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1. [bookmark: PurposeAndApplication][bookmark: _Toc244001982]Purpose and application
[bookmark: _Toc162273225][bookmark: _Toc234841829][bookmark: _Toc244001983]Purpose
These Procedures support the Child Safety Policy (‘the Policy’).
These Procedures explain how we:
approve and register child related programs;
recruit and engage staff and affiliates for child-related work;
verify and monitor Working with Children Check (WWCC) clearances; 
manage annual child safety attestations;
manage online safety;
report, respond to and investigate child safety concerns; and
maintain child safety records.
[bookmark: _Toc234841830][bookmark: _Toc244001984]Start date
These Procedures commence on [commencement date]
[bookmark: _Toc234841831][bookmark: _Toc244001985]Application
These Procedures apply to:
staff;
students;
affiliates; 
where relevant, visitors undertaking activities at or on behalf of the University; and
activities involving children conducted by or on behalf of the University.
These Procedures do not apply to: 
people employed by:
student organisations; and 
independently operated childcare centres; and
children of staff or students who are on University lands.
Note:  See the Children in University Workplaces and Premises Policy
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[bookmark: _Toc234841834][bookmark: Requirements2][bookmark: _Toc244001986]Child-related programs
[bookmark: _Toc234841835][bookmark: _Toc244001987]Approval and registration requirements
Work on a child-related program as detailed in clause 3.2 of the Policy must not start until the requirements of this clause are met.
A manager proposing a child-related program must prepare a proposal for approval by the relevant delegate. The delegate will be the: 
Faculty or School General Manager;
Deputy Vice-Chancellor; or
the Head of Administrative Area.
(3) The proposal must set out:
the program objectives;
the source and amount of funding required;
how the program aligns with:
the Policy; and
our strategic priorities;
Note:	See the 2032 Strategy 
the child-related roles and activities involved; and
a child safety risk management plan.
Note:	See the Service Portal for guidance on seeking approval for a child-related program. 
Note:  See the Staff Intranet for guidance on managing risks to the safety and wellbeing of children.
(4) The relevant delegate must:
assess the proposal; and, 
decide whether to approve the program after consulting with the relevant Dean or responsible officer.
(5) If the program is approved, the Dean or responsible officer must notify the Office of Child Safety as soon as practicable by:
(a) completing the Child-related Program Registration Form, including; 
the list of staff, affiliates, students and volunteers participating in the program; and
relevant WWCC information for individuals required to hold a WWCC clearance.
uploading the form into the Child-related program submission portal, and include:
 the child safety risk management plan; and
any other relevant documents regarding the proposal.
(6) The Office of Child Safety must: 
(a) verify all WWCC provided in the Child-related Program Registration Form;  
(b) inform the Dean or responsible officer of the WWCC clearance status of all listed staff; 
(c) review the child safety risk management plan; and 
(d) provide feedback when required.
[bookmark: _Toc234841836][bookmark: _Toc244001988]Recruitment and engaging staff for child-related work
When hiring for child-related work, hiring managers must:
ensure that the recruitment and selection processes assess the candidate’s suitability to work with children and young people;
Note:	See staff Intranet or Child Safety Hub (link) for child safety interview questions that may be used.
inform applicants about their obligations, including the need to:
complete mandatory child safety training in Workday; and
provide a WWCC clearance;
assess the child safety risks of any known criminal history or disciplinary findings. This must be done in consultation with any or all of:
the relevant delegate;
Human Resources; 
Student Affairs Unit; and 
the Office of Child Safety;
ensure a WWCC clearance has been verified by Human Resources before a candidate begins child-related work; and
provide role-specific child safety information and induction to the successful candidate.
Note:  See the Recruitment and Appointment Policy for detailed information on hiring.
Human Resources support hiring managers by:
providing advice on child safety recruitment strategies;
requiring that WWCC are requested and clearances verified as part of the hiring processes; and
assigning the mandatory child safety training modules to new staff.


[bookmark: _Toc234841837][bookmark: _Toc244001989]Engaging affiliates for child related work
Delegates proposing to appoint affiliates for child related roles must:
take reasonable steps to satisfy themselves that the candidate is suitable to work with children, including: 
			Note:	See staff Intranet or Child Safety Hub (link) for child safety questions that may be used.
identify what mandatory training the successful candidate must do, and how it can be accessed;
inform candidates about the obligations for child-related work, including the need to:
provide a WWCC clearance before commencing any child-related work; and
complete mandatory child safety training. 
Affiliates who have access to Workday must:
upload their WWCC clearance details in Workday as a license;  
Human Resources must verify the clearance, record the outcome in Workday and notify the relevant delegate; and
complete the mandatory child-safety training in Workday.
Affiliates (including volunteers) who do not have access to Workday must:
provide their WWCC clearance information using the Office of Child Safety online verification form;
The Office of Child Safety must verify the clearance, record the details in a secure SharePoint site and notify the relevant delegate.
complete the:
Child Safe eLearning course; or 
attend an online webinar provided by the Office of the Children’s Guardian; or 
equivalent child safety training. 
Note:	The Child Safety Hub (insert link) provides examples of equivalent training programs.
If a clearance cannot be confirmed, the affiliate must not do any child-related work.
Note:  See the staff intranet (link) for more information about the process for affiliate working with children checks.


