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1. Policy Statement

1.1 All children, regardless of age, gender, race, religious beliefs, disability, sexual orientation,
family circumstances, or social background, have equal rights to protection from abuse,

neglect, exploitation, or harm.

1.2 Woden Valley Early Learning Centre (WVELC) is committed to promoting and protecting
the welfare, rights, and wellbeing of all children and families who interact with, or are
affected by, our service. We have zero tolerance for abuse, neglect, or exploitation in any

form. We take a child-centred, survivor-focused approach in all that we do.

1.3 WVELC recognises that safeguarding is both proactive and preventative — involving all
the policies, procedures, and organisational culture that protect children from all types of

harm before it happens. Safeguarding at WVELC covers:

Wellbeing and emotional safety

e Inclusion and respect for diversity

e Cultural safety for Aboriginal and Torres Strait Islander children

e Supervision and safe environments

¢ Online and digital safety

e Safe recruitment and screening of staff, volunteers, and contractors

¢ Ongoing staff fraining in child safety




e Empowerment of children to speak up and be heard

1.4 All educators, staff, students, volunteers, contractors, and visitors share responsibility for
safeguarding and protecting children. Some individuals have specific duties that must be

carried out without exception.

1.5 WVELC has established processes for identifying, responding to, and managing

safeguarding incidents, which must be followed in every case.

2. Purpose

This policy exists to:

a. Protect all children and young people who engage with WVELC.

b. Define key safeguarding and child protection terms for clarity and shared understanding.
c. Outline how WVELC manages safeguarding risks.

d. Detail the specific roles and responsibilities of all people connected to WVELC.

e. Ensure incidents are managed safely, promptly, and effectively.

f. Support a positive, proactive organisational culture where every child feels safe,

respected, and valued.

3. Definitions

Safequarding
Protecting the welfare, rights, and wellbeing of children and young people who engage

with WVELC, particularly those who may be at higher risk of abuse, neglect, or exploitation. It
refers to any responsibility or measure undertaken to prevent harm, create safe

environments, and uphold children’s rights.

Child Protection
The specific legal and procedural steps taken when there is a concern, suspicion, disclosure,

or allegation of abuse or neglect.

Abuse, Neglect, or Exploitation

Includes all forms of physical, emotional, and sexual abuse, neglect, coercion,

discrimination, or mistreatment, such as:
e Sexual harassment, grooming, or abuse

¢ Physical violence




e Bullying, intimidation, or humiliation
e Racial, cultural, sexual, or gender-based discrimination

e Coercion, exploitation, or abuse of power

Duty of Care

A legal and ethical obligation requiring all WVELC staff, volunteers, and representatives to
take all reasonable steps to ensure the safety, wellbeing, and protection of children in our
care. This includes anticipating and preventing risks of harm, acting promptly when concerns

arise, and always acting in the best interests of the child.

Reasonable Grounds to Suspect

A belief based on factual information, observations, or disclosures that a child is, or may be,
aft risk of harm. No proof is required, but suspicion should be able to be explained to another

person.

Child-Centred, Survivor-Focused Approach

Prioritising the rights, needs, and safety of the child, considering their wishes and feelings

where appropriate, and acting in their best interests at all times.

4. Legislative & Standards Framework

This policy has been developed in line with the following legislation, standards, and best

practice principles:

National Quality Framework

e Education and Care Services National Law Act 2010
e Education and Care Services National Regulations 2011, including:
o Regulation 84 — Awareness of child profection law

o Regulation 168(2)(h) — Policies and procedures in relation to providing a child-

safe environment
o Regulation 170 - Policies and procedures to be followed
o Regulation 171 - Policies and procedures to be kept available

National Quality Standard (NQS)

¢ Quality Area 2 — Children’s Health and Safety




o Element 2.2.3 - Management, educators, and staff are aware of their roles
and responsibilities to identify and respond to every child at risk of abuse or

neglect.
e Quality Area 4 - Staffing Arrangements

o Element 4.2.2 — Professional standards guide practice, interactions, and

relationships.
e Quality Area 7 — Governance and Leadership

o Element 7.1.2 - Systems are in place to manage risk and enable effective

management and operation of a quality service.

o Element 7.1.3 — Roles and responsibilities are clearly defined, understood, and

support effective decision-making.

ACT Legislation

e Children and Young People Act 2008 (ACT) — Defines abuse, neglect, and

mandatory reporting obligations.

e Working with Vulnerable People (Background Checking) Act 2011 (ACT) — Requires

clearance for all staff, volunteers, and contractors.

