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Child Protection V5

Hay Children’s Services (HCS) is committed to providing an environment that fosters health, development,
spirituality, self-respect and dignity, that is free from violence and exploitation. Under the Children and
Young Persons (Care and Protection) Act 1998, children and young people must receive the care and
protection necessary to ensure their safety, welfare and wellbeing.

All employees and volunteers of our service are Mandatory Reporters and are required to report to the Child
Protection Helpline (Phone: 132 111) if they have reasonable grounds to suspect a child or young person is at
risk of significant harm and have current concerns about the safety, welfare or wellbeing of a child or young
person where the concerns arise during or from their work.

We are committed to ensuring all educators and stal have a full understanding of their responsibilities as a
Mandatory Reporter and are supported in fulfilling these.

HCS actively refer to the Traffic Lights® framework to seek information and make informed determinations
with regard to children’s sexual behaviours. Sexual-Behaviours-in-Children-Traffic-Lights-Framework.pdf

Important Definitions

‘Mandatory Reporters’ means people who deliver the following services, wholly or partly, to children as part
of their paid or professional work:

e Health care (e.g. registered medical practitioners, specialists, general practice nurses, midwives,
occupational therapists, speech therapists, psychologists, dentists and other allied health professionals
working in sole practice or in public or private health practices)

e Welfare (e.g. psychologists, social workers, caseworkers and youth workers)

e Education (e.g. teachers, counsellors, principals)

¢ Children's services (e.g. child care workers, family day carers and home-based carers)

¢ Residential services (e.g. refuge workers)

e Law enforcement (e.g. police)

Ref: https://reporter.childstory.nsw.gov.au/s/article/What-is-Mandatory-Reporting

‘At risk of significant harm’ - in relation to a child or young person means that there are current concerns for
their safety, welfare or wellbeing because of the presence to a significant extent of any one or more of the
following circumstances (any such circumstances may relate to a single act or omission or to a series of acts or
omissions):

e The child’s or young person’s basic physical or psychological needs are not being met or at risk of not
being met;

e The parents or other caregivers have not arranged and are unable or unwilling to arrange for the child
or young person to receive medical care;

¢ In the case of a child or young person who is required to attend school in accordance with the Education
Act 1990 - the parents or other caregivers have not arranged and are unable or unwilling to arrange
for the child or young person to receive and education in accordance with that Act;
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The child or young person has been, or is at risk of being, physically or sexually abused or ill-treated;
The child or young person is living in a household where there have been incidents of domestic violence
and, as a consequence, the child or young person is at risk of serious physical or psychological harm;

A parent or other caregiver has behaved in such a way towards the child or young person that the child
or young person has suBered or is at risk of suBering serious psychological harm; or

The child was the subject of a pre-natal report under section 25 of the Children and Young Persons
Care and Protection Act 1998 and the birth mother of the child did not engage successfully with the
support services to eliminate, or minimise to the lowestlevel reasonably practical, the risk factorsthat
gave rise to the report. (Children and Young Persons (Care and Protection) Act 1998 No 157, Chapter 3,
Part 2, Section 23)

‘Reasonable grounds’ - means that you suspect a child may be at risk of significant harm based on:

e Your observations of the child, young person or family; or

e What the child, young person, parent or another person has told you.
¢ You are NOT required to confirm your suspicions or have clear proof before making a report. To do so

may interfere with evidence or compromise the work of statutory agencies, for example the Police or
Community Services.

Strategies / How will it be done?

The Child Safe Standards provide tangible guidance for organisations to drive a child safe culture, adopt
strategies and act to put the interests of children first, to keep them safe from harm.

The 10 Child Safe Standards are:
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©

9.
10.

Child safety is embedded in organisational leadership, governance and culture.
Children participate in decisions alecting them and are taken seriously.

Families and communities are informed and involved.

Equity is upheld and diverse needs are taken into account.

People working with children are suitable and supported.

Processes to respond to complaints of child abuse are child-focused.

Stal are equipped with knowledge, skills, and awareness to keep children safe through continual
education and training.

Physical and online environments minimize the opportunity for abuse to occur.
Implementation of the Child Safe Standards is continuously reviewed and improved.
Policies and procedures document how the organisation is child safe.

HCS utilise the Child Safe Standards audit tool to review current practices and identify areas for
improvement. The suggested action items from the audit report were discussed and relevant changes
implemented.