[bookmark: _Toc234841838][bookmark: _Toc244001990]Child related research
Work on a child-related research project must not start until the requirements of this clause are met.
The Research Portfolio must:
email the Office of Child Safety with information on approved child-related projects, including: 
name and email of the Chief Investigator; 
start date, if known;
if human research involving children and young people are involved;
if clinical trials are involved; 
if the project is funded by the Medical Research Future Fund, National Health and Medical Research Council (NHMRC) or Australian Research Council (ARC).
The Office of Child Safety must contact the Chief Investigator or Lead Supervisor after being notified of the research approval: 
to make sure they understand child safety requirements, including: 
completing a Child Safety Risk Management Plan; 
WWCC requirements; and
completing child safety training.
provide information about the annual Child Safety Research Attestation, including:
the requirement to complete it; and
the timeframes.
Before any research involving children and young people or their identifiable data commences, the Chief Investigator or Lead Supervisor must ensure that:
all research staff and students:
have had their WWCC clearance verified by the Office of Child Safety or Human Resources;
have completed the Child Safety training on Workday or Canvas, or for affiliates, an equivalent child safety training program;
understand the identified risks including mitigation strategies; and
any other University community members who will work on the research:
understand their obligations under the Policy, including reporting requirements.
Note:	See the Research Code of Conduct and the child-related research intranet page
[bookmark: Section3_5][bookmark: _Toc234841839][bookmark: _Toc244001991]Annual Child Safety Research Attestation for research projects
A Chief Investigator or Lead Supervisor of a Higher Degree by Research Student working on child-related research must:
complete an annual child safety attestation to confirm they meet the requirements of the Policy and these Procedures.
The attestation must be submitted between 16 March and 1 May each year:
At the beginning of May:
the Office of Child Safety must provide the relevant Associate Dean of Research details of any outstanding attestations.
At the end of June:
the Office of Child Safety must provide the Deputy Vice-Chancellor (Research) details of outstanding attestations. 
At the end of July:
the Office of Child Safety, after consulting the Deputy Vice-Chancellor (Research), must report non-completions to the Office of Research Integrity as a potential breach of the Research Code of Conduct.
Note:	See the Research Code of Conduct and the child-related research intranet page.
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[bookmark: _Toc243665143][bookmark: _Toc243665144][bookmark: _Toc243665145][bookmark: _Toc243665146][bookmark: _Toc243665147][bookmark: _Toc243665148][bookmark: _Toc243665149][bookmark: _Toc243665150][bookmark: _Toc243665151][bookmark: _Toc243665152][bookmark: _Toc243665153][bookmark: _Toc243665154][bookmark: _Toc243665155][bookmark: _Toc243665156][bookmark: _Toc243665157][bookmark: _Toc243665158][bookmark: _Toc234841842][bookmark: _Toc244001992]Students in child-related work
[bookmark: _Toc234841843][bookmark: _Toc244001993]Admission of students to higher degrees by research
Higher Degree by Research students doing research involving children and young people or their identifiable data, must:
complete a Child Safety Risk Management Plan that addresses any risks to children and young people who are participating in the research;
minimise their unsupervised or unnecessary physical contact with a child or young person (whether accidental or intentional);
provide their WWCC clearance information to the Office of Child Safety for verification using the Office of Child Safety online verification form. 
the Office of Child Safety will confirm the clearance status with the student and their supervisor; and
complete the child safety training on Canvas.
[bookmark: _Toc234841844][bookmark: _Toc244001994]Supervisors of Higher Degree by Research Students
Supervisors of Higher Degree by Research students must hold a WWCC clearance that has been uploaded onto Workday as a license and verified by the University.
Human Resources will verify the clearance on the Office of the Children’s Guardian website.
Supervisors who cannot obtain a WWCC clearance cannot supervise a Higher Degree by Research student working on a child-related research project.
Supervisors must:
guide candidates in identifying child safety risks relevant to their research;
ensure child safety controls are implemented and maintained;  
ensure students are not left alone with a child or young person when the research involves direct physical or online contact;
act when child safety concerns are identified, including escalation under the Policy; 
ensure that students compete their mandatory child-safety training in Canvas; and 
complete the Annual Child Safety Research Attestation.
Note:	See section 2.5 of these procedures for Information on the Annual Child Safety Research Attestation
The Deputy Vice-Chancellor (Research) will develop provisions for managing misconduct by higher degree research students undertaking research involving children and young people.	Comment by Caryn Millward: This section will be finalised in Phase 2 of the policy and procedures development.
[bookmark: _Toc234841845]Note: See clause 4.1(3) of the Policy for more informationWork Integrated Learning 
For placements within the University, the student must:
provide the Office of Child Safety their WWCC clearance details using the Office of Child Safety online verification form. 
The Office of Child Safety will verify the students WWCC and confirm the clearance with the student.
Note: Work integrated learning within a University health service, with the exception of the SPEECH Clinic, is exempt from this requirement.
For placements overseas or interstate, students must follow child safety requirements of the relevant jurisdiction.
The placement provider must verify students’ WWCC, where required.
Note:	See the Student Placement and Projects Policy.
Note:	See Student Placement intranet for requirements. 
[bookmark: _Toc244001995]Misconduct of student while undertaking work integrated learning  	Comment by Caryn Millward: This section will be finalised in Phase 2 of the Policy and Procedures development
This section applies where a student: 
engages in conduct that may breach these Procedures or the Policy; or 
is alleged to have harmed a child or young person, whether in person or online. 
Student behaviour while undertaking work integrated learning is considered University-related conduct. This includes conduct that occurs: 
at the work integrated learning site; 
during activities organised by the provider; 
through online or digital communication; and 
while accessing, handling, or engaging with data related to children or young people. 
Note:	The work integrated learning site may include a child or young person’s home if the work takes place there.


