Child Safe @ Williamstown PS
Statement of Commitment to Child Safety
Williamstown Primary School has zero tolerance for child
abuse. We are committed to providing a child safe environment
where children and young people are safe and feel safe, and
their voices are heard regarding decisions that affect their lives.
Particular attention will be paid to the cultural safety of
Aboriginal children and children from culturally and/or
linguistically diverse backgrounds, as well as the safety of
children with a disability.
Every person involved in Williamstown Primary School has a
responsibility to understand the important and specific role he/
she plays individually and collectively to ensure that the wellbeing and safety of all children and young people is at the
forefront of all they do and every decision they make.
In its planning, decision-making and operations Williamstown
Primary School will
1. Take a preventative, proactive and participatory approach to
child safety;
2. Value and empower children to participate in decisions which
affect their lives;
3. Foster a culture of openness that supports all persons to
safely disclose risks of harm to children
4. Respect diversity in cultures and child-rearing practices while
keeping child safety paramount;
5. Provide written guidance on appropriate conduct and behaviour towards children;
6. Engage only the most suitable people to work with children and have high quality staff and volunteer
supervision and professional development;
7. Ensure children know who to talk with if they are worried or are feeling unsafe, and that they are
comfortable and encouraged to raise such issues;
8. Report suspected abuse, neglect or mistreatment promptly to the appropriate authorities;
9. Share information appropriately and lawfully with other organisations where the safety and wellbeing of
children is at risk; and
10. Value the input of and communicate regularly with families and carers.
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Unacceptable behaviours
As staff, volunteers, contractors, and any other member of the school community involved in child
related work we must not:
 ignore or disregard any concerns, suspicions or disclosures of child abuse
 develop a relationship with any student that could be seen as favouritism or amount to ‘grooming’
behaviour (for example, offering gifts)
 exhibit behaviours or engage in activities with students which may be interpreted as abusive and not
justified by the educational, therapeutic, or service delivery context
 ignore behaviours by other adults towards students when they appear to be overly familiar or
inappropriate
 discuss content of an intimate nature or use sexual innuendo with students,
 treat a child unfavourably because of their disability, age, gender, race, culture, vulnerability,
sexuality or ethnicity.
 communicate directly with a student through personal or private contact channels (including by
social media, email, instant messaging, texting etc) except where that communication is reasonable in
all the circumstances, related to school work or extra‐curricular activities or where there is a safety
concern or other urgent matter
 photograph or video a child in a school environment except in accordance with school policy or
where required for duty of care purposes (1)
 in the school environment or at other school events where students are present, alcohol
consumption is prohibited.
Reference:
Ministerial Order 870 – Child Safe Standards August 1st 2016

5.REVIEW
This Code of Conduct is due for formal review in December 2018 although it may be
changed at any time as required after approval by School Council and the Principal or if
legislative or other changes require in the interim (latest August 2016).
History
Version Approval Date
August 2016

Summary of Changes
New Code of Conduct (August 2016)
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Williamstown Primary School
CHILD SAFE STANDARD 4
Screening, Supervision & Training Practices That Reduce
the Risk of Child Abuse by New & Existing Personnel
Rationale
Carefully developed policies and procedures not only help to identify the most suitable persons to work with
children in the school, they can also deter unsuitable persons from applying or being appointed, either in a paid
or voluntary capacity.
Selecting suitable and appropriate people to work with children is vital. Everyone benefits when the best people,
who also share the school’s values about keeping children safe from harm, are chosen. If good care is taken
during the recruitment phase, it is more likely that people who are unsuitable to work with children will be
screened out. Good recruitment practices help to reduce the opportunities for harm to occur by deterring the
‘wrong’ people from applying.
The school needs to be clear about the role and responsibilities of each position, particularly when they involve
working closely with children.
A job description or duty statement should include a clear outline of the role and also state the expectation that
staff must provide a child safe environment. It should clearly spell out:
the organisational context
duties and tasks of the role
qualifications, experience and attributes a person must have
the level of responsibility and supervision associated with the positions about
A well‐developed job description is more likely to attract suitably qualified staff and volunteers. When roles and
responsibilities are unclear, unsuitable people are more likely to apply because the organisation may not look as
professional and capable of identifying unsuitable applicants.
Purpose
 To ensure Williamstown Primary School complies with the legislative requirements of MO 870.
 To ensure the school demonstrates its commitment to creating a child safe culture.
 To raise awareness of the importance of child safety with staff.
 To protect children and reduce any opportunities for abuse or harm to occur.
 To ensure the school selects the best and most suitable staff for any position teaching or non‐teaching.
 To ensure the school develops procedures and practices that reduce the risk of child abuse by new and
existing personnel and are compliant with the Child Safe Standard 4.
 To ensure the promotion of:

the cultural safety of Aboriginal children

the cultural safety of children from culturally and/or linguistically diverse backgrounds

the safety of children with a disability
Implementation
 The school will ensure that newly recruited and existing staff and volunteers understand the importance
of child safety, are aware of the relevant policies and procedures and are trained to minimise the risk of
child abuse.
Recruitment ‐ Screening
 The school will develop clear duty statements and job descriptions and ensure that appropriately qualified
staff conduct interviews.
 Job advertisements will clearly state that the school is committed to child safety. This should be included
in all advertisements, duty statements and other documents.
 Job advertisements will contain statements such as:


We are committed to excellence and to ensuring the safety and wellbeing of children.
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All applicants must have full registration from the Victorian Institute of Teaching and be four year
trained.
Applicants must provide the names of three referees who can comment on previous experience in
relation to the selection criteria.
A valid Working with Children Check and a criminal record check is mandatory.
We are a child safe and equal employment opportunity employer.
Applications from Aboriginal and Torres Strait Islander peoples and from people from culturally
and linguistically diverse backgrounds are encouraged.

Referee checks will be carried out.
The school will ensure decision‐making is rigorous, defensible and transparent.
The school is aware of the requirements of privacy legislation and laws relating to unlawful discrimination.
Applicants will be told what will happen to any information they provide and who will have access to the
information.
Selection processes will be fair and just; however, the safety and wellbeing of children will be the primary
consideration.
During the interview process, applicants will be informed that a Working with Children Check and a
criminal record check will be undertaken.
For further information on avoiding charges of discrimination on the basis of a criminal record, the school
will refer to The Human Rights and Equal Opportunity Commission’s publication “ On the Record:
Guidelines for the Prevention of Discrimination in Employment on the Basis of Criminal Record.
Notwithstanding any of the above, the school will adhere to the recruitment requirements as described in
DET’s Recruitment Guide, July 18 2016.

Post‐Employment Supervision and Ongoing Training

The school has in place a rigorous professional learning program for all staff.

New staff are provided with information about matters such as the philosophy, vision, mission and values
of the school, curriculum, students with medical conditions, school polices, OH&S and routine matters e.g.
yard duty requirements.

Graduate teachers are provided with additional induction opportunities generally over several school
terms, including strategies to enhance teaching and learning.

Mentoring, coaching and in‐house training strategies are used for all staff.

All staff must have a Professional Learning Plan based on the school’s Professional Learning Plan which is
linked to the School Strategic Plan.

Leadership development opportunities are a key component of the school’s professional learning program
for senior staff.

There is a significant budget allocation made for professional learning.

The school is developing a formal induction program for volunteers, external providers (and contractors)
to ensure they have appropriate information about the child safe culture of the school.

The school regularly will provide information, training and education for School Council, staff and
volunteers about child safety on a needs basis, including:










what child abuse is
how to identify and reduce child abuse risks
understanding and appreciating Aboriginal culture and other cultures and languages they may
engage with in their role
the importance of ensuring culturally safe environments for children from culturally and/or
linguistically diverse backgrounds, and how to promote this
the importance of ensuring safe environments for children with a disability, and how to promote
this
what constitutes inappropriate behaviour between children, such as inappropriate sexualised
play, bullying and fighting
what is inappropriate behaviour between children and adults, with reference to the Child Safe
Code of Conduct.

The school will support staff to build resilience and cope with child abuse incidences
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As part of the process, the school will monitor the currency of all Working with Children Checks and advise
staff, volunteers and external providers two months before the expiration date.
The school will know it has successfully implemented Standard 4 when:
 interviews, police record checks (including identity checks), reference checks and Working with
Children Checks (where necessary) are undertaken for staff and volunteers
 recruitment processes select appropriate staff and volunteers, and discourage inappropriate staff
entering the organisation
 relevant staff and volunteers are trained in child safety, and understand and practice appropriate
behaviour

References:
Creating a Child Safe Organisation Guide p.30
An Overview of the Victorian Child Safe Standards State of Victoria, DHHS November 2015
and
Protect – Identifying All Forms of Child Abuse in Victorian Schools 2016

REVIEW AND POLICY HISTORY
This policy is due for formal review in February 2019 although it may be changed at any time as required
after discussion with School Council and the Principal, if an incident occurs or if guidelines change (latest
information update late July 2016)

This document, Standard 4, was ratified by School Council on September 13th 2016.

Williamstown Primary School
CHILD SAFE STANDARD 5
Processes for Responding to & Reporting
Suspected Child Abuse
Rationale
The Child Safe Standards require organisations that provide services for children to have processes for
responding to and reporting suspected child abuse.
Whilst reporting can be difficult to do, people are much more likely to report concerns if there is a clear and
effective reporting process to follow. The safety of the child and the risk of harm must always be the primary
consideration, with due regard for confidentiality and fairness to the person against whom the allegation has
been made.
Organisations have a responsibility to encourage staff, volunteers and children to speak up when they are
uncomfortable or concerned. When there is a well‐publicised reporting process that staff and volunteers are
trained to use, it is more likely that people will raise relevant and important issues about child safety. This
process will also encourage people to give helpful and important information that reduces the risk of all forms of
harm to children, staff and volunteers.
Concerns about the safety and wellbeing of children can range from an uncomfortable feeling through to a
direct observation or a disclosure by a child.
Examples of child safety concerns include:
concerns about a physical environment that may pose a risk to children (this includes health and hygiene issues)
inappropriate or special relationships developing between staff or volunteers and children
inadequate staff–child supervision ratios
breaches of the Child Safe Code of Conduct, particularly if they are persistent
feelings of discomfort about interactions between a staff member or volunteer and a child
suspicions or beliefs that children are at risk of harm
observations of concerning changes in behaviour
children’s disclosures of abuse or harm, which must be reported to Child Protection or the police
This Standard provides guidance on what to do if a child discloses an incident of abuse, or if a parent/carer raises
a concern or allegation of abuse which may have taken place in within the school environment.
Legal Responsibilities
Every adult who reasonably believes that a child has been abused, whether within the school environment or not,
has an obligation to report that belief to authorities.
The failure to disclose criminal offence requires all adults (aged 18 and over) who hold a reasonable belief that a
sexual offence has been committed in Victoria by an adult against a child under 16 years to disclose that
information to police (unless they have a reasonable excuse not to, for example because they fear for their safety
or the safety of another).
While failure to disclose only covers child sexual abuse, all adults should report other forms of child abuse to
authorities. Failure to disclose does not change mandatory reporting responsibilities.
Mandatory reporters (doctors, nurses, midwives, teachers (including early childhood teachers), Principals and
police) must report to child protection if they believe on reasonable grounds that a child is in need of protection
from physical injury or sexual abuse.
The failure to protect criminal offence (commenced on 1 July 2015) applies where there is a substantial risk that a
child under the age of 16 years under the care, supervision or authority of a relevant organisation will become a
victim of a sexual offence committed by an adult associated with that organisation. A person in a position of
authority in the organisation will commit the offence if they know of the risk of abuse and have the power or
responsibility to reduce or remove the risk, but negligently failed to do so.
Further information about failure to protect can be found on the Department of Justice and Regulation website
<www.justice.vic.gov.au/home/safer+communities/protecting+children+and+families/failure+to+protect+offence,
and the Department of Health and Human Services website>
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Purpose
 To ensure Williamstown Primary School complies with the legislative requirements of MO 870.
 To ensure the school demonstrates its commitment to creating a child safe environment.
 To raise awareness of the importance of child safety with staff and the community.
 To protect children and reduce any opportunities for abuse or harm to occur.
 To ensure the school develops procedures and practices that reduce the risk of child abuse and are
compliant with the Child Safe Standard 5.
 To ensure the promotion of:

