Child Safe Standards Policy and
Procedures
Inclusive of the Child Safe Standards
Definitions & Interpretation
Child/Children means for the purpose of this policy a person under the age of 18 years.
This also includes those that are deemed to be at a higher risk:



The cultural safety of Aboriginal/Torres Strait Islander children and young
people under the age of 18 years.
The cultural safety of children and young people under the age of 18 years
from a culturally and/or linguistically diverse background.
The safety of children and young people under the age of 18 years with a
disability.

Abuse means for the purpose of this policy any act committed against a child involving but
not limited to:




Physical violence
Sexual offence
Serious emotional or psychological abuse
Serious neglect

This policy applies to all NIET Training and Learning activities inclusive of face to face,
online and off site environments.

Child Safety
Victorian State Government has introduced compulsory minimum standards for
organisations that provide services for children to help protect children from abuse.
The Child Safe Standards form part of the Victorian Government’s response to
the Betrayal of Trust Inquiry (the 2013 Parliamentary Inquiry into the Handling of Child
Abuse by Religious and Other Non-Government Organisations). Education, awareness
raising and helping organisations to create and maintain child safe environments will be the
initial focus of the Child Safe Standards.
All students under the age of 18 of age who are supported by NIET have a right to feel and
be safe. NIET is committed to the safety and well-being of young individuals accessing our
services. NIET undertakes to comply with relevant child safety legislation across jurisdictions
of operations and commits to establishing and maintaining child safe environments following
the Keep Them Safe:
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Our Shared Approach to Child Wellbeing framework for children engaged with NIET
will:
•
•
•

•

•

Ensure all personnel have participated in an initial child protection induction and
update this every year.
Ensure all personnel are aware of the indicators of abuse of a child
Ensure all personnel and volunteers are aware of their obligation to advise NIET’s
Child Safety Representative/Officer or management team of any concerns about the
safety, welfare and wellbeing of children that arise during the course of their work.
Ensure that all personnel are aware of their legal duty of care and obligations under
the new criminal offences “Failure to Protect” “Failure to Disclose” and to report
suspected abuse and of the procedures for doing so.
Assess each course prior to commencement to see how many /if any students are
under the age of 16 will be in attendance so we can implement a risk management
action plan

All NIET personnel will complete the e-learning child safe training prior to their
commencement as a component of their induction. See Recruitment, Training & Supervising
section of this policy.
NIET provides ongoing support for its employees to ensure the establishment and
maintenance of a child safe environment is promoted.
NIET actively encourages all children, other students, family and carers to provide concerns
in the form of verbal and/or written format to NIET’s Child Safety Representative/Officer or
the Management team.

Child Safe Standards
Standard 1
Management Strategies & Commitment
NIET will facilitate an organisational culture of child safety and the prevention of child abuse
occurring within the organisation by:
•

Ensuring that all staff, volunteers, children and families, other students know that
they can engage the organisations Child Safety Representative/Officer and or the
management team for all items relating to child abuse – notifications are displayed in
the staff room, training board and student lounge. The student handbook also
advises the process to reporting any concerns.

•

Ensure that all parties are aware of their responsibilities for identifying possible
occasions for child abuse and for establishing controls and procedures for preventing
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such abuse and/or detecting such abuse. This awareness commences at Induction of
new employees/ trainers and is reiterated at staff meetings and PD Workshops.
•

Provide guidance to staff/volunteers/contractors as to the action that should be taken
where they suspect any abuse within or outside of the organisation via staff
meetings, induction and professional development workshops.