[bookmark: _Toc234841846][bookmark: _Toc244001996]Working with Children Check (WWCC)
[bookmark: _Toc234841847][bookmark: _Toc244001997]Verifying WWCC clearances
WWCC must be verified as detailed in Table 1 below:
Table 1 WWCC clearance verification requirements
	Who verifies WWCC clearance
	Who needs a WWCC clearance
	Child-related work being undertaken
	Conditions

	Human Resources
	Staff member

	· Employed in a child-related role
	The individual must upload their WWCC information as a license into Workday when moving into child-related work; 
HR verifies and records the WWCC clearance and expiry date on the individual’s Workday profile. 

	
	
	· Participating in child-related research or program
	

	
	Affiliates 
Note:  See contractors and volunteers below
	Engaged in child-related work
	

	Office of Child Safety
	Students including (Higher Degree by Research)
	Participating in child-related research 
Undertaking University-hosted work integrated learning
Note: Some University work integrated learning programs are exempt from the WWCC legislation, See Part 5 in the Policy.
	The individual must complete the Office of Child Safety online verification form
The Office of Child Safety verifies and records the WWCC clearance.

	
	Contractors and volunteers
	Participating in child-related programs or activities 
	

	Labour hire company
	Contingent worker
	Any child-related work, program or research
	Labour hire company verifies WWCC.

	External Work Integrated Learning placement provider
	Students undertaking child-related work integrated learning
	Externally hosted work integrated learning
	See clause 3.3 for information on work integrated learning



Sighting a clearance outside the Office of the Children's Guardian (OCG) Employer Portal does not confirm that a member of the University community holds a current and valid clearance. 
[bookmark: _Toc244001998]Changes in clearance status
It is an offence under legislation to work with children and young people where a Working with Children check has a status of:
Closed;
Not found;
Expired;
Interim Barred; or
Barred.
Note:	See more information on the Office of the Children’s Guardian website
If a WWCC clearance status changes, the person must:
immediately stop working with children and young people; and
notify one or more of the following, as appropriate:
the Office of Child Safety;
the Human Resource partner;
the relevant manager or supervisor; or
Office of the General Counsel
If the change in status means the person is no longer authorised to work with children, the person must be immediately removed from any role, work, placement, research project, or activity that is child related. The following actions must then occur:
For staff and affiliates:
their employment, research project, engagement, or affiliation must be reviewed; and


work may be restructured, or they may be allocated other duties that do not involve child-related work.
For students undertaking Work Integrated learning within the University:
the placement supervisor must be advised; and
if the placement cannot continue without a WWCC clearance, the placement must be terminated. 
Note:	Refer to the Student Placement and Projects Policy.
For Higher Degree by Research students:
their research project requirements must be reviewed; and
research may be restructured where the project does not involve direct contact with children or young people, or identifiable child-related data.
[bookmark: _Toc234841848][bookmark: _Toc244001999]Renewing clearances
University community members who renew their WWCC clearance while in a child-related position or work must provide updated details as soon as practicable after renewal.
staff and affiliates with access to Workday must upload their renewal details as a license.
affiliates without access to Workday must provide their updated clearance details using the Office of Child Safety online verification form. 
students who renew their WWCC clearance must provide their updated details using the Office of Child Safety online verification form.
A person who does not provide updated clearance information may be removed from child-related work until verification is completed.
A person must not commence or continue in any child-related role, placement, research activity, or engagement unless the University has a valid and verified WWCC clearance on record.
The Office of Child Safety must:
verify the WWCC; and
email the person to confirm they hold a clearance and may work with children and young people.
Note:	See the knowledge article for information on how to upload Working with Children Checks as a license on Workday.