Approved Provider/Nominated Supervisor Overall Responsibilities:

o Ensure that persons placed in day to day charge of the service have a current qualification in
Child Protection.

o Ensure that any adult working or volunteering directly with children completes a Working with
Children Check prior to employment, that it is renewed every 5 years and that the Working With
Children Check is fully verified prior to employment.

o Ensure every adult working with children is made aware of the Children and Young Persons
(Care and Protection) Act 1998 and Keep Them Safe: A shared approach to child wellbeing and
of their obligations under this law and action plan (Education and Care Services National
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Regulation, Child Safe Standards, Regulation 84, National Quality Standards QA 2).
Management will complete robust on-boarding processes while recruiting new employees.
Including thorough reference checks, resume checks for job hopping and gaps in employment,
and appropriate interviews with at least 2 HCS representatives present prior to employment
offer. Recruiters will raise any inconsistencies or 'red flags' with the Education Supervisor and/or
General Manager/Board of Management prior to onboarding. The NS will not proceed with
onboarding of a new employee if there are any doubts or concerns in regards to children’s
safety.
The Approved Provider must notify the regulatory through the NQA-ITS (or through email or
phone call) within 24 hours of the following:
= Any incident where the approved provider reasonably believes that physical abuse or
sexual abuse of a child or children has occurred or is occurring while the child is or the
children are being educated and cared for by the education and care service;
= Allegations that physical or sexual abuse of a child or children has occurred or is occurring
while the child is or the children are being educated and cared for by the education and
care service (other than an allegation that has been notified under section 174(2)(b) of the
Law).
Orientate every employee and volunteer to this child protection policy, Keep Them Safe
protocols, HCS Child at Risk Document and Mandatory Reporter responsibilities and ensure their
regular review of these documents.
The Nominated Supervisor, supported by senior leadership, must ensure that child safety
remains central to all aspects of daily service delivery. This includes regularly reinforcing
protective behaviours with children and employees, embedding risk awareness into everyday
routines, maintaining strong supervision practices, and supporting staff to remain vigilant and
proactive. Complacency is actively addressed through reflection, discussion, professional
development, and continuous improvement to uphold a culture of safety and responsiveness.

HCS Educators and Employees Overall Responsibilities:

Develop trusting and secure relationships with all children at the service.

Make reports of current concerns for any child at risk of significant harm using the HSC Child at
Risk Document, and the Child Protection Helpline for Mandatory Reporters.

Respond seriously, professionally, confidentially and with a child-led approach to all disclosures
of abuse, and/or to any allegation of abuse against stall members of the service.

Educators must undertake child protection refresher training annually, and are encouraged to
actively engage in professional development opportunities.

When tradespeople or visitors are present at the service, all employees will follow legislative
requirements for supervision of children, but also remain vigilant to protect children's privacy
e.g. remdain aware of where visitors are situated when children are using high risk
areas/bathrooms/toilet facilities/or getting changed, report any issues or concerns to NS
immediately, refer to Service risk assessments for specific information around the risk of
intentional harm.

Documentation of Current Concerns

Approved Provider/Nominated Supervisor Responsibilities:
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o Support stak to access, understand and appropriately process the documenting and reporting

of current concerns of children at risk of significant harm, using the HCS Child At Risk document.

o Continue to support the reporting employee throughout the mandatory reporting process,
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notification process, internal notifications process, and support/manage ongoing actions and
requirements pending the outcome of the report.

o Ensure the management of complaints in regards to the behaviour of children, such as a
complaint that alleges a child is exhibiting harmful sexual behaviours, is managed using child-
focused strategies and handled in a timely, confidential and appropriate manner.

Educators and StaH Responsibilities:

o Make aninformed record of the indicators observed that have led to the belief that there is a
current risk of harm to a child or young person using the HCS Child At Risk Document.

o Discuss any concerns as soon as practical with the Nominated Supervisor of the service.

o Advise the Nominated Supervisor of their intention to make a report to the Child Protection
Helpline.

o Advise the Nominated Supervisor when a report has been made to the Child Protection Helpline
and record the report and reference numbers as applicable on the HCS Child At Risk Document.

Mandatory Reporting

The Approved Provider/Nominated Supervisor will:

¢ Provide all HCS staff and volunteers working directly with children with a copy of this Child Protection
Policy, access to the HCS Child at Risk Document and the link to the Mandatory Reporter Guide to assist
them in their reporting; https://reporter.childstory.nsw.gov.au/s/.