National Principles for Child Safe Organisations

e Principle 1: Child safety is embedded in organisational leadership, governance, and

culture.

e Principle 2: Children are informed about their rights and participate in decisions

affecting them.
e Principle 3: Families and communities are informed and involved.
e Principle 4: Equity is upheld, and diverse needs are respected.
e Principle 5: People working with children are suitable and supported.
e Principle é: Processes to respond to complaints are child focused.

e Principle 7: Staff are equipped with knowledge, skills, and awareness to keep children

safe.
e Principle 8: Physical and online environments promote safety.

e Principle ?: Implementation is continuously reviewed and improved.




e Principle 10: Policies and procedures document child safety and wellbeing.

5. Roles & Responsibilities

Approved Provider / Management Committee

Ensure WVELC has effective systems for safeguarding and child protection.
e Promote a culture of safety and respect across the service.

e Ensure compliance with all ACT legislation and the Education and Care Services

National Law and Regulations.
e Oversee the implementation of this policy and all related procedures.

Director / Nominated Supervisor

¢ Lead the implementation of safeguarding practices across WVELC.

e Ensure mandatory reporting obligations are understood and met.

e Provide training and resources to staff to maintain high awareness of child safety.
e Report incidents to external authorifies as required.

Safeguarding Lead (Director or delegated senior educator)

e Receive and manage reports of abuse, neglect, or exploitation.

e Ensure staff, volunteers, and confractors understand relevant laws, WVELC policies,

and their reporting obligations.
e Support staff in fulfilling their safeguarding responsibilities.

All Pedagogical Leaders & Team Leaders

e Promote safeguarding within their rooms and areas of responsibility.
e Ensure risks are identified and conftrols are in place.
e Support and monitor staff compliance with this policy.

All Staff, Students, and Volunteers

e Familiarise themselves with this policy, the Child Safety Code of Conduct, and all

related procedures.




e Actin accordance with the National Principles for Child Safe Organisations and NQS

requirements.

¢ Immediately report any suspected or actual incidents of abuse, neglect, or

exploitation.
e Creatfe and maintain a safe, supportive, and inclusive environment for all children.

Contractors & Visitors

e Comply with WVELC's safeguarding requirements when on-site.

e Report any concerns to the Director or Nominated Supervisor.

6. Managing Safeguarding Risks

WVELC manages safeguarding risks by:

e Conducting regular risk assessments and updating them as needed.

¢ Implementing strong recruitment and induction practices, including Working with

Vulnerable People (WWVP) registration checks.
¢ Maintaining clear policies, procedures, and a Child Safety Code of Conduct.
e Providing regular child protection training for all staff.
e Ensuring both overt and confidential reporting processes are available.

e Reviewing incidents to improve practice.

7. Managing Incidents (please refer to flow chart below)

e Abuse, neglect, harassment, and exploitation are considered serious misconduct

and may lead to disciplinary action, termination, and/or referral to police.

e Allsuspected criminal offences will be reported to the ACT Policing and Child and

Youth Protection Services (CYPS).

e Incident management will follow WVELC's Incident Response Procedure and the

requirements of the Education and Care Services National Regulations.




Reported Incident 1s Filed

Assessment of the report

Further reporting &
investigation

Outcomes

Closing

8. Reporting Suspected Incidents
Reports can be made to:
o Director / Nominated Supervisor (Safeguarding Lead)
¢ Management Committee representative
e ACTCYPS: 1300 556 729
e ACT Policing: 000 (immediate danger) or 131 444 (non-urgent)

Reports should be made as soon as practicable. Where a child is in immediate danger,

emergency services must be contacted first.




9. Privacy & Data Protection

All personal information will be handled in line with WVELC's Privacy and Confidentiality

Policy. Information will only be shared with authorised parties or as required by law.

References:

e Child Safeguarding Policy

e Child Safety Recruitment & Process

e Child Safety Statement

e Organisation Risk Assessment - Child Safeguarding
e Safeguarding incident response plan
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Woden Valley Early Learning Centre (WVELC) is committed to promoting and
protecting the safety, wellbeing, and empowerment of all children in our care. We
believe every child has the right to feel safe, happy, respected, and supported to
reach their full potential.

WVELC has established policies, procedures, and practices that align with, meet,
and exceed the National Quality Standard, the National Principles for Child Safe
Organisations, and all relevant ACT child protection laws and regulations.

