
1 

Child Safety  
Procedures 



2 

TABLE OF CONTENTS 

 INTRODUCTION ................................................................................................. 4 

 OVERVIEW ......................................................................................................... 4 

 DEFINITIONS ...................................................................................................... 5 

 STEP 1: DETERMINE WHETHER THE CHILD IS IN IMMEDIATE 
DANGER ............................................................................................................. 7 

 STEP 2: CONSIDER WHETHER THERE IS AN OBLIGATION TO 
REPORT.............................................................................................................. 9 

 STEP 3: MAKE A REPORT (IF REQUIRED) .................................................... 10 

6.1 Mandatory and voluntary reporting ..................................................... 10 

6.2 Reportable Conduct Scheme ............................................................... 11 

6.3 Stand down ........................................................................................... 12 

6.4 Record keeping practices .................................................................... 12 

 STEP 4: COOPERATE WITH REGULATORY AUTHORITIES ......................... 13 

 STEP 5: INVESTIGATION ................................................................................ 13 

 STEP 6: CONFIDENTIALITY ............................................................................ 13 

 STEP 7: INVESTIGATION FINALISED ............................................................. 14 

 STEP 8: EVALUATION ..................................................................................... 14 

 RECRUITMENT PROCEDURES ....................................................................... 14 

 BREACHES OF THIS PROCEDURE ................................................................ 16 

 RELATED POWERHOUSE POLICIES AND PROCEDURES........................... 16 

 RELEVANT LEGISLATION AND EXTERNAL CONTEXT ................................ 16 

 RESPONSIBLE OFFICER ................................................................................ 17 

 RESPONSIBLE DEPARTMENT & UNIT ........................................................... 17 

 AMENDMENT HISTORY ................................................................................... 17 

 ACKNOWLEDGEMENT AND ACCEPTANCE.................................................. 17 

ANNEXURE A - CHILD AT RISK OF HARM REPORTING FORM .............................. 18 

 

 

 

 

 



3 

POLICY SUMMARY  

POLICY DETAILS Title:  Child Safety Procedure 

Date: 3 March 2022 

KEY MESSAGES The Child Safety Procedure outlines the actions to be taken for 
employees, contractors, volunteers and board members to 
comply with relevant child protection legislation in New South 
Wales. 

This includes reporting procedures, complaint handling 
procedures, recruitment procedures, and identifying a child at 
risk. 

SCOPE The Child Safety Procedure applies to all employees, contractors, 
volunteers and board members of the Powerhouse (together 
referred to as Staff). 

USE All Staff should refer to this procedure to determine the correct 
course of action in responding to complaints, identifying children 
at risk and in engaging in child safe recruitment practices. 

COMPLIANCE This policy is supplementary to and should be read in conjunction 
with: 

• Child Safety Policy 

• Child Safety Code of Conduct (annexed to the Child 
Safety Policy) 

POLICY OWNER Programs, Visitor Services, Human Resources 

This policy is for publication on the Powerhouse website.   
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 INTRODUCTION 

 This Child Safety Procedure outlines the actions to be taken to comply with the 
Child Safety Policy and with child protection legislation in New South Wales. 

 The procedures are deliberately prescriptive to provide guidance and support 
to Staff in implementing their child protection obligations. 

 OVERVIEW 

 The Powerhouse is committed to ensuring that children and young people who 
access the Powerhouse’s services and programs are kept safe from harm and 
the risk of harm. 

 When the Powerhouse suspects that a child or young person has been harmed 
or is at risk of significant harm, the Powerhouse will handle that suspicion in an 
appropriate manner which prioritises the safety of children and young people. 

 All Staff are responsible for reporting reasonable beliefs that a child or young 
person has been harmed or is at risk of significant harm. 