the cultural safety of Aboriginal children

the cultural safety of children from culturally and/or linguistically diverse backgrounds

the safety of children with a disability
Definitions
‘The school environment’ is defined as anywhere within the school grounds, classrooms, computer and/or
science laboratories, storerooms, offices.
It extends to off‐site locations such as venues for school camps, sporting venues, excursions.
Physical Violence
Physical violence occurs when a child suffers or is likely to suffer significant harm from a non‐accidental injury
or injuries inflicted by another person. Physical violence can be inflicted in many ways, including beating,
shaking, burning or use of weapons (such as, belts and paddles).
Possible physical indicators:
 unexplained bruises
 burns and/or fractured bones
 multiple injuries
 bald patches indicating hair has been pulled out
Possible behavioural indicators:
 showing wariness or distrust of adults
 wearing long sleeved clothes on hot days (to hide bruising or other injury)
 fear of specific people
 unexplained absences
 academic problems
Sexual Offences
Sexual offences occur when a person involves the child in sexual activity, or deliberately puts the child in the
presence of sexual behaviours that are exploitative or inappropriate to his/her age and development. Child
sexual abuse can involve a range of sexual activity including fondling, masturbation, penetration, voyeurism
and exhibitionism. It can also include exposure to or exploitation through pornography or prostitution, as
well as grooming behaviour.
Possible physical indicators:
 presence of sexually transmitted diseases
 pregnancy
 vaginal or anal bleeding or discharge
Possible behavioural indicators:
 displaying sexual behaviour or knowledge that is unusual for the child’s age
 difficulty sleeping
 being withdrawn
 complaining of headaches or stomach pains
 fear of specific people
 showing wariness or distrust of adults
 displaying aggressive behaviour
Serious Emotional or Psychological Abuse
Serious emotional or psychological abuse occurs when harm is inflicted on a child through repeated rejection,
isolation, or by threats or violence. It can include derogatory name‐calling and put‐downs, or persistent and
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deliberate coldness from a person, to the extent where the behaviour of the child is disturbed or their
emotional development is at serious risk of being impaired. Serious emotional or psychological abuse could
also result from conduct that exploits a child without necessarily being criminal, such as encouraging a child
to engage in inappropriate or risky behaviours.
Possible physical indicators:
 delays in emotional, mental, or even physical development
 physical signs of self‐harming
Possible behavioural indicators:
 exhibiting low self‐esteem
 exhibiting high anxiety
 displaying aggressive or demanding behaviour
 being withdrawn, passive and/or tearful
 self‐harming
Serious Neglect
Serious neglect is the continued failure to provide a child with the basic necessities of life, such as food,
clothing, shelter, hygiene, medical attention or adequate supervision, to the extent that the child’s health,
safety and/or development is, or is likely to be, jeopardised. Serious neglect can also occur if an adult fails to
adequately ensure the safety of a child where the child is exposed to extremely dangerous or life threatening
situations.
Possible physical indicators:
 frequent hunger
 malnutrition
 poor hygiene
 inappropriate clothing
Possible behavioural indicators:
 stealing/asking for food
 staying at school outside of school hours
 aggressive behaviour
 misusing alcohol or drugs
 academic issues
Family Violence
Family violence is abuse towards a family member that may include physical violence or threats of violence,
verbal abuse, emotional/psychological abuse, sexual or social abuse.
Possible physical indicators:
 speech disorders
 delays in physical development
 failure to thrive
 bruises, cuts, welts on any part of the body
 internal injuries
Possible behavioural indicators:
 violent and or aggressive play or behaviour
 depression or anxiety
 nervous, withdrawn
 difficulties in adjusting to change
 ‘ acting out’ such as cruelty to animals
 overly compliant, shy, passive withdrawn
 risk taking behaviour
 taking on care‐taker roles prematurely

Racial, Cultural, Religious Abuse
This is conduct that demonstrates contempt, ridicule, hatred or negativity towards a child because of their
race, culture or religion. It may be overt, such as direct racial vilification or discrimination, or covert, such as
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demonstrating a lack of cultural respect (attitude and values) and awareness (knowledge and understanding)
or failing to provide positive images about another culture.
Implementation
 The promotion of a child safe culture is this school’s highest priority.
 The school has zero tolerance of child abuse.
 Physical or sexual abuse of a child is a crime and must be reported to the police.
 The school will ensure all staff, volunteers and external providers are aware that failure to disclose
and failure to protect are now criminal offences under Victorian law.
 While the standards apply specifically to child abuse, the school will look to promoting children’s
health and wellbeing in a broader sense.
 If staff or any other adult has significant concerns for the wellbeing of a child they are encouraged to
report their concerns to DHHS Child Protection or Child FIRST.
 Alternatively, to report concerns about the immediate safety of a child call the Child Protection Crisis
Line on 13 12 78 (24 hours 7 days, toll free).
 The school will take a four‐step approach to incidents of child abuse:

respond to the emergency

report the abuse to authorities

contact parents/carers

provide on‐going support to those involved – children, staff and families
 For full information and a descriptive poster the school will contact www.education.vic.gov/protect
 The school will ensure children know who to talk to if they are worried or are feeling unsafe and
ensure that they are comfortable to do so.
 Children, parents, staff and volunteers will be encouraged and supported in their efforts to protect
themselves and others.
 The school will proactively engage with children in an age‐appropriate manner about abuse.
 The school will utilise a range of strategies to respond to allegations of child abuse depending on
who has who disclosed as follows:
If a Child Discloses an Incident of Abuse
The person to whom the allegation of child abuse has been disclosed will:
 Try to separate the child from the other children discreetly and listen to them carefully.
 Let the child use their own words to explain what has occurred.
 Reassure the child that what they are saying is taken very seriously, it is not their fault and that they
are doing the right thing.
 Explain to them that this information may need to be shared others, such as with their parent/carer,
specific people in the school or the police.
 Not make promises to the child such as promising not to tell anyone about the incident, except that
you will do your best to keep them safe.
 Not leave the child in a distressed state. If they seem at ease in your company, stay with them.
 If you think the child is able to do so, provide her/him with an incident report form to complete, or
complete it together. Please see Appendix 1 attached for a sample Incident Report Form.
 As soon as possible after the disclosure, record the information using the child’s words and report
the disclosure to the Principal/Assistant Principal, Student Welfare Officer, police or DHHS Child
Protection.
 Ensure the disclosure is recorded accurately and that the record is stored securely.
Note 1: If you believe a child is at immediate risk of abuse phone 000 and ask for police.
Note 2: If the discussion has not been with the Principal, she/he must be informed at the earliest
opportunity.
If a Parent/Carer Alleges Their Child has been Abused Within the School Environment or Raises a Concern
The person to whom the allegation of child abuse has been disclosed will:
 Explain that the school has processes to ensure all abuse allegations are taken very seriously.
 Ask about the wellbeing of the child.
 Allow the parent/carer to talk through the incident in their own words.
 Advise the parent/carer that notes will be taken during the discussion to capture all details.
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Explain to them the information may need to be repeated to authorities or others, such as the
Principal/Assistant Principal, the police or DHHS Child Protection.
 Do not make promises at this early stage, except that you will do your best to keep the child safe.
 Provide them with an incident report form to complete, or complete it together.
 Ask them what action they would like to take and advise them of what the immediate next steps will
be.
 Ensure the report is recorded accurately and that the record is stored securely.
Note: if the discussion has not been with the Principal, she/he must be informed at the earliest opportunity.
The school is aware that some people from culturally and/or linguistically diverse backgrounds may face
barriers in reporting allegations of abuse. For example, people from some cultures may experience anxiety
when talking with police and communicating in English may be a barrier for some. The school will be sensitive
to these issues and meet people’s needs where possible, such as having an interpreter present (who could be
a friend or family member).
If an allegation of abuse involves an Aboriginal child, the school will ensure a culturally appropriate response.
A way to help ensure this could include engaging with parents of Aboriginal children, local Aboriginal
communities or an Aboriginal community controlled organisations to review policies and procedures and/or
to provide professional learning for staff.
Some children with a disability may experience barriers disclosing an incident. For example, children with
hearing or cognitive impairments may need support to help them explain the incident, including through sign
language interpreters. Advice on communicating with people with a disability can be found on the
Department of Health and Human Services (DHHS) website www.dhs.vic.gov.au/for‐business‐and‐
community/community‐involvement/people‐with‐a‐disability‐in‐the‐community/communicate‐and‐consult‐
with‐people‐with‐a‐disability/communication‐with‐people‐with‐disabilities

Specific Strategies for Responding to an Incident of Child Abuse
The school will:
 Ensure children are safe, and that procedures for responding to alleged abuse are fair and focus on
child safety, for example by suspending the alleged perpetrator or providing them with alternate
duties pending investigation.
 Provide support and comfort to a child reporting abuse or safety concerns, and never blame or
interrogate a child.
 Contact parents/carers.
 Be culturally aware if the incident involves an Aboriginal child, a child from a culturally and/or
linguistically diverse background or a child with a disability as described above.
 Provide ongoing support or make referrals for support to alleged victims, their families and affected
staff, such as helping them understand their rights and the process that will be followed in
responding to allegations, and assistance in accessing counselling or other support as required.
 Provide support and/or counselling for the staff member or adult who makes the report.
 Undertake timely reviews of the school’s child safe policies and procedures to be followed if child
abuse occurs.
 Review organisational responses following an incident to help drive continuous improvement.
Professional Learning
The school’s Mandatory Reporting Policy requires that an annual professional learning session will be held on
protecting the safety and wellbeing of children and young people (mandatory reporting protocol).
New staff are briefed about their mandatory reporting responsibilities and procedures as part of the
induction procedure.
In addition to this and as soon as practicable, the school will arrange professional learning for all staff
including topics such as:
The school’s zero tolerance policy
Understanding the implications of Standard 5
The Child Safe Code of Conduct
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Responding to child abuse allegations
Understanding cultural sensitivities
Volunteers and external providers will be briefed prior to commencing work within the school.
 The school will know this Standard has been successfully implemented when:
 all legal requirements for reporting suspected child abuse are complied with
 staff and volunteers are aware of actions they should take in the event of an incident or
allegation, including the type of contact that should be reported, who is responsible for
reporting and to whom the report should be made
 allegations of abuse and safety concerns are appropriately recorded and stored securely to
protect privacy
 disciplinary processes, that are clearly defined and understood by all staff and volunteers,
are adhered to when necessary
 adequate and suitable steps are taken to ensure children are safe if an allegation of child
abuse is reported, for example by suspending a worker or providing them with alternative
duties while an investigation is undertaken
 children reporting an allegation of abuse or safety concern are provided with support and
comfort
 culturally safe practices are applied if an Aboriginal child is involved in an allegation of abuse
 if an allegation of abuse involves a child from a culturally and/or linguistically diverse
background, the required steps are taken to ensure the child and child’s family are
supported to understand the situation, including the use of an interpreter if required
 where an allegation of abuse involves a child with a disability, steps are taken to ensure the
child and their family understand the situation and are supported
References:
Creating a Child Safe Organisation Guide p.40
An Overview of the Victorian Child Safe Standards State of Victoria, DHHS November 2015
and
Protect – Identifying All Forms of Child Abuse in Victorian Schools 2016

REVIEW HISTORY
This policy is due for formal review in February 2019 although it may be changed at any time as required after
discussion with School Council and the Principal, if an incident occurs or if guidelines change (latest
information update late 2016)

This document, (Standard 5), was ratified by School Council on September 13th 2016.
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Incident Report Form
The child safe standards require organisations that provide services for children to have processes for
responding to and reporting suspected child abuse. The school will provide this Incident Report form to a child
or their family if they disclose an allegation of abuse or safety concern in the school. Staff also can also use this
resource to record disclosures.
All incident reports will be stored securely.
Incident Details
Date of incident:
Time of incident:
Location of incident:
Name(s) of child/children
involved:
Name(s) of
staff/volunteer involved:
If you believe a child is at immediate risk of abuse phone 000 and ask for Police.