As a community-based early childhood education and care service, we are
committed to embedding child safety and wellbeing in our leadership, governance,
and daily practice. Every staff member, volunteer, student, and contractor is
expected to understand and fulfil their obligations to keep children safe.

%WZ@ we:

Have zero tolerance for child abuse, harm, or neglect in any form.

e Treat all allegations and safety concerns seriously, following our established child
protection and safeguarding procedures.

e Contact the relevant authorities whenever we are concerned about the safety or
wellbeing of a child, in line with our legal obligations as mandatory reporters.

e Promote diversity, inclusion, equity, and cultural safety for all children, including
Aboriginal and Torres Strait Islander children, children from culturally and
linguistically diverse backgrounds, LGBTIQA+ children, children with disabilities,
children who are unable to live at home, and children experiencing vulnerability.

e Actively involve children and families in creating and maintaining a safe,
inclusive, and respectful environment.

e Provide regular training and guidance to all staff to ensure they understand their
individual and collective responsibility for child safety.

Every person engaged with WVELC—whether as an educator, volunteer, student, or
contractor—plays an important role in ensuring the safety, wellbeing, and
empowerment of children. This commitment is central to who we are, what we do,
and the high standards of care we uphold.
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Woden Valley Early Learning Centre (WVELC) is committed to promoting and protecting the
health, safety, and wellbeing of all children and young people in our care. We have zero

tolerance for any form of child abuse, neglect, exploitation, or harm.

A Child Safety Code of Conduct outlines the minimum expected behaviours between all
people engaged with WVELC and the children in our care. It is a central part of our
commitment to creating safe environments and meeting our obligations under the National
Principles for Child Safe Organisations, the Children and Young People Act 2008 (ACT), and

the Education and Care Services National Law and Regulations.

We provide a copy of this Code to every employee, volunteer, contractor, and student, and
also make it available to families so they can understand and explain it o their children. This
is done before employment, or engagement begins and before any contact with children

OCcCurs.

Purpose
This Code:

e Sefts out clear expectations for acceptable and unacceptable behaviour when

interacting with children, in both physical and online environments.




e Supports a child-safe culture by embedding respect, safety, and wellbeing in our

daily practice.

e Links fo WVELC's Child Protection & Safeguarding Policy, complaint handling

procedures, and reporting obligations.

e Provides guidance on how to respond if you believe the Code has been breached.

Scope

This Code applies to:

All WVELC staff (permanent, part-time, casual)

Volunteers and students on placement

Contractors engaged to work in the service

Visitors who interact with children on site

It applies in all WVELC environments and in all interactions with children, including:

e Ons-site, indoors and outdoors
e During excursions, incursions, and community events
e Over the phone, online, or via digital communication platforms (e.g., Storypark)

This Code applies regardless of:

A child's age or developmental stage

The location or fime of the interaction

Whether the interaction is inside or outside operating hours

Whether the child or family initiates the interaction




Declarations

1 Will:

e Actin accordance with WVELC's child protection and safeguarding policies at all
fimes.

¢ Behave respectfully, courteously, and ethically towards all children, families, and
colleagues.

e Listen and respond to the views, concerns, and feelings of children, including non-
verbal communication, particularly when they express they do not feel safe or well.

¢ Promote the human rights, safety, participation, and wellbeing of every child.

e Maintain appropriate personal and professional boundaries at all times.

e Consider and respect the diverse backgrounds, abilities, and needs of children,
including cultural safety for Aboriginal and Torres Strait Islander children.

e Create a welcoming, inclusive environment that enables children’s participation and
is free from discrimination, bullying, or harassment.

¢ Involve children, where appropriate, in decisions about activities, policies, and
processes that affect them.

e I|denftify and mitigate risks fo children’s safety and wellbeing as required by WVELC's
risk assessment processes.

e Respond promptly to any concerns, complaints, or allegations of child harm in line
with WVELC procedures.

e Report all suspected or disclosed child harm to the Director/Nominated Supervisor
and to Child and Youth Protection Services (CYPS) as required by law.

e Comply with WVELC protocols on communication with children, including online and
social media guidelines.

e Follow all legislative and policy requirements for record keeping, privacy, and
information sharing.

| Will Not:

Engage in any unlawful or harmful behaviour with or towards a child.




