informed by your supervisor  





Conclusion: 


You must at all times act appropriately with children (refer to the information sheet : Do’s and Don’ts for tips and guidance and the policy Addressing Allegations of Inappropriate Behaviour by Staff)  

If you are concerned about a child you must inform your Principal (refer to the policy: Managing Risk of Significant Harm and Wellbeing Concerns) 

Ensure you have completed the appropriate screening checks required before you start working on a school site (refer to the WWCC policy)  

You must ensure you have signed on (and off) and wear your visitors badge 

Maintain confidentiality regarding anything you hear about a student

It’s a privilege to work with children





image1.jpg







image2.png

» CATHOLIC SCHOOLS

Broken Bay

"






image7.jpg







image4.jpg







image9.png














image5.emf
Addressing  Allegations of Inappropriate Behaviour by Employees Policy January 2021.pdf


Addressing Allegations of Inappropriate Behaviour by Employees Policy January 2021.pdf


   Licensed under NEALS Diocese of Broken Bay 
 January 2021 v1.0 


 


 


 


 
 
 


 
 
 
 
 


 
 
 
 
 


SAFEGUARDING & CHILD PROTECTION 
POLICY FOR CATHOLIC SCHOOLS 


BROKEN BAY: ADDRESSING 
ALLEGATIONS OF INAPPROPRIATE 


BEHAVIOUR BY EMPLOYEES 
TOWARDS CHILDREN 


 
 
 
 
 
 
 
 
 
 
 
 


January 2021 
 
 







   Licensed under NEALS Diocese of Broken Bay 
 January 2021 v1.0 


Safeguarding & Child Protection Policy for Catholic Schools Broken Bay: Page 1 
Addressing Allegations of Inappropriate Behaviour by Staff 


 


 


  


 


PURPOSE 


Catholic Schools Broken Bay are committed to providing a safe and supportive 
environment for both students and employees.  School communities have the right to 
expect that employees will remain professional in their interactions with children at all 
times by exercising appropriate duty of care and maintaining professional boundaries. 


The purpose of this policy is to establish a framework for Catholic Schools Broken Bay 
(CSBB) to comply with the requirements of the NSW Children’s Guardian Act 2019 (the 
Act) to address complaints about alleged inappropriate behaviour by employees towards 
children in a way that protects children and also respects the rights of employees to a 
procedurally fair and confidential process. 


 


POLICY FRAMEWORK 


CSBB affirms principles central to the Church’s teaching as expressed in the Pastoral 
Care and Wellbeing Framework.  Accordingly this Policy: 


• is inspired by the life and person of Jesus Christ and the teachings of the Church 


• is concerned to ensure the dignity and integral growth of every person 


• acknowledges the responsibility entrusted to all members of each Catholic school’s 
community 


• seeks to promote healing, reconciliation, justice and liberation. 
 
CSBB is responsible and accountable for promoting a culture in which employees are 
committed to ensuring the wellbeing, safety and protection of children.  In particular 
employees are required to: 


• Act in accordance with their duty of care towards children; 


• Maintain professional boundaries with children. 
 
CSBB achieves this by: 


• Ensuring that CSBB employees understand the legislated and general duty of care 
obligation to address allegations against employees or other individuals concerning 
children; 


• Providing employees with training regarding professional conduct and the handling of 
allegations; 


• Providing employees with clear instructions to follow when allegations are made; 


• Ensuring that opportunities to prevent harm to children and to promote safety and 
wellbeing are identified and responded to at an individual and systemic level. 


 
DEFINITIONS 
 


Acronym Title 


Act NSW Children’s Guardian Act 2019 


CSBB Catholic Schools Broken Bay 


Children’s Guardian NSW Office of the Children’s Guardian 


DCJ NSW Department of Communities & Justice 


HRE Head of Relevant Entity 


NESA NSW Education Standards Authority 
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OfS Office for Safeguarding (CSBB) 


WWCC Working with Children Check 


 


POLICY CONTENT 


Addressing complaints about alleged inappropriate behaviour by employees towards 
children 


Part 4 of the Act requires that relevant entities outlined in Schedule 1 of the Act (including 
non-government schools) as well as Religious Bodies (about their staff who hold, or are 
required to hold, a Working with Children Check – WWCC – for the purposes of their 
engagement with the religious body) must notify the NSW Office of the Children’s 
Guardian (Children’s Guardian) of any allegation of reportable conduct or a conviction 
involving a current employee. 


Schedule 1 entities and religious bodies must notify the Children’s Guardian about certain 
types of  alleged conduct that arises in the course of an employee’s work as well as 
certain types of alleged conduct outside of work or prior to an employee’s commencement 
at CSBB or prior to the origination of this Act.  


These entities are also required to properly investigate and respond to reportable 
allegations and convictions, and exempt allegations involving misconduct by an employee 
towards a child.  


For the purposes of this legislation, a child is a person under the age of 18 years. CSBB 
accepts that when a complaint of inappropriate conduct by an employee towards a 
student who is over 18 years of age is received, that whilst the relevant child protection 
legislation does not apply, similar transparent and accountable enquiries and pastoral 
processes will be followed in response to such complaints. 


The role of the Children’s Guardian is to audit, oversight, monitor and review the 
employer’s response to reportable or exempt allegations/convictions including intake 
decision-making, risk assessment, risk management and appropriateness of findings.  
CSBB has responsibility for establishing, maintaining and disseminating appropriate 
policies and procedures for responding to allegations against employees including the 
equitable implementation of intake, intake assessment, and risk management processes. 
 
The reportable conduct scheme responds to matters where a child has or may have been 
harmed by a person who works with them. Most reportable conduct can be prevented. 
The following can assist in preventing allegations being made: 
 


• All employees must be familiar with the terms of their employment contract, the 
CSBB Code of Conduct and the Professional Guidelines for Employees Policy; 


• Employees must keep their interactions with children professional, even in less 
formal environments including extracurricular activities; 


• Employees must not engage with students outside of their role including on social 
media or other electronic media unless there is a clear educative or administrative 
purpose. 


 
Who is an employee in the child protection context? 


Under the Act, the definition of employee is very broad and includes: 
 


• An individual employed by, or in, the entity 


• An individual engaged by the relevant entity – whether directly or indirectly – to 
provide services to children 
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o As a volunteer, whether or not the individual requires a WWCC clearance 
to do so (including parent volunteers) 


o As a contractor (either directly engaged or by a third party), if the contractor 
requires a WWCC clearance for the purposes of the engagement 


• A person engaged by a religious body where that person holds, or is required to 
hold, a WWCC for the purposes of their work with the religious body. 
 


Head Relevant Entity function (HRE) 


The Bishop of the Diocese of Broken Bay is the Head of Relevant Entity (HRE) in respect 
of all legislative responsibilities pursuant to Part 4 of the Act for Catholic systemic non-
government schools within the Diocese and for CSBB for the purposes of the Act. 
Functions of the HRE can be delegated within the Diocese under s65 of the Act. 
 
CSBB undertakes to establish all such policies, procedures, risk management strategies, 
professional development, and reporting mechanisms pertaining to CSBB to enable the 
HRE to fulfil its legislative and pastoral responsibilities with respect to matters relating to 
proactive and responsive safeguarding and child protection practices. 
 
Reporting Requirements 


CSBB has responsibility for establishing and maintaining appropriate procedures for 
preventing, receiving, responding to and recording allegations/convictions of reportable 
and exempt conduct by an employee towards a child. The Children’s Guardian can 
require information about those systems and can publicly name non-compliant entities. It 
is an expectation of CSBB, that in addition to their mandated responsibility to report 
allegations or convictions, that employees have an ethical and moral responsibility to 
report these concerns regardless of any mandatory reporting obligation that exists.  
 
The reportable conduct scheme is an allegation-based scheme. The threshold for 
notifying is low and there only needs to be an allegation that an employee has engaged in 
conduct that may be reportable conduct or there is a conviction that is considered a 
reportable conviction for a notification to be made to the Children’s Guardian. 
 
