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This kit contains various documents and resources for schools to provide to volunteers 

engaged to work with children in our schools. It is intended to assist in providing volunteers 

with an understanding of safe school expectations and the obligations of those who work 

with children in our schools.   
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Guidelines for Volunteers in Sydney Catholic Schools and Offices 
 
Sydney Catholic Schools (SCS) is committed to ensuring SCS schools and offices provide safe and productive 
learning environments for students. Our employees, contractors and volunteers contribute and support outcomes 
in our students’ education, development of faith experiences, broadening the community experience, brining 
diversity and external knowledge into the school experience. These guidelines are to support volunteers to ensure 
the safety and well-being of all involved in the education of SCS students.  
 
1. PURPOSE: 
These guidelines are aimed to support SCS contractors and SCS schools/offices in: 

 Providing safe environments for children, volunteers, contractors, visitors and employees; 

 Being clear about the expectations for the conduct of volunteers 
 
2. PRINCIPLES: 
Following are core principles that underpin these guidelines: 

 Children have a right to be safe and feel safe in their education; 

 Protecting children is everyone’s business.  

 The protection and wellbeing of children is paramount;  

 Religious, clergy and lay parishioners’ involvement in Catholic education is an important part of the 
spiritual tradition and ongoing faith development for SCS students;  

 Volunteers have a right to work in a safe environment;  

 Ultimate responsibility of engagement in school/SCS activities rests with the Principal/Manager.  
 
3. WHO MAY APPLY TO BE A VOLUNTEER?  
Any person may apply to engage in a volunteer role in a SCS school or office. Whilst it is most commonly a parent 
or relative of a student – it may also be a parishioner or person in the general community who can offer a skill, 
knowledge or their time.  
 
4. PROCESS FOR APPLYING TO VOLUNTEER: 
In accordance with the SCS’s child safe school’s practices the following is required: 

 Attend an induction session run by the relevant SCS school/office. This will include expectations for 
volunteers working in a SCS school/office and Work, Health and Safety requirements;  

 Read the documents in the Child Safe Schools Resource Kit for Volunteers;  

 Return the signed ‘Safe Schools Expectations Undertaking – Volunteers’ form to the School Office; 

 The relevant Principal/Manager will review the application to volunteer;  

 If approved, you will be registered at the School as a volunteer; 

 If the Principal/Manager has a concern about your suitability to be a volunteer, they will communicate 
the concern with you;  

 If a volunteer also requires a Working with Children Check (WWCC), they will need to apply for a 
‘clearance number’ and complete the SCS Child Safe Communities (CSC) Contractors and Volunteers 
Working with Children (WWC) Accreditation Process (WWC Accreditation Process). 

 
5. EXPECTATIONS OF A VOLUNTEER: 
Volunteers are expected to: 

 Attend an induction in Child Safe Schools and Work, Health Safety;  

 Attend the SCS school/office annual update induction sessions;  

 Always follow the direction of the supervising staff member; 

 Adhere to appropriate behaviour and adult boundaries at all times;  

 Seek guidance from a supervising staff member if unsure about their role;  

 Communicate to the supervising staff member or the Principal, any concerns about a child protection or 
safety matter, or the conduct of any volunteer or employee; 

 Adhere to the school and SCS’s policies for working with children;  

 Respect confidentiality of students and staff. This means not discussing with other parents, matters that 
relate to students or staff.  
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6. FAQs REGARDING VOLUNTEERS AND SCREENING TO WORK WITH CHILDREN 

a. What is the Working with Children Check (WWCC)? 

 The WWCC is a screening process which forms one part of ensuring the safety of children; 

 The NSW Office of the Children’s Guardian (OoCG) is responsible for administering the WWCC in 
NSW;  

 It is a process within NSW in which persons that come under the definition of ‘working with 
children’ need to apply for a ‘clearance’ to work with children. If they are not cleared, it is not 
lawful for them to work with children;  

 The school/SCS policies and procedures comply with this law;  

 Persons will not be cleared by the OoCG to work with children if they have been subject to 
certain criminal offences or certain disciplinary proceedings;  

 The WWCC scheme includes persons who are paid or not paid (i.e. volunteers).  
 

b. Do volunteers need screening to work with children (i.e. the WWCC)? 

 Not all volunteers require the WWCC. Exemptions apply for some volunteers. 

 The NSW law allows (in most circumstances) parents and close relatives to volunteer in activities 
that involve their own children without needing a check;  

 Persons not related to students in a school activity need to undertake the WWCC;  

 All religious and clergy do require a WWCC to minister in NSW.  

 You can find further information about Exemptions to WWCC and information for Parent 
Volunteers from the OoCG’s website. 

NOTE: All volunteers, regardless of whether or not they require the WWCC, must comply with SCS and 
school’s volunteer application process and other Child Safe Communities protocols and expectations. 

 
c. Is a WWCC transferable?  

 Some persons who are volunteers in a school/SCS may also be employed to work with children 
(anywhere in NSW). For example, the volunteer may be employed in child care or as a teacher.  

 A person’s WWCC is transferable from one ‘employer/placement’ to another. If a volunteer 
already has a WWCC (obtained post 2013, under the new scheme), they must provide their 
WWCC number to SCS when completing the SCS Child Safe Communities (CSC) Contractors and 
Volunteers Working with Children (WWC) Accreditation Process (WWC Accreditation Process).   