Does the child identify as Aboriginal or Torres Strait Islander?
(Mark with an ‘X’ as applicable)

No

Yes, Aboriginal

Please categorise the incident
Physical violence
Sexual offence
Serious emotional or psychological abuse
Serious neglect

Please describe the incident
When did it take place?

Who was involved?

Yes, Torres Strait Islander
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What did you see?

Other information

Parent/Carer/Child Use:
Date of incident:
Time of incident:
Location of incident:
Name(s) of child/children
involved:
Name(s) of staff/volunteer
involved:

Office Use:
Date incident report received:
Staff member managing incident:
Follow-up date:
Incident reference number:

Has the incident been reported?
Child protection
Police
Another third party (please specify):

Incident reporter wishes to remain anonymous?
(Mark with an ‘X’ as applicable)

Yes

No

Williamstown Primary School
CHILD SAFE STANDARD 6
Strategies to Identify & Reduce or Remove
Risks of Child Abuse
Rationale
All organisations have a duty of care to protect the children they are involved with.
Creating a child safe organisation begins with a clear, evidence‐informed understanding of the potential risks to
children in the setting.
Taking a preventative approach means identifying the potential risks in the school environment. These range
from the impact of the physical environment and how it affects the continual supervision of staff and children to
staff recruitment practices.
Despite the implementation of best‐practice approaches, risks always exist for children who access child‐centred
organisations.
School staff, students and parents are in the best position to know the vulnerabilities and risks within the school
and its activities and how to plan to prevent them.
By adopting a risk management approach, the school is acting in a preventative manner and can reduce the
likelihood of risks becoming realised.
Risk management maximises the school’s ability to deliver on school objectives, to promote sound decision
making and works to safeguard child, student and employee wellbeing.
The risk management process will involve:

establishing the context (internal and external factors, objectives, appetite for risk)

identify the risk,

analysing and evaluating the risk

risk treatment (treat, share, retain, avoid)
Purpose
 To ensure Williamstown Primary School complies with the legislative requirements of MO 870.
 To ensure the school demonstrates its commitment to creating a child safe environment.
 To describe the minimum requirements for child safe risk management in the school.
 To ensure the school develops strategies to identify and reduce or remove risks that are compliant with
the Child Safe Standard 6.
 To ensure the promotion of:

the cultural safety of Aboriginal children

the cultural safety of children from culturally and/or linguistically diverse backgrounds

the safety of children with a disability
 To ensure the school discharges its duty of care towards children.
Definition
‘The school environment’ is defined as anywhere within the school grounds, classrooms, computer and/or
science laboratories, storerooms, offices.
It extends to off‐site locations such as venues for school camps, sporting venues, excursions.
Implementation

The safety and wellbeing of all children is the school’s highest priority.

The school has zero tolerance of child abuse.

At Williamstown Primary School, management of risk is everyone’s responsibility.

To reduce the likelihood of harm, the school will think about and define the risks. (What could go wrong
within the school environment as a whole or for any specific activity?)

Children will be involved in this process, as they may have a very different idea about what makes them
feel unsafe. This will be done formally through the Student Attitude to School Survey, through the JSC,
School and House Captains/Vice Captains and informally through class discussions and one‐on‐one
meetings e.g. with the Child Safe Officer/s.

2







If applicable, Aboriginal children, children from culturally and/or linguistically diverse backgrounds and
children with a disability will be strongly encouraged to provide input
Over a period of time, the Leadership Team will work collaboratively with staff, children, School Council
and the community to:
 formally identify the potential risks within the school’s physical environment e.g. doors that
lock, volunteers working unsupervised with students, volunteers working in the school grounds
during recess periods, other visitors to the school, school boundaries, school camps or
excursions
 consider the risks to children due age related vulnerability, children who have experienced
trauma, neglect or abuse, Aboriginal children, children from a culturally and/or linguistically
diverse background and children with a disability
 identify the risk associated with children working online including cyber bullying, online
grooming, trolling, disclosure of personal details
 consider the opportunities for accidental or accidental harm e.g. poor physical environment
leading to injury, poor supervision, high‐risk activity, pushing, shoving, jostling, slapping,
pinching etc.
 reflect on opportunities for psychological abuse – bullying, ignoring or isolating, lack of respect,
social vilification or discrimination
 document the risks
 identify the level of risk i.e. low, medium or high
 consider the consequences of the risk e.g. moderate, severe
 develop strategies to minimise the risk e.g. require WWC Checks and/or criminal record checks
for all volunteers, increase levels of supervision, change the environment, make it harder for
abuse to occur
 review the risk management strategy annually or if an incident occurs
 set a time frame for completing the risk analysis and incorporating the learnings
 identify a person to lead the ongoing monitoring and review
The school will know that Standard 6 has been successfully implemented when:
 situational risks are considered and understood by all personnel
 steps are put in place to reduce risks where possible
 risk management approaches are regularly reflected on and improved
 specific risks to Aboriginal children, to children from a culturally and/or linguistically diverse
background and children with a disability are identified, assessed and mitigated
Please refer also to the school’s Camps and Excursions Policy, Incursions (Safety of Children Working
with External Providers) Policy, Working with Children Checks – Volunteers and the Visitors to the School
Policy.

References:
Creating a Child Safe Organisation Guide p.46
An Overview of the Victorian Child Safe Standards State of Victoria, DHHS November 2015
and
Protect – Identifying All Forms of Child Abuse in Victorian Schools 2016

REVIEW HISTORY and EVALUATION
This policy is due for formal review in February 2019 although it may be changed at any time as required after
discussion with School Council and the Principal, if an incident occurs or if guidelines change (latest
information update late July 2016)

This document, Standard 6, was ratified by School Council on September 13th 2016.

Williamstown Primary School
CHILD SAFE STANDARD 7
Strategies to Promote the Participation
& Empowerment of Children
Rationale
It must be acknowledged that a significant power imbalance exists between children and adults. Specific efforts
must be taken to ensure the voices of children are heard. Enabling and promoting the participation of children
has many benefits including:
demonstrating a commitment to upholding the rights of children
providing you with the opportunity to check that what the school is doing is actually what children
want
strengthening the commitment of children to the school
building the communication and leadership skills of children
building cultural understanding and respect
enhancing the safety of children
When children are respected and valued, they are much more likely to speak up about issues of safety and
wellbeing. If children feel they cannot express themselves in the school, there is a risk that any harm that is
occurring will remain undiscovered and ongoing.
Becoming a child safe organisation means developing strategies to communicate and engage with all children
who are involved with the school. It is important to ask children when they feel safe, and when they feel unsafe
– their comments may surprise you.
To create a true child safe organisation, it makes sense to ask those you are trying to protect when they feel safe
and when they feel unsafe. Their comments and insight will always be different from the adult perspective.
Well‐intentioned people put policies and procedures aimed at protecting children in place, yet it is rare that
children know these policies exist.
Often children do not know what to do if they feel unsafe or are concerned about something.
The concept of ‘safety’ is very broad and means different things to different people, especially children. It is
much easier to understand the concept of ‘physical’ safety and the need for safe practices around hygiene, road
and water safety, slippery surfaces, pool fencing, sign‐in and sign‐out procedures and staff supervision ratios. All
of these contribute to the physical protection of children.
In a child safe organisation, we also want to promote ‘psychological’ safety.
Even if the physical environment is as safe as we can make it, when children feel unsafe we need to understand
why and respond to their needs. Psychological safety means children feel valued, respected and cared for. They
know they can speak to people if they feel unsafe or unhappy, and that something will be done to address their
concerns. Knowing this increases their self‐esteem, which boosts their confidence and empowers them to speak
up when necessary.
Children also contribute valuable insight and ideas towards the creation of a meaningful child safe organisation.
Children may be able to identify strengths, weaknesses, risks and dangers in activities that may not be identified
by other methods.
Children must be empowered to understand their rights, recognise what abuse is and understand it is not ‘okay’
and that they can do something about it.
Purpose
 To ensure Williamstown Primary School complies with the legislative requirements of MO 870.
 To ensure the school demonstrates its commitment to creating a child safe culture.
 To ensure the school develops strategies to promote the participation and empowerment of children
that are compliant with the Child Safe Standard 7.
 To ensure the promotion of:
 the cultural safety of Aboriginal children
 the cultural safety of children from culturally and/or linguistically diverse backgrounds
 the safety of children with a disability
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Implementation
 The promotion of a child safe culture is this school’s highest priority.
 Over a period of time, children’s views will be sought by:
 consulting directly with children about what they think makes the school safe for them
 giving children age‐appropriate information about the standards of care they are entitled to,
particularly about their rights
 teaching children how to raise concerns, make complaints or let someone know they feel unsafe
 regularly checking with parents and children that they are aware of relevant child safe policies and
procedures and that the child safety culture is visible.

The school envisages that some of the strategies and possible outcomes will be:

Consulting & Talking with
Children
Establish what safety means to
children
Ask children when they feel
safe and when they feel
unsafe.
Educate children about
their rights

Include children in
policy development

Encourage children to develop
their own Code of Conduct






Practical Suggestions
Ensure the physical
environment is safe, warm and
friendly towards children.

Run informal education sessions
on the Convention on the Rights
of the Child.
Teach children that with every
right they enjoy, they need to
meet its corresponding
responsibility.
Undertake activities on rights
versus wants.
Explain what the school is
attempting to do and ask the
children for their ideas,
opinions and suggestions.
Run small discussion groups,
and provide refreshments and
activities. Give regular breaks.
Ask children what is acceptable
behaviour and what is
unacceptable behaviour. This
includes behaviour of adults
towards children, of children
towards adults and of children
towards children.
Formulate a code of conduct
using ‘DO’ and ‘DO NOT’ or ‘WE
WILL’ and ‘WE WILL NOT’
statements.

Possible Positive Outcomes
Children’s insight and responses will
inform the development of the Child
Safe Policy, Code of Conduct and
complaints management process.
The school will be alerted to any
physical danger in the environment.
The children will understand their basic
human rights and also understand they
need to meet their responsibilities.
The children will know the difference
between a ‘right’ and a ‘want’.