Where it has been determined that an allegation of reportable conduct or conviction has 
been made to the Office for Safeguarding (OfS), a notification must be made to the 
Children’s Guardian within 7 business days. By 30 calendar days the HRE must also 
provide an entity report or an update to the Children’s Guardian on the progress of the 
investigation. 
 
Other reporting requirements may also apply in particular circumstances to other agencies 
including, but not limited to, NSW Police, the Department of Communities & Justice (DCJ) 
and the NSW Education Standards Authority (NESA). 
 
Reportable allegation 


A reportable allegation is an allegation that an employee has engaged in conduct that may 
be reportable conduct. 


 


Reportable conviction 
A reportable conviction means a conviction (including a finding of guilt without the court 
proceeding to a conviction) in NSW or elsewhere, of an offence involving reportable 
conduct.  
 


 


 







   Licensed under NEALS Diocese of Broken Bay 
 January 2021 v1.0 


Safeguarding & Child Protection Policy for Catholic Schools Broken Bay: Page 4 
Addressing Allegations of Inappropriate Behaviour by Staff 


 


 


  


 


Reportable conduct 


In relation to the Act (s20), reportable conduct includes the following conduct, whether or 
not a criminal proceeding in relation to the conduct has been commenced or concluded: 


(a) a sexual offence committed against, with or in the presence of a child, 
(b) sexual misconduct with, towards or in the presence of a child, 
(c) ill-treatment of a child, 
(d) neglect of a child, 
(e) an assault against a child, 
(f) an offence under section 43B (failure to protect) or 316A (failure to report) of the 


Crimes Act 1900, 
(g) behaviour that causes significant emotional or psychological harm to a child. 


 
Exempt conduct 


An allegation of reportable conduct may be exempt from notification to the Children’s 
Guardian under the Act (s41) if it involves: 


(a) conduct that is reasonable for the purposes of the discipline, management or care of 
children, having regard to the age, maturity, health or other characteristics of the 
children and to any relevant codes of conduct or professional standards, or 


(b) the use of physical force that, in all the circumstances, is trivial or negligible, but only 
if the matter is to be investigated and the result of the investigation recorded under 
workplace employment procedures, or 


(c) conduct of a class or kind exempted from being reportable conduct by the Children’s 
Guardian under Section 30. 


Addressing complaints procedures 


Complaints involving the alleged inappropriate conduct of an employee towards any child 
are addressed differently to other types of complaints in the school setting because of the 
legal requirements.  A complaint of a child protection nature is any grievance raised by a 
person concerning the alleged behaviour or conduct of an employee towards any child. 


If a concern relates to the alleged behaviour or conduct of an employee towards a child, 
details of the concern must be forwarded to the Principal or Leader who must promptly 
contact the OfS for advice, assessment, history check, risk assessment and determination 
of investigation pathway. 


In certain circumstances the complaint will also need to be forwarded to DCJ or the NSW 
Police.  After assessment, some complaints may be classified as ‘not in jurisdiction’.  This 
means that the matter does not need to be reported to the Children’s Guardian.  The 
reason for this is that one of the threshold requirements for notifying a matter has not 
been met. These matters are referred back to the Principal or Leader to manage at the 
local level, however a confidential file is maintained by the OfS.  


Risk assessment 


CSBB must put measures in place to ensure that any risk an employee may pose to 
children is mitigated while responding to reportable allegations. Typically a risk 
assessment is completed at the commencement of a reportable allegation being received 
by the OfS, midway through an investigation and at the conclusion of an investigation. 
CSBB will aim to employ the least intrusive risk management action which will address 
any identified risks. 


Any risk management action taken by CSBB should not be misconstrued as disciplinary 
action and is not an indication that the alleged conduct occurred or is considered to have 
occurred; does not mean a finding has been made nor will it influence the investigations 
findings. An employee who is subject of a reportable allegation may not be informed of the 
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allegation by the OfS until it is satisfied that it does not pose a serious risk to an 
employee’s health or safety or until clearance is provided by another agency such as 
Police or DCJ.  


Investigation Pathway and process 


Essentially there are two processes applied to managing child protection complaints: 


(a) Low level complaints (typically exempt conduct) and those involving low risk are 
managed by the Principal or Leader. 


(b) Complaints involving alleged conduct which is more serious (typically an allegation 
of reportable conduct/conviction) or suggest a higher level of risk are investigated by 
the OfS (or outsourced to an external investigator where necessary).  


The investigation process will typically involve: 


• interviewing the alleged victim and witnesses; 


• gathering other relevant evidence; 


• writing to the employee detailing the allegations and requesting a response; 


• preparing an investigation report; 


• making findings on the outcome of the investigation; and 


• actioning the outcome and any recommendations associated with it. 
 


Confidentiality 


Maintaining confidentiality is considered fundamental to the integrity of the reportable 
conduct scheme. Only CSBB staff on a needs to know basis will be informed about a 
reportable allegation. Typically this includes the OfS, Head of Human Resources, Director 
of Schools, Capability & Enablement Workstream Lead and the Principal. 


Any employee subject to a reportable allegation must not discuss the matter with other 
colleagues (unless they are acting as a support person) or anyone else (including 
students and families) who they believe may be involved in the investigation. This 
requirement does not preclude an employee seeking support from industrial or legal 
representatives. However all parties involved in a reportable conduct investigation will be 
reminded about the requirement to maintain confidentiality throughout the process and 
any breach or failure to comply will be dealt with accordingly.  


 
Mandatory considerations 


Division 6 of the Act requires the HRE to consider whether the reportable allegation also 
relates to conduct that is in breach of established standards that apply to the employee, 
having regard to: 


• professional standards 


• codes of conduct, including any professional or ethical codes, and 


• accepted community standards. 


Procedural fairness and proposed findings 


The Act requires CSBB to have systems in place to ensure that the handling of and 
response to reportable allegations has regard to the principles of procedural fairness. 


If a finding of reportable conduct is proposed the employee will be informed in writing of 
the proposed adverse finding and the reasons for it. The employee will be provided with 
an opportunity to make a further submission which will be given genuine consideration 
before the HRE finalises the decision. 
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Findings  


At the conclusion of the process a finding is made in relation to the alleged behaviour of 
the employee. Findings are made on the balance of probabilities as either: 


• A finding of reportable conduct (adverse finding) 


• A finding other than reportable conduct (non-adverse finding) 
 


In most cases where an adverse finding has been made, there will also be a finding of 
misconduct or serious misconduct.  


A non-adverse finding may also be a finding of misconduct. In these cases, breaches will 
be considered against (but not limited to) the Professional Guidelines for Employees, 
Managing Conduct and Performance Policy and the Code of Conduct.  


Outcome 


At the end of an investigation, where there are sustained findings of sexual offence, 
sexual misconduct or serious physical assault, the employee’s name will be sent by the 
Reportable Conduct directorate to the Working with Children Check directorate within the 
Children’s Guardian.  The notification will trigger a risk assessment on the employee’s 
WWCC.  


Other possible outcomes of an investigation may include: 


• no further action, 


• disciplinary action,  


• targeted professional development, 


• mentoring and counselling, or   


• changes to policy and practice. 
 


If it is proposed that an employee’s employment will be terminated as a result of the 
findings of the investigation, the employee will be invited to show cause as to why their 
employment should not be terminated.  


For certain employees (ie accredited teaching staff) CSBB may also be required to 
release information on the outcome of the investigation to NESA in accordance with the 
Interim Revocation, Suspension and Voluntary Cancellation of Accreditation Policy.  
 
Disclosure of the outcome 


Under s57 of the Act CSBB must release information about the progress of the 
investigation, the findings and action taken in response to the findings to the child whom 
the information relates and their parent or authorised carer, unless it is not in the public 
interest.  


CSBB will undertake careful consideration of all relevant factors prior to releasing this 
information. In very limited circumstances the Act also allows such information to be 
released to others for the purpose of promoting the safety, welfare or wellbeing of a child, 
or class of children, to whom the information relates.   


Rights 


According to the Act, the paramountcy consideration when responding to reportable 
allegations is to ensure the safety, welfare and wellbeing of children. However, 
employees have the following rights if a child protection complaint is being investigated: 


• Procedural fairness including a timely, impartial and confidential investigation. 
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• No decision made until the employee has an opportunity to know the details of the 
complaint and has an opportunity to respond fully.  