Discriminate against a child or family based on age, gender identity, race, disability,

religion, cultural background, or sexual orientation.
Be alone with a child unnecessarily or in a way that cannot be observed by others.

Arrange personal or online contact with a child for purposes unrelated to WVELC

activities.

Disclose personal or sensitive information about a child, including photographs or
videos, without proper consent from parents/guardians and authorisation from

WVELC, unless required by law.

Use inappropriate or offensive language in the presence of children.

Show or provide children with access to inappropriate images or material.
Work with children while under the influence of alcohol or prohibited drugs.
Ignore or fail to report a suspicion, disclosure, or allegation of abuse.
Engage in any form of grooming behaviour.

Use physical discipline or any form of corporal punishment.

Initiate unnecessary physical contact or perform personal tasks for a child they can

do themselves, except where necessary for their safety or care.

If | Believe This Code Has Been Breached

If | suspect or observe that another person at WVELC has breached this Code, | will:

Act to prioritise the best interests and safety of children.
Take immediate steps to ensure the child is safe.

Report my concerns promptly to the Director/Nominated Supervisor or Child Safety
Officer.

Follow WVELC's complaint handling and incident reporting procedures.

Comply with all legislative reporting requirements and WVELC's internal and external

reporting processes.




Implementation & Review

WVELC ensures this Code is:

e Published and displayed in visible areas at the service.

e Provided to all staff, volunteers, contractors, and families before engagement with

children.

e Signed and dated by each person to acknowledge understanding and agreement,

with copies kept in personnel or volunteer files.

e Reviewed annually and updated to remain current, relevant, and compliant with

legislative and best-practice requirements.

Reinforced through induction and ongoing professional development.

Acknowledgement

I have read, understood, and agree to abide by the Woden Valley ELC Child Safety Code of
Conduct. I understand that breaches of this Code may result in disciplinary action, up to and
including termination of employment, cancellation of volunteer engagement, or referral to

external authorities.

Full Name:

Signature:

Date:

References:

e Child Safeguarding Policy

e Child Safety Recruitment & Process

¢ Child Safety Statement

¢ Organisation Risk Assessment - Child Safeguarding
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Keeping children safe in Woden Valley Early Learning Cenfre (WVELC) and the wider
community is of paramount importance. All children have the right to physical and

psychological safety at all times. This includes:

e Ensuring that all children are protected, and that abuse and neglect of children is
prevented, including through providing support and assistance to parents/guardians,
families and the wider community; and

e Ensuring childcare professionals (who have a mandated responsibility) report any

suspected abuse or neglect of children.

Child abuse is a serious offence and can include non-accidental physical injury, neglect,
emotional abuse, psychological harm or sexual exploitation of children. WVELC is committed
to the safety, wellbeing and support of all children and young people. Management, staff

and volunteers will treat all children with the utmost respect and understanding.

WVELC believes that
e Children are capable of the same range of emotions as adults;
e Areaction given to a child from an adult in a child’s early stages of emotional
development can be positive or defrimental depending on the adult’s behaviour;
e Children’s emotions are real and need to be accepted by adults; and
e Children who preserve, enhance and better understand their body’s responses o an
emotion are more able to predict the outcome from a situation and evade them or

ask for help.




Purpose

To identify potential risks of harm to children and young people at WVELC and implement
strategies to prevent and minimise risks. In order to ensure children’s safety, WVELC will

perform proficiently and act in the best interest of a child/ren.

We aim to ensure that all educators at WVELC are aware of the current child protection laws
in the Australian Capital Territory and understand their obligations under that law. We
believe it is our responsibility as educators to ensure the safety welfare and wellbeing of all

children.

We aim to provide the children at WVELC with the opportunity to develop to their full

potential free from harm and abuse.

What is abuse?

According to the Children and Young Persons (Care and Protection) Act 1998 mandated
reporters (including people employed in children’s services and unpaid managers of these
services) must make reports if they suspect on reasonable grounds a child is af risk of
significant harm because
e A child’'s basic physical or psychological needs are not being met or are at risk of not
being met;
e The parents/guardians have not arranged and are unable or unwilling to arrange for
the child to receive necessary medical care;
e The parents/guardians or other caregivers have not arranged and are unable or
unwilling to arrange for a school age child to receive an education;
e A child has been, oris af risk of being physically or sexually abused or ill-freated;
e Achildisliving in a household where there have been incidents of domestic violence
and they are at risk of serious physical or psychological harm;
e The parent/guardian’s or other caregiver's behaviour means the child has suffered or

is af risk of suffering serious psychological harm.