The school will have a Child Safe
Policy that children understand and
which represents their suggestions.
Practical suggestions will be
contributing to a physically safe
environment.
The school will have a child
friendly Code of Conduct written by
children for children.
The school will have guidelines
for staff and volunteers about their
interactions, expected behaviour and
relationships with children.

The school will utilise existing forums as well as providing other opportunities for input from children.
Ideas from children will be sought formally by completion of the annual Student Attitude to School Survey,
through the widely representative JSC/SRC as well as informal conversations with small groups lead by the
Child Safe Officer/s and conversations with class teachers.
The school will encourage the participation of Aboriginal children if applicable, children from culturally
and/or linguistically diverse backgrounds and children with a disability to participate in student forums.
The school will know that Standard 7 has been successfully implemented when:
reporting procedures for when a child feels unsafe are accessible for all children
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children understand what child abuse is, and their rights (age appropriate)
children understand how to report an allegation of abuse or concern for their safety to the
school, a trusted adult and external bodies (for example, the police)
children feel safe, empowered and taken seriously if they raise concerns
children feel empowered to contribute to the school’s understanding and treatment of child
safety
children’s reports of concern are responded to appropriately
staff understand how to empower children and encourage their participation



References:
Creating a Child Safe Organisation Guide p.50
An Overview of the Victorian Child Safe Standards State of Victoria, DHHS November 2015
and
Protect – Identifying All Forms of Child Abuse in Victorian Schools 2016
REVIEW HISTORY and EVALUATION

This Standard will be reviewed as part of the school’s three‐year review cycle, if an incident
occurs or if guidelines change (latest information July 2016).

This document, Standard 7, was ratified by School Council on September 13th 2016

Williamstown Primary School
CHILD SAFE STANDARD 2
Child Safe Policy
Background
 The child safe standards require organisations including schools that provide services for children to have
a child safe policy or a statement of commitment to child safety.
 A child safe policy is an overarching document that provides an overview of the key elements of an
organisation’s approach to child safety. It should:

clearly state the organisation’s zero tolerance of child abuse

detail the organisation's child safe processes and procedures, or link to existing documents that
include child safety considerations ‐ for example, its reporting procedures (including leadership
responsibilities), how to respond to an allegation of child abuse, human resources and
recruitment practices, and risk management strategy and procedures

clearly state the organisation’s commitment to cultural safety for Aboriginal children, cultural
safety for children from culturally and/or linguistically diverse backgrounds, and to providing a
safe environment for children with a disability

detail expectations and requirements of staff and volunteers to ensure the protection of children,
and the training and support staff receive

include contact details for people to access information in relation to child safety, such as the
Child Safety Officer. A Child Safety Officer or Student Welfare Officer is a person in the
organisation who has knowledge of child safety issues, and could be a point of contact for others
who have questions or concerns or want to report an allegation of child abuse. The organisation
may consider including child safety officer/champion duties in the person’s job description

include how and when the policy and other child safety tools are reviewed to help the
organisation improve.
 The school recognises that this policy is one of seven standards relating to the school’s child safe culture.
 The school further recognises that a child safe culture will not develop in the short term.
Purpose
 To ensure Williamstown Primary School complies with the legislative requirements of MO 870.
 To ensure the school demonstrates its commitment to creating a child safe culture.
 To raise awareness within the school community of the importance of child safety.
 To empower children who are key stakeholders within our organisation.
 To ensure the school develops and publishes a child safe policy that is compliant with the Child Safe
Standard 2.
 To ensure the school discharges its duty of care towards children.
Implementation
 The safety and wellbeing of children at this school is our highest priority.
 The school is committed to acting in children’s best interests.
 We want children to be safe, happy and empowered. We support and respect all children, as well as our
staff, volunteers and the parent community.
 We are committed to the cultural safety of Aboriginal children, to the cultural safety of children from
culturally and/or linguistically diverse backgrounds, and to providing a safe environment for children with
a disability.
 We have zero tolerance of child abuse, and all allegations and safety concerns will be treated very
seriously and consistently with our robust policies and procedures.
 We have legal and moral obligations to contact authorities when we are worried about a child’s safety,
which we follow rigorously.
 Any staff member who believes that a child is at immediate risk of abuse must phone 000.
 Our school is committed to preventing child abuse and identifying risks early, and removing and reducing
these risks.
 Our school has robust human resources and recruitment practices for all staff and volunteers.
 Our school is committed to regularly training and educating our staff and volunteers on child abuse risks.
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We have specific policies, procedures and training in place that support our leadership team, staff and
volunteers to achieve these commitments.
The school’s Child Safe Policy will be publicly available to help raise awareness about the importance of
child safety in our organisation and demonstrate our commitment to protecting children from abuse.
It will be published on the school’s website and provided to new families on enrolment.
New staff will be provided with a copy and briefed on the school’s attitude to child safety as part of the
induction process.
We will ensure that families and children have the opportunity to contribute to the development and
review of this policy. Where possible we do our best to work with local Aboriginal communities, culturally
and/or linguistically diverse communities and people with a disability.
The school will ensure that procedures for raising and managing complaints and consequences for
breaching of the Child Safe Code of Conduct, are known and understood by everyone. For specific
procedures, please refer to the school’s Complaints & Concerns, Parents Policy.

Our Children
This policy is intended to empower and protect our children who are vital and active participants in the school by
involving them when making decisions, especially about matters that directly affect them. We will listen to their
views and respect what they have to say.
We will promote diversity and tolerance, and people from all walks of life and cultural backgrounds are welcome.
In particular we will:
 promote the cultural safety, participation and empowerment of Aboriginal children (if applicable)
 promote the cultural safety, participation and empowerment of children from culturally and/or
linguistically diverse backgrounds
 ensure that children with a disability are safe and can participate equally in all aspects of school life
Our Staff and Volunteers
This policy guides our staff and volunteers on how to behave with the children in our school.
All of our staff and volunteers must agree to abide by the school’s Child Safe Code of Conduct which specifies the
standards of conduct required when working with children.
The signature of the staff members, volunteers and families attesting to having read, understood and agreeing to
abide by will formalise the Code of Conduct and raise its profile within the school and the community.
All staff and volunteers, as well as children and their families, are given the opportunity to contribute to the
development of the Child Safe Code of Conduct.
Training and Supervision
Training and education is important to ensure that everyone in the school understands that child safety is
everyone’s responsibility.
Our school culture aims for all staff and volunteers (in addition to parents/carers and children) to feel confident
and comfortable in discussing any allegations of child abuse or child safety concerns. We train our staff and
volunteers to identify, assess, and minimise risks of child abuse and to detect potential signs of child abuse.
We also support our staff and volunteers through ongoing supervision to develop their skills to protect children
from abuse, to promote the cultural safety of Aboriginal children, the cultural safety of children from linguistically
and/or diverse backgrounds, and the safety of children with a disability.
New employees and volunteers will be inducted into the school and supervised regularly to ensure they
understand our philosophy and that everyone has a role to play in protecting children from abuse, as well as
checking that their behaviour towards children is safe and appropriate. Any inappropriate behaviour will be
reported through the Principal or Assistant Principal or directly to the Department of Health and Human Services
and Victoria Police, depending on the severity and urgency of the matter.
Recruitment
The school takes all reasonable steps to employ skilled people to work with children. We develop selection criteria
and advertisements which clearly demonstrate our commitment to child safety and an awareness of our social
and legislative responsibilities. Our school understands that when recruiting staff and volunteers we have ethical
as well as legislative obligations.
We actively encourage applications from Aboriginal peoples, people from culturally and/or linguistically diverse
backgrounds and people with a disability.
All people engaged in child‐related work, including volunteers, are required to hold a Working with Children Check
and to provide evidence of this Check.
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Fair Procedures for Personnel
Whilst the safety and wellbeing of children is our primary concern, we also are fair and just to personnel. The
decisions we make when recruiting, assessing incidents, and undertaking disciplinary action will always be
thorough, transparent, and based on evidence.
We record all allegations of abuse and safety concerns using our incident reporting form, including investigation
updates. All records are securely stored.
If an allegation of abuse or a safety concern is raised, we provide updates to families (as appropriate) on progress
and any actions we take.
Privacy
All personal information considered or recorded will respect the privacy of the individuals involved, whether they
are staff, volunteers, parents or children, unless there is a risk to someone’s safety. We have safeguards and
practices in place to ensure any personal information is protected. Everyone is entitled to know how this
information is recorded, what will be done with it, and who will have access to it.
Legislative Responsibilities
The school takes its legal responsibilities seriously, including:
Failure to disclose: Reporting child sexual abuse is a community‐wide responsibility. All adults in Victoria who
have a reasonable belief that an adult has committed a sexual offence against a child under 16 have an obligation
to report that information to the police.
Failure to protect: People of authority will commit an offence if they know of a substantial risk of child sexual
abuse and have the power or responsibility to reduce or remove the risk, but negligently fail to do so.
All teachers are mandatory reporters and must comply with their responsibilities.
Non‐teaching staff have an obligation to report if they form a reasonable belief that a child is at risk of harm.
Risk Management
In Victoria, organisations are required to protect children when a risk is identified (see information about failure to
protect above). In addition to general occupational health and safety risks, we proactively manage risks of abuse
to our children.
We have risk management strategies in place to identify, assess, and take steps to minimise child abuse risks,
which include risks posed by physical environments (for example, any doors that can lock), and online
environments (for example, no staff or volunteer is to have contact with a child in our school on social media).
Risk analysis always forms part of our preparation for school camps and some excursions. The analysis will now
include possible potential for child abuse. The school’s Incursions (Safety of Children Working with External
Providers) Policy already has strategies to minimise the risk of abuse.
 The school will know it has successfully implemented Standard 2 when:
 the school has a child safe policy approved by the School Council
 the school has made public their commitment to child safety
 all School Council members, staff and volunteers are aware of the school’s commitment to child safety
and their duty of care requirements
 all staff and volunteers can easily access and understand the school’s commitment to child safety
 the school’s commitment to child safety includes a commitment to the safety of Aboriginal children,
children from culturally and/or linguistically diverse backgrounds and children with a disability.
 Please refer also to the school’s existing policies all of which are designed to create a safe environment for
children:
Anti‐Discrimination
Contractor Management
Duty of Care
Emergency & Incident Reporting
Camps & Excursions Policy incl
Incursions (Safety of Children Working with
External Providers)
Internet & Social Media
Mobile Phones, Student Use
Police & DHHS Interviews
Staff Code of Conduct

Bullying & Harassment
Discipline, Student (Overview)
Emergency & Critical Incidents
Employment Policy
Information Privacy

Mandatory Reporting
Photographing & Filming Students
Risk Management
Student Engagement
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Visitors to the School
Working with Children Checks –
Volunteers

Volunteer Workers
Working with Children Checks – Staff

References:
VRQA Child Safe Standards Toolkit
Creating a Child Safe Organisation Guide p.22
An Overview of the Victorian Child Safe Standards State of Victoria, DHHS November 2015
and
Protect – Identifying All Forms of Child Abuse in Victorian Schools 2016

5.

REVIEW AND POLICY HISTORY

This policy is due for formal review in February 2019 although it may be changed at any time as
required after discussion with School Council and the Principal, if an incident occurs or if guidelines
change (latest information update late July 2016)

Version Approval Date

Summary of Changes

September 2016

New Policy (July Update 2016)

This document, (Standard 2), was ratified by School Council on September 13th 2016

Williamstown Primary School

Bullying and Harassment Policy
1.