[bookmark: _Toc234841849][bookmark: _Toc244002000]Examples of unacceptable conduct
[bookmark: _Toc244002001]Reportable conduct and/or criminal behaviour
[bookmark: _Toc234841850]Behaviours listed in this Part must be reported to the Office of Child Safety in accordance with the Policy. They may constitute reportable conduct and/or criminal behaviour.
[bookmark: _Toc241069464][bookmark: _Toc244002002]Sexual offence
Any conduct that introduces, exposes, or involves a child or young person to sexual content or behaviour. This includes, but is not limited to:
sexually touching, inside or outside of clothing;
producing, disseminating or possessing child abuse material;
recording or taking images of a child while they are dressing, bathing or using the bathroom;
taking explicit photographs or recordings of children and young people; and
any conduct that constitutes a sexual offence under Commonwealth, State or Territory law.
[bookmark: _Toc234841851][bookmark: _Toc241069465][bookmark: _Toc244002003]Sexual misconduct
This includes, but is not limited to:
sexual comments, conversations or communications with a child;
communicating, including online, with a child or young person about romantic, intimate or sexual feelings;
making sexually suggestive remarks, jokes or gestures;
showing children pictures, animations, images, websites or other material of an inappropriate or adult nature;
discussing topics of an adult or sexualised nature, including telling adult jokes;
sharing or displaying sexually explicit material through digital platforms, including online teaching or engagement;
engaging in unauthorised contact with a child or young person for the purpose of developing a sexual relationship; and
giving or offering a child gifts, food, money, attention or affection in exchange for sexual activities or images, or with the intention of encouraging sexual activity.





[bookmark: _Toc244002004]Ill-treatment
This includes, but is not limited to:
making degrading demands or comments;
repeated hostility towards a child;
persistently criticising or discrediting a child; and
teasing, bullying or encouraging bullying behaviour, including online.
[bookmark: _Toc244002005]Physical assault
Examples include, but are not limited to:
physical punishment, including smacking or other physical discipline;
hitting, striking, kicking, punching, biting or pulling a child's hair;
shaking, throwing, dragging or pushing a child or young person;
strangling, choking, suffocating or otherwise restricting a child’s breathing;
unnecessary or excessive physical restraint; and
intentionally or recklessly causing a child or young person to fear imminent physical harm.
Serious physical assault
results in a serious injury; or 
had the potential to result in a serious injury.
[bookmark: _Toc244002006]Emotional or psychological abuse
Examples include, but are not limited to:
establishing an emotional connection with a child for the purpose of manipulating, exploiting or abusing them;
isolating a child from peers or appropriate support people;
coercive, controlling or manipulative behaviour;
repeatedly rejecting, ignoring or excluding a child; 
conduct that undermines a child's dignity, self-worth or sense of safety; and
humiliating, ridiculing or belittling a child.
[bookmark: _Toc244002007]Neglect
Examples include, but are not limited to:
failing to adequately supervise a child or young person;
not providing a child or young person with adequate clothing consistent with the weather conditions;


not protecting a child from abuse or other harm when you have the authority or responsibility to do so;
exposing a child to unsafe environments, including environments involving violence, drug use or excessive alcohol use;
failing to seek medical attention for a child when required;
leaving a child or young person unattended when supervision is required and the child or young person is harmed; and
otherwise failing to meet the duty of care owed to a child or young person. Establishing
[bookmark: _Toc244002008]Failure to protect children and young people from abuse
Omissions or unsafe practices that put a child or young person at risk of harm or abuse, include:
failing to take reasonable action after becoming aware of information that a person may pose a risk of abusing a child or young person;
allowing a person to continue to have access to children or young people despite known concerns about their conduct or suitability to work with children;
failing to implement, follow or enforce measures designed to reduce or remove a known child safety risk;
ignoring complaints, concerns, warning signs or observed behaviours that indicate a risk of abuse or harm to a child or young person;
failing to escalate concerns where a reasonable person in the same position would take action to reduce or remove a risk to children or young people;
taking no action after observing conduct that places a child or young person at risk of abuse or harm;
permitting a person who is subject to restrictions relating to children to continue engaging in activities involving children; and
failing to protect a child or young person from a known or foreseeable risk of abuse when you have the authority, responsibility or ability to take protective action.
[bookmark: _Toc244002009]Failure to act on, report or conceal child abuse
Situations where required reporting or risk management actions are not taken, including:
deliberately or recklessly not acting on information indicating that a person may pose a serious risk of abusing a child; 
knowing, believing, or having reasonable grounds to suspect that a child has been abused and not reporting the matter to the Office of Child Safety when a 