Indicators of abuse

There are common physical and behavioural signs that may indicate abuse or neglect.
The presence of one of these signs does not necessarily mean abuse or neglect.
Behavioural or physical signs which assist in recognising harm to children are known as
indicators. The following is a guide only. One indicator on its own may not imply abuse or

neglect. However, a single indicator can be as important as the presence of several




indicators. Each indicator needs to be deliberated in the perspective of other indicators and

the child’s circumstances. A child's behaviour is likely to be affected if they are under stress.

There can be many causes of stress and it is important to find out specifically what is causing

the stress.

Abuse and neglect can be single incidents or ongoing, and may be intentional or

unintentional. General indicators of abuse and neglect may include (but are not limited to)

Marked delay between injury and seeking medical assistance;

History of injury;

A child gives some indication that the injury did not occur as stated;

A child tells you someone has hurt them;

A child tells you about someone they know who has been hurt;

Someone (relative, friend, acquaintance, and sibling) tells you that the child may

have been abused.

Neglect

Child neglect is the continuous failure by a parent or caregiver to provide a child with the

basic things needed for their growth and development, such as food, clothing, shelter,

medical and dental care and adequate supervision. Some examples are

Inability to respond emotionally to a child;

Child abandonment;

Depriving or withholding physical contact;

Failure to provide psychological nurturing;

Treating one child differently to others;

Poor standard of hygiene leading to social isolation;
Scavenging or stealing food;

Extreme longing for adult affection;

Lacking a sense of genuine interaction with others;
Acute separation anxiety;

Self-comforting behaviours, e.g. rocking, sucking;
Delay in development milestones;

Untreated physical problems.

Physical abuse

Physical abuse is when a child has suffered, or is at risk of suffering, non-accidental frauma or

injury, caused by a parent/guardian, caregiver or other person. Educators will be particularly

aware of looking for possible physical abuse if parents or caregivers




e Make direct admissions from parents about fear of hurting their children;
e Have a family history of violence;

e Have a history of their own maltreatment as a child;

e Make repeated visits for medical assistance;

e Facial, head and neck bruising;

e Lacerations and welts;

e Explanations are not consistent with injury;

e Bruising or marks that may show the shape of an object;

e Bite marks or scratches;

e Multiple injuries or bruises;

e Ingestion of poisonous substances, including alcohol or drugs;
e Sprains, twists, dislocations;

e Bone fractures;

e Burns and scalds.

Emotional abuse

Emotional abuse occurs when a parent/guardian, caregiver or other persons harms a child’s
development by repetitively tfreating and speaking to a child in ways that damage the

child’s ability to feel and express their feelings. This may include

e Constant criticism, condescending, teasing of a child or ignoring or withholding
admiration and affection;

e Excessive or unreasonable demands;

e Persistent hosfility, severe verbal abuse, and rejection;

e Belief that a specific child is bad or “evil”;

e Using inappropriate physical or social isolation as punishment;

e Exposure to domestic violence;

e Feeling of worthlessness about them;

e Inability to value others;

e Lack of trust in people and expectations;

e Exireme aftention seeking behaviours;

e Other behavioural disorders (disruptiveness, aggressiveness, bullying).
Sexual abuse
Sexual abuse is when someone involves a child in a sexual activity by using their authority

over them or taking advantage of their trust. Children are often bribed or threatened

physically and psychologically fo make them partake in the activity. Educators will be




predominantly conscious of looking for potential sexual abuse if parents/guardians or
caregivers are suspected of or charged with child sexual abuse or display inappropriate
jealousy regarding age appropriate development of independence from the family. Sexual

abuse may include

e Exposing the child to sexual behaviours of others;

e Coercing the child to engage in sexual behaviour with other children;
e Verbal threats of sexual abuse;

e Exposing the child to pornography;

e They describe sexual acts;

e Direct orindirect disclosures;

e Age inappropriate behaviour and/or persistent sexual behaviour;

e Self-destructive behaviour;

e Regression in development achievements;

e Child being in contact with a suspected or know perpetrator of sexual assault;
e Bleeding from the vagina or anus;

e Injuries such as tears to the genitalia.