 If a volunteer has an employee WWCC number (under the new scheme), they can use the WWCC 
number they obtained as an employee and provide that to SCS when registering as a volunteer.  

 NOTE: A volunteer however, who has only obtained a volunteer WWCC cannot use that as an 
employee working with children. They need to apply for a new WWCC as an employee.  
 

d. How can I be certain whether or not I require a WWCC? 
If you are unsure whether or not you require a WWCC, you can go to the NSW Office of Children’s 
Guardian’s (OoCG) website or alternatively you may phone the OoCG on (02) 9286 7219 for assistance 
regarding the WWCC.  

 
7. FAQs ABOUT THE VOLUNTEER PROCESS IN SCHOOLS: 

a. What happens to the information on the Safe Schools Expectations Undertaking for Volunteers? 

 A copy is secured confidentially at the school where one applies to volunteer or with SCS when 
a volunteer completed the WWC Accreditation Process;  

 All information is managed in accordance with the NSW and Commonwealth Privacy Laws.  

 You can read the SCS’s Privacy Policy on the school and the SCS website.  

 Information on the form can only be released to an external authority if it is required by law.  
 

b. Why do I need to apply and be approved to volunteer in a school? 

 We take the safety of children in our schools seriously. 

 We take the safety of our volunteers and employees seriously.  

 The process is consistent with today’s expectations and standards within the wider community 
in respect of ensuring education settings are safe places.  

http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check/about-the-check/exemptions
http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check/about-the-check/for-parents
http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check/about-the-check/for-parents
https://www.kidsguardian.nsw.gov.au/
https://www.kidsguardian.nsw.gov.au/
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 The process assists to: 
o Ensure our schools are child safe organisations;  
o Support volunteers in the great work they do; and  
o Reduce the likelihood of high-risk behaviour of unsuitable persons volunteering in our 

schools.  

Note: A parent can still be involved in their own child’s education at the school without being an approved 
volunteer.  
 

c. When would someone’s application to volunteer not be approved by the Principal? 
It is important to understand that no one has an automatic right to volunteer at SCS schools or offices. 
Volunteers are welcomed and encouraged as long as they are suitable to be engaged in a school activity. 
Please note: 

 Approval to volunteer is always at the discretion of the Principal; 

 The application and induction process assists the Principal to make an assessment of a 
person’s suitability to volunteer; and 

 Permission can be revoked at any time if required.  
 

Permission to be on school premises or engage as a volunteer in a school activity may not be given, or 
may be removed, if: 

 A person is considered to pose a risk to another person or the school community. This may 
include a risk to another person’s safety or wellbeing, a risk to a productive education setting 
for a student, or a risk to an employee or other volunteer.  

 There are indicators of behaviours such as: 
o a display of aggressive or inappropriate behaviour; 
o presenting as intoxicated or under the influence of a substance; 
o misuse of social media; 
o blurring of adult boundaries;  
o failure to follow direction of supervising staff; or 
o breaching confidentiality or gossiping in relation to staff or students.  

 There is a Court Order or any other order under the law that impacts on the person’s 
capacity to volunteer including; reports of allegations that require a report to external 
authorities or, if the person is barred by the Office of Children’s Guardian (OoCG) to work 
with children.  

 
d. Do I have to answer the questions on the SCS Safe Schools Expectations Undertaking for Volunteers?  

 No person is obligated to answer the questions or sign the document. A person however, cannot 
be considered for a volunteer role if they do not sign the undertaking and obtain approval from 
the Principal/Manager. Volunteers completing the WWC Accreditation Process are required to 
complete the online Safe Schools Expectations Undertaking.  

 The document attests that the information being provided is true and can be relied upon by the 
Principal/Manager/SCS in approving a person to volunteer. The questions are part of the process 
to keep children and personnel safe in our schools.  
 

e. What if there is a complaint about a volunteer? 

 If there is a complaint about a volunteer, SCS schools and offices follow the relevant SCS Policy 
and procedures for responding to complaints and all complaints will be taken seriously and 
followed up in a fair and timely manner.  

 If the complaint involves any allegation of inappropriate behaviour involving children, the 
complaint may require a report to external authorities for example, the Police, the Department 
of Family and Community Services and/or the NSW Ombudsman.  

 Should any complaint arise, SCS schools and/or offices will undertake a risk assessment to assess 
whether the person is still permitted to volunteer while the complaint process is being 
undertaken.  

 You can find further information about SCS schools and offices complaint process in SCS policies. 
We thank you for supporting our guidelines to strengthen a safe learning environment for our students. 
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This document is prepared for the purposes of providing you with a brief overview of the Sydney Catholic Schools 
(SCS) Polices relevant to Child Protection and broader issues. As an employee, contractor or volunteer at SCS, you 
are expected to read the original policies in their entirety. These policies are available on the SCS website 
(hyperlink included) or, if you have been granted access, through your staff intranet portal. Please note that the 
following ‘Policies in Brief’ are not to be viewed as a substitute to the original polices, but rather as a handy 
reference guide to the most relevant points.  