• Information about the process, adequate and specific details to respond to the 
complaint, progress on the matter, reasonable notice regarding any meetings and 
information regarding the outcome and any findings. 


• Support throughout the process by family, union or legal representatives and an 
entitlement to free confidential counselling through the employee assistance 
program.  


• Review of the outcome, by writing to the HRE and/or the Director of Schools or by 
contacting the Children’s Guardian or by pursuing rights through legal or industrial 
channels. 


• Legal protections against retribution for employees notifying a reportable allegation. 


• If an actual conflict of interest is identified (that cannot be reasonably managed), 
concerns can be raised with the OfS and a request for the investigation to be 
assigned to another person can be made. 


 
Record Keeping and Access  


Confidential records will be maintained in a safe and secure file, separate to the 
employee’s personnel file with limited restricted access. The records will be retained 
according to CSBB Records Retention policy and in accordance with NSW legislation (at 
a minimum of 50 years). Requests for access to files can be made to the OfS at the 
conclusion of an investigation and will be considered with reference to the provisions of 
the Australian Privacy Principles, relevant Enterprise Agreement and/or the Government 
Information (Public Access) Act 2009. 


Responsibilities  


CSBB employees have responsibilities in the area of child protection and safeguarding.  
Employees holding certain roles have particular responsibilities. The responsibilities are 
as follows: 
 
Head of Relevant Entity 


• Ensure that the Head Relevant Entity responsibilities delegated by the Bishop of 
the Diocese of Broken Bay are met;  


• Ensure specified systems are in place for preventing, detecting and responding to 
reportable allegations or convictions; 


• Make a report to the Children’s Guardian within 7 business days of becoming 
aware of a reportable allegation or conviction; 


• By 30 calendar days provide either a finalised entity report or an update (an interim 
report) to the Children’s Guardian; 


• Make a finding on whether or not there was reportable conduct, on the balance of 
probabilities, by considering the evidence provided by the Investigator’s entity 
report and recommendations; 


• If a person becomes aware of a reportable allegation or a reportable conviction 
against the HRE the Act states they must report the allegation directly to the 
Children’s Guardian.  


 


Director of Schools 


• Ensure the safeguarding and child protection systems and operations in relation to 
addressing allegations against employees within CSBB comply with the relevant 
legislation;  


• Lead CSBB in fostering a culture which is proactive in ensuring the protection of 
children; 
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• Authorise the investigation of allegations of reportable conduct specifically related to 
the actions of employees and ensure appropriate action is taken in relation to the 
findings and outcome of such investigations. 


 
Principals and CSBB Leaders 


• Ensure that employees are aware of and understand the reporting procedures, 
professional standards, policies and procedures that inform and direct staff 
relationships with students and their families within CSBB; 


• Ensure compliance with policies, procedures and professional standards; 


• Ensure employees receive annual professional development in relation to 
developing appropriate relationships with students and information about their rights 
and responsibilities; 


• Ensure that the correct procedures specified in this policy and other related 
procedures are followed in responding to any information, complaint or concern 
involving alleged inappropriate behaviour by an employee towards any child or 
young person; 


• Ensure any situation involving allegations of reportable conduct is treated with the 
utmost discretion, sensitivity and regard for the privacy and confidentiality of all 
persons involved; 


• Conduct low level investigations with oversight from the OfS; 


• Assist in undertaking risk assessments. 


 
Office for Safeguarding 


• Establish and maintain appropriate procedures for dealing with allegations of 
reportable conduct and inappropriate behaviour by staff;  


• Conduct jurisdiction determinations for all matters reported to the OfS and 
recommend to the HRE the appropriate investigative pathway; 


• Report to the Children’s Guardian any reportable allegations and convictions made 
against staff members; 


• Ensure appropriate investigations are conducted and recommendations made to the 
HRE and Director of Schools regarding appropriate findings and action in a timely 
manner; 


• Develop and provide relevant professional learning to CSBB staff; 


• Maintain appropriate records of investigations and store these records in secure 
confidential storage, separate from employee personnel files; 


• Liaise with other agencies such as DCJ, NSW Police, NESA and the Children’s 
Guardian, as required; 


• Exchange relevant information to progress investigations, assessments and case 
management as permitted by law; 


• Collaborate and work cooperatively with other agencies in the Diocese of Broken 
Bay to ensure good practice and appropriate outcomes are achieved; 


• Report to the HRE and CSBB leadership team about numbers and types of 
allegations of inappropriate behaviour by staff. 


 
CSBB staff  


• Employees must ‘give a report’ about any reportable allegation they become aware 
of and this report must be made as soon as practicable. To comply with this 
requirement employees must report any allegation, disclosure, complaint, concern, 
incident or observation that may involve reportable conduct to their Principal or 
Leader; 
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• Ensure that the procedures outlined in this policy and other related procedures are 
followed in responding to any information, complaint or concern involving alleged 
inappropriate behaviour by an employee towards any child; 


• Be familiar and comply with the standards set out in the Professional Guidelines for 
Employees Policy; 


• Promote the safety, wellbeing and protection of children in CSBB. 


 


RELATED LEGISLATION, POLICIES AND PROCEDURES 


Children’s Guardian Act 2019 
Crimes Act 1900 
Child Protection (Working with Children) Act 2012 
Child Protection (Working with Children) Regulation 2013 
Child Protection Legislation Amendment Act 2015 
Child Protection (Working with Children) and Other Child Protection Legislation 


Amendment Act 2016 
Child Protection (Working with Children Amendment (Statutory Review) Act 2018 
Children’s Guardian Act 2019 
Children and Young Persons (Care and Protection) Act 1998 
Government Information (Public Access) Act 2009 
Privacy Act 1988 (Commonwealth) 
NSW Education Standards Authority – Interim Revocation, Suspension and Voluntary 


Cancellation of Accreditation Policy (2019) 
Safeguarding & Child Protection Policy for Catholic Schools Broken Bay: Working with 
 Children Check (2020) 
Safeguarding & Child Protection Policy for Catholic Schools Broken Bay: Managing Risk 


of Significant Harm and Wellbeing Concerns (2020) 
Pastoral Care & Student Wellbeing Policy (2020) 


Professional Guidelines for Employees Policy (2020) 
Recruitment and Selection of Teaching and General Employees Guidelines (2019) 
National Catholic Safeguarding Standards, Catholic Professional Standards Limited (2019) 
The National Response Protocol, Australian Catholic Safeguarding Limited (2021) 
Child Safe Standards, NSW Office of the Children’s Guardian (2019) 
National Principles for Child Safe Organisations, Australian Human Rights Commission 


(2018) 
The Diocesan Office for Safeguarding Charter (2018) 
 
Further information is also available at: http://csochildprotection.weebly.com/ and 


www.kidsguardian.gov.au  
 
POLICY REVIEW 
A policy review is to be considered following any changes to the NSW Child Protection 
legislation or associated guidelines and not less frequently than every three years from 
the date of implementation of the policy. 
 
POLICY DATES 
Date of completion of formation and adoption:  January 2021  
Date of next review:  January 2024 
 
Authorised by: 
Most Reverend Anthony Randazzo 
Bishop of Broken Bay 
 
 



http://csochildprotection.weebly.com/

http://www.kidsguardian.gov.au/
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PURPOSE 


The purpose of this policy is to contribute to a framework for creating safe and supportive 
school environments throughout Catholic Schools Broken Bay (CSBB). This policy identifies 
the responses to be taken by CSBB in addressing concerns about possible abuse or neglect 
of children and young people.  The Policy identifies the need to: 


• Recognise the role of reporting risk of significant harm to the Department of 
Communities and Justice (DCJ) as an important strategy for promoting the protection 
of children and young people. 


• Understand the importance of providing support to children and young people at risk in 
accordance with the Pastoral Care & Student Wellbeing Policy. 