Standard 2
NIET Statement of Commitment
NIET has visiting and enrolled children and as such, NIET recognises its responsibility and is
committed to child safety, protecting children from harm and being a child safe organisation,
complying with the Child Safe Standards.
NIET is committed to:
•
•

•
•
•
•

•

•

Promoting and protecting the best interests of children.
Safeguarding children who are undertaking training including face to face contact,
e-learning programmes, off-site activities, and/or, who are engaged in on-line
communities and forums.
The safety, participation and empowerment of all children, staff and volunteers, other
students, parents and families.
Preventing child abuse and identifying risks early, and removing and reducing these
risks, including risks presented by physical and online environments.
Regularly training and educating our staff and volunteers on child abuse risks via our
staff meetings and professional development workshops.
The cultural safety of Aboriginal children, and children from culturally and/or
linguistically diverse backgrounds, and to providing a safe environment for children
with a disability.
All children, regardless of their gender, race, religious beliefs, age, disability, sexual
orientation, or family or social background have equal rights to protection from abuse,
harm, or neglect.
Regularly training, educating and supporting our staff and volunteers on the
appropriate standards of care required, risk management, awareness and duty of
disclosure to child abuse, and the businesses Code of Conduct.

NIET has:
•
•

•

Zero tolerance of child abuse, and all allegations and safety concerns will be treated
very seriously and consistently with our policies and procedures.
Legal and moral obligations to contact authorities when we have reasonable concern
about a child’s safety, or reasonably believe that a child has been abused or harmed,
which we follow rigorously.
Policies, procedures and training in place that support our management team, staff
and volunteers to achieve these commitments.
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Standard 3
Code of Conduct
Code of Conduct outlines expected standards for appropriate behaviour with and in the
company of children, including but not limited to online and classroom conduct.
NIET will adapt training services provided for children and use our Code of Conduct in line
with the following:
• As part of induction training for new management team members, staff and
volunteers.
• As part of refresher training for existing management team members, staff and
volunteers.
• To inform parents/carers and other persons associated with the organisation what
behaviour they can expect from the organisation’s management team members, staff
and volunteers.
• To support and inform organisational protocols and reporting procedures should
breaches of the code be suspected or identified.
• Include a reference to the Code of Conduct in employment advertisements and
contracts to ensure compliance requirements are met.
NIET will:
•
•
•
•
•
•
•
•
•

Take a preventative, proactive and participatory approach to child safety;
Implement child safety policies and procedures which support ongoing assessment
and reduction of risk.
Foster a culture of openness that supports all persons to safely disclose risks and/or
instances of abuse to children.
Respect diversity in cultures and child rearing practices while keeping child safety
paramount.
Engage only the most suitable people to work with children and have high quality
staff and volunteer supervision and professional development.
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.
Report suspected abuse, promptly to the appropriate authorities.
Share information appropriately and lawfully with other organisations where the
safety and wellbeing of children is at risk.
Value the input of and communicate regularly with families and carers.

Provide all staff, volunteers and contractors with the Child Safe Code of Conduct and
Agreement form, which will be read, agreed to and signed by all NIET staff and anyone who
has regular contact with children at NIET.
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Code of Conduct – Child Safety
All staff, volunteers and the management team of NIET are required to observe child safe
principles and expectations for appropriate behaviour towards and in the company of
children, as noted below.
All personnel of NIET are responsible for supporting the safety, participation, wellbeing and
empowerment of children by:
• Adhering to NIET child safe policy at all times / upholding the NIET Statement of
Commitment to child safety at all times.
• Taking all reasonable steps to protect children from abuse.
• Treating everyone with respect.
• Listening and responding to the views and concerns of children, particularly if they are
telling you that they or another child has been abused and/or are worried about their
safety or the safety of another.
• Promoting the cultural safety, participation and empowerment of Aboriginal children (for
example, by never questioning an Aboriginal child’s self-identification).
• Promoting the cultural safety, participation and empowerment of children with culturally
and/or linguistically diverse backgrounds (for example, by having a zero tolerance of
discrimination).
• Promoting the safety, participation and empowerment of children with a disability (for
example, during personal care activities).
• Ensuring as far as practicable that adults are not left alone with a child.
• Reporting any allegations or concerns of child abuse to NIET Child Safety
Representative/Officer Cara Mackenzie or the management team, and ensure any
allegation is reported to the police (sexual offences) or child protection.
• If an allegation of child abuse is made, ensure as quickly as possible that the child(ren)
are safe.
• Encouraging children to ‘have a say’ and participate in all relevant organisational activities
where possible, especially on issues that are important to them.
Staff and volunteers must not:
• Develop any ‘special’ relationships with children that could be seen as favouritism (for
example, the offering of gifts or special treatment for specific children).
• Exhibit behaviours with children which may be construed as unnecessarily physical (for
example inappropriate sitting on laps. Sitting on laps could be appropriate sometime, for
example while reading a storybook to a small child in an open plan area).
• Put children at risk of abuse (for example, by locking a child in a room).
• Do things of a personal nature that a child can do for themselves, such as toileting or
changing clothes.
• Engage in open discussions of a mature or adult nature in the presence of children (for
example, personal social activities).
• Use inappropriate language in the presence of children.
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• Express personal views on cultures, race or sexuality in the presence of children.
• Discriminate against any child, including or because of culture, race, ethnicity, anything of
a personal nature or disability.
• Have contact with a child or their family outside of our organisation without our child
safety officer’s knowledge and/or consent (for example, no babysitting). Accidental
contact, such as seeing people in the street, is appropriate.
• Have any online contact, including but not limited to social media with a child or their
family (unless necessary, for example providing families with e-newsletters or student
emails in relation to their training).
• Ignore or disregard any suspected or disclosed child abuse.
• Subject a child to visual material that is considered inappropriate.
• Engage in any behaviour that could be deemed of a bullying or threatening nature.
• Engage in any behaviour that could be deemed of a grooming or sexual nature.
By observing these standards you acknowledge your responsibility to immediately report any
breach of this code to NIET Child Safety Representative/Officer Cara Mackenzie or the
Management team.