¢ Provide all HCS staff and volunteers working directly with children with access to the Child Wellbeing
and Child Protection NSW Interagency Guidelines.
https://dcj.nsw.gov.au/service-providers/deliver-services-to-children-and-families/nsw-interagency-
guidelines-for-practitioners.html

Educators and stal will:

¢ In an emergency, where there are urgent concerns for a child’s health or life, it is important to contact
the police, using the emergency line ‘000’;

e Work through the HCS Child at Risk Document.

¢ Using the Mandatory Reporter Guide , answer the questions relating to concerns about a child or young
person. At the end of the process, a decision report will guide as to what action to take. The Nominated
Supervisor is available if stak require assistance to use this online tool;

¢ If the Mandatory Reporter Guide determines that there are grounds to suspect a risk of significant
harm to a child or young person, the stakl member or educator will either generate an eReport or
phone the Child Protection Helpline number (132 117).

e Mandatory reporters should note that the legislation requires that they continue to respond to the
needs of the child or young person (within the terms of their work role) even after a report to the Child
Protection Helpline has been made;

e |f the Mandatory Reporter Guide determines that an educator or stall member’s concerns do not meet
the risk of significant harm threshold they do not need to make a report to the Family and Community
Services Helpline, however, they should discuss the matter with the Nominated Supervisor to determine
whether the child or family would benefit from the assistance of another agency;

¢ The child wellbeing unit should be used as a point of contact by the NS, even when MRG is not
determined, particularly for ongoing high risk cases where more clarity is needed for how to proceed
with a family.

¢ The stal member or educator should monitor the situation and if they believe there is additional
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information that could be taken into account, please repeat steps 1to 5 as required.

Disclosures of Abuse

HCS employees or volunteers should follow the below process if a disclosure of abuse is made to them.
Immediate Response to child and/or disclosing person:

1. Remain Calm and Present
o Stay calm, composed and attentive.
o Give the child or concerned party your full attention.
2. Listen Carefully
o Use supportive body language and facial expressions.
o Allow them to speak freely—do not interrupt, prompt, or ask leading questions.
o Use active listening: e.g. “I'm here to listen,” or “You’re safe here with me.”
3. Reassure the Child / Person
o Acknowledge their feelings and bravery:
o “You did the right thing by telling me.”
o Avoid making promises (e.g. "everything will be okay" or "l won't tell anyone").
4. Do not Investigate
o Do not ask for more details than necessary.
o Only ask open, minimal questions if clarification is required:
= “Can you tell me more about that?”
= “When did that happen?”
5. Ensure Immediate Safety
o If the child is in immediate danger, take necessary steps to ensure safety (e.g. contact 000 or
arrange for safe supervision).

After the Disclosure (ASAP):

1. Record the Disclosure
o Remain calm and professional. Arrange to move into a private office or discreet space to be able
to begin documenting the disclosure, using the HCS Child at Risk Document.
o Use exact words/phrases from the child/person where possible.
o Include:
= Date, time, location
= Who was present/witnesses
= What was said and how
= Any visible signs (e.g. injuries or behavioural signs)
= Any and all information that can be recalled
2. Report to the Nominated Supervisor
o Notify your service’s Nominated Supervisor or Approved Provider immediately.
o Maintain confidentiality—only inform those required to know.

Reporting and Follow-Up

1. Determine Mandatory Reporting Requirements
o Use the Mandatory Reporter Guide (MRG) to assess the concern:
o https://reporter.childstory.nsw.gov.au/s/

2. Make a Report to the Child Protection Helpline if Required
o Child Protection Helpline: 132 111 (24/7)
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o Reports should be made immediately if risk of significant harm is suspected.

o Document the MRG decision and the report details on the HCS Child at Risk Document.
3. Continue to Support the Child

o Maintain normal routines and supportive care.

o Avoid discussing the disclosure further with the child.

o Monitor behaviour and report further concerns to the Nominated Supervisor.

4. Maintain Confidentiality
o Do not share information with other staff, families, or children unless authorised.
o Store documentation securely.
5. Follow all NS/DCJ/CPH required actions as determined by departmental case workers.
6. Seek personal support via the EAP as needed.
7. Regularly check in with the NS and case team until the closure and/or delegation of the case.