• Ensure that the legal and general duty of care in relation to exchanging information 
regarding the safety, welfare and wellbeing of children is recognised in CSBB 


 


POLICY FRAMEWORK 


CSBB affirms principles central to the Church’s teaching as expressed in the Pastoral Care 
& Student Wellbeing Policy.  Accordingly this Policy: 


• is inspired by the life and person of Jesus Christ and the teachings of the Church 


• is concerned to ensure the dignity and integral growth of every person 


• acknowledges the responsibility entrusted to all members of each Catholic school’s 
community 


• seeks to promote healing, reconciliation, justice and liberation. 
 
CSBB acknowledges that staff of schools who provide educational services have mandatory 
legal responsibilities in relation to children identified as being at risk of ‘significant harm’.  
Schools are also required by law to take reasonable steps to coordinate decision making 
and service delivery to children and young people to address concerns relating to their 
safety, welfare and wellbeing.  These legal provisions recognise the special role that schools 
play in the lives of children, young people and their families.  These legal provisions are 
supported by State Government policies promoting active involvement of families in early 
intervention and prevention services. 


As well as recognising the scope of the legal responsibilities of CSBB, CSBB affirms the 
commitment of its schools to promoting students’ welfare and wellbeing. CSBB can assist in 
prevention and early intervention through whole school approaches to safe and supportive 
environments, or by linking families with other services both within Catholic social care 
agencies and government and other non-government agencies. This policy statement is 
consistent with the principles and procedures detailed in: 


• The Australian Student Wellbeing Framework 


• Pastoral Care & Student Wellbeing Policy 


• Children and Young Persons (Care and Protection) Act 1998 NSW 


• National and State Child Safe Standards and Principles 


 


DEFINITIONS 


Acronym Title 


Act NSW Children & Young Persons (Care & Protection) Act 1998 


CSBB Catholic Schools Broken Bay 


DCJ NSW Department of Communities & Justice 


OfS Office for Safeguarding (CSBB) 
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POLICY CONTENT 


 


Risk of significant harm 


A child or young person is at risk of significant harm if the circumstances that are causing 
concern for the safety, welfare or wellbeing of the child or young person are present to a 
significant extent.  This means the situation is sufficiently serious to warrant a response by a 
statutory authority irrespective of a family’s consent.  What is significant is not minor or trivial 
and may reasonably be expected to produce a substantial and demonstrably adverse impact 
on the child or young person’s safety, welfare or wellbeing.  The significance can result from 
a single act or omission or an accumulation of harmful circumstances.  Harmful 
circumstances may be present where there is a risk of physical abuse, sexual abuse, a 
failure to meet basic needs or provide necessary medical care, exposure to domestic 
violence, or serious psychological harm resulting from the behaviour of a parent or caregiver. 


A child is a person under 16 years.  A young person is a person aged 16-17 years. 
 
 
Children and Young Persons (Care and Protection) Act 1998 (the Act) 


This Act sets out the means by which the DCJ can intervene to protect children and young 
persons from risk of significant harm.  The Act requires persons in certain professions and 
management positions, including teaching and school leadership positions, to report to the 
DCJ a ‘current concern of significant harm’ to a child or in certain circumstances to a young 
person. 


People employed to deliver education services to children, or managers who directly 
supervise the provision of education services to children are obliged to report risk of 
significant harm to the DCJ Child Protection Helpline. They are termed mandatory reporters. 


CSBB acknowledges its responsibility to establish and maintain appropriate procedures to 
support mandatory reporters in fulfilling their reporting obligations to the DCJ. 


Staff members should be aware that they have an individual responsibility as a mandatory 
reporter, and should make a report if they believe in good faith that a child is at risk of 
significant harm, regardless of the opinions of others.  Unless there are exceptional 
circumstances, child protection concerns should be thoroughly discussed between the staff 
member and the Principal or Principal’s delegate. 


Mandatory reporting responsibilities relate only to situations where the grounds arise during 
the course of or from the person’s work.  Mandatory responsibilities for reporting risk of 
significant harm do not extend to situations that a staff member may come across outside 
the school.  However staff members continue to have an ethical responsibility to promote the 
safety, welfare and wellbeing of children regardless of the context.  Any concerns about 
situations arising outside the school should be discussed with the Principal. 


Volunteers are not mandatory reporters.  If they provide information about risk of significant 
harm to a mandatory reporter, the mandatory reporter is obliged to make a report.  
Volunteers may choose to make reports as concerned members of the community. 


When concerns are below the reporting threshold or not accepted for action by the DCJ, 
schools on their own or in collaboration with other non-government agencies play an 
important role in arranging and providing support for children and young people who are at 
risk. 
 
Reporting risk of significant harm 


CSBB has a centralised reporting system in place. School staff will advise the Principal 
where they identify concerns about children or young people that they believe may constitute 
risk of significant harm, where the grounds for concern have arisen in the course of their 
employment. 
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The Principal may use the Mandatory Reporter Guide (ChildStory) to check whether the 
concerns meet the threshold for reporting risk of significant harm, or will consult with the 
Office for Safeguarding (OfS) for professional advice. 


The Principal will report any child where there are reasonable grounds to suspect risk of 
significant harm to the DCJ through the Child Protection Helpline.  When making the report 
the Principal will provide all available relevant information to the Helpline. 


While reports of risk of significant harm are not legally mandated for young people, the 
Principal will make reports in relation to young people who are identified at risk of significant 
harm and will make all relevant information available to the Helpline.  The Principal will 
inform the Child Protection Helpline of the views of the young person concerned regarding 
their circumstances.  Where the concern relates to the homelessness of a young person the 
consent of the young person will be gathered before a report is made. 


In circumstances involving students over the age of 18 years who are not subject to 
mandatory reporting provisions but where there are concerns regarding risk of significant 
harm, the Principal will offer assistance in relation to reporting crimes or accessing social 
care services. 


The Principal will advise the staff member who identified the concerns whether a report of 
risk of significant harm has been made.  The staff member’s mandatory responsibility is met 
once the Principal has made a report based on their concerns. 


Where the Principal determines that a report of risk of significant harm is not required the 
staff member can still make a report of risk of significant harm directly to the Child Protection 
Helpline if they continue to believe that there are reasonable grounds to suspect that a child 
or young person is at risk of significant harm. 


The Principal will ensure that all staff members know how to respond if they identify 
concerns that a child or young person is at risk of significant harm. 


The Principal will ensure that a confidential record is always kept regarding the risk of 
significant harm report and the report is forwarded to the OfS on the applicable form. 
 
As the Principal is not legally obliged to inform a child, young person or their family when a 
report has been made to the Child Protection Helpline, in determining whether the family will 
be informed, the Principal should either be guided by the DCJ advice or consider if informing 
the child, young person or family will jeopardise the safety, welfare or wellbeing of the child 
or young person, or any other person involved.  
 
There may be circumstances where the school is also obliged to make reports to NSW 
Police in relation to relevant crimes being committed as per the Crimes Act 1900 and other 
related legislation. Advice in relation to reporting to NSW Police can be provided by the OfS. 
 
Responding to wellbeing concerns 


School staff will recognise and respond to concerns about a student’s wellbeing wherever 
possible, taking into account the school’s resources and the circumstances of the student 
and their family. 


School staff will prioritise concerns about a student’s wellbeing, where without assistance 
being provided, the concerns would likely escalate to the child or young person being 
considered at risk of significant harm.  Particular attention should be given to documenting 
actions taken to address wellbeing concerns in such circumstances. 


School staff should consider promoting students’ wellbeing not only by actions within the 
school, but also through connecting students of families to services outside the school, 
including, but not limited to, those services offered by Catholic social care agencies. 


School staff may promote wellbeing by mobilising the informal resources of the school 
community, while being mindful of confidentiality, and respecting the preferences of 
parents/carers. 
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Schools must consider developing a risk assessment and safety plan in responding to 
wellbeing or risk of significant harm concerns.  


Parents can expect that:  


• Concerns about risk of significant harm to their child will be addressed promptly and in 
accordance with NSW legislation 


• Staff of CSBB will give priority to the safety, welfare and wellbeing of the student, over 
any other considerations 


• Sensitive information, including information about risk of significant harm, will be 
shared only with professionals on a need to know basis, and that documentation will 
be kept in a secure, confidential manner 


• If they ask for assistance in responding to their child’s needs, school staff will seek to 
connect them with services that can help them to address their concerns. 