If you believe a child is at immediate risk of abuse phone 000.

I agree to adhere to this Code of Conduct:
Name: ……………………………….............
Signature: ……………………………………
Date: ……………………………………........

Standard 4
Recruitment, Training and Supervision
Recruitment
All applicants for positions within NIET will go through appropriate screening prior to their
employment with NIET. Screening will be conducted according to the Staff Induction Policy,
and will include:
• Police Check
• Working with Children Check
• Proof of personal identity and any professional or other qualifications
• The person’s history of work involving children
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•
•

References that address the person’s suitability for the job and working with children
Volunteers who provide services at NIET will be informed of NIET’s child safe
practices, and will be provided with a copy of the Child Safe Code of Conduct.

New employees are required to complete the online Child Safety program prior to
commencement of any course.
All staff and volunteers will need to be read, agree to and sign the Child Safe Code of
Conduct prior to commencing work at NIET.
Training and Education
It is important to ensure that everyone in our organisation understands that child safety is
everyone’s responsibility.
Our organisational culture aims for all staff and volunteers (as well as parents, carers,
families, other students and children) to feel confident and comfortable in discussing any
allegations of child abuse or child safety concerns.
NIET staff will complete training in Child Safety, which includes identifying and reporting
suspected child abuse, and what they can do to identify and reduce or remove risks of child
abuse at NIET. Part of NIETs staff induction process will include one of the following online
e-learning modules (see below) and on the successful completion of the assessment; a
printed certificate is to be added to the HR staff file.
NIET’s Early Childhood and Education and Care trainers only will undertake this e-learning
module.
http://www.elearn.com.au/det/earlychildhood/ .
For all staff (including ECEC trainers) of NIET to complete
http://www.elearn.com.au/det/protectingchildren/ .
NIET ensures staff has access to Department of Health & Human Services (DHHD) web
links to the read the Child Safe Standards

http://www.dhs.vic.gov.au/about-the-department/documents-and-resources/policies,guidelines-and-legislation/child-safe-standards-resources
Staff and volunteers will be provided with any updates to the Policy and Procedures as
directed by the Learning and Development Manager. Any updates to the online module will
need to be completed by all staff
Supervision
Employees and volunteers will be supervised regularly to ensure they understand our
organisation’s commitment to child safety as well as checking that their behaviour towards
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children is safe and appropriate (please refer to this organisation’s Code of Conduct to
understand appropriate behaviour further).