HCS Employees and Volunteers will not prompt the child for further details or ask leading questions which
would make the child feel uncomfortable or has the potential to jeopardise any future legal proceedings that
may arise as a result of any investigation.

o Itisimportant to understand that our role is solely to support the wellbeing of the child at all
times, not to investigate further, make any judgments or conclusions, or to determine guilt.
o Confidentiality and child-led decision making in paramount in these situations.

Allegations of Abuse Against Stal, Educators, Volunteers or Students

HCS employees or volunteers should follow the below process if an allegation of abuse against any HCS party
is made to them.

Immediate Response to child and/or person making allegation:

1. Respond Supportively and Professionally
o Stay calm and listen carefully.
o Reassure the person that the matter will be taken seriously and handled appropriately.
o Avoid asking leading questions or pressuring for details, however seek clarifications if needed.
o Do not promise outcomes or confidentiality.
2. Ensure the Imnmediate Safety of Children
o Remove the alleged person from child-facing duties immediately, if there is any risk to children.
o Provide appropriate supervision for all children and staff.
o Call emergency services (000) if there is an immediate risk of harm.

Initial Reporting and Internal Action

1. Report to the Nominated Supervisor / Approved Provider / General Manager Immediately
o As soon as an allegation is made, notify the Nominated Supervisor, or if the allegation is about
them, report to the Approved Provider/General Manager.
o Ensure that confidentiality is maintained throughout the process—only inform those required to
know.
2. Document the Allegation
o Record the allegation in detail, including:
= Date, time, place of disclosure
= Who made the allegation and how
= What was said and how
= Details of the allegation that can be recalled
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= Any direct quotes
= Any immediate action taken
o Sign and date the document and handover to the NS/AP/GM ASAP

Mandatory Reporting & External Notifications

1. Assess the Allegation Using the Mandatory Reporter Guide (MRG)
o Determine whether there is reasonable suspicion of risk of significant harm (ROSH).
o If ROSH is suspected, report to the Child Protection Helpline (132 111) immediately.
2. Notify the NSW Department of Education
o All allegations must be reported to the NSW Department of Education as the Regulatory
Authority.
o Submit a Notification of a Serious Incident or Complaint/Incident Notification Form via NQA ITS
within 24 hours.
3. Notify the Office of the Children’s Guardian (OCG) - Reportable Conduct Scheme
o If the allegation involves sexual misconduct, ill-treatment, neglect, or assault by an employee,
volunteer, or contractor, the Approved Provider must notify the OCG within 24 hours.
o A fullinvestigation must follow within 30 days.
o More info: https://www.ocg.nsw.gov.au
4. Further Notification Determinations:
o Make a report to the NSW Police if determined this is required.
o Determine whether or not the allegation is a reportable allegation, a reportable conviction, or

reportable conduct
www.ombo.nsw.gov.au/what-we-do/ourwork/employment-relatedchild-protection/reportable

-allegations-and-convictions
o Part A of the Ombudsman Notification form will be completed and sent to the child Protection
Division, NSW Ombudsman in relation to reporting reportable allegations and reportable

convictions to the Ombudsman within 30 days of receipt
Managing the Alleged Person

1. Remove the Alleged Person from Duties (if required)
o Depending on the nature of the allegation made, the person subject to the allegation may be
temporarily suspended pending further investigation;
o Provide the staff member with support, EAP and inform them of the allegation and process
(without disclosing confidential details of the reporter or child involved).
2. Maintain Procedural Fairness
o Any internal investigation must be fair, impartial, and documented.
o The alleged person must be given the opportunity to respond appropriately during the process.
o Seek support from the Fair Work Ombudsman as needed

Investigation and Follow-Up

1. Conduct or Coordinate an Internal Investigation (as required)

o Inline with service policies and guidance from the relevant external agency and/or Department
of Education.

o HCS will treat the accused person with fairness at all times and uphold their employee rights at all
times.

o Obtain relevant information from a range of sources. This may include a statement from the
person who made the allegation; statements from witnesses and a statement from the person
against whom the allegation has been made and any other relevant documentation.
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Determine any conflicts of interest either internal or external.

Ensure evidence, documentation, and outcomes are recorded.

HCS will ensure that the accused person is aware of their ability to have a silent support person
accompany them to any meetings.

If the allegation is being investigated by Department of Education, Family and Community
Services or the Police, the service will be guided by their advice as to whether they should
independently investigate the allegation.