 
Information exchange 


Legislation in NSW sets out a regime under which schools may be required or permitted to 
disclose the personal information of students, their families, employees and volunteers to 
others.  The legislation also sets out circumstances in which a school may request another 
school (or other prescribed body) to provide them with information relating to the safety, 
welfare or wellbeing of a student or students including personal information. 


Under Chapter 16A of the Children and Young Persons (Care & Protection) Act 1998 
schools and other prescribed bodies are permitted to request information relating to the 
safety, welfare or wellbeing of a child or children in order to assist the school or other 
prescribed body to: 


(a) make a decision, assessment or plan; or 


(b) initiate or conduct any investigation; or 


(c) provide any service relating to the safety, welfare or wellbeing of a child or children; or 


(d) manage any risk to a child or class of children. 


School staff should, wherever possible, ensure that consent is obtained from the 
parents/carers when exchanging information relating to the safety, welfare or wellbeing of a 
child or young person. Discussion with parents/carers regarding exchange of information 
and subsequent parental consent is not mandatory and should always be considered 
against the potential for risk of harm to a child if their parent/carer is aware that the school 
are sharing information regarding the safety welfare or wellbeing of their child with another 
school or prescribed body. School staff should discuss this process with the Principal and 
seek guidance from the OfS as needed.  
 


RESPONSIBILITIES 


CSBB staff members have responsibility in relation to addressing risk of significant harm to 
children and young people.  These responsibilities are: 
 
Director of Schools 


• Ensure that safeguarding and child protection systems and operations in relation to 
addressing risk of significant harm and wellbeing concerns within CSBB comply with 
the relevant legislation. 


 
Principals and CSBB Leaders 


• Ensure that staff are aware of and understand the reporting procedures, professional 
standards, policies and procedures that inform and promote the protection of children 
and young people at risk within CSBB. 


• Ensure school compliance with policies and procedures. 
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• Ensure any situation involving risk of significant harm or a wellbeing concern is treated 
with the utmost discretion, sensitivity and regard for the privacy and confidentiality of 
all persons involved. 


• Lead schools in fostering a culture which is proactive in responding to situations where 
a child or young person is at risk. 


• Ensure staff members receive annual professional development in relation to the 
indicators of child abuse and neglect, and information about the process for 
responding to concerns and mandatory reporting responsibilities. 


• Liaise with the DCJ and other agencies as required. 


• Ensure that all exchanges of information in relation to children’s safety, welfare or 
wellbeing comply with relevant legislation and guidelines. 


 
Teachers and other staff 


• Support children and young people to acquire personal safety skills and identify, avoid, 
and report abusive and high risk situations. 


• Be aware of the indicators of child abuse and neglect, observe possible signs of abuse 
and neglect and identify changes in the behaviour of children and young people that 
may be attributed to abusive situations. 


• Respond appropriately to disclosures regarding abuse and neglect from children and 
young people. 


• Comply with policies and procedures as required by this and related documents. 


• Attend annual professional development and seek support as required to facilitate the 
recognition and reporting of suspected risk of significant harm. 


• Promote the safety, wellbeing and protection of children and young people in the 
school. 


• Be willing to implement strategies and programs aimed at supporting children and 
young people at risk and establishing and maintaining a child-safe school environment. 


 
Office for Safeguarding 


• Provide advice and support to schools in relation to dealing with risk of significant harm 
and wellbeing concerns for students and families at risk. 


• Assist schools in using the online Mandatory Reporter Guide and in determining 
whether concerns must be reported to the DCJ Child Protection Helpline. 


• Liaise with relevant CSBB personnel to address risk of significant harm and wellbeing 
concerns for students and families at risk. 


• Liaise with the DCJ and other agencies as required. 


• In cases that also involve alleged reportable conduct of an employee, ensure that 
actions for support and intervention are consistent with the investigation. 


• Ensure that all exchanges of information in relation to children’s safety, welfare or 
wellbeing comply with relevant legislation and guidelines. 


• Provide professional development to all school staff in relation to the indicators of child 
abuse and neglect, and information about the process for responding to concerns and 
mandatory reporting responsibilities. 


• Report to CSBB Leadership annually about numbers and types of reports made by 
schools in relation to wellbeing concerns and students at risk of significant harm. 
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RELATED LEGISLATION, POLICIES AND PROCEDURES 


Children and Young Persons (Care and Protection Act) 1998 


Crimes Act 1900 


Children’s Guardian Act 2019 


Safeguarding & Child Protection Policy for Catholic Schools Broken Bay: Working with 
 Children Check (2020) 


Safeguarding & Child Protection Policy for Catholic Schools Broken Bay: Addressing 
Allegations of Inappropriate Behaviour by Staff Policy (2020) 


Professional Guidelines for Employees Policy (2020) 
Australian Student Wellbeing Framework (2018) 


Pastoral Care & Student Wellbeing Policy (2020) 


National Catholic Safeguarding Standards, Catholic Professional Standards Limited (2019) 
The National Response Protocol, Australian Catholic Safeguarding Limited (2021) 
Child Safe Standards, NSW Office of the Children’s Guardian (2019) 
National Principles for Child Safe Organisations, Australian Human Rights Commission 


(2018) 
The Diocesan Office for Safeguarding Charter (2018) 
 
Further information is also available at: http://csochildprotection.weebly.com/ and 


https://www.dcj.nsw.gov.au/  
 
POLICY RESPONSIBILITY 
The contact person for implementation of this policy is the Manager for Safeguarding, Office 
for Safeguarding. 
 


POLICY REVIEW 


A policy review is to be considered following any changes to the NSW child protection 
legislation or associated guidelines and not less frequently than every three years from the 
date of implementation of the policy. 
 
POLICY DATES 


Date of completion of formation and adoption:  January 2021  


Date of next review:  January 2024  


 


 


 


 


Authorised by: 


Most Reverend Anthony Randazzo 
Bishop of Broken Bay 


 



http://csochildprotection.weebly.com/

https://www.dcj.nsw.gov.au/
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PURPOSE 


Catholic Schools Broken Bay (CSBB) are committed to providing a safe and supportive 
environment for both students and staff.  School communities have the right to expect that 
staff, volunteers or contractors who are employed or engaged in CSBB are appropriately 
screened and suitable to be in child related work.  The purpose of this policy is to 
establish a framework for CSBB to comply with the requirements of the NSW Child 
Protection (Working with Children) Act 2012 (the Act) by following a process that prevents 
people who pose a risk to the safety, welfare and wellbeing of children from being 
employed or engaged in child related work. 


 
POLICY FRAMEWORK 


CSBB affirms principles central to the Church’s teaching as expressed in the Pastoral 
Care and Wellbeing Framework.  Accordingly this Policy: 


• is inspired by the life and person of Jesus Christ and the teachings of the Church 


• is concerned to ensure the dignity and integral growth of every person 


• acknowledges the responsibility entrusted to all members of each Catholic school’s 
community 


• seeks to promote healing, reconciliation, justice and liberation. 
 
CSBB is responsible and accountable for promoting a culture in which employees are 
committed to ensuring the wellbeing, safety and protection of children. 


The purpose of the Act and associated Regulations is to provide a framework for the 
Working With Children Check (WWCC) which is administered by the Office of the 
Children’s Guardian (Children’s Guardian).  This policy outlines the processes for 
conducting and implementing the WWCC for child related work to assist in determining a 
person’s suitability for employment or engagement at CSBB. 
 


DEFINITIONS 
 


Acronym Title 


Act NSW Child Protection (Working with Children) Act 2012 


CSBB Catholic Schools Broken Bay 


Children’s Guardian NSW Office of the Children’s Guardian 


NESA NSW Education Standards Authority 


OfS Office for Safeguarding (CSBB) 


WWCC Working with Children Check 


 


POLICY CONTENT 


Child-related work 


People who are seeking to be employed or engaged in child related work at CSBB are 
subject to relevant requirements under the Act and its associated Regulations. The 
WWCC process involves a national police check and a review of findings of misconduct 
involving children. 