 reasonable person would have known to report the matter.
failing to report information that may assist in identifying, arresting, prosecuting or convicting a person who has committed a child abuse offence;
attempting to deal with suspected child abuse internally instead of reporting it through required reporting channels;
concealing, destroying, deleting or withholding information relating to suspected child abuse;
directing or encouraging another person not to report child abuse concerns;
discouraging a child, young person, parent, carer, witness or staff member from reporting a child safety concern; and
knowingly withholding relevant information during a child safety assessment, investigation or reporting process.
[bookmark: _Toc244002010]Examples of inappropriate or concerning behaviour
Conduct that erodes professional boundaries, may be professional misconduct, and puts a child or young person at risk:
close physical contact, like inappropriate tickling and ‘play’ wrestling;
being alone with a child when there is no professional reason for doing so;
asking children to stay at your home, or visiting the child at home where there is no professional reason for doing so;
turning up at a child or young person’s sporting match or game, or a place where it is known the child frequents where there is no professional reason for doing so;
offering to help the family or developing relationships with the parents and carers without a professional reason to do so;
asking or encouraging a child or young person to keep secrets or meet outside of any official program (including online);
giving gifts to a child or young person where there is no professional reason for doing so;
unwarranted or unwanted touching with hands, body parts or objects;
establishing an emotional connection with a child (including online) for the purpose of manipulating, exploiting, or abusing them;
initiating, permitting, or requesting a child or young person to sit on your lap; and
massage any part of your or their body, where there is no professional reason for doing so


Misuse of digital technology and recording in ways that put children and young people at risk:
using personal or non-University digital platforms to contact children and young people;
initiating or continuing private messaging without appropriate oversight or approval to do so;
capturing or sharing photos, video or audio of children and young people without consent;
providing children access to harmful online environments; and
using a computer, mobile phone, camera or other device to exploit or harass a child or young person.
Note:	See the Children and Young Persons (Care and Protection) Act 1998 (NSW) which provides for the care and protection of, and provision of services to, children and young people and the Children's Guardian Act 2019 (NSW) for the primary law universities use to define unacceptable behaviour.



[bookmark: _Toc244002011]Online safety
[bookmark: _Toc244002012]Approved platforms and accounts for online safety
The Chief Information Officer will maintain a register of approved platforms that may be used to interact with children and young people.
Before using a platform that is not included on the approved register, the responsible area must obtain approval from the Chief Information Officer or delegate.
In determining whether a platform may be approved for use, consideration must be given to:
privacy protections;
information security controls;
access and permission settings;
supervision and monitoring capabilities;
recordkeeping functionality;
age restrictions; and
child safety risks associated with the platform.
Note:	See the Acceptable Use of ICT Resources Policy
[bookmark: _Toc244002013]Safe use of online platforms
University community members using online platforms to interact with children and young people must configure and use available safety and privacy features to:
(a) minimise interactions from people outside the relevant group, including unsolicited direct messages;
(b) ensure interactions can be appropriately monitored by, or made visible to, relevant University staff;
(c) support compliance with the University’s requirements for interacting with children and young people online; 
(d) reduce foreseeable child safety risks; and
(e) protect the privacy and personal information of children and young people.
When interacting with children and young people online, University community members must:
(a) maintain appropriate professional boundaries in online interactions; 
(b) ensure children and young people are informed of relevant online safety and privacy expectations where appropriate; and
(c) report any online child safety concerns in accordance with Part 7 of these Procedures