 The following schemes are applicable to the Powerhouse’s operations: 

(i) the Reportable Conduct Scheme, which requires the head of a 
‘relevant entity’ who becomes aware of a reportable allegation or 
reportable conviction to notify the Office of the Children’s Guardian and 
conduct an investigation into the allegations under the Children’s 
Guardian Act 2019 (NSW); 

(ii) the Working With Children Check Scheme, which requires Staff 
engaging in child-related work to hold a valid Working With Children 
Check under the Child Protection (Working with Children) Act 2012 
(NSW) (see the Child Safety Policy for further information); 

(iii) the Mandatory Reporting Scheme, which requires: 

(A) a person who, in the course of their work, delivers education and 
children’s services (amongst other things); or  

(B) who holds a management position which includes the direct 
responsibility for, or direct supervision of, the provision of 
education and children’s services (amongst other things); 

to make a report to the DoCJ if they have reasonable grounds to 
suspect a child is at risk of significant harm, under the Children and 
Young Persons (Care and Protection) Act 1998 (NSW); and 

(iv) the Voluntary Reporting Scheme, which permits a person who has 
reasonable grounds to suspect that: 

(A) a child or young person is at risk of significant harm; or 

(B) before the birth of a child, that the child may be at risk of 
significant harm after their birth; 

to make a report to the DoCJ under the Children and Young Persons 
(Care and Protection) Act 1998 (NSW). 
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 The Powerhouse will ensure that it is registered for eReporting with the DoCJ 
and the Office of the Children’s Guardian. 

 All Powerhouse Staff will follow the process outlined at steps 1 to 8 below. 

 DEFINITIONS 

For the purpose of this Procedure: 

 “Applicant or Applicants” means a person or persons who have applied to 
commence a position as Powerhouse Staff; 

 a child is “at risk of significant harm” if: 

(i) the child’s basic physical or psychological needs are not being met or 
are at risk of not being met; 

(ii) the parents or other caregivers have not arranged and are unable or 
unwilling to arrange for the child to receive necessary medical care; 

(iii) the parents or other caregivers have not arranged and are unable or 
unwilling to arrange for the child or young person to receive an 
education; 

(iv) the child has been, or is at risk of being, physically or sexually abused 
or ill-treated; 

(v) the child is living in a household where there have been incidents of 
domestic violence and, as a consequence, the child is at risk of serious 
physical or psychological harm; 

(vi) a parent or other caregiver has behaved in such a way towards the child 
that the child has suffered or is at risk of suffering serious psychological 
harm; 

(vii) before the birth of a child, the child may be at risk of significant harm 
after his or her birth (pre-natal report); or 

(viii) the child was the subject of a pre-natal report and the birth mother of 
the child did not engage successfully with support services to eliminate, 
or minimise to the lowest level reasonably practical, the risk factors that 
gave rise to the report; 

 a “child” is a person under the age of 18 years, unless otherwise indicated; 

 “Child At Risk of Harm Reporting Form” means that form annexed to this 
Procedure at Annexure A. 

 “Child-Related Work” means work undertaken by Staff that involves direct 
contact with a child (in person or online) that is more than incidental to the 
work; 

 “Child Safety” means matters related to: 

(i) The Powerhouse’s duty of care to children in its care; 

(ii) protecting all children from harm; 
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(iii) managing the risk of child abuse; 

(iv) providing support to a child and risk of child abuse; and 

(v) responding to incidents or allegations of child abuse; 

 “Child Safety Contact Person” means the Head of Programs and the Head 
of Human Resources. 

 “DoCJ” means Department of Communities and Justice; 

 “Mandatory reporter” means: 

(i) all Staff who: 

(A) in the course of their work, deliver education and children’s 
services (amongst other things); or  

(B) hold a management position which includes the direct 
responsibility for, or direct supervision of, the provision of 
education and children’s services (amongst other things); 

(ii) including the following roles identified at the Powerhouse: 

(A) Head of Programs and Education and Program Managers; 

(B) Program Producers and Casual Program Producers; 

(C) Education Officers or Education Producers; 

(D) Assistant Education Officers, Guides or Program Delivery 
Officers; 

(E) Casual Guides, Hosts, Program Coordinators, Visitor 
Experience Coordinators; 

(F) Head of Visitor Services Visitor Service Officers; 

(G) Venue Service Officers, Venue Managers;  

(H) Visitor Experience Managers; and  

(I) Volunteers.  