Psychological abuse

Psychological harm occurs where the behaviour of the parent/guardian, caregiver or other
person damages the confidence and self-esteem of the child, resulting in serious emotional
deficiency or trauma. In general it is the frequency and duration of this behaviour that

causes harm. Some examples are

e Excessive criticism;

e Withholding affection;

e Exposure to domestic violence;

e Intimidation or threatening behaviour;

e Constant feelings of worthlessness;

e Unable to value others;

e Lack of frustin people;

e Lack of people skills necessary for daily functioning;
e Exireme attention seeking behaviour;

e Exiremely eager to please or obey adults;

o Takes extreme risks, is markedly disruptive, bullying or aggressive;
e Suicide threats;

e Running away from home.




Domestic violence

Domestic violence, or infimate partner violence, is a violation of human rights. It involves
violent, abusive or intimidating behaviour carried out by an adult against a partner or former

partner to control and dominate that person.

Domestic violence causes fear, physical and/or psychological harm. It is most often violent,
abusive or infimidating behaviour. Living with domestic violence has a profound effect upon
children and young people and may constitute a form of child abuse. (The NSW Domestic

and Family Violence Action Plan, June 2010). Indicators of Domestic Violence:

e Show aggressive behaviour;

e Develop phobias & insomnia;

e Experience anxiety;

e Show systems of depression;

e Have diminished self-esteem;

e Demonstrate poor academic performance and problem solving skills;

e Have reduced social competence skills including low levels of empathy;
e Show emotional distress;

e Have physical complaints.

Significant risk of harm

Significant risk of harm is where the circumstances that are causing concern are present to a
significant state and warrant a response by a statutory authority, such as the ACT Police

Force or Community Services, regardless of a family's consent.

According to Keep them Safe, Significant is not minor or tfrivial and may reasonably be
expected to produce substantial and adverse impacts on the child’s safety, welfare or
wellbeing. The significance can be a result of a single act or omission or an accumulation of

acts and omissions.

Reasonable grounds

Reasonable grounds refers to the need to have an objective basis for suspecting that a child

may be at risk of abuse and neglect based on

e First hand observation of the child or family.

e What the child, parent or other person has disclosed.




e What can reasonably be indirect based on observation, professional training and/ or

experience.

Implementation

WVELC strongly opposes any type of abuse against a child and endorses high quality
practices in relation to protecting children. To ensure best practice, all educators will renew
Child Protection training every 24 months to ensure they are kept updated and informed of

their current responsibilities as Mandatory Reporters.
NOTE: The reporter is not required to prove that abuse has occurred.

Management/Nominated supervisor will ensure

¢ A nominated supervisor of WVELC and any certified supervisor in day-to-day charge
of WVELC has successfully completed a course in child protection.
e Allemployees and volunteers
o Are clear about their roles and responsibilities regarding child profection.
o Are aware of their requirements to immediately report cases where they believe
a child is at risk of significant harm to the Child Protection Helpline.
o Are aware of the indicators showing a child may be at risk of harm or significant
risk of harm.
o Willundertake training and development in child protection.
o Willhave areporting procedure and professional standards to safeguard children
and protect the integrity of educators, staff and volunteers.
o Will ensure they retain a Working with Children Check.
o Wil ensure they adhere to relevant acts, regulations, standards and other
resources and meet their obligations.
o Willrecord abuse or suspected abuse, kept in line with WVELC confidentiality
policy.
o  Will notify the ACT Ombudsman — Reportable Conduct Scheme of details of
employees against whom relevant disciplinary proceedings have been
completed or people whose employment has been rejected because of arisk

identified in employment screening processes.

Accusations against educators

In cases of accusations of abuse or suspected abuse against educators, staff members, and
volunteers, nominated supervisor or the WVELC, will be treated in the same way as

allegations against other people. Reports will be made to the Child Protection Helpline, as




well as ACT Ombudsman — Reportable Conduct Scheme. If a supervisor is involved in the

abuse then WVELC or the most senior educator will assist in notifying the Child Protection

Helpline. If a nominated supervisor or the WVELC Director is involved a staff member will

notify the Management Committee President, who will then make a report.

Documenting a suspicion of harm

If educators have concerns about the safety of a child they will

Record their concerns in a non-judgmental and accurate manner as soon as
possible.
Record their own observations as well as precise details of any discussion with a
parent/guardian (who may for example explain a noficeable mark on a child).
Not endeavour to conduct their own investigation.
Document as soon as possible so the details are accurately apprehended, including
o Time, date and place of the suspicion.
o Full details of the suspected abuse.

o Date of report and signature.