Child Protection Policy: Responding to Complaints and Allegations 

Classification 

Policy Number: HR201618-1.1 │Version/Last Updated: 1.1 December 2016 │Audience: Public │ 
Commencement: March 2014 (reviewed 2016) 

1.0 Rationale 
This policy and procedures apply to all employees, any person engaged by SCS to provide services to children 
and young person (paid or volunteer) and all religious and clergy personnel who are engaged in the 
workplace or engaged in activities that relate to children.  

 
2.0 Policy 
Staff in all SCS schools and offices have a responsibility to maintain the care and protection of children and 
young people as paramount. SCS supports the right of students, parents and employees to bring forward 
complaints or allegations and to be heard without fear of reprisal. SCS ensures all employees are aware of 
their reporting obligations as well as the required standards of behaviour.  
 
SCS investigates all allegations of a child protection nature and maintains a fair and transparent process for 
managing all complaints and allegations underpinned by principles of procedural fairness. SCS makes reports 
to the NSW Police (or relevant alternative in different jurisdiction) if an allegation is of a criminal nature. SCS 
also makes report to the relevant external authorities namely the Department of Family and Community 
Services (FACS), if there is a reasonable suspicion that a child or young person is at Risk of Significant Harm 
(ROSH); the NSW Ombudsman, if there are certain allegations or convictions of a child protection nature 
against employees; or the NSW Office of Children’s Guardian, if SCS has completed relevant employment 
proceedings.  

 
3.0 Procedures  
SCS, the Director of Human Resources (HR) and the Child Protection Team under the direction of the Team 
Leader have the following responsibilities: 

 SCS – respond to, make inquiries and/or investigate all allegations and complaints relating to conduct of 
employees in respect of children and young people and submit a monthly report to the Head of Agency, 
as nominated by the Ombudsman Act 1974 (NSW).  

 Director of HR – authorise any interim arrangements on an employee’s work status following a risk 
assessment and authorise any action taken by employment services in instances of an adverse finding for 
an employee.  

 Child Protection Team – carry out appropriate response, risk assessment, inquiry and/or investigation of 
a complaint/allegation. This may include identifying whether the alleged conduct requires a report to 
external authorities. 

 
4.0 Explanatory Notes and Key Definitions  
You should familiarise yourself with the following relevant definitions: 

 Child – a child is a person under the age of 18 years however with respect to matters notifiable to FACS, a 
child is defined as a person under 16 years.  

 Young Person – someone who is aged 16 or 17 years.  

POLICIES IN BRIEF 

https://sydcatholicschools.nsw.edu.au/2016/12/16/child-protection-policy-responding-to-complaints-and-allegations/
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 Employee – any person who is engaged by the Archdiocese of SCS, whether or not they are employed in 
connection with work or activities that relate to children in a paid or volunteer capacity; as well as any 
person engaged by SCS to provide services to children and young people.  

 Civil Standard of Proof – The matter is considered sustained if the investigator is satisfied that the case 
has been proved on the balance of probabilities.  

 Findings – Findings are made on each complaint at the conclusion of the process. Findings of matters 
managed at school level are determined by the Principal in consultation with SCS staff. Findings of 
matters managed by SCS are determined by the relevant SCS staff in consultation with the Team Leader: 
Child Protection.  

 Head of Agency – The Archbishop of Sydney is deemed to be the Head of Agency. The Head of Agency 
may delegate certain responsibilities for oversight to the Executive Director of Sydney Catholic Schools.  

 Complaint/Allegation – For the purposes of this document, a complaint or allegation is considered to be 
any issue raised regarding the conduct of an employee of SCS in relation to children or young people, 
where such conduct is considered to be of a nature which may constitute reportable conduct in 
accordance with the Ombudsman Act 1974 (NSW).  

 Reasonable Inquiries- child or young person subject of the complaint is interviewed and relevant parent 
consent obtained; employee given reasonable notice of complaint; other witnesses interviewed; relevant 
documents, e-communications or other items of evidence are obtained, full details of allegation is put to 
the subject employee, and the employee is given full details of the complaint in writing, with a support 
person present, and an opportunity to respond.  

 Reportable Allegation – means an allegation of reportable conduct against a person, or an allegation of 
misconduct that may involve reportable conduct.  

 Reportable Conduct – Section 25A of the Ombudsman Act 1974 defines reportable conduct as including: 
sexual offences, sexual misconduct, ill-treatment, physical assault, neglect and psychological harm.  

 An Exempt Allegation – Reportable conduct is not conduct that is reasonable for the purpose of 
discipline; the use of physical force that is trivial or negligible; or conduct of a class or kind exempted from 
being reportable conduct by the Ombudsman under Section 25CA. 
  

Resolution of Complaints Policy 

Classification 

Policy Number: EDO201604-1.0 │Version/Last Updated: 1.0 December 2016 │Audience: Public │ 
Commencement: September 2012 (Reviewed 2016) 

1.0 Rationale 
This policy and procedures applies to parent, student and community member complaints.  

 
2.0 Policy 
Each school will develop its own guidelines that are in accordance with the policy and a vast majority of 
complaints are addressed and managed at the school level. Complaints made to the Regional Office or the 
Central Office will generally be address by the Regional consultant on behalf of the Regional Director. The 
Regional Consultant will intervene in a matter which is assessed as a ‘significant matter’, and matters which 
cannot be managed at the school level, due to their sensitivity or need for specialist management.  
 