[bookmark: _Toc244002014]Images and recordings
When taking, using or publishing images or recordings of children and young people, University community members must:
portray children and young people in a respectful and appropriate manner;
avoid publishing names, locations, schools or other identifying information unless authorised and necessary;
 use University-issued or approved devices where reasonably practicable;
ensure images and recordings are only accessible to persons requiring access for the approved purpose;
obtain the required consent before use; and
comply with applicable privacy and recordkeeping requirements.
Images and recordings that are no longer required for an approved University purpose must be securely deleted or disposed of as soon as practicable in accordance with University recordkeeping requirements.
For research activities involving children and young people, consent must be obtained through the applicable human research ethics approval and consent processes.
remove images or recordings:
if requested by children, parents or carers;
promptly and without question; and
by emailing the creativestudio@sydney.edu.au.
Note:	Consent must be obtained using either the Participant consent form (parent/guardian) for Research or the Fast Track Consent to Record form for all other forms of use.
Note: See Acceptable Use of ICT Resources Policy and Human Ethics intranet page.
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[bookmark: _Toc234841858][bookmark: RolesAndResponsibilities][bookmark: _Toc244002015][bookmark: _Toc234841859]Reporting and responding to child safety concerns
[bookmark: _Toc235699707][bookmark: _Toc244002016]How we respond to concerns 
On receiving information, the Office of Child Safety informs the following, as appropriate:
the relevant Faculty or School General Manager; 
the relevant Head of Administrative Area;
the Office of General Counsel;
the Office of Research Integrity; 
the Academic Registrar;
the Chief Human Resource Officer, who informs:
the Vice-Chancellor and President.
The Office of Child Safety coordinates responses to reports in:  
a sensitive; and
confidential manner; and 
consistent with the principles of procedural fairness.
Once the relevant delegate becomes aware of a child safety concern, they must take all reasonable steps to remove or minimise any obvious risk to children and young people:
immediately; and
while protecting the rights of the person who is the subject of the report. 
The Vice-Chancellor and President or delegate must, when a report has been received that a member of the University community has engaged in behaviour that may be reportable conduct, a reportable allegation or a reportable conviction:
report this to the Office of the Children’s Guardian; and
begin an investigation.
Note:	Behaviour that may involve sexual harm or gender-based violence will also be managed under the Sexual Harm and Gender-based Violence Prevention and Response Policy
(1) The Chief Human Resources Officer:
(a) can report to, and liaise with, the Office of the Children’s Guardian on behalf of the Vice-Chancellor and President;
(i) this includes reportable conduct, reportable allegations or reportable convictions.
(b) must consult the Office of General Counsel before making a report to the Office of the Children’s Guardian; and
(c) must provide a copy of the report to the Vice-Chancellor and President within 48 hours of lodging it.
(2) No one is allowed to retaliate against any person who:
(a) makes a report in good faith; or
(b) assists in related investigations in good faith.
Note:	See the Reportable Conduct Scheme Requirements of the Children’s Guardian Act 2019 (NSW).
[bookmark: _Toc235699708][bookmark: _Toc244002017]Who we may make a report to
(1) Depending on the nature of the concern, allegation, or incident, the University or staff member may make or be required to make a report to one or more of the following:
(a) Office of the Children’s Guardian;
(b) Police;
(c) Department of Communities and Justice;
(d) Australian Health Practitioner Regulation Agency;
(e) Health Care Complaints Commission.
Note:	Section 316A of the Crimes Act 1900 (NSW) makes it a legal requirement to report any known child abuse to police. A failure to report allegations of criminal abuse of a child or young person may also be reportable conduct in some circumstances.
[bookmark: _Toc244002018]When we must make a report 
The University must report allegations of reportable conduct or conviction to the Office of the Children’s Guardian by: 
Submitting a 7-day notification  within seven days of becoming aware of the allegations; 
Submitting a 30-day interim report if the investigation is not complete within 30 days; and 
Submitting an entity report within 30 days or upon completion of the investigation.