If the investigation is carried out by the service, the information that has been gathered will be
assessed and a finding made as to whether the allegation is false, vexatious, misconceived, not
reportable conduct, not sustained or sustained. The reasons for the finding will be clearly
recorded and continuously reviewed to ensure that the decision- making has been unbiased,
professional and transparent.

2. Inform Relevant Parties of the Outcome

o

Notify the child’s family of the investigation outcome (as appropriate, while protecting
confidentiality).

Notify the accused of the investigation outcome and any further action in writing. Advice will be
provided about the investigations finding, and any further action that may be required (e.g.
disciplinary action, ongoing training, termination).

Advice will also be provided about any rights of appeal and the person will be advised that the
NSW Ombudsman has been notified and the Commission of Children and Young Persons also
notified of the relevant employment proceeding (if relevant);

Part B of the Ombudsman Notification form will be completed and sent to the Child Protection
Division, NSW Ombudsman with all supporting documentation gathered during the investigation;
Family and Community Services will also be informed of the outcome of the investigation.

Ongoing Responsibilities

1. Maintain Confidentiality

o

Information should only be shared with those directly involved in managing or investigating the
allegation.

2. Support All Affected Parties

o

o

Provide support to children, families, and staff as needed.
Consider access to external counselling or EAP services.

3. Review Policies, Procedures & Risk Assessments

o

o

After the matter is resolved, review the incident and determine if policy or procedural changes
are required to prevent future occurrences.

Undertake a risk management approach following an allegation to ensure the protection and
safety of children, stakl and visitors to the service. Based on this risk assessment, decisions will be
made in order to manage the risks that have been identified

The Approved Provider/Nominated Supervisor will:
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Develop and maintain a system of appropriate record keeping for all allegations to ensure
detailed documentation is made and stored as required

Take all allegations of abuse seriously and act immediately.

Involve NSW Police promptly when it is determined that a police report may be required.

Do not delay police involvement due to concerns about false accusations. If the allegation
appears serious or credible, the NSW Police should be contacted without delay to assist in
assessing whether a criminal investigation is necessary. Their early involvement helps ensure
appropriate handling and preserves any potential evidence.

Ensure confidentiality and discretion is maintained at all times and that disciplinary actionis
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taken if any breaches of confidentiality occur.

Privacy and Confidentiality

¢ All matters relating to child protection, including disclosures, suspicions of risk, and allegations, must be
handled with strict confidentiality.

¢ Information should only be shared with those directly involved in supporting the child or managing the
report, such as the Nominated Supervisor, Approved Provider, relevant authorities (e.g. DCJ, NSW
Police, Office of the Children’s Guardian), and legal representatives if required.

e Educators and staff must not discuss child protection matters with others, including colleagues,
families, or external parties, unless authorised.

¢ Maintaining confidentiality protects the privacy, dignity, and safety of all individuals involved and is
essential to ensuring a child-focussed, fair and lawful process.

Monitoring, Evaluation and Review

This policy will be monitored to ensure compliance with legislative requirements and unless deemed necessary
through the identification of practice gaps, the servicewill review this Policy every 12 months.

Families and stal are essential stakeholders in the policy review process and will be given opportunity and
encouragement to be actively involved.

In accordance with R. 172 of the Education and Care Services National Regulations, the service will ensure that
families of children enrolled at the service are notified at least 14 days before making any change to a policy
or procedure that may have significant impact on the provision of education and care to any child enrolled at
the service; a family’s ability to utilise the service; the fees charged or the way in which fees are collected.

Related Legislation

Children and Young Persons (Care and Protection) Act 1998
e Commission for Childrenand Young People Act 1998
Ombudsman Act 1974

Education and Care Services National Law Act 2010

Fair Work Act

References

o NSW Government, Department of Family and Community Services, Resources for Mandatory
Reporters

e The NSW Mandatory Reporter Guide: https://reporter.childstory.nsw.gov.au/s/mrg

e NSW Government, Department of Premier and Cabinet, Child Wellbeing & Child Protection: NSW
Interagency Guidelines

Legislative Applications

e Children and Young Persons (Care and Protection) Act 1998, s.27; s.245A; 5.248(1)(b)
e Education and Care Services National Law Act (2010) Part 6 Section 166-167; s.174
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e Education and Care Services National Regulations (2011) Part 4.2, R84 Part 4.7, R168, R175 2 (d) (e) and
R176 2 (c)

Next Review Date

JULY 2027
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