Standard 5
Responding to and reporting of suspected incidents
Child Safety Representative /Officer
NIET will ensure employees, volunteers, children, other students and parents will be
supported through the appointment of a Child Safety Representative/Officer with specified
‘child-safe’ duties in their job description, including being the designated person to hear or be
informed about all allegations or concerns.
This will assist NIET in ensuring that child safety is prioritised and that any allegations of
abuse or safety concerns are responded to and recorded in line with NIET’s legal duty of
care and obligations and policies and procedures.
NIET takes all allegations, concerns and complaints seriously and has practices in place to
investigate thoroughly and quickly. NIET will work to ensure all children, other students, staff
and volunteers know what to do and who to tell if they observe abuse or are a victim, and/or
if they notice inappropriate behaviour. NIET has a responsibility to report an allegation of
abuse if we have a reasonable belief that an incident took place (see information about
Failure to Disclose). Incidents are recorded on the Child Safety Incident report form (see
attached for sample in Appendix B) and Child Safety and Wellbeing Register (Appendix B)
For further reporting information
Refer to NIET’s Child Protection Reporting Policy (Q drive)
See Mandatory/Protective Reporting Flow Chart Appendix A (attached)

Standard 6
Risk Management
In Victoria, organisations are required to protect children when a risk is identified. In addition
to general workplace health and safety risks, we proactively manage risks in relation to
abuse of our students.
NIET has risk management strategies in place to identify, assess, and take steps to
minimise child abuse risks, these include but are not limited to risks posed by physical
environments (for example, personal space), online environments (for example, no staff or
volunteer is to have contact with a child in our organisation on social media). NIET will
review each course before commencement to identify if any students under the age of 16
are enrolled. Refer Risk management table (Q drive).
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Standard 7
Promote Participation & Empowerment of children
All details for our Child Protection & Reporting Policies and procedures can be found on our
website. Information for reporting and contacting is placed in our student lounge and on our
NIET Notice Board.

RELATED POLICIES (Q drive)





Child Protection Reporting Policy & Procedure
Access and Equity Policy & Procedure
Privacy Policy and Procedure
Staff Recruiting Policy & Procedure

SUPPORTING DOCUMENTATION









Child Safe Standards 2016
Children, Youth and Families Act 2005
Crimes Act 1958
Education and Training Reform Act 2006
Victorian Institute of Teaching Act 2001
Child Safety Incident Report Form
Child Safety and Wellbeing Register
2017 Skills First Program funding contract 4,2 d
‘comply with the requirements of the Child Safe Standards as made under the Child
Wellbeing and Safety Act 2005 (Vic).’

Revision History:
Date
Source:

December 2016 Version 1
Q:\VERSION CONTROLLED DOCUMENTS
Acts, Regulations, Codes of Practice, ISO/AS/NZ Standards
ASQA Standards for Registered Training Organisations (RTOs)
2015

Review Date:
Authorised by Director:
Carol Campbell

Skills First Program VET Funding Contract 2017
December 2017
Signature:
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Appendix A
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Appendix B

Child Safety Incident Report
1

The child safe standards require organisations that provide services for children to have processes
2
for responding to and reporting suspected child abuse. You can provide this resource to a child or
their family if they disclose an allegation of abuse or safety concern in your organisation. Your staff
can also use this resource to record disclosures.
All incident reports must 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.

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

No

Yes, Aboriginal

Yes, Torres Strait Islander

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

1

For a list of the organisations in scope for the child safe standards, please see the Department of Health and Human Services
website: <www.dhs.vic.gov.au/about-the-department/documents-and-resources/policies,-guidelines-and-legislation/in-scopeorganisations-for-child-safe-standards>.
2

The child safe standards aim to protect children from abuse in organisations, including physical violence, sexual offences,
serious emotional or psychological abuse and serious neglect. For further explanation of the different types of child abuse,
please see see An Overview of the Victorian child safe standards:
<www.dhs.vic.gov.au/__data/assets/word_doc/0005/955598/Child-safe-standards_overview.doc>.
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Please describe the incident
When did it take place?

Who was involved?

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 ref. 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
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Child Safety and Wellbeing Register
Name of Child

Name of person
reporting (maybe
anonymous)

Incident description:
Date time and
incident details

Reported to Child
First, DHHS , Police
000
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