[bookmark: _Toc234841860][bookmark: _Toc244002019]How we investigate reports
We manage allegations made against staff under the:
Office of the Children’s Guardian Act (NSW);
Enterprise Agreement; 
Staff and Affiliates Code of Conduct;
Sexual Harm and Gender-based Violence Prevention and Response Policy; and
Staff Sexual Misconduct Response Procedures.
We manage allegations made against students under the:
Office of the Children’s Guardian Act (NSW);
Student Discipline Rule;
Student Complaints Procedures; 
Sexual Harm and Gender-based Violence Prevention and Response Policy; and
Student Sexual Misconduct Response Procedures.
We manage allegations against affiliates (including volunteers, contractors and contingent workers) under the:
requirements of the Office of the Children’s Guardian Act (NSW); and
terms of their engagement. 
[bookmark: _Toc234841861][bookmark: _Toc244002020]Investigation outcomes
Breaches of the Policy and these Procedures may result in disciplinary action. 
Outcomes may include disciplinary steps under the:
Enterprise Agreement;
Research Code of Conduct; or
Student Discipline Rule.
Affiliates and contractors who are found to have engaged in reportable conduct:
will have their engagement immediately terminated; and
may have their permissions to be on University lands revoked.
Note: See the Campus Access Policy
We must report allegations and findings of reportable conduct, reportable allegations or reportable conviction to the Office of the Children’s Guardian
This may result in an individual’s WWCC clearance being:
maintained; or
cancelled.
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[bookmark: _Toc243665189][bookmark: _Toc243665190][bookmark: _Toc233209518][bookmark: _Toc234841862]
[bookmark: _Toc244002021]Recordkeeping
[bookmark: _Toc234841863][bookmark: _Toc244002022]Maintaining records of WWCC verifications
Human Resources and the Office of Child Safety must maintain records of verified Working with Children Check information, including:
full name;
date of birth;
WWCC number;
verification date;
verification outcome;
expiry date;
whether the worker is in paid or volunteer work;
changes in clearance status; and
actions taken following changes in status.
Evidence of verification must be retained.
Note: see table in Part 4 for more information on who verified WWCC’s.
[bookmark: _Toc244002023]Recordkeeping after incidents, allegations and complaints
Any University area responsible for receiving, managing or investigating a child safety concern must ensure records are created and maintained in accordance with these Procedures.
University staff responsible for managing or investigating a child safety concern must provide relevant records and information to the Office of Child Safety as soon as practicable to support central recordkeeping, oversight and reporting.
The Office of Child Safety must maintain a central register of:
complaint;
disclosures;
reportable allegations;
reportable conduct;
reportable convictions;
investigations;
findings;
corrective actions; and
external notifications.
[bookmark: _Toc234841864]Records must include:
date and time the concern was received;
person making the report (if known);
child or young person involved;
nature of the concern;
immediate actions taken;
risk assessment completed;
internal notifications;
external reports made;
investigation outcomes;
support provided; and
closure date.
[bookmark: _Toc234841866][bookmark: _Toc244002024]Training records
Human Resources must maintain records of child safety training completed by staff on Workday.
Faculties and relevant University areas must maintain records of child safety training completed by:
students undertaking child-related work;
students participating in child-related research;
volunteers; and
affiliates,
where such records are not maintained by Human Resources.
Training records must include:
training status (not started, in progress or completed);
completion date;
refresher training completed;
exemptions granted; and
equivalent training recognised.
Human Resources, faculties and relevant University areas must provide training compliance information to the Office of Child Safety upon request.
The Office of Child Safety may monitor and report on compliance with child safety training requirements.



[bookmark: _Toc244002025]Roles and responsibilities
[bookmark: _Toc241069541][bookmark: _Toc234841868]Vice-Chancellor and President
(1) liaise with the Office of the Children’s Guardian on any escalated child-related concerns, as required; 
(2) may delegate reportable conduct responsibilities as the Head of a Relevant Entity; and
(3) ensure investigations into reports of reportable conduct, a reportable allegation or reportable conviction are conducted
[bookmark: _Toc244002026]Office of Child Safety
inform relevant managers of changes in the WWCC clearance status of:
staff or affiliates who report to them; or
students for whose study they are responsible (coursework or higher degree by research);
confirm with Chief Investigators and Lead Supervisors that they understand:
their child safety obligations; and
the annual child safety attestation process for research projects. 
maintain records of WWCC verification for affiliates (including volunteers), students including Higher Degree by Research students where Human Resources is not responsible for undertaking the verification.
complete the Office of the Children’s Guardian reporting requirements for any allegations of Reportable Conduct.
[bookmark: _Toc234841869][bookmark: _Toc244002027]Human Resources
include child safety requirements in hiring processes for all roles involving child-related work; 
verify staff and affiliate WWCC and inform staff and managers when a WWCC is due to expire;
maintain records of University community members WWCC information;
assign new staff to mandatory child safety training;
support a child-safe culture by embedding behavioural expectations into recruitment, and induction processes.
[bookmark: _Toc234841870][bookmark: _Toc244002028]Faculties
assess whether award courses, non-award study, or placements involve child related work, before offering admission to them;
inform students about child safety requirements, including requirements for a WWCC clearance, before or as soon as possible after they first enrol;
ensure child safety risks are identified and managed in course design, work integrated learning, and related activities involving children and young people;
support a child-safe culture by embedding behavioural expectations into induction, processes.
[bookmark: _Toc234841871][bookmark: _Toc244002029]Managers
obtain approval for any child-related program before work begins;
apply for re-approval for ongoing child-related programs before the approval period expires;
identify positions that involve child-related work;
follow required child safety processes when recruiting and hiring for child-related work or roles;
inform applicants about child safety requirements and obligations, including requirements for WWCC clearance; and
ensure new staff complete the child safety training module.
remove any person not cleared to work with children from any child-related work or child-related research as soon as possible after becoming aware of a change in their clearance status. 
this includes when their WWCC clearance expires due to non-renewal.
[bookmark: _Toc234841872][bookmark: _Toc244002030]Delegates appointing affiliates for child-related work
satisfy themselves that the person: 
is suitable to work with children;
will have access to mandatory child safety training if appointed; and
has provided appropriate answers to child safety questions before appointment;
inform candidates of child safety requirements and obligations, including requirements for WWCC clearance;
arrange for Human Resources to verify their WWCC clearance; 
after appointment: 
provide the affiliate role-specific child safety information and induction; 
require them to complete mandatory child safety training.
[bookmark: _Toc234841873][bookmark: _Toc244002031]Chief Investigators
verify child safety requirements for their research projects:
before the projects start; and
annually; and
remove any person not cleared to work with children from any child-related work or child-related research as soon as possible after becoming aware of their clearance status. This includes when their WWCC expires due to non-renewal.
[bookmark: _Toc234841874][bookmark: _Toc244002032]Lead supervisors
verify child safety requirements for their students’ research projects:
before projects start; and
annually; and
remove any person not cleared to work with children from any child-related work or child -related research as soon as possible after becoming aware of their clearance status. This includes when their WWCC expires due to non-renewal.
[bookmark: _Toc234841875][bookmark: _Toc244002033]University community members
inform the University of their WWCC check number, including when they renew their clearance;
inform the University of any change to their WWCC clearance check status;
complete all required mandatory training.