All complaints will be handled adhering to principles of confidentiality and procedural fairness and all parties 
involved will be given an opportunity to be heard. The school and SCS will keep records of significant 
complaints and the resolution outcomes. 

 
3.0 Procedures 
Complaints Received at the School 
The school guidelines for complaints resolution must include the following features as a minimum standard: 
a. Contact details – an email address and a phone number for general queries and details of appropriate 

person to resolve different issues. 
b. A link to the SCS Policy on Resolution of Complaints. 
c. The provision of advice on how best to resolve issues within the school context. 

https://sydcatholicschools.nsw.edu.au/2016/03/21/resolution-of-complaints-policy/#more-98
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d. A statement on the principles of complaints resolution in that school, adapted from, and congruent 
with, the Guiding Principles of SCS Policy. 

e. A copy of the school's Resolution of Complaints flowchart. 
 

 Complaints Received at the SCS Office 
The complaints received will be handled in the following manner: 
Regional Office 
Complaints received in a Region will be received by an Intake Officer who will: 
a. Refer the person making the complaint to the school Principal, if this step has not already been taken.  
b. Refer the matter to the Regional consultant if it appears that the complaint cannot be resolved at the 

school level without intervention.  
c. Refer the matter to the Regional Director if it appears to be of great sensitivity and/or complexity.  
d. Record the details of the complaint on the Parent/Caregiver Contact Database.  
e. Follow up on open complaints and update the database accordingly. 
f. Close the complaint once resolved or otherwise finalised.  

Leichhardt Office 
Complaints received at the Central Office will be processes according to how they are received and to whom 
they have been addressed.  
a. Telephone complaints will be advised to refer the matter to the school Principal.  
b. Where the complaints have already been to the school Principal, or where engagement with school 

Principal is not achievable, the complaint will be referred to the Regional Intake Officer.  
c. Written complaints received by the Executive Director of Sydney Catholic Schools will be acknowledged 

in writing and referred to the Regional Director.  
d. Complaints in person or requests to speak with the Executive Director of Sydney Catholic Schools will be 

received by a System Improvement Team Member.  

Review of decisions - SCS provides a review process for 'significant complaints' that have been considered at 
the school level, and were unable to be resolved.  

4.0 Explanatory Notes and Key Definitions 

 Complaint - For the purposes of this policy a 'complaint' is defined as an expression of discontent.  

 Procedural Fairness – Under the principles of procedural fairness, the process is clear, free from 
structural bias and ambiguity, allowing each party to present their cases fairly. 

 Significant Complaint – Assessment of a complaint as ‘significant’ depends on the complexity of 
circumstances and the interrelationships of factors. Examples could be: 
o a significant breakdown of relationships in the school community has occurred, so that the 

matter cannot be addressed at this level;  
o the matter is likely to impact on the future wellbeing of the student;  
o the Regional Office believes that there is a reasonable likelihood of the complaint being upheld; 

or 
o there are potential legal or criminal implications.  

Staff Use of Social Media in Sydney Catholic Schools Policy 

Classification 

Policy Number: TL201504 – 1.1 │Version/Last Updated: 1.1 December 2015 │Audience: Public │ 
Commencement: 18 November 2015 

1.0 Rationale 
The purpose of this policy is to clarify the parameters for the acceptable use of social media by all staff 
employed in Catholic systemic schools and offices in the Archdiocese of Sydney.  

 
2.0 Policy 
State and federal legislation and child protection protocols and polices of SCS must always be observed. The 
Principal is to approve any local use of social media and the relevant age limits for students using social 

https://sydcatholicschools.nsw.edu.au/2016/03/20/staff-use-of-social-media-in-sydney-catholic-schools-policy/#more-125
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media platforms must be strictly observed. Creation of an SCS social media team or specific project account 
can only be done with the approval of the relevant Director and Head of Communications.  
 
When staff are using social media in a professional context, an account must be created specifically for this 
purpose. Personal social media accounts should be for personal use only. Staff must respect students’ rights 
to privacy, consistent with the relevant laws and regulations and student and parent choice. 

 
3.0 Procedures 
Principals may wish to develop local guidelines with respect to learning activities using social media within 
the school.  
 
All staff members should discuss with the Principal any intended use of social media within the school, clearly 
outlining the purpose and the educational goals and adhere to the guidelines provided in the SCS 
communications policy. When using social media in a professional context, staff must use the specific 
account created for that purpose. Staff must clearly communicate to students their responsibilities for 
appropriate interaction with others on social media and highlight to students the importance of responsible 
digital citizenship.  
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BEHAVIOURS TO ENCOURAGE - VOLUNTEERS 
 

 
 
This document reflects behaviours that support a Child Safe School. It is a summary of the key 
expectations by Sydney Catholic Schools of volunteers engaging in our Catholic schools. These are 
important to keep volunteers, staff and students safe and supported in a school environment.  
 
 Well-planned and prepared: Teachers plan for all school activities and work to a tight time 

schedule. Be on time and know what is expected of you in the relevant activity. Support the 
teacher and students in keeping to the scheduled time frame allocated.  

 Positive classroom climate: Establishing a positive classroom climate, where students, teachers 
and volunteers have good rapport and open lines of communication. This assists to create a 
productive and safe learning environment for students. Be alert to how you can engage in a 
positive manner to support such a classroom climate, such as how you may use your verbal or 
body language, demeanour, good manners and listening skills.  