Documenting a disclosure

A disclosure of harm emerges when someone, including a child, tells you about harm that

has happened or is likely to happen. When a child discloses that they have been abused, it

is an opportunity for an adult to provide immediate support and comfort and fo assist in

protecting the child from the abuse. It is also a chance to help the child connect to

professional services that can keep them safe, provide support and facilitate their recovery

from trauma. Disclosure is about seeking support and your response can have a great

impact on the child or young person's ability to seek further help and recover from the

frauma.

When receiving a disclosure of harm WVELC will

Remain calm and find a private place to talk.

Not promise to keep a secret.

Tell the child/person they have done the right thing in revealing the information but
that they’ll need to tell someone who can help keep the child safe.

Only ask enough questions to confirm the need to report the matter because
probing questions could cause distress, confusion and interfere with any later
enquiries.

Not attempt to conduct their own investigation or mediate an outcome between

the parties involved.




o Time, date and place of the disclosure.
o ‘Word for word* what happened and what was said, including anything they
said and any actions that have been taken.

o Date of report and signature.

Notifications of abuse

The person making a nofification of abuse or suspected abuse will make a record of the
answers to the following

e Give the child or young person your full attention.

e Maintain a calm appearance.

e Don't be afraid of saying the "wrong" thing.

e Reassure the child or young person it is right to tell.

e Accept the child or young person will disclose only what is comfortable and
recognise the bravery/strength of the child for talking about something that is
difficult.

e Let the child or young person take his or her time.

e Lef the child or young person use his or her own words.

e Don't make promises you can't keep.

e Tell the child or young person what you plan to do next.

e Do not confront the perpetrator.

Confidentiality

It is important that any notification remains confidential, as it is vitally important to remember
that no confirmation of any allegation can be made until the matter is investigated.

The individual who makes the complaint should not inform the person they have made the
complaint about. This ensures the matter can be investigated without prior knowledge and

contamination of evidence.

Protection for reporters

Reports made are kept confidential. However, a law enforcement agency may access the
identity of the reporter if this is needed in connection with the investigation of an alleged
serious offence against a child. Under the Children and Young Persons (Care and Protection)

Act 1998 if the report is made in good faith

e The report will not breach standards of professional conduct.
e Thereport can't lead to defamation proceedings.

e Thereportis not admissible in any proceedings as evidence against the person who

made the report.




A person cannot be compelled by a court to provide the report or disclose its
contents.

The identity of the person making the report is protected.

Educating children about protective behaviour

Our program will educate children

About acceptable and unacceptable behaviour, and what is appropriate and
inappropriate contact at an age appropriate level and understanding

About their right to feel safe at all times.

To say ‘no’ to anything that makes them feel unsafe or uncomfortable.

About how fo use their own knowledge and understanding fo feel safe.

To identify signs that they do not feel safe and need to be attentive and think clearly.
That there is no secret or story that is too horrific, that they can't share with someone
they trust.

That educators are available for them if they have any concerns.

To tell educators of any suspicious activities or people.

To recognise and express their feelings verbally and non-verbally.

That they can choose to change the way they are feeling.

Making a report

Contact Care and Protection Services if you are concerned about a child’s situation.
Document the discussion with Care and Protection Services and place on your file in
WVELC.
Prior to talking to Care and Protective Services, have on hand the following, which
you may need to provide

o Name and date of birth of the child.

o Home address of the child.

o Name of parents/career and contact details.

o Name of siblings if known.

o Nature of suspected abuse.

o When the abuse occurred, if known.

o Details of any disclosure made to you by the person.

o Description of the injuries seen.

o Description of the child’'s behaviour.




o Any known supports to the child and family including extended family.

o Details about when and how you became aware of the information.

Woden Valley Early Learning Cenftre recognises its legal and ethical responsibility o protect
children from harm. In accordance with the Education and Care Services National
Regulations (effective 1 September 2025), the Approved Provider or Nominated Supervisor
will notify the regulatory authority of any incident, allegation, or complaint involving physical

or sexual abuse within 24 hours of becoming aware of it.

Contacts for making a concern report:

Child and Youth Protection Services
Phone: 1300 556 729

One Link

Phone: 1800 176 468

Email: childprotection@act.gov.au



mailto:childprotection@act.gov.au
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Reportable Conduct Policy and Procedure

Date Reviewed: Regulation: Standards:

August 18, 2025 Children and Young People Act 2008 (ACT) 223,422,71.2;7.13

Working with Vulnerable People (Background
Checking) Act 2011 (ACT)

Naftional Principles for Child Safe Organisations
Regulations: 168(2)(h), 170, 171, 84

1. Aim

To ensure WVELC responds promptly, fairly, and lawfully to any allegations or suspicions of
reportable conduct by staff, volunteers, committee members, contractors, or visitors.