A person is in child related work if he or she works face to face with children in a child 
related sector or works in a stipulated child related role. Child related work involves direct 
contact by the worker with a child or children and that contact is a usual part of and more 
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than incidental to the work or the worker is engaged in work in a child related role (eg 
Education/Religious Services). 


This policy applies to people who are employed or engaged (or who are seeking to be 
employed or engaged) in child related work at CSBB in one of the following capacities: 


• as a paid employee or casual employee 


• as a self-employed person or as a contractor or subcontractor 


• as a volunteer 


• as a person undertaking practical training as part of an educational or vocational 
course (other than as a student undertaking work experience) or 


• as a member of the clergy, seminarian, or religious. 


A person engaged or employed in child related work is responsible for applying and 
renewing his or her own WWCC through the Children’s Guardian and Service NSW.  
Before engaging or employing a child-related worker or volunteer CSBB must ensure the 
person has a clearance to work with children. 


There are specified exemptions from the WWCC under Part 4, Clause 20 of the Child 
Protection (Working with Children) Regulation 2013.  People covered by these 
Regulations are not required to have a WWCC.  However, a person who is exempted from 
the WWCC legislative requirements may still be required by CSBB to sign a declaration 
and undertake an appropriate induction.  Refer to the WWCC Guidelines for Schools for 
specific information on who requires a WWCC or declaration to be completed. 
 
Verifications 
To comply with the legislation, employers need to go online to the Children’s Guardian 
website to verify the status of a WWCC number for any worker in child related work.  
Verifications of all WWCC’s will be completed centrally by CSBB staff in the Office for 
Safeguarding (OfS) and Human Resources Team.  A record of the full name, date of birth, 
WWCC number and date and outcome of verification will be stored electronically by the 
OfS and entered on PHRIS (Payroll and HR Information System). 
 
Outcomes of the WWCC 
The result of a WWCC as determined by the Children’s Guardian is either a clearance to 
work with children for five years or a bar against working with children.  Barred applicants 
may not work or volunteer with children.  Cleared applicants will be subject to ongoing 
monitoring.  Criminal or workplace records which appear against a worker’s name during 
the five year period may trigger a risk assessment and in some cases result in a bar or 
interim bar against working with children depending on the seriousness of the offence or 
conduct concerned. 
 
Risk assessment 
CSBB has a legal obligation to report findings of sexual offence, sexual misconduct and 
serious physical assault involving children by a child related worker to the Children’s 
Guardian. 


A risk assessment is an evaluation by the Children’s Guardian of an individual’s eligibility 
for child-related work.  It will be triggered by: 


• an offence listed in Schedule 1 of the Act 


• a pattern of behaviour or offences involving violence or sexual misconduct that 
represents a potential risk to children (even if the records are not individually listed on 
Schedule 1 or 2 of the Act 


• findings of misconduct reported by a reporting body 


• notifications by the Reportable Conduct Scheme directorate at the Children’s 
Guardian to the Working with Children Check directorate at the Children’s Guardian. 
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Bars 
It is an offence to employ a person in child related work (paid or unpaid) if the outcome of 
their online verification is: 


• Barred 


• Interim barred 


• Not found. 
 
If CSBB is advised that a current employee or volunteer has become barred it must 
immediately remove them from child related work.  The options are: 


• dismiss the worker 
• suspend them from child-related work pending the outcome of an appeal 


• if appropriate transfer them to a non-child related role. 
 
When CSBB receives notification of a bar or interim bar from the Children’s Guardian, 
CSBB will: 
 
• advise the person of the bar or interim bar 


• remove the person immediately from child related work 


• inform relevant staff that the person is not to be employed or engaged 


• comply with any request for information by the Children’s Guardian.  


 
Other screening 
A WWCC is only one of the tools available to keep children safe. Employment or 
engagement in CSBB may also be subject to other checks as prescribed in relevant 
legislation or policy. CSBB acknowledges its responsibility to establish and maintain 
rigorous recruitment, selection and screening processes including thorough referee 
checking in accordance with the Recruitment and Selection of Teaching and Support Staff 
Guidelines and appropriate induction processes as specified by CSBB. 
 
NESA requirements for teaching staff 
In accordance with the NSW Education Standards Authority – Interim Revocation, 
Suspension and Voluntary Cancellation of Accreditation Policy (2019), teaching staff must 
also provide their WWCC number to NESA prior to its expiry and ensure they have a full 
clearance (not just an Application in Progress) on their WWCC status which supports their 
ongoing accreditation. Implications for not complying with this requirement may result in a 
teacher temporarily being stepped down from their position with CSBB until the situation is 
satisfactorily resolved.  
 


RESPONSIBILITIES 


CSBB staff members have responsibility in relation to the WWCC.  These responsibilities 
are as follows: 
 
Director of Schools 
• Ensure the safeguarding and child protection systems and operations in relation to 


the WWCC within CSBB comply with relevant legislation. 


• Authorise the reporting of child related workers’ or volunteers’ names to the Children’s 
Guardian in relation to reportable conduct investigations where there are sustained 
findings of sexual offence, sexual misconduct or physical assault. 


• Ensure appropriate action is taken to remove a child related worker or volunteer from 
child related employment if they are subject to an interim bar or bar imposed on their 
WWCC. 
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Principals and CSBB Leaders 
• Ensure school compliance with policies and procedures. 


• Ensure that all child related workers and volunteers are aware of and understand the 
requirements, policies and procedures in relation to the WWCC. 


• Comply with the requirements of the WWCC as outlined in the Working With Children 
Check Guidelines for Schools. 


• Ensure that volunteers, contractors and external service providers are screened as 
outlined in the Working With Children Check Guidelines for Schools and that 
appropriate records are maintained at the school. 


• Ensure any additional probity checks for prospective employees are undertaken 
including thorough referee checking. 


 
Office for Safeguarding 
• Provide advice and support to schools and other CSBB personnel in relation to 


compliance with the WWCC. 


• Establish and maintain appropriate procedures to ensure CSBB comply with the 
WWCC. 


• Undertake online verifications for all child related workers or volunteers and maintain 
records of the outcome of WWCC. 


• Report child related workers’ or volunteers’ names to the Children’s Guardian in 
relation to reportable conduct investigations where there has been a sustained finding 
of sexual offence, sexual misconduct or physical assault. 


• Comply with requests for information from the Children’s Guardian in order for the 
Children’s Guardian to undertake risk assessments. 


• Ensure child related workers or volunteers who are subject to an interim bar or bar 
are removed from child related work and the relevant personnel are informed. 


 
Human Resources Team 
• Undertake online verifications for all new child related workers prior to 


commencement of employment and maintain records of the outcome of the WWCC. 


• Establish and maintain rigorous recruitment, selection and screening processes 
including informing new child related workers of the requirements of the WWCC and 
undertaking thorough referee checking of all new staff. 


 
CSBB staff 
• Comply with policies and procedures as required by this and related documents. 


• All those who are classified as being in child related work must apply for a WWCC 
(including a renewal every 5 years) as required and supply the WWCC number to 
CSBB for verification prior to being engaged in any child-related work. 


• For teaching staff, they must also provide their WWCC clearance to the NSW 
Education Standards Authority (NESA) prior to its expiry. 
 