 Actively work within the Pastoral Care Policies of the school: Different students will be more 
sensitive to different styles and this is why it is so important for volunteers to have a pastoral 
approach to all students as you may not be aware of their individual circumstances. If you have 
any concerns about a student, you should bring it to the attention of the supervising teacher.  

 Non-confrontational approach for dealing with challenging behaviour: There is no denying that 
some children can misbehave, test our patience, or deliberately act out in class, but it is 
important to remain calm and compassionate and actually address the core issue. The 
supervising teacher is responsible for responding to challenging or inappropriate conduct by a 
student. Remain calm and consistent in your manner with a challenging student and follow the 
teacher’s direction and support if needed.  

 Use of a calm, consistent voice tone and non-threatening language: The way in which students 
are addressed is equally as important as the words that are used. Communication with students 
should be calm and consistent. It is never appropriate to communicate in a manner that is 
emotionally threatening, demeaning, angry or hostile. 

 Volunteer development: Induction and annual refresher in working with children or in schools 
as volunteers is most important. This is run by the school or SCS for volunteers. It is important to 
remain familiar with the relevant policies and procedures for the school you engage with.  

 Personal Care and Safety: Be aware of any personal matters that you may potentially carry into 
the school environment. It is important to seek assistance or support from the supervising staff 
member if you require any support in the school activity. If you feel unwell or unable to engage 
productively and safely in the volunteer activity or role it is important you inform the school so 
alternative arrangements can be made.  

 Empathy with all of the students in our care: All students are deserving of equal understanding 
and consideration. 

 Exercise adult boundaries and safe practices: You are an adult and children learn appropriate 
boundaries from their experience of how adults engage with them. Children as they develop 
may push boundaries. It is up to the adult to maintain the boundary. Schools are subject to 
much scrutiny on boundaries to ensure our children are safe. You may find things are very 
different when or where you went to school. You should support and adhere to principles such 
as: 

a) every effort is made not to be alone with a student; 
b) where possible teachers remain visible to other people when dealing with students; 
c) students are not dealt with behind closed doors; and 
d) respect student’s personal space.  
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BEHAVIOURS TO AVOID - VOLUNTEERS 
 

 Respect and support for Spiritual Development – the faith experience and culture of our 
Catholic Schools is core to our student’s educational experience. You have chosen to volunteer 
in a Catholic School. We respect all religions and backgrounds. Support the staff and students in 
their spiritual learning and development.  

 

 

 

 

 Personal comments: Comments about a student’s physique, performance, family and other 
aspects can be damaging to a student or damaging to the relationship between student and 
volunteer, or with another. It may be misinterpreted, even when it is well intended. 

 Intimidating, hostile or threatening statements: Remarks of this nature towards students are not 
acceptable in any circumstance. Sarcasm is also a style of communication that can be easily 
misinterpreted by students and is not acceptable.  

 Physical contact with students: Physical contact with students is not appropriate except where it 
is necessary: 

a) for the educational or safety activity you are assisting with (and approved by the 
supervising teacher) 

b) As an open and observable gesture of nurturing (e.g. comforting a Kindy child who has 
tripped in the classroom or “high fiving” a Year 8 student in congratulations).  

Most schools have some form of ‘hands off’ policy for students and this needs to be exemplified 
by the adults in the school community. 

 Disciplining a student: It is not the role of a volunteer to discipline any student. Any concerns 
about student behaviour should be directed to the staff member responsible for the student or 
activity.  

 Name-calling: Use of derogatory or ‘pet’ names when addressing students, teasing or withdrawal 
of praise are all practices that can damage the relationship between students and volunteer and 
students and the school.  

 Coming into students or adults personal space: Every child and adult has their own personal sense 
of space. This can be influenced by culture, parent teachings, trauma and personality. Coming into 
a child or adults personal space can make them feel unsafe or threatened. 

 Interactions that are likely to break trust: Those volunteering with children in schools must 
always be aware that their interactions with students are based on a special trusting relationship 
and this relationship is open to great scrutiny. 

 Personal relationships: It is not acceptable for a volunteer to engage in an overfamiliar 
relationship, sexual relationship or personal relationship with any student, even if the student is 
18 years of age and a student in the school. Such behaviour may expose the volunteer to a 
complaint process and a report to police or another external authority.  

 Private communication and social media: Volunteers should not engage in communications or 
activities with students by email, phone, mobile phone, internet or any form of social media. The 
exception is when such a tool is being used for an educational purpose and approved by the 
supervising teacher.  

  Crossing or blurring adult Boundaries: Volunteers are not a student’s friend or peer. They are an 
adult, or a young person (age 16-17), with certain responsibilities approved by the school to 
support the student in their education. A volunteer must maintain appropriate adult boundaries 
and uphold school boundaries and rules. 

 Swearing or inappropriate language: It is not ok to swear on school grounds or near a student or 
staff member. Nor to use inappropriate language. Inappropriate language includes language or 
terms that may be sexual references, racist, sexist, discriminatory, clearly age inappropriate.  