BACKGROUND
Williamstown Primary School strives to provide a safe and friendly learning environment for all children at
all times. Bullying behaviour has no place at this school.

2.

PURPOSE






3.

To create a safe and respectful school environment and prevent bullying, cyberbullying and other
unacceptable behaviours.
To ensure Williamstown Primary School complies with DET policy and guidelines and the legislative
requirements of the Education Reform Act 2006.
To further empower children who are key stakeholders within our organisation.
To ensure the school has in place strategies to enhance compliance with the Child Safe Standards 2,
4 and 7.
To ensure the school discharges its duty of care towards children.

DEFINITIONS
“Bullying” is when someone, or a group of people, deliberately upsets or hurts another person or
damages their property, reputation or social acceptance on more than one occasion. There is an
imbalance of power in incidents of bullying with the bully or bullies having more power at the time due to
age, size, status or other reasons.
Categories of bullying include direct physical bullying (inappropriate touching, hitting, kicking, pinching,
pushing, or damaging property), direct verbal bullying (name calling, insults, teasing, intimidation, racist
remarks or verbal abuse), indirect verbal bullying (lying or spreading rumours, playing nasty jokes,
mimicking or encouraging others to socially exclude someone), cyberbullying (direct verbal or indirect
bullying behaviours using digital technologies including harassment using any mobile device, setting up a
defamatory website or deliberately excluding someone from social spaces) and homophobic bullying on
the basis of sexuality towards children who are same-sex attracted or for those who may not behave
according to gender stereotypes.
Many distressing behaviours are not examples of bullying even though they are unpleasant and often
require teacher intervention and management.

Mutual conflict involves an argument or disagreement between people but not an imbalance of
power. Both parties are upset and usually both want a resolution. Unresolved mutual conflict can
develop into bullying if one of the parties targets the other repeatedly in retaliation.

Social rejection or dislike is not bullying unless it involves deliberate and repeated attempts to
cause distress, exclude or create dislike by others.

Single-episode acts of nastiness or physical aggression are not the same as bullying. If someone is
verbally abused or pushed on one occasion they are not being bullied. Nastiness or physical
aggression that is directed towards many different people is not the same as bullying. However,
this does not mean that single episodes should be ignored or condoned as these are unacceptable
behaviours.
“School” means Williamstown Primary School.

4.

PROCEDURES FOR IMPLEMENTATION





Williamstown Primary School has zero tolerance of bullying and of harassment in any form.
The wellbeing of every child at the school is our highest priority.
The school encourages all children to speak up when bullying or harassment is encountered
The school will
 promote and support a safe and respectful learning environment where bullying is not
tolerated
 provide clear definitions of what is and what is not bullying, including descriptions of the
different subtypes of bullying
 put in place whole-school strategies as outlined in DET’s anti-bullying policy such as the
“Willy Kids are Friendly Kids” program
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ensure the school’s Student Engagement and Behaviour Management Policy includes
processes and strategies to prevent and respond to incidents of bullying and other forms
of unacceptable behaviour
 involve children, staff and parents/carers in updating the Student Engagement and
Behaviour Management Policy
 take a whole-school approach focusing on safety and wellbeing, working in partnership
with parents/carers to reduce and manage bullying
 consistently respond to all incidents of bullying that have been reported to the school and ensure
that planned interventions are used to respond to these incidents
 address cyberbullying as part of its Internet/Social Media Policy (eSmart policy)
 ensure that support is provided to any child who has been affected by, engaged in or witnessed
bullying behaviour
 provide regular updates, within the bounds of privacy legislation, to parents/carers about the
management of incidents
 address cyber bullying as part of its Internet / Social Media Policy
The school will ensure the policy is easily accessible within the school community and published on
the school's website.
If circumstances warrant, the school may consider using Bullying No Way! and the National Safe
Schools Framework.
For further information, the school will refer to the DET resources at the website below.
This policy should be read in conjunction with the:
Williamstown Primary School Internet/Social Media Policy (eSmart policy)
Williamstown Primary School Student Engagement and Behaviour Management
Child Safe Standards

Reference:
www.education.vic.gov.au/school/principals/spag/safety/pages/bullying.aspx

5.

REVIEW AND POLICY HISTORY
This policy will be reviewed annually as part of preparing the Annual Report by School Council and the
Principal or if guidelines change (latest DET update February 2016).

Policy History
Version Approval Date

Summary of Changes

April 2015
April 2016
September 2016

New Policy
Update (Feb 2016)
Update – Child Safe Standards

Williamstown Primary School

Employment
1.

BACKGROUND
Williamstown Primary School recognises that the quality of the workforce is the major factor driving
quality in schools and early childhood services.
The school takes all reasonable steps to employ skilled people to work with children.
The conditions of employment for Teaching Service employees are set out in Part 2.4 of the Education and
Training Reform Act 2006, Regulations and Ministerial Order 199 made under that Act and the Victorian
Government Schools Agreement July 2013.
Employees in the principal class, teacher class and paraprofessional class are employed pursuant to the
Education and Training Reform Act 2006 and are required to have valid and current registration with the
Victorian Institute of Teaching as a condition of employment.
Education support class employees must demonstrate their suitability for employment by providing
evidence of a WWC Check and Assessment Notice.
The Principal has the delegated authority and responsibility within the context of a legislative framework
to manage the recruitment of staff as vacancies arise.
The Recruitment in Schools Guide July 2016 brings together the key aspects of recruitment policy and other
Human Resources policies to assist the school in the recruitment, transfer and promotion of staff to meet
both the short and long term needs, and the professional learning needs and career aspirations of
staff. These policy and procedures outlined apply to all Teaching Service positions other than principal
positions.
The Guide, which is available below, provides comprehensive policy and information concerning
recruitment in schools including the following:
Preferred staffing profile
Vacancy management
Advertising vacancies
Staff with priority status
Selection
Qualifications
Employment, promotion or transfer
Review/grievance
The school recognises the importance of flexible work arrangements and family friendly work practices in
maintaining a diverse, adaptive and high performing workforce.

2.

PURPOSE





3.

To create a contemporary workplace and to build a culture of leadership, learning and renewal.
To ensure, through school recruitment processes the best available applicants are attracted,
recruited, and supported to do their jobs as effectively as possible.
To ensure Williamstown Primary School complies with DET Human Resources Workforce
Management policy and guidelines.
To ensure the school creates a child safe culture consistent with Child Safe Standard 2 (Child Safe
Policy) and Standard 4.

DEFINITIONS
“School” means Williamstown Primary School.

4.

PROCEDURES FOR IMPLEMENTATION






The safety and wellbeing of child at the school is our highest priority.
The school will ensure that its recruitment, induction and ongoing professional learning practices
are rigorous in line with the Child Safe Standard 4.
The school will ensure that a number of mandatory requirements outlined in legislation, orders
made under that legislation, and industrial instruments will be cross referenced where relevant.
The school will develop selection criteria and advertisements which clearly demonstrate a strong
commitment to child safety and an awareness of our social and legislative responsibilities.
The school will actively encourage applications from Aboriginal people, people from culturally
and/or linguistically diverse backgrounds and people with a disability.
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5.

All staff must hold or apply for a Working with Children Check and to provide evidence of this
Check. The Principal may request a criminal records check.
The school will meet the consultative requirements under both the Victorian Government
Schools Agreement July 2013 in relation to matters involving the long‐term planning and
operation of the school including the development of workforce plans and the composition of
selection panels.
Unless otherwise agreed between the Principal and a teacher, a teacher will be in attendance for
a minimum of seven hours daily commencing no less than ten minutes before the morning pupil
instructional session.
Unless otherwise agreed through the consultative arrangements, a schedule of meetings will be
drawn up for the school year, using the consultative arrangements, which may require teachers
to attend meetings of up to two hours per week in addition to the minimum of seven hours daily
attendance, provided that where the meeting is a staff meeting it will be held adjacent to the
normal school day and normally will be no longer than one hour.
When scheduling meetings and other duties, the Principal will be cognisant of the workload
implications.
A teacher may be required to carry out other duties for up to one hour in addition to the
attendance requirements set out above subject to prior consultation and mutual agreement as to
the time, date and type of duties to be undertaken.
Within the daily hours of attendance, a teacher is entitled to a paid lunch period of not less than
thirty minutes free from assigned duties.
An employee may request a flexible work arrangement to assist them to balance their work and
life/family commitments. Requests will be assessed by the Principal on a case‐by‐case basis
taking into account legislative requirements and the needs of both the employee and the
workplace.
The school will support the induction of new teachers by being explicit about the values and
expectations that inform and reflect the behaviours and practices of staff within this school.
Please refer to the Working with Children Checks – Staff Policy and the Staff Code of Conduct
(General) Policy and the Child Safe Standards.
References:
www.education.vic.gov.au/school/principals/spag/hr/pages/hr.aspx
www.education.vic.gov.au/hrweb/employcond/Pages/crimcheck.aspx
www.education.vic.gov.au/hrweb/employcond/Pages/certagree.aspx
www.education.vic.gov.au/hrweb/employcond/Pages/conduct.aspx
www.education.vic.gov.au/hrweb/employcond/Pages/legislat.aspx
and
Suitability for Employment Policy (Manual) 2 February 2016

REVIEW AND POLICY HISTORY
This policy is due for formal review in August 2019 although it may be changed at any time as required
after discussion with School Council and the Principal or if guidelines change (latest DET update mid July
2016).

Policy History
Version Approval Date

Summary of Changes

September 2016

New Policy

Williamstown Primary School

Mandatory Reporting Policy
1.

BACKGROUND
School staff have a duty of care to protect the safety, health and wellbeing of children in their care. If a
staff member has concerns about the safety, health and wellbeing of children in their care it is
important to take immediate action.
Any staff member in a position of authority, who becomes aware that an adult associated with their organisation
(such as an employee, contractor, volunteer or visitor) poses a risk of sexual abuse to a child under the care,
authority or supervision of the organisation, must take all reasonable steps to remove or reduce that risk. This
may include, for example, removing the adult from child‐related work pending investigation. If a staff member in
a position of authority fails to take reasonable steps in these circumstances, this may amount to a criminal
offence.
The offence applies only to adults in a position of authority within an organisation, including Principals, senior
school staff, regional directors and other senior managers.
In the case of a child who may be in need of protection or therapeutic treatment, or where there are significant
concerns about the wellbeing of a child, school staff can discharge this duty of care by taking action which
includes reporting their concerns to the DHHS Child Protection or another appropriate agency and notifying the
Principal or a member of the School Leadership Team of their concerns and the reasons for those concerns.
Child abuse can have a significant effect on a child’s physical or emotional health, development and wellbeing.
The younger a child the more vulnerable he/she is and the more serious the consequences are likely to be.
Types of child abuse include physical abuse, sexual abuse, emotional abuse, neglect, medical neglect, family
violence, human trafficking (including forced marriage) or sexual exploitation (including pornography and
prostitution).
Other reports to DHHS Child Protection may be needed for risk‐taking behaviour, female genital mutilation, or a
child or young person exhibiting sexually‐abusive behaviours.
There are many indicators of child abuse and neglect. The presence of a single indicator, or even several
indicators, does not prove that abuse or neglect has occurred. However, the repeated occurrence of an indicator,
or the occurrence of several indicators together, should alert teachers to the possibility of child abuse and
neglect.
Any person may make a report if they have significant concerns for the wellbeing of a child.

2.