 “Procedure” means this Child Safety Procedure; 

 a “reportable allegation” is an allegation that a Powerhouse Staff member 
has engaged in conduct which may be reportable conduct: 

(i) if the Staff member is required to hold a WWCC, whether or not that 
conduct occurred during the course of the Staff member’s engagement 
with the Powerhouse; or 

(ii) if the Staff member is not required to hold a WWCC, where that conduct 
did occur during the course of the Staff member’s engagement with the 
Powerhouse; 
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 “reportable conduct” means the following conduct, irrespective of whether 
criminal proceedings have commenced or are concluded: 

(i) a “sexual offence”, meaning an offence of a sexual nature under a law 
of a State, Territory, or the Commonwealth, committed against, with or 
in the presence of a child; 

(ii) “sexual misconduct”, meaning conduct which is sexual in nature but 
is not a sexual offence; 

(iii) “ill-treatment of a child”, meaning conduct towards a child that is 
unreasonable and seriously inappropriate, improper, inhumane or 
cruel; 

(iv) “neglect of a child”, meaning (conduct by a person with parental 
responsibility or an authorised carer or an employee if the child is in 
their care, which amounts to a significant failure to provide adequate 
and proper food, supervision, nursing, clothing, medical aid or lodging 
for the child, that causes or is likely to cause harm to a child); 

(v) an “assault against a child”, meaning the intentional or reckless 
application of physical force without lawful justification or excuse, or any 
act which intentionally or recklessly causes another to apprehend 
immediate and unlawful violence; 

(vi) concealing or failing to report child abuse, or failing to reduce or remove 
a risk to a child becoming the victim of child abuse; 

(vii) behaviour that causes “significant emotional or psychological 
harm” to a child, indicators of which include: 

(A) displaying behaviour patterns that are out of character; 

(B) regressive behaviour; or 

(C) anxiety or self-harm; 

 a “reportable conviction” is a conviction, including a finding of guilt without 
the court proceeding to a conviction of an offence involving reportable conduct, 
whether or not the conduct occurred in the course of the Staff member’s 
engagement with the Powerhouse; 

 “Staff” means all employees, casual employees, contractors, and volunteers 
engaged by the Powerhouse; 

 “WWCC” means a Working With Children Check issued pursuant to the Child 
Protection (Working with Children) Act 2012 (NSW), as amended. 

 STEP 1: DETERMINE WHETHER THE CHILD IS IN IMMEDIATE DANGER 

 The Staff member will stay with the child(ren) (if within their presence) and take 
all reasonable steps to ensure their safety. 

 If the Staff member believes a child is at immediate risk of harm, they will notify 
police immediately by telephoning 000. 

(i) Recognising signs of risk of significant harm 
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 A child or young person may be at risk of significant harm if they are behaving 
irregularly. 

 The following indicators may indicate that a child or young person is or may be 
at risk of significant harm: 

(i) change in usual behaviour; 

(ii) usually and persistently compliant, shy, withdrawn, passive, 
uncommunicative and unwilling to join group activity; 

(iii) excessively nervous, hyperactive, aggressive, disruptive, or destructive 
behaviour; 

(iv) persistently fearful of other children and adults, especially if this is a 
changed behaviour; 

(v) has an unexplained injury such as a cut, a burn, a limp, broken bone or 
bruises; or 

(vi) is emaciated, constantly tired, or showing evidence of malnutrition and 
dehydration. 

Responding to a child or young person who discloses significant harm 

 Staff are not engaged as counsellors and are not authorised to provide 
professional support or hold themselves out as being able to provide 
professional support when approached by a child or young person who 
discloses (or wishes to disclose) harm. 

 The first response to any disclosure made by a child or young person is 
extremely important. All Staff must follow the HEARTS technique as part of a 
first response. 

(i) Hear – listen, believe and remain clam. 

(ii) Empathise – encourage, give them your attention, let them use their 
own words. 

(iii) Affirm that is not their fault – reassure them and acknowledge that this 
happens. 

(iv) Record Observations – keep a record of what has happened.  

(v) Tell someone – discretely notify the Child Safety Reporting Officer and 
privately report your concern to relevant authorities as soon as possible.  

(vi) Self-care – Take care of yourself and seek help if you need it. 

 Practice confidentiality. Do not give information to anyone else or alert the 
suspected abuser. 