This policy reinforces our commitment to:

e Prioritising the safety and wellbeing of children.

e Complying with the ACT Reportable Conduct Scheme and other legislative
requirements.

¢ Maintaining a child safe environment where concerns are taken seriously, reported,
and investigated appropriately.

2. Scope

This policy applies to:

All employees (educators, administration, management).

Volunteers and students.

Conftractors, visitors, or community members engaged by WVELC.

Committee members.




3. Definitions

Reportable Conduct (as defined in the Children and Young People Act 2008 (ACT)):
Includes allegations or convictions of:

o Sexual offences or sexual misconduct committed against, with, or in the
presence of a child.

o llI-tfreatment of a child.

o Neglect of a child.

o Physical assault or offences against a child.

o Behaviour that causes significant emotional or psychological harm to a child.

o Inappropriate discipline or punishment.

Head of Relevant Entity (HRE): The Director (or delegated Committee representative)

is the designated Head responsible for managing the Reportable Conduct process at
WVELC.

ACT Ombudsman: The independent statutory authority overseeing the Reportable
Conduct Scheme in the ACT.

4. Policy Statements

WVELC will take all allegations of reportable conduct seriously and respond in a
fimely, tfransparent, and child-focused manner.

WVELC will ensure no victimisation of any person who raises a concern or makes a
report in good faith.

WVELC will comply with nofification requirements to the ACT Ombudsman within
required fimeframes.

Investigations will be fair, impartial, and confidential, balancing natural justice for
staff with the safety and rights of children.

All staff are required to report concerns immediately to the Director or delegate.




5. Procedures

5.1 Reporting

e Any staff member, volunteer, or community member who becomes aware of
suspected reportable conduct must:

1. Immediately inform the Director (or the President of the Committee if the
allegation involves the Director).

2. Document the concern clearly and factually, avoiding assumptions.

e If achildisin immediate danger, call 000 and ensure the child’s safety first.

5.2 Role of the Head of Relevant Entity (HRE)

The Director (or delegated Committee representative if the allegation concerns the Director)
must:

1. Noftify the ACT Ombudsman within 30 days of becoming aware of a reportable
allegation, including:

o The nature of the allegation.

o The identity of the employee subject of the allegation.

o Action taken or proposed, including risk assessment.

o Whether the matter has been reported to police/child protection.

2. Conduct or oversee an internal investigation OR cooperate with external
investigations (police, child protection).

3. Provide the ACT Ombudsman with updates on the progress and outcome of the
investigation.

5.3 Risk Management

e Animmediate risk assessment will be conducted when an allegation arises,
considering:

o The safety and wellbeing of the child(ren).

The rights-of the staff member against whom the allegationis made




o Operational requirements of the service.

¢ The employee may be removed from duties involving children (suspended, placed
on alternate duties, or stood down with pay) while the investigation proceeds.

5.4 Investigation Process

e The investigation will be:

o Prompt-commenced without unnecessary delay.

o Fair - staff subject to allegations will be informed and given an opportunity to
respond.

o Confidential — information will be shared only with those directly involved.

e Investigations may involve:

o Collecting written statements.

o Reviewing CCTV, rosters, or supervision records.

o Interviews with relevant parties.

e Findings will be reported to the Ombudsman and documented in the service’s
confidential files.

5.5 Notification of Parents/Guardians

e Parents/guardians of affected children will be informed as soon as practicable,
unless doing so could compromise an investigation.

e Families will be supported and reassured throughout the process.

5.6 Record Keeping

e All documentation will be stored securely and confidentially in compliance with the
Privacy Act 1988 (Cth).

e Records will include:

o Allegation reports.




o Risk assessments.

o Investigation documents and outcomes.

e Records are retained for a minimum of 7 years.

6. Responsibilities

All Staff and Volunteers: Must report concerns immediately.

e Director (HRE): Responsible for managing allegations, notifications, investigations, and
communication with the Ombudsman.

¢ Committee: Supports governance, ensures accountability, and acts in place of the
Director if allegations concern them.

e Families: Encouraged to raise concerns openly and will be kept informed of
processes affecting their child.