PURPOSE









To define the roles and responsibilities of school staff in protecting the safety and wellbeing of
children and young people.
To enable staff to identify the indicators of a child or young person who may be in need of
protection.
To empower staff to make a report of a child or young person who may in need of protection.
To ensure Williamstown Primary School complies with the Mandatory Reporting requirements
of the Children, Youth and Families Act 2005, the Crimes Act 1958 and other legislation.
To ensure the school complies with DET policy and guidelines.
To ensure the safety of children through the creation and maintenance of a child safe
environment.
To ensure the school complies with Child Safe Standard 5.
To develop a child safe school that fosters and develops a culture in which everyone – staff,
volunteers, parents/carers and children – feel confident, enabled and supported to safely disclose
child safety concerns.

3. DEFINITIONS
“Mandatory reporting” is the obligation by law of persons belonging to the following categories of
persons to report concerns about the health, safety, wellbeing of children and young people.

Teachers registered to teach or who have permission to teach pursuant to the
Education and Training Reform Act 2006 (Vic)

Principals of government and non‐government schools

Registered medical practitioners
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Nurses

All members of the police force
A “reasonable belief “or a “belief on reasonable grounds” is not the same as having proof but is more
than mere rumour or speculation. A “reasonable belief” is formed if a reasonable person in the same
position would have formed the belief on the same grounds. For example, a “reasonable belief” might
be formed if:

a child states that they have been physically or sexually abused

a child states that they know someone who has been physically or sexually abused
(sometimes the child may be talking about themselves)
someone who knows a child states that the child has been physically or sexually

abused

professional observations of the child’s behaviour or development leads a professional
to form a belief that the child has been physically or sexually abused or is likely to be
abused

signs of abuse lead to a belief that the child has been physically or sexually abused.
“Reasonable grounds” include abandonment of the child, death or incapacitation of the child’s parents, the
child has suffered or is likely to suffer significant harm from physical, sexual or emotional causes or if the
child’s parents or unwilling to care for the child.
A report should be made to DHHS Child Protection in circumstances where, for example:






the child is engaging in risk‐taking behaviour
female genital mutilation has occurred, or there is a risk of it occurring
there is a risk to an unborn child
a child or young person is exhibiting sexually‐abusive behaviours
there are indications that a child is being groomed. For information see: Department of
Justice and Regulation – Grooming offence.

“School” means Williamstown Primary School.

4.

PROCEDURES FOR IMPLEMENTATION













The safety of every child at the school is our highest priority.
The school has a zero tolerance of child abuse.
Mandatory reporters, who believe on reasonable grounds that a child or young person is in
need of protection from physical injury or sexual abuse, must make a report as soon as
practicable to the Department of Human Services (DHHS) Child Protection.
All other school staff who form a belief on reasonable grounds that a child or young person is in
need of protection are encouraged to report their concerns to DHHS Child Protection or
Victoria Police.
If staff have significant concerns for the wellbeing of a child or young person they are
encouraged to report their concerns to DHHS Child Protection or Child FIRST.
In case of emergency or if a child is in immediate danger the school will contact Triple Zero
(000) or the local police station.
Alternatively, to report concerns about the immediate safety of a child within their family unit
to DHHS Child Protection, call the Child Protection Crisis Line on 13 12 78 (24 hours 7 days, toll
free
All concerns also must be reported immediately to and discussed with the Principal or in his/her
absence, the Assistant Principal or DET. The staff member can then make their own assessment
about whether or not to make a report.
All staff should gather information and keep comprehensive notes that include the full name,
date of birth and residential address of the child or young person, are dated, include reasons
for the concerns, action taken and details of any other agencies that are involved with the child
or young person if known.
Staff should notify the Victoria Police if there is a reasonable belief that a criminal offence may
have been committed.
In the case of international children, the Principal will notify the International Education
Division on (03) 9637 2990 to ensure that appropriate support is arranged for the child.

3


















In the case of Koorie children, the Principal will notify the Regional Office to ensure that the
regional Koorie support officer can arrange appropriate support for the child.
DHHS Child Protection and/or Victoria Police may conduct interviews of children and young
people at the school without the parent’s knowledge or consent.
DHHS Child Protection and/or Victoria Police will notify the Principal of their intention to
interview the child or young person on the school premises.
Interviewing children and young people at school should only occur in exceptional
circumstances and if it is in the best interests of the child to proceed in this manner.
When DHHS Child Protection practitioners/Victoria Police officers come to the school premises,
the Principal will request to see identification before permitting them to have access to the
child or young person.
When a child or young person is being interviewed by DHHS Child Protection and/or Victoria
Police, school staff will arrange to have a supportive adult present with the child or young
person.
It is important that, after a critical incident occurs or is disclosed, the school develops strategies
to support all children who may have been involved in or impacted on by the incident. Support
plans should be developed in consultation with parents/carers. It is also important to involve in
the planning process any external organisations that are providing support to children.
The identity of a reporter must remain confidential unless the reporter chooses to inform the
child, young person or parent of the report, the reporter consents in writing to their identity
being disclosed or a Court or Tribunal decides that it is necessary for the identity of the reporter
to be disclosed or the reporter is required to provide evidence.
If a report is made in good faith, it does not constitute unprofessional conduct or a breach of
professional ethics on the part of the reporter. The reporter cannot be held legally liable in
respect of the report.
An annual professional learning session will be held on protecting the safety and wellbeing of
children and young people (mandatory reporting protocol).
New staff will be briefed about their mandatory reporting responsibilities and procedures as
part of the induction procedure.
If a report of sexual abuse is received from a former child, the school will contact the Department’s
Critical Incident Advisory Unit on (03) 9637 2934..
Please refer also to the school’s Duty of Care Policy, the Police & DHHS Interviews Policy, the
Information Privacy Policy and the Child Safe Standards.

Reference:
www.education.vic.gov.au/school/principals/spag/safety/pages/childprotection.aspx

5.

REVIEW AND POLICY HISTORY
This policy is due for formal review in April 2019 although it may be changed at any time as
required after approval by School Council and the Principal or if guidelines change (latest DET
update January 2016).

Policy History
Version Approval Date

Summary of Changes

September 2014
October 2015
April 2016
September 2016

New Policy
Policy Update
Policy Update (Feb 2016)
Update – Child Safe Standards

Williamstown Primary School

Risk Management
1.

BACKGROUND
A strong risk culture does not mean a culture of risk aversion. Risk management maximises the ability to
deliver on school objectives, promotes sound decision making, works to safeguard child, student and
employee wellbeing and contributes to meeting community and Government expectations for
accountable and responsible use of public resources.
School staff must use DET’s Risk Management Policy as detailed in the Enhanced Risk Management Policy,
see: Risk Management – Risk Framework (Download ERM Policy)
The core aim of the policy is the proactive management of risk and opportunities and to improve decisions
and outcomes.
Principals are responsible for:

identifying and managing risks which affect or may impact their responsibilities

ensuring that risk strategies and processes are in place

promoting the application of risk management including providing appropriate risk
management training

aligning resource allocation, decision making and corporate governance with risk
management

monitoring and reviewing identified risks in a systematic and timely manner

ensuring appropriate records of assessed risks are maintained.
A critical element of delivering effective risk management is to apply the standard process in all areas.
This can include:
 Occupational Health and Safety risk management for staff and children
 emergency management planning and incident reporting
 financial management planning including School Council financial audits
 the School Accountability and Improvement Framework
 the Department’s Fraud Control Framework and School Council governance processes
 the Education Outdoors planning process
 reputation management.
School Councils must inform the Minister and the DET of known major risks to the effective operation of
the school and the risk management systems that it has in place to address these risks (based on Section
81 (1b) of the Public Administration Act 2004).

2.

PURPOSE






3.

To detail the minimum requirements for risk management in the school.
To ensure Williamstown Primary School complies with DET guidelines and the
provisions of the Public Administration Act 2004 (Section 81, Part 1b).
To ensure better planning and decision making to improve educational outcomes through a risk
management culture.
To ensure the school complies with Child Safe Standards 1, 2 & 6.
To ensure the school discharges its duty of care towards children.

DEFINITIONS
“School” means Williamstown Primary School.

4.

PROCEDURES FOR IMPLEMENTATION




The safety and wellbeing of children is our highest priority.
At this school, management of risk is everyone’s responsibility.
The risk management process will involve:
 establishing the context (internal and external factors, objectives, appetite for risk),

2










 identifying the risk,
 analysing and evaluating the risk and
 risk treatment (treat, share, retain, avoid)
The school will maintain a Risk Register detailing all risk to school visions, objectives and goals as
well as risks to governance and any other business activities. It will not include OH&S hazards
which are to be captured in accordance with the OH&S Management System, see: Health, Safety
and WorkSafe ‐ OHS Management System (OHSMS). A sample register which can be edited and
has automatic tools embedded is available, see: Risk Management in Schools – Risk Register.
A subordinate Risk Register may be established for specific activities such as travel/excursions or
projects see: Risk Management in Outdoor Education – Education Outdoor tools.
The Leadership Team and the School Council will regularly review the Risk Register to ensure
controls remain effective, treatments are being implemented and residual risks remain tolerable.
The school’s risk management, improvement and accountability processes will be monitored and
coordinated by either a staff member, management committee or an existing school standing
committee taking it on as an additional responsibility.
A program of risk management training including an element in induction training will be utilised.
The online module may assist in getting started, see: Risk Management ‐ Online Risk Module.
The school will undertake risk analysis for school camps and/or adventure activities.
The school will notify WorkSafe of incidents occurring at the school resulting in:

the death of a person

serious injuries

an electric shock

immediate medical treatment as an in‐patient in a hospital or medical treatment
within forty‐eight hours of exposure to a substance

the collapse or partial collapse of any part of a building or structure

an implosion, explosion or fire

the escape, spillage or leakage of any substance, including dangerous goods as
defined in the Dangerous Goods Act 1985

the fall or release from a height of any plant equipment, substance or object

Child Safe Risk Management
 Over a period of time, the Leadership Team will work collaboratively with staff, children, School
Council and the community to:
 formally identify the potential risks within the school’s physical environment e.g. doors that
lock, volunteers working unsupervised with children, volunteers working in the school grounds
during recess periods, other visitors to the school, school boundaries, school camps or
excursions
 consider the risks to children due age related vulnerability, children who have experienced
trauma, neglect or abuse, Aboriginal children, children from a culturally and/or linguistically
diverse background and children with a disability
 identify the risk associated with children working online including cyber bullying, online
grooming, trolling, disclosure of personal details
 consider the opportunities for accidental or accidental harm e.g. poor physical environment
leading to injury, poor supervision, high‐risk activity, pushing, shoving, jostling, slapping,
pinching etc.
 reflect on opportunities for psychological abuse – bullying, ignoring or isolating, lack of
respect, social vilification or discrimination
 document the risks
 identify the level of risk i.e. low, medium or high
 consider the consequences of the risk e.g. moderate, severe
 develop strategies to minimise the risk e.g. require WWC Checks and/or criminal record
checks for all volunteers, increase levels of supervision, change the environment, make it
harder for abuse to occur
 review the risk management strategy annually or if an incident occurs
 set a time frame for completing the risk analysis and incorporating the learnings
 identify a person to lead the ongoing monitoring and review

Please refer also to the Camps and Excursions Policy, the Accident Recording & Reporting Policy,
the Emergency & Incident Reporting Policy and the Child Safe Standards.
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References:
www.education.vic.gov.au/school/principals/spag/governance/pages/risk.aspx
www.education.vic.gov.au/Documents/school/principals/management/ohsriskmgtprocedures.aspx
www.education.vic.gov.au/Documents/school/principals/management/ohsriskregister.xlsx

5.