 

  

Sydney Catholic Schools Regional Offices 

Eastern Region Student Wellbeing Coordinator:  
02 8344 3000 

Southern Region Student Wellbeing Coordinator:  

02 9772 7000 

Inner West Region Student Wellbeing Coordinator: 

02 9643 3600         

 Sydney Catholic Schools Central Office 

Child Protection Legal, Staff Wellbeing and       

Professional Services 

Confidential Fax: 02 9568 8249 

Intake Officer: 02 9568 8473 

Help Line (FACS) P: 132 111 

FACT SHEET 1 

Introduction to Child Protection 
 

Issue Date: 28/01/2014 
Updated: 11/05/2017 

 

 

What is child protection? 

Child Protection is about ensuring children are safe from harm that may impact on their development, growth and wellbeing. 

Child protection relates to protection from abuse, neglect, violence, exploitation and conflict.  

Sydney Catholic Schools adheres to NSW legislation relating to child protection and has policies and procedures to implement 

those requirements.  

  
Why is child protection relevant to my employment? 
 

If you are an employee of Sydney Catholic Schools, child protection is relevant because the core business of your employer is 

providing services to children.  

Ensuring staff are informed and able to act in their roles to help keep children safe is consistent with the law as well as the 

values and ethos that underpin working in a Catholic organisation.   

There are four main areas of law relating to Child Protection. They are: 

1. Children and Young Persons (Care and Protection) Act 1998 (NSW) 

2. Child Protection (Working with Children) Act 2012 (NSW) 

3. Ombudsman Act 1974 (NSW) 

4. Crimes Act 1900 (NSW) 

Fact Sheet 5 provides information on three particular topics that are relevant to Child Protection. These are included because 

they are areas that may present when working with children and it is important that employees are informed of what to do if they 

come across them. These include: 

1. Professional boundaries with students;   

2. Social Media – its use with students and broader school community; and 

3. Inappropriate images of children – knowing how to respond to information or circulation of such an image. 

The policies of Sydney Catholic Schools, that are relevant to all of the above, are referred to throughout the Child 

Protection/Child Safe modules.  

For further information on the above laws information may be found at the relevant websites as follows:  

For NSW the Office of the Children’s Guardian (OoCG)     http://www.kidsguardian.nsw.gov.au/ 

For Department of Community Services—Family and Community Services (FACS) http://www.community.nsw.gov.au/  

For the NSW Ombudsman        http://www.ombo.nsw.gov.au/ 

http://www.kidsguardian.nsw.gov.au/
http://www.community.nsw.gov.au/
http://www.ombo.nsw.gov.au/
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What is meant by being a “mandatory reporter”? 

In NSW this refers to the legal obligations of persons in certain positions who are required by a particular law to make a report to the 

Department of Family and Community Services (referred to as FACS) when they believe a child may be, or is likely to be, harmed or 

abused.  

 

The relevant law is the Children and Young Persons (Care and Protection) Act 1998 (NSW). The Act defines: 

 A child as someone who is under the age of 16 years; 

 A young person as some aged 16 or 17 years; 

 What a mandatory report is and obligations of mandatory reporters; 

 What is meant by a Risk of Significant Harm (ROSH); 

 What you must do if you are concerned about a child; and 

 Protection under the Act for reporters.  
 

A mandatory reporter must report to FACS if they have: 

 

1. Reasonable grounds to suspect that a child is at ROSH; and 
2. Those grounds arise during the course of or from the person’s work.  

 

Employee responsibility under the Act 

As an employee in child-related employment, you have a responsibility to inform FACS if you have information or observe something that 

gives you a reasonable belief that a child (up to age 16 years), is at risk of significant harm (ROSH).  

 

In addition, Sydney Catholic Schools also directs employees to make a report about a young person (aged 16 years and 17 years). For 

school based staff, it is the Principal (or other senior staff member) who actually makes the report to FACS Helpline (132 111). 

 

What is harm?  

Harm is defined in the Act as: 

 Neglect – child or young person’s basic physical and/or psychological needs aren’t met; 

 Failure to provide medical care – parent or carer unable or unwilling to provide medical care;  

 Child is habitually absent or not enrolled at school;  

 Physical abuse or ill-treatment; 

 Sexual abuse or ill-treatment 

 Domestic Violence (DV) – child or young person living in house with DV and as a result is at risk of serious physical or 
psychological harm; or 

 Emotional harm.  
 

NOTE: physical or sexual abuse may include an assault and can exist even if the child or young person has given consent.  

 

Significant Harm means:  

 harm that is sufficiently serious and needing a statutory response;  

 harm that is considered not minor or trivial; or  

 circumstances causing concern to a significant extent.  
 

NOTE: significance can relate to single act or omission or an accumulation.  

 

For other information about abuse/ROSH and indicators visit http://www.community.nsw.gov.au/preventing-child-abuse-and-neglect 
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http://www.community.nsw.gov.au/preventing-child-abuse-and-neglect
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Screening for child-related work.  

 The Child Protection (Working with Children) Act 2012 (NSW) is the relevant Act that governs screening of persons who work 
with children in NSW. 
 

 The Act requires persons (paid or unpaid) who will be working with children to undergo certain screening procedures prior to 
commencing work to ensure their suitability to work with children. This includes religious, clergy and volunteers (unless an 
exemption provision applies).  

 

 The Act is administered by the NSW Office of the Children’s Guardian (OoCG). 
 