[bookmark: Definitions][bookmark: _Toc234841876][bookmark: _Toc244002034]Definitions
In these Procedures:
a reference to ‘we’, ‘our’ or ‘us’ means the University; and
words and phrases used and not otherwise defined in this document have the meanings they have in the Policy.
	annual child safety research attestation
	a yearly declaration that child safety requirements are being met in research involving children or young people.

	Dean
	as appropriate, a Dean of a faculty or a Head of School and Dean of a University school

	Delegate
	the holder of a relevant delegated authority from Senate to take a particular decision or action. 

Note: See the Delegations of Authority Rule for the relevant delegate

	head of relevant entity
	means the Vice-Chancellor, who is the head of the relevant entity for the purposes of the Children's Guardian Act 2019 (NSW) and holds ultimate responsibility for implementing child-safe systems and responding to, and reporting, allegations of reportable conduct and reportable convictions. The Vice-Chancellor may delegate functions in accordance with University delegations but retains accountability as the head of the relevant entity under the Act.

	hiring manager
	the staff member nominated by the relevant delegate who is:
· usually the supervisor of the position to be filled;
· responsible for recruiting for the position; and
· the main contact for Recruitment Operations or HR Service Delivery throughout the recruitment process.

	responsible officer
	for the purposes of these Procedures: 
for researchers and research staff or affiliates, the Deputy Vice-Chancellor (Research);
for other staff and affiliates, the Chief Human Resources Officer;
for higher degree by research students, the Pro Vice-Chancellor (Researcher Training);
in the case of staff and affiliates in faculties, the Provost; 
for coursework and all other students, the Deputy Vice-Chancellor (Education and Students).

	WWCC
	Working with Children Check
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[bookmark: _Toc234841877][bookmark: _Toc244002035]Notes
Rescissions and replacements
This document replaces the following, which is rescinded from the date this document commences:
(1) Working with Children and Vulnerable Adults Procedures 2021, which commenced on 1 September 2021

Child Safety Procedures 2026
	Date approved
	[date]

	Date commenced
	[date]

	Date for review
	[date]

	Approver
	Vice-Chancellor and President

	Owner(s)
	Deputy Vice-Chancellor (Education and Students)
Deputy Vice-Chancellor (Research)
Chief Human Resources Officer

	Date last amended
	

	Related documents
	Child Protection (Working with Children) Act 2012 (NSW)
Child Protection (Working with Children) Regulations 2013 (NSW)
Children and Young Persons (Care and Protection) Act 1998 (NSW)
Children's Guardian Act 2019 (NSW)
Civil Liability Act 2002 (NSW)
Office of the Children’s Guardian Act 2019 (NSW)
The University of Sydney Enterprise Agreement 2023-2026 (pdf, 1.7MB)
University of Sydney (Delegations of Authority) Rule
University of Sydney (Student Discipline) Rule
Affiliates Policy
Bullying, Harassment and Discrimination Prevention Policy 
Bullying, Harassment and Discrimination Resolution Procedures 
Children in University Workplaces and Premises Policy
Health Clinics and Clinical Services Policy
Health Clinics and Clinical Services Procedures
Higher Degree by Research Supervision Policy
Higher Degree by Research Candidature and Progress Procedures
Honorary Titles Policy
Recruitment and Appointment Policy
Research Code of Conduct
Risk Management Policy
Sexual Harm and Gender-based Violence Prevention and Response Policy
Staff and Affiliates Code of Conduct
Student Charter
Student Placement and Projects Policy
Student Complaints Procedures
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