RELATED LEGISLATION, POLICIES AND PROCEDURES 


Child Protection (Working with Children) Act 2012 
Child Protection (Working with Children) Regulation 2013 
Child Protection Legislation Amendment Act 2015 
Child Protection (Working with Children) and Other Child Protection Legislation 


Amendment Act 2016 
Child Protection (Working with Children Amendment (Statutory Review) Act 2018 
Children’s Guardian Act 2019 
Children and Young Persons (Care and Protection) Act 1998 
Government Information (Public Access) Act 2009 
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Safeguarding & Child Protection Policy for Catholic Schools Broken Bay: Addressing 
Allegations of Inappropriate Behaviour by Staff Policy (2020) 


Professional Guidelines for Employees Policy (2020) 
Recruitment and Selection of Teaching and General Employees Guidelines (2019) 
Working with Children Check, Guidelines for Schools (2020) 
NSW Education Standards Authority – Interim Revocation, Suspension and Voluntary 


Cancellation of Accreditation Policy (2019) 
National Catholic Safeguarding Standards, Catholic Professional Standards Limited (2019) 
The National Response Protocol, Australian Catholic Safeguarding Limited (2021) 
Child Safe Standards, NSW Office of the Children’s Guardian (2019) 
National Principles for Child Safe Organisations, Australian Human Rights Commission 


(2018) 
The Diocesan Office for Safeguarding Charter (2018) 
 
Further information is also available at: http://csochildprotection.weebly.com/ and 


www.kidsguardian.gov.au  
 
POLICY RESPONSIBILITY 
The contact person for implementation of this policy is the Manager for Safeguarding, 
Office for Safeguarding. 
 
POLICY REVIEW 
A policy review is to be considered following any changes to the NSW Child Protection 
legislation or associated guidelines and not less frequently than every five years from the 
date of implementation of the policy. 
 
POLICY DATES 
Date of completion of formation and adoption:  January 2021 
Date of next review:  January 2024 
 
 
 
 
Authorised by: 
Most Reverend Anthony Randazzo 
Bishop of Broken Bay 



http://csochildprotection.weebly.com/

http://www.kidsguardian.gov.au/
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C S B B  -  P r o f e s s i o n a l  G u i d e l i n e s  f o r  E m p l o y e e s  D o ’ s  &  D o n ’ t  C h a r t  


 


STUDENT MANAGEMENT 
AND CARE 


 


 DO use non-confrontational behaviour 
management and language to maintain rapport 


 DO seek support from colleagues and your 
supervisors if issues emerge with a student 


 DO develop and use individual behaviour 
management plans as appropriate 


 DO practice and discuss risk assessment and risk 
management strategies with colleagues 


 DO have strategies for managing non-compliance 


 DO develop an awareness of students health 
issues and medical needs and the strategies for 
managing these 


 DO attend to students who are injured and/or obtain 
appropriate support 


 DO take steps to address bullying of students by 
other students 


 DO have an awareness of the indicators of abuse 
and neglect and report concerns appropriately 


  


 


 DON’T use confrontational behaviour 
management styles, or threatening comments or 
gestures 


 DON’T leave a student inadequately supervised 


 DON’T inappropriately isolate a student, e.g. lock 
in a cupboard, room or other confined space 


 DON’T allow a negative attitude to develop 
towards a particular student ~ seek advice 


 DON’T block students from entering or leaving a 
classroom unless there is a reasonable concern 
for their safety or that of others 


 DON’T bully, harass or publicly denigrate a 
student in order to ensure compliance 


 DON’T fail to attend to and/or seek assistance 
for a student who is injured 


 


PHYSICAL CONTACT 
WITH STUDENTS 


 


 DO use approved procedures for managing difficult 
behaviour and consult with the principal if you have 
ongoing concerns or difficulties with a particular 
student or group of students 


 DO use non-physical intervention strategies to de- 
escalate situations 


 DO promptly document and report incidents of 
physical restraint/ physical contact 


 DO provide medical attention in accordance with 
school /CSBB first aid and medication policies 


 It is OK to use non-intrusive touch to congratulate a 
student eg. shake hands, pat on the back etc. 


 It is OK to use a non-intrusive, age appropriate 
gesture to comfort a student 


 It is OK to touch students to attract their attention if 
the touch is gentle and non-intrusive 


 DON’T use physical contact/force to impose 
compliance 


 DON’T confiscate articles by grabbing or pulling 
them from a student 


 DON’T throw articles at a student in anger or 
frustration 


 DON’T use an intimidating, confrontational, or 
over-bearing physical stance 


 DON’T use physical restraint or interactions 
unless reasonable for protection of self or other, 
e.g. no punching, kicking, holding by the head, 
hair or neck area, slapping, grabbing, shoving, 
shaking, pulling, hitting, or poking etc. 


 DON’T use physical touch to demonstrate an 
action without warning or being given permission 


 DON’T unnecessary or unwarranted displays of 
physical affection towards students 


  


 
 







C S B B  -  P r o f e s s i o n a l  G u i d e l i n e s  f o r  E m p l o y e e s  D o ’ s  &  D o n ’ t  C h a r t  


 
 


 


COMMUNICATION WITH STUDENTS 


 


 DO treat students at all times with sensitivity, 
fairness and respect 


 
 DO listen and respond appropriately to students 


concerns 
 
 DO use appropriate and affirming language and 


gestures with students 
 
 DO use electronic media as per CSBB / school 


policies 
 
 DO report any concerns to your principal or 


supervisor or seek further advice as relevant 
 
 DO discuss any contact or disclosures initiated by 


a student not in the course of your duties with your 
principal 


 


 DON’T make inappropriate comments or comment 
about a student’s appearance 


 DON’T use derogatory, sarcastic or belittling 
language or comments e.g. name calling 


 DON’T use inappropriate humour or sexual 
innuendo 


 DON’T have conversations of a sexual nature or 
condone sexual jokes or gestures by others 


 DON’T make threatening comments to students or 
otherwise intimidate them 


 DON’T discuss your own, other colleagues or 
students’ personal information or life-style issues 
with students 


 DON’T engage in personal correspondence via the 
internet or by letter, , phone or SMS text,  


 DON’T make discriminatory comments 


 


MAINTAINING PROFESSIONAL 
BOUNDARIES 


 


 DO be pastoral, but within your role and ensure 
that all your actions are open and transparent 


 DO refer students as appropriate to their needs, 
eg. to the school counsellor 


 DO demonstrate professional relationships with 
students that cannot be misinterpreted as overly 
personal, intimate or inequitable 


 DO seek advice of the principal if ‘grey’ areas or 
ethical issues arise 


 DO follow procedures re. reporting ‘risk of 
significant harm’ 


 DO follow procedures when you have concerns of 
inappropriate conduct by staff to the principal 


 DO be sensitive regarding being alone with a 
student, e.g. leave the door open 


 DO ensure that full risk assessment has been 
conducted re. any excursions 


 DO be sensitive in situations such as supervision 
of changing rooms 


 DO act in accordance with policies or school 
expectations 


 DON’T engage in a sexual relationship with any 
student nor inappropriately pursue relationships with 
former students 


 DON’T engage in ‘grooming behaviours’ of any kind- 
e.g. developing a special relationship with a student   


 DON’T facilitate student access to pornographic 
materials 


 DON’T provide drugs or alcohol to students 


 DON’T give personal gifts or provide special favours 
to individual students including spending ‘special time’ 


 DON’T engage in private tuition of students from your 
own school or forget to discuss any proposed private 
tuition of other students with your principal (as per any 
other form of proposed secondary employment) 


 DON’T invite a student to your home or visit their 
home except in an emergency or as discussed with 
your principal 


 DON’T drive a student unaccompanied without prior 
approval or without contacting parent /principal except 
in emergency situations 


 DON’T have social contact with a student outside of 
normal duties unless discussed beforehand with 
principal and parental permission obtained. 
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Declaration, Collection Notice and Safe Schools Expectations for Volunteers and Contractors 2021.docx
      Declaration for Volunteers/Contractors

Catholic Schools Broken Bay



This declaration is to be completed by Volunteers or Contractors who are engaged by Catholic Schools Broken Bay but who are not required to hold a Working With Children Check number.



1. This declaration is to be completed by (i) volunteers who will have direct contact with children; and (ii) contractors who will have direct contact with children in the provision of administrative, clerical or maintenance services or other ancillary services, however the work will not ordinarily involve contact with children for extended periods.



Once the person has completed and provided this declaration, the person can commence engagement as a volunteer or contractor.  The completed declaration will be filed securely at the School in accordance with the School’s privacy policy.



2. This declaration does not apply to:



(i) Volunteers and contractors who will provide personal care services to children with disabilities involving intimate contact with those children (such as assistance with toileting, bathing or dressing), or mentoring services as part of a formal mentoring program provided by a government or non-government agency – who will be required to obtain a Working With Children Check (WWCC) Clearance Number (as issued by the NSW Children’s Guardian) as a condition of engagement.  If they do not have this yet, they must apply to obtain this from the NSW Children’s Guardian.