REVIEW AND POLICY HISTORY
This policy is due for formal review in August 2019 although it may be changed at any time as required
after discussion with School Council and the Principal or if guidelines change (latest DET update late
February 2014 [OH&S] and late July 2016 – Child Safe Standards).

Policy History
Version Approval Date

Summary of Changes

June 2015
September 2016

New Policy
Child Safe Standards

Williamstown Primary School
www.education.vic.gov.au/school/principals/spag/health/pages/infectiousdiseases.aspx

Visitors to the School
1.

BACKGROUND
DET encourages schools to increase experience of the cultural and social features of the community,
ensure parents/guardians partner in their children’s development and create strong partnerships
with community services, other schools, businesses and the wider community.
Schools are not public places and the safety of students and staff, the potential risks posed by visitors
and the purpose and potential benefits must be major considerations.

2.

PURPOSE




3.

To ensure the school effectively manages visitors to school premises.
To ensure Williamstown Primary School complies with legislative requirements and DET policy
and guidelines.
To ensure the school complies with the Child Safe Standards 1,2 & 6.

DEFINITIONS
“School” means Williamstown Primary School.
“Visitors to the school” may include, but are not limited to, prospective parents, potential
employees, those who are addressing learning or developmental needs (such as parent and
community volunteers), invited speakers, sessional instructors, representatives of community,
business and service groups, local members of the State and Commonwealth Parliaments, those who
are conducting business such as book sellers, official school photographers, uniform suppliers and
commercial salespeople, tradespeople, talent scouts, children’s services agents, police and child
protection workers, WorkSafe officers.

4.

PROCEDURES FOR IMPLEMENTATION
 The safety of children is the highest priority for this school.
 The Principal will:
 implement Department and school level policies and procedures
 be responsible for visitors allowed into school
 ensure that as a minimum a record of all visitors to the school is kept in the event of a
school emergency or any future investigation
 ensure that visitors where required have the appropriate approvals to work with
children
 ensure that any programs or content delivered by visitors (other than Special Religious
Instruction) complies with the requirement that education in Victorian government
schools is secular
 ensure that any programs delivered by visitors are delivered in a manner that supports
and promotes the principles and practice of Australian democracy including a
commitment to the following, as outlined in s 1.2.1 of the Education and Training
Reform Act 2006 (Vic):
 elected government
 the rule of law
 equal rights for all before the law
 freedom of religion
 freedom of speech and association
 the values of openness and tolerance
 In consultation with the community, The Principal will consider what type of visitor is
permitted and/or encouraged.
 Considerations will include the safety needs of staff and students, the purpose of the visit,
educational merit and consistency with curriculum objectives, appropriateness for the age
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group, legal requirements (privacy, photographing of students, mandatory reporting) legal
requirements and procedures to be implemented.
Consideration will also be given to making a distinction between community‐based, not‐for‐
profit groups and visitors with commercial, advertising or marketing purposes.
Visitors working with children or who will be in an area where children move freely about,
learn or play will be required to have a current Working with Children Check.
The Principal on behalf of School Council may determine that an exemption to this applies on
a case‐by‐case basis.
The Principal will determine:

how to communicate policies and procedures to staff, visitors and community

how to impose conditions on visitors, if required

how to manage and maintain a written record of all visitors

whether visitors will be required to wear a distinguishing badge

circumstances for visitors to be accompanied by a member of staff

that visitors delivering programs directly to students are adequately supervised by
teaching staff of the school, in order for the school’s duty of care to be discharged
to those students

the familiarisation with school routines, including the emergency management
plan, required for regular visitors

when parents will be notified in advance about visitors to the school

requirements for parental permission for students to participate in programs or
related activities delivered by visitors.
As a minimum the school will require all visitors arriving and departing during school hours to
use a visitors’ book or Passtab, to record their name, their signature, the date, time and
purpose of the visit.
The Principal will:
 ensure the content of presentations and addresses contributes to the development
of students’ knowledge and understanding
 extend the invitation to external speakers to support its educational program, rather
than allowing groups to use the school as a forum to advance their causes or beliefs,
particularly if speaking on a controversial matter
 brief presenters about the nature of the school and its community
 ensure that visitors do not present information or programs that may conflict with
the Education and Training Reform Act 2006, policies of the Department and the
school
 respect the range of views held by students and their families.
Talent scouts require special consideration by the Principal including the enrichment value of
the proposed activity.
The school will need to determine whether the school community prefers independent
contact out of school hours or supports the school facilitating contact between students
and talent scouts for activities such as children’s choirs, orchestras, drama groups, sporting
associations, film companies or modelling agencies.
Out‐of‐school‐hours contact on school property may be desirable. In such circumstances
School Council will determine if a fee is payable.
For persons who are authorised to enter on to the school premises, for a specific
purpose (e.g. WorkSafe or Environmental Health Officers), school procedures will set out:
 the process for checking the identification and authorisation of such persons
 the process for recording their attendance
 who should facilitate their entry on to the school premises in a manner consistent with
the authorisation.
The school may refer to the DET resource Template Policies – Visitors in Schools Template
(site locked).
Please refer also to the school’s Child Safe Policy, Mandatory Reporting Policy, Privacy
Policy, Volunteers Policy and the Photographing & Filming Students Policy.
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Reference:
www.education.vic.gov.au/school/principals/spag/safety/pages/visitors_in_schools.aspx
http://www.education.vic.gov.au/about/programs/health/protect/Pages/default.aspx

5.

REVIEW AND POLICY HISTORY
This policy is due for formal review in February 2019 although it may be changed at any time as required
after discussion with School Council and the Principal or if guidelines change ((latest DET update mid‐
February 2016).

Policy History
Version Approval Date

Summary of Changes

August 2014
November 2015
September 2016

New Policy
Policy Update
Policy Update ( February 2016 and Child Safe Standards August)

Williamstown Primary School

Volunteers Policy
1.

BACKGROUND
Williamstown Primary School recognises that education is a collaborative partnership involving staff,
parents, caregivers and members of the community. Through the additional skills and perspective
of volunteers and visitors their contribution can significantly add to the human resources available to
the school. Volunteers require encouragement, effective management, support and recognition.
While the School encourages an open and friendly learning environment, which values and
actively encourages volunteers and visitors, it also recognises that the School has legal obligations to
comply with, including its duty of care to its staff and students to provide a safe and secure
environment at all times. At the same time, it is important that volunteers and visitors feel welcome
and comfortable in a friendly school environment that values their input.

2.

PURPOSE
The aim of this policy is to:










3.

Provide a safe and secure environment for our students, staff and resources.
To ensure the school complies with the Child Safe Standards 1,2 & 6.
Establish procedures and practices at the School that comply with its legal obligations,
(including in relation to the Working With Children Act 2005) and minimise the risk of
injury or harm to students and staff arising from the presence of Volunteers or Visitors
participating in activities organised by the School (either on the School’s grounds or an
alternative location).
Ensure volunteers understand their role and have appropriate training and support
from the School’s staff to enable them to effectively perform activities required of
them.
Encourage and maximise the number of volunteers assisting with School activities.
To explain the legal rights of volunteer workers in the school.
To provide assurance to our volunteer workers regarding their legal rights and
responsibilities.
To ensure Williamstown Primary School complies with DET policy and guidelines and
legislative requirements of the
 Education and Training Reform Act 2006 ‐ sections 5.6.2, 5.6.3
 Workers Compensation Act 1958
 Wrongs Act 1958 – section 37(1)
 Ministerial Order 870 –Child Safe Standards

DEFINITIONS
A “volunteer” is a person who voluntarily engages in school work or approved community work,
without payment or reward.
School work means:

carrying out the functions of a School Council

any activity carried out for the welfare of a school, by the School Council, any parents’ club
or association or any other body organised to promote the welfare of the school

any activity carried out for the welfare of the school at the request of the Principal or School
Council

providing any assistance in the work of any school or kindergarten

attending meetings in relation to government schools convened by any organisation which
receives government financial support.
This is a broad definition, and means that volunteers who participate in school community activities,
such fundraising and assisting with excursions, are well protected from legal action by others.
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Important: “Voluntary” work carried out to meet Centrelink requirements
People who perform unpaid work in schools under the “Work for the Dole” program and
“Community Work” programs administered by Centrelink have insurance cover provided by the
Federal Department of Education, Employment and Workplace Relations, and may perform work in
schools.
Other Centrelink benefit recipients involved in “voluntary” work in order to fulfil their recipient
obligations are not covered by an Australian Government insurance scheme. Schools may
however accept this group of Centrelink benefit recipients to work as volunteers in Victorian
government schools and note that they are insured by the Department.
“School” means Williamstown Primary School.
4.

PROCEDURES FOR IMPLEMENTATION

















The safety of children is the highest priority for this school.
Volunteers are actively encouraged to partake in school activities, and will be invited
to do so.
The School will regularly communicate opportunities for Volunteers to participate in
activities including by publishing notices in the weekly Newsletter, advising parents at
year level information evenings and in other informal ways. The compliance
requirements outlined in this Policy for Volunteers/Visitors at the School will be
regularly published in the School Newsletter.
All volunteers must have a current Working with Children Check and this must be
recorded at the school office prior to volunteer work being undertaken.
Volunteers will be required to register at the administration office daily and wear a
visitors badge whilst in the school. Volunteers will be invited to use the staff room and
facilities.
Prior to the commencement of any volunteering activities, the School will provide
appropriate training/orientation programs for Volunteers to enable them to
understand their role and to provide clarity about what is expected and how they can
positively contribute to the School’s programs. This training should cover a range of
issues relating to the activity and may include confidentiality, privacy, safety and legal
liability.
As part of this training, all Volunteers are to receive a copy of this policy (and any other
relevant School documents) clarifying their obligations as a Volunteer.
In addition, staff directly supervising Volunteers performing activities either in the
classroom or elsewhere will, prior to the commencement (and as required), provide
clear direction and support regarding what is required and expected in performing the
activities.
All volunteers assisting in School activities inside the classroom are required to sign the
School’s Confidentiality Agreement (see Appendix 1) prior to commencing work at the
School.
It is the responsibility of the School to maintain and keep updated a register of all
WWCC/Police Records Checks held by Volunteers or Visitors. The School Office staff
must sight and retain copies of a WWCC Card and Police Records Check (where
required under this policy or by law) and place them on the School’s register.
The School’s Emergency Management procedures will ensure that all
Volunteers/Visitors within the School at any time of an emergency or an emergency
practice drill will be recognised and included.
All School staff will be encouraged to be proactive and make enquiries of any
unidentified Volunteer or Visitor (i.e. any person at the School who they believe may
fall under the definition of Volunteer or Visitor and who is not wearing a badge
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identifying them as such) and refer them to the Administration Office to comply with
the School’s policy.
 Volunteer workers are covered by DET’S Workers Compensation policy if they suffer
personal injury in the course of engaging in school work or when travelling to or from
the place where the school work is to occur.
 Volunteer school workers are not liable in any civil proceedings for anything done, or
not done, in good faith in providing a community service.
 If a volunteer school worker suffers damage to his or her property in the course of
carrying out school work, the Minister may authorise such compensation as the
Minister thinks reasonable in the circumstances. Claims of this nature are to be
directed to:
The Manager
Liability Services Unit
Executive and Ministerial Services
Department of Education and Early Childhood Development
Level 3, 2 Treasury Place
East Melbourne 3002
 It is the responsibility of the School Council appointed Coordinator to ensure that volunteers
working at working bees comply with OH&S requirements. Please refer to the website below
with links to Volunteer Workers and Working Bees.
 Please also refer to the school’s Child Safe Policy and the Working with Children Check‐
Volunteers Policy
Reference:
www.education.vic.gov.au/school/principals/spag/community/Pages/volunteers.aspx
http://www.education.vic.gov.au/about/programs/health/protect/Pages/default.aspx
www.education.vic.gov.au/school/principals/spag/hr/pages/hr.aspx
www.education.vic.gov.au/hrweb/employcond/Pages/crimcheck.aspx
and the
Suitability for Employment Policy (Manual) 2 February 2016
REVIEW AND POLICY HISTORY
This policy is due for formal review in February 2019 although it may be changed at any time as
required after discussion with School Council and the Principal or if guidelines change (latest
DET update August 2016)
Version Approval Date
August 2014
August 2015
April 2016

Summary of Changes
New Policy
Policy Update
Policy Update (November 2015)
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September 2016
Policy Update
(August 2016‐ Child Safe)

Williamstown Primary School

Working With Children Check ‐ Staff
1.