The purpose of screening  

 A Working with Children Check (WWCC) is a prerequisite for any person in child-related work. It involves a national criminal 
history check and review of findings of workplace misconduct. 
 

 The purpose is to ensure those who are working with children, do not pose a risk to them. 
 

 Screening identifies persons who may be barred from working with children. It also allows risk assessments to be conducted 
when necessary about an individuals’ suitability to work with children. 

 

Who requires screening? 

 Any person working with children (paid or unpaid) must undergo the Working with Children Check (WWCC) when they take 
up any new position working with children. 
 

 Volunteers, clergy and religious may also have to undertake the relevant screening process, through the OoCG, before they 
start working with children. 

 

 The person who is self-employed e.g.: dance teacher – must also undergo the screening process through the OoCG. 
 

NOTE: There are certain exemptions that apply. 

 

Penalties apply if a person makes a false declaration or if they commence work without the appropriate screening being 

undertaken. 

 

For more information, go to http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check/about-the-check 

 

How does it work? 

 The person completes an application form online at http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-
with-children-check 

 

 The person prints this out and takes it to a NSW Roads and Maritime Services (RMS) or NSW Council Agency that offers 
RMS services. The RMS verifies their identity. 

 

 The person will receive an outcome and Working with Children Check number by email or post. 
 

 There are only two outcomes a person can receive: a clearance to work with children or a bar against working with 
children. 

 

 This process is called “the Check”. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check/about-the-check
http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check
http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check
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NOTE: The previous is only a summary of the steps in the process for obtaining a clearance. Full details of the process 

can be found at http://www.kidsguardian.nsw.gov.au/.  

 

Cleared applicants are subject to ongoing monitoring, and relevant new records may lead to the clearance being revoked. 
  

 The Check is fully portable which means it can be used for any paid or unpaid child-related work in NSW for as 
long as the worker remains cleared. 

 

 

Clearance to work with children: 

 

 If the worker receives a clearance, they can use this for up to five years. They must provide their clearance 
number to each employer for whom they work with children. 

 

 The employer is responsible for verifying the clearance number to ensure the person is cleared before they 
commence working. 

 

 

Bar against working with children: 

 
 

 If clearance is not granted to work with children (that is, a bar is imposed), the person will receive a letter 
informing them of this decision and the reasons. 

 

 Once a bar is in place, it is an offence to work with children for five years and penalties apply. 
 

 If a person is already working with children, they must immediately remove themselves from this work. It does not 
matter whether the work is paid or voluntary. 

 

 If they are already in child-related work (or planning to be in such employment), their employer (or proposed 
employer), will be notified that they have become barred and will be instructed to remove them from child-related 
work.  

 

 

How screening relates to recruitment of employees 

 The employer must verify that a person is cleared to work with children before they commence.  
 

 The Sydney Catholic Schools’, selection process also includes referee checks and interview questions in 
recruitment procedures. This is necessary to ensure suitable persons are selected to be with children.  
 

 The employer’s selection process includes extensive referee checks and interview questions.  
 

 

The Sydney Catholic Schools Selection Process  

 

 The process for recruitment is managed by the Human Resources Directorate of Sydney Catholic Schools, 
Central Office at Leichhardt. 

 

 This Department is responsible for checking that an individual is not barred by the Office of Children Guardian 
(OoCG) from working with children, and the process for selection of suitable employees. 

http://www.kidsguardian.nsw.gov.au/
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The NSW Ombudsman has a role in overseeing and scrutinising how certain agencies, (such as schools, child care centres, youth 

centres), respond to and manage allegations about employees. The Ombudsman has a role in overseeing all schools in NSW in how 

they respond to certain allegations and implement appropriate employment decisions in relation to outcomes. Sydney Catholic Schools 

is required to report all relevant ‘allegations’ to the Ombudsman Office and undertake workplace investigations into those matters.  

 

More information about the NSW Ombudsman role can be found on the website http://www.ombo.nsw.gov.au/ 

 

What does this mean? 

Sydney Catholic Schools is required to make a report and investigate certain ‘allegations’ relating to conduct towards a child, when the 

conduct is by any paid ‘employee’ or a person ‘engaged’ by the school. The legislation is ‘allegation based’ – i.e. any allegation must be 

reported on its ‘face value’.  

 

Who is an ‘employee’ and who is a person ‘engaged’?  

A person is employed by the Executive Director of Sydney Catholic Schools, if Sydney Catholic Schools provides a Group Certificate 

for taxation purposes.  

 

A person is engaged, if the school: 

 provides the person with work; 
 

 general directions about the services to be provided; and  
 

 is able to terminate the contract or involvement if the work is unsatisfactory or for any other reason.  
 

NOTE: Volunteers and contractors are also considered to be an employee under this legislation.  
 
What is an allegation of reportable conduct that requires a report to the NSW Ombudsman? 
Section 25A of the Ombudsman Act 1974 defines reportable conduct as: 

 any sexual offence, or sexual misconduct, committed against, with or in the presence of a child (including a child pornography 
offence); or 
 

 any assault, ill-treatment or neglect of a child; or 
 

 any behaviour that causes psychological harm to a child,  
 

whether or not in any case, with the consent of the child.  
 
Note: It also includes allegations of misconduct that may involve reportable conduct.  
 