(ii) Contractors whose work will ordinarily involve direct contact with children for extended periods – these contractors will be required to have a WWCC Clearance Number as a condition of engagement. 



(iii) Volunteers (including parents) whose work will involve direct contact with children while attending overnight camps/excursions – are required to obtain a Working With Children Check (WWCC) Clearance Number (as issued by the NSW Children’s Guardian) as a condition of engagement.





		Surname





		First Name



		Middle Name



		Other names/aliases (include all names or aliases used currently or in the past)

		Gender		



Male

Female





		Date of birth (DD/MM/YYYY)





		Place of birth (City, State & Country)

		Telephone





		Address (Number, Street, Suburb/City)





		State



		Postcode



		Name of School














It is an offence for a disqualified person as defined in section 18 of the Child Protection (Working with Children) Act 2012 to undertake or remain in child-related employment.  Without limiting the application of section 18 of the Act, this includes persons who have been convicted of the following offences (including equivalent offences in other states):



· murder of a child;

· manslaughter of a child (other than as a result of a motor vehicle accident);

· an offence involving intentional wounding or causing grievous bodily harm to a child by an adult who is more than 3 years older than the victim;

· the common law offence of rape or attempted rape;

· an offence under the Crimes Act 1900 relating to sexual assault, aggravated sexual assault, aggravated sexual assault in company, assault with intent to have sexual intercourse, indecent assault, aggravated indecent assault, or the attempt to commit any of these offences;

· an offence under the Crimes Act 1900 relating to sexual intercourse-child under 10, Attempting, or assaulting with intent, to have sexual intercourse with child under 10, Sexual intercourse-child between 10 and 16, Attempting, or assaulting with intent, to have sexual intercourse with a child between 10 and 16, Persistent sexual abuse of a child, Procuring or grooming child under 16 for unlawful sexual activity, Sexual offences-cognitive impairment, Sexual intercourse with child between 16 and 18 under special care;

· an offence under the Crimes Act 1900 relating to incest, incest attempts, bestiality;

· an offence under the Crimes Act 1900 relating to Sexual assault by forced self-manipulation, Causing sexual servitude, Conduct of business involving sexual servitude;

· kidnapping unless the offender is or has been the child’s parent or carer;

· an offence under the Crimes Act 1900 relating to Promoting or engaging in acts of child prostitution, Obtaining benefit from child prostitution, Premises not to be used for child prostitution, Production, dissemination or possession of child abuse material;

· an offence under the Crimes Act 1900 relating to injuries to child at time of birth, Abandoning or exposing a child under 7 years;

· an offence under the Crimes Act 1900 relating to Voyeurism, Filming a person engaged in private act, Filming a person’s private parts;

· an offence under the Crimes Act 1900 relating to installing device to facilitate observation or filming

· an offence under the Criminal Code of the Commonwealth relating to Sexual intercourse with child outside Australia, Aggravated offence-child with mental impairment or under care, supervision or authority of defendant, Persistent sexual abuse of child outside Australia;

· an offence under the Criminal Code of the Commonwealth including Procuring child to engage in sexual activity outside Australia “Grooming” child to engage in sexual activity outside Australia;

· an offence under the Criminal Code of the Commonwealth relating to Sexual servitude offences against a child;

· an offence under the Criminal Code of the Commonwealth relating to Using a postal or similar service for child pornography material; or

· attempt, conspiracy or incitement to commit the above offences.



 Declaration



I declare that I am not a disqualified person within the meaning of section 18 of the Child Protection (Working with Children) Act 2012.  I undertake, as a condition of my continuing to perform child-related work (including volunteering) that I will notify the School of any conviction imposed on me for an offence, or finding that I am guilty of an offence, or finding that the charge for an offence against me is proven, where the offence is of the kind referred to in this Declaration.



I am aware that providing false or misleading information in this document may lead to the following:

· the Diocese of Broken Bay withdrawing any offer of engagement that it has made to me; or

· the Diocese of Broken Bay terminating my engagement; and

· the Diocese of Broken Bay considering any false or misleading information I provide, when considering any future applications by me for employment or engagement.

		Signature

		Date







March 2020
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Contractor / Volunteer Collection Notice

		1.

		In offering, applying or agreeing to provide services to the School or Catholic Schools Broken Bay (CSBB), you will be providing [name of School or CSBB] with personal information.





		2.

		If you provide us with personal information, for example your name and address or information contained on your resume, we will collect the information in order to assess your application.  We may also make notes and prepare a confidential report in respect of your application.





		3.

		You agree that we may store this information for a reasonable period of time.





		4.

		The CSBB’s Privacy Policy, accessible on CSBB’s website, contains details of how you may complain about a breach of the Australian Privacy Principles and how you may seek access to and correction of your personal information which the school or CSBB has collected and holds.  However, access may be refused in certain circumstances such as where access would have an unreasonable impact on the privacy of others.  Any refusal will be notified in writing with reasons if appropriate.





		5.

		We will not disclose this information to a third party without your consent unless otherwise permitted to.  We usually disclose this kind of information to Catholic Schools NSW and the Catholic Commission for Employment Relations.





		6.

		We are required to collect information regarding whether you are or have been the subject of an Apprehended Violence Order and certain criminal offences under Child Protection law.  We may also collect personal information about you in accordance with these laws.





		7.

		The school or CSBB may use online or ‘cloud’ service providers to store personal information and to provide services to the school that involve the use of personal information, such as services relating to email, instant messaging and education and assessment applications.  Some limited personal information may also be provided to these service providers to enable them to authenticate users that access their services.  This personal information may reside on a cloud service provider’s servers which may be situated outside Australia.  Further information about the school’s or CSBB’s use of online or ‘cloud’ service providers is contained in the CSBB Privacy Policy.





		8.

		If you provide us with the personal information of others, we encourage you to inform them that you are disclosing that information to us and why.







You can obtain further information about privacy from:

· the School Principal

· The Privacy Officer
Catholic Schools Broken Bay
P O Box 967
Pennant Hills NSW 1715









Safe School Expectations

Undertakings for Contractors and Volunteers

Please note that if you are engaged in a school for work or in a voluntary capacity it is important that you understand children can be vulnerable and need to be protected by safe and trusted adults. Your right to work or volunteer in a school is conditional on understanding that children need to be protected and that you adhere to the conditions listed below.  At any time, this right can be revoked if these conditions are not complied with. 

School/College:				__________________________________________________________

Name of Contractor/Volunteer:		__________________________________________________________

1. On arrival proceed immediately to reception and sign on prior to any work occurring. You will be issued with a visitor tag /id that you must wear whilst on site. Staff and students will look for this tag as you move through the school. 

2. Leave your mobile phone number at the reception in case the Principal needs to contact you. 

3. Do not under any circumstances enter student toilets or change rooms. You are only allowed to use staff/adult toilets if they are available. 

4. Do not use canteen facilities without permission from the Office staff.

5. Do not drink alcohol or smoke on school premises. 

6. Do not interact with any student outside the course of the approved work you are providing to the school. If a student approaches you or you see student behaviour that concerns you advise the teacher closest to you or Principal.

7. You should not to be alone with any student particularly in a closed room (unless approved by the Principal as it relates to the work you are undertaking). 

8. Do not exchange phone or mobile numbers with any student or connect with them through any social media (unless approved by Principal). 

9. Understand that as a contractor or volunteer you are subject to NSW child protection legislation relating to reporting Risk of Significant Harm (Children and Young Persons (Care and Protection) Act 1998 and Allegations Against Employees (Children’s Guardian Act 2019). 

As a contractor/volunteer you are required to be supervised during the time you attend the school. 

Undertaken and statement:

I, ________________________ of __________________________ (service or address) have read the above. I understand points 1-9 and undertake to adhere to these requirements. 

Signature:	_____________________________  	Date:	_______________________________________

Office use only:

Staff name: _______________________________   Signature: ______________________________ 

Date: ___________________________________					 
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