BACKGROUND
As part of the process for maintaining high standards of conduct and professionalism in the workplace, it
is essential that Principals/Managers ensure that the DET's procedures for criminal record checks are
implemented.
Verification of a satisfactory criminal record is achieved by ensuring the employment of new employees
and engagement of volunteers proceeds in accordance with DET’s policy (for Victorian Public Servants),
and legislative obligations pursuant to the Working with Children Act 2005 (for school based non‐
teaching employees and volunteers), and to the Education and Training Reform Act 2006 Part 2.6
Victorian Institute of Teaching (for Principals and teachers).
The DET has developed procedures for the conduct of criminal records checks for all school based and
non‐school based employees, including arrangements that allow for the acceptance of the criminal
records check conducted by the Victorian Institute of Teaching and Working with Children Checks to
meet the DETs pre‐employment suitability for employment requirements. These procedures apply to:
persons employed under the Education and Training Reform Act 2006
persons employed under the Public Administration Act 2004
volunteers
casual employees including Casual Relief Teachers
student teachers and interns
contractors
home‐stay families
The authority for the policy and procedures is Ministerial Order 199 ‐ which applies to the principal
class, teacher class, and education support class employed by the Department, and Ministerial Order
200 for all non‐teaching staff and casual relief teachers employed by School Councils.
If an employee has criminal offences or a professional disciplinary outcome that may result in them
failing a WWC Check, the employee may be issued with an Interim Negative Notice or a Negative
Notice. An Interim Negative Notice means the Department of Justice is intending to issue a Negative
Notice and will provide the employee with an opportunity to explain why s/he should not be given a
Negative Notice.
An employee or volunteer who receives an Interim Negative Notice or a Negative Notice is required
by law to inform their employer within seven days.
If a Principal or Manager becomes aware that an employee has been issued an Interim Negative
Notice or a Negative Notice, they must contact the Employee Conduct Branch immediately.
Employees in the principal class, teacher class and paraprofessional class are employed pursuant to
the Education and Training Reform Act 2006 and are required to have valid and current registration
with the Victorian Institute of Teaching as a condition of employment.
Education support class employees must demonstrate their suitability for employment by providing
evidence of a WWC Check and Assessment Notice.
Principals and Managers are requested to sight and retain a record of the employee’s WWC Check
unique number. This number is recorded on eduPay.
Employment may be terminated if an employee fails to provide the delegate with an Assessment
Notice when required. Termination must not occur fewer than 14 days after the delegate has notified
the employee, to provide the Assessment Notice.
Casual relief teachers are required to be registered with the Victorian Institute of Teaching.
Accordingly they qualify for an exemption from the Working with Children Act 2005 and do not
require a WWC Check.
Not all casual employees in schools will be required by the Act to undergo a WWC Check; it will
depend on whether their duties meet the definition of ‘child‐related work’ as defined in the Act.
As the Executive Officer of School Council, a Principal retains the authority to require a casual
employee to undergo a criminal record check conducted by the Department and should do so if it is
considered relevant to the duties being undertaken.
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Applying for the WWC Check
The WWC Check is conducted by the Department of Justice. Applications must be lodged at one of the
participating Australia Post outlets in Victoria. For a list of Australia Post outlets where a WWC Check
application may be made see: www.auspost.com.au.
WWC Check applicants need to complete an online ‘Application for WWC Check’ form at
www.justice.vic.gov.au/workingwithchildren before going to a participating Australia Post outlet with
proof of identity documents to lodge the application.
If the employee passes the WWC Check s/he will be issued a WWC Card which also acts as an
‘Assessment Notice’. An Assessment Notice means the employee has passed the WWC Check and may
work in ‘child‐related work’.
A WWC Check applicant who is issued with an Interim Negative Notice or a Negative Notice should
contact the Working with Children Unit within the Department of Justice, telephone 1300 652 879 to
discuss any right of appeal that may exist or visit their website for further information at:
www.justice.vic.gov.au/workingwithchildren

2.

PURPOSE


3.

To ensure Williamstown Primary School complies with DET policy and guidelines and
legislative requirements in regard to the employment of teaching and non‐teaching staff.

DEFINITIONS
The Working with Children (WWC) Check is a background check provided by the Victoria Police.
The Act defines ‘child‐related work’ as work which usually involves (or is likely to involve) regular,
direct contact with a child where that contact is not directly supervised, and in any of twenty child‐
related occupational fields listed in the Act. ‘Child‐related work’ may be either paid or unpaid
(voluntary).
‘Educational Institution’ is an occupational field listed in the Act and includes any State school
established under section 2.2.1 of the Education and Training Reform Act 2006. Accordingly all
Victorian Government primary, secondary, and special schools fall within the Act.
Any person whose duties usually involve or is likely to involve work in a school (other than teachers and
Principals) is considered to be engaged in ‘child‐related work’ as defined in the Act and will need to
ensure they are compliant with the legislative obligations contained in the Act.
“School” means Williamstown Primary School.

4.

PROCEDURES FOR IMPLEMENTATION









The school will ensure all staff have a Working with Children Check as part of their
employment.
All details will be recorded on CASES21.
If necessary, the Principal will contact the Employee Conduct Branch on 9637‐2594 for advice
on whether the duties to be performed by a casual employee meet the definition of ‘child‐
related work’.
If the school enters into an agreement with a Registered Training Organisation in which the
Organisation provides a teacher or instructor to the school, the Principal or Coordinator must
be satisfied that the teacher or instructor is suitable for employment by sighting either a
criminal record check conducted by the Department, a WWC Check or provisional registration
as evidence that a teacher or instructor is suitable for employment.
Where the Registered Training Organisation’s teacher or instructor is not registered with
Victorian Institute of Teaching, s/he will be required to demonstrate evidence of having
applied for a WWC Check.
Please refer also to the school’s Child Safe Policy.
References:
www.education.vic.gov.au/school/principals/spag/hr/pages/hr.aspx
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www.education.vic.gov.au/hrweb/employcond/Pages/crimcheck.aspx
and the
Suitability for Employment Policy (Manual) 2 February 2016
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This policy is due for formal review in July 2019 although it may be changed at any time as
required after discussion with School Council and the Principal or if guidelines change (latest
DET update early June 2016).
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Williamstown Primary School

Working with Children Check ‐ Volunteers
1.

BACKGROUND
Schools must establish and implement policies to assess and verify the suitability of all persons who will
work with children including requiring all volunteers to provide evidence of their suitability. This
evidence is generally a Working with Children Check (WWC Check); however if a volunteer's occupation
exempts them from the requirement to also have a WWC check e.g. police officers, teachers, they must
provide evidence to support their claim to an exemption.
In addition to a WWC Check a school may also consider it necessary that a criminal record check is
conducted through the DEECD. This may occur when possible offences are relevant to the duties of the
volunteer, for example dishonesty offences, which are not part of the WWC Check. The school
reimburses the cost of the criminal record check.
As the Executive Officer of School Council, a Principal retains the authority to require a potential
volunteer to undergo a criminal record check irrespective if the volunteer is exempt from the Act. For
instance a parent attending an overnight camp with their child may be exempt from requiring a WWC
Check, however a School Council may determine that any person attending an excursion or camp must
have either a WWC Check or have undergone a criminal record check conducted by the Department.
School Councils should ensure their criminal record check policy reflects this authority.
Although the Act exempts a parent whose child ordinarily participates in the activity this does not
preclude schools from adopting a blanket policy requiring all volunteers to have a WWC check.
Applying for the WWC Check
The WWC Check is conducted by the Department of Justice. Applications must be lodged at one of the
participating Australia Post outlets in Victoria. For a list of Australia Post outlets where a WWC Check
application may be made see: www.auspost.com.au.
WWC Check applicants need to complete an online ‘Application for WWC Check’ form at
www.justice.vic.gov.au/workingwithchildren before going to a participating Australia Post outlet with
proof of identity documents to lodge the application.
If the employee passes the WWC Check s/he will be issued a WWC Card which also acts as an
‘Assessment Notice’. An Assessment Notice means the employee has passed the WWC Check and may
work in ‘child‐related work’.
A WWC Check applicant who is issued with an Interim Negative Notice or a Negative Notice should
contact the Working with Children Unit within the Department of Justice, telephone 1300 652 879 to
discuss any right of appeal that may exist or visit their website for further information at:
www.justice.vic.gov.au/workingwithchildren

2.

PURPOSE





3.

To ensure volunteers approved to work with children at Williamstown Primary School meet the
legal requirements of the Working with Children Act 2005.
To ensure children under our care are protected from being exposed to inappropriate people.
To ensure all people engaged in ‘child related work’ with our students have Working with
Children Checks.
To provide an environment that is safe and secure.

DEFINITIONS
The Working with Children (WWC) Check is a background check provided by the Victoria Police.
For the definition of “volunteer”, please refer to the school’s Volunteer Workers Policy.
You are considered to be performing ‘child related work’ if you work or volunteer at a school or school
related activities, you volunteer or do this work on a regular basis and you have direct contact with
children under 18yrs of age which is unsupervised.
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“School” means Williamstown Primary School.

4.

PROCEDURES FOR IMPLEMENTATION










The school will inform volunteers of the need to have a Working with Children Check.
A volunteer can commence work in a school when they provide a receipt as proof they have
applied for a WWC Check with the Department of Justice.
The Working with Children Card provided by the Department of Justice is valid for five years,
transferable between organisations and will be free of charge for unpaid work.
All people required to have Working with Children checks are issued a WWC Check Card which
School Council expects will be photocopied by school staff and that person’s name added to
the school’s register of ‘approved volunteers.’ Only volunteers on the school register are able
to work or volunteer at the school or during school related activities.
School Council requires that all volunteers directly involved in school camps, excursions,
sleep‐overs, teaching of swimming lessons, transport of students without staff members
present (rare), extra‐curricular activities such as school sporting teams etc all must have WC
Checks.
The Principal on behalf of School Council will consider other activities such as incursions on a
case‐by‐case basis.
Please refer also to the school’s Child Safe Policy and the Volunteers Policy.

References:
www.education.vic.gov.au/school/principals/spag/community/Pages/volunteers.aspx
www.education.vic.gov.au/school/principals/spag/hr/pages/hr.aspx
www.education.vic.gov.au/hrweb/employcond/Pages/crimcheck.aspx
and the
Suitability for Employment Policy (Manual) 2 February 2016
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