Reportable conduct is NOT: 

 conduct that is reasonable for the purposes of discipline;  
 

 the use of physical force that is trivial or negligible; or 
 

 conduct that falls within a Class or Kind Determination, exempt under Section 25CA of the Ombudsman Act 1974. 
 

These conduct however, must still be investigated according to the Sydney Catholic Schools process and are subject to auditing by the 
Ombudsman on a regular basis.  
  
The Sydney Catholic Schools policy document provides further information on the process that is followed when an allegation 
is reported.   
 
Further information: Making a finding of reportable conduct - 
http://www.ombo.nsw.gov.au/__data/assets/pdf_file/0011/41033/FS13-Making-a-Finding-of-Reportable-Conduct.pdf 
 
 
 
 

 

 

http://www.ombo.nsw.gov.au/
http://www.ombo.nsw.gov.au/__data/assets/pdf_file/0011/41033/FS13-Making-a-Finding-of-Reportable-Conduct.pdf
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What is sexual misconduct? 
Sexual misconduct includes conduct that does not necessarily equate to a criminal offence. There are two categories: 
 

1. Crossing Professional Boundaries includes behaviour that can be reasonably construed as involving an 
inappropriate and overly personal or intimate relationship with conduct towards or focus on a child or young person or a 
group of children or young persons. 
  

2. Sexually Explicit Comments and other Overtly Sexual Behaviour, which may include: 
 

 inappropriate conversations;  

 comments of a sexual nature;  

 unwarranted or inappropriate touching;  

 sexual exhibitionism;  

 personal correspondence – including electronic communication;  

 exposure to sexual behaviour; or 

 watching children undress 
 

with or without child’s consent.  
 

The Process 

Sydney Catholic Schools has a process to make reasonable enquiries into all allegations and complaints.  

 

The process may require a report to other external authorities such as the NSW Police or Family and Community Services 

(FACS).  

 

The employer has a responsibility to: 

 

 Adhere to principles of fair procedures; 

 Provide the employee an opportunity to put forward their side of the story and obtain advice if needed; 

 Provide support to the employee during the process; 

 Report the allegation to the NSW Ombudsman and carry out reasonable inquiries to make a finding; and 

 Undertake a risk assessment and implement strategies to reduce risks during the process for students, employees and 
the person subject of the complaint, other staff and the school community.  

 
Reporting 
A finding is made in accordance with the NSW Ombudsman guidelines. Certain findings may require a report to the Office of the 
Children’s Guardian (OoCG) to inform its risk assessment in respect of the person’s suitability to work with the children. Such 
findings are: 
 

 Sexual offences / sexual misconduct committed against, with or in the presence of a child, including grooming a child; 
and 
 

 Any serious physical assault of a child.  
 
Any concerns about an investigation process undertaken by a School or the Sydney Catholic Schools should be directed to the 

School Principal, or the Child Protection Team at Sydney Catholic Schools Central Office.   

Further information 

Planning and conducting an investigation - http://www.ombo.nsw.gov.au/__data/assets/pdf_file/0020/3674/Planning-
Conducting-an-investigation-CP04.pdf 
 
 

http://www.ombo.nsw.gov.au/__data/assets/pdf_file/0020/3674/Planning-Conducting-an-investigation-CP04.pdf
http://www.ombo.nsw.gov.au/__data/assets/pdf_file/0020/3674/Planning-Conducting-an-investigation-CP04.pdf
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Employees must be familiar with, and adhere to, the following Sydney Catholic Schools Policies: 

 Staff Use of Social Media in Sydney Catholic Schools;  

 Behaviours to Avoid and Encourage;  

 Child Protection Code of Professional Standards; and 

 Sydney Catholic Schools, Code of Conduct 
 

 

1) Social Media 

  

Understanding Social Media and Professional Standards with Young People 

 

As an employee of Sydney Catholic Schools, you must be aware of, and adhere to, the professional standards required of an 

employee in an organisation providing services to children and young people including in regard to the use of social media.  

 

Use of Social Media 

 

Staff and student online interaction must only occur in an educational context and only for educational purposes (unless otherwise 

approved by the Principal).  

 

If you are unsure, you should ask the Principal or your supervisor for advice.  

 

2) Professional Standards with Young People  
 

As an employee of Sydney Catholic Schools, it is important to understand professional and adult boundaries with students in all 
interactions. It is important that each employee does not cross or blur any boundary with any school student regardless of their age.   
 
At all times, staff and students must behave in a manner consistent with the values and ethos of the school and Sydney Catholic 
School.  
 

It is common for children and young people to test or push boundaries. As an adult in a professional setting it is expected that you 

maintain the boundaries and standards. You must remember that you are not a friend or peer of a student. You are an employee of a 

professional workplace that provides a service to children within an educational context.  

 

3) Inappropriate Images of Children and Young People 
 

Child Abuse Material (Child Pornography) is an offence under NSW and Federal legislation.  

 

The term ‘Child abuse material/child pornography has a broad definition and is subject to ‘community standards’. It may include 

images of children dressed inappropriately, children filmed/photographed in suggestive poses, and may involve children fully clothed 

or in different stages of undress. Photoshopped photos can also be deemed child abuse material/child pornography. If you are 

unsure, remember that ‘community standards’ apply – does it look pornographic?   

 

 

If you become aware at work of an inappropriate image of a child or young person, you are required to inform your principal.  
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