 Staff must not, under any circumstances: 

(i) promise not to tell anyone else or make any other promises that they 
cannot keep. Instead, Staff should consider telling the disclosing child 
or young person in age appropriate language that they are required to 
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report to the relevant authority to help stop the harm and explain the 
role of these authorities if appropriate. For example, Staff could simply 
say ‘I will need to talk to people to work out what to do next to help you’; 

(ii) pressure the disclosing child or young person into disclosing more than 
they want to; 

(iii) bring another child or young person into the disclosure, even if the 
disclosing child or young person requests this; 

(iv) keep the disclosure a secret; 

(v) provide any information that the Staff member is unsure about; 

(vi) give any opinions about the disclosing child or young person’s next 
choices. Staff should never tell the disclosing child or young person that 
they should report or that they should say nothing, as this is entirely up 
to the disclosing child or young person; 

(vii) ask leading questions; rather, Staff could ask ‘what happened next’; or 

(viii) give the disclosing child or young person any of their personal contact 
information. 

 STEP 2: CONSIDER WHETHER THERE IS AN OBLIGATION TO REPORT 

 A Staff member: 

(i) who has reasonable grounds to suspect that a child is at risk of 
significant harm: 

(A) must disclose that information to the DoCJ if: 

(I) the child is aged 0 to 15 years; and  

(II) they are a mandatory reporter; or  

(B) may voluntarily disclose that information to DoCJ if: 

(I) the child is aged 16 to 17 years; or 

(II) the child is an unborn child, or  

(III) the Powerhouse Staff member is not a mandatory 
reporter; 

(ii) who is an adult who knows or believes that a child under 18 years has 
suffered sexual abuse, serious physical abuse or extreme neglect must 
report that information to police; or 

(iii) who is an adult who knows that a Staff member poses a serious risk of 
sexually or physically abusing a child under 18 years must report that 
knowledge to the Child Safety Conduct Person or a manager at the 
Powerhouse in order for the Powerhouse to reduce or remove that risk. 

 The Powerhouse will report any reportable allegation made against a Staff 
member or any reportable conviction that it becomes aware of to the Office of 
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the Children’s Guardian within 7 business days of becoming aware of the 
allegations, in accordance with the Reportable Conduct Scheme. 

 Staff must advise the Child Safety Conduct Person or Chief Executive if they 
become aware of conduct which may constitute a reportable allegation or a 
reportable conviction. 

 If a Staff member is uncertain as to whether they need to make a report, they 
should discuss their observations and concerns with the Child Safety Conduct 
Person and refer to the NSW Mandatory Reporter Guide (accessible at: 
https://reporter.childstory.nsw.gov.au/s/article/Process-For-Completing-
Mandatory-Reporter-Guide). 

 Staff are not required to consult with the Powerhouse or gain the support of 
the Powerhouse prior to making a report. 

Responding to a child or young person who is harmed or at risk of being harmed by a 
Powerhouse Staff member 

 If a Staff member suspects on reasonable grounds that a child is, or may be, 
at risk of harm by another Staff member, then: 

(i) that suspicion must be reported in the same way as if it arose in relation 
to a person outside of the Powerhouse; and  

(ii) the person is strongly encouraged to report that suspicion to the Child 
Safety Conduct Person so that steps can be taken to minimise potential 
harm to children. 

 STEP 3: MAKE A REPORT (IF REQUIRED) 

6.1 Mandatory and voluntary reporting 

 If a Staff member determines they are required to make a report or have 
decided to make a voluntary report, the Staff member must: 

 notify DoCJ by: 

(A) gaining access to the eReporting Community by 
following the necessary steps outlined at 
https://reporter.childstory.nsw.gov.au/s/article/How-do-I-
get-access-to-the-Reporter-Community;  

(B) completing a decision tree using the NSW Mandatory 
Reporter Guide at 
https://reporter.childstory.nsw.gov.au/s/mrg; and 

(C) following the recommendations of the NSW Mandatory 
Reporter Guide, including reporting their suspicion by 
making a telephone notification to the NSW Child 
Protection Helpline on 132 111; or 

 notify NSW Police by: 

(A) dialling 000 in an emergency; or 

https://reporter.childstory.nsw.gov.au/s/article/Process-For-Completing-Mandatory-Reporter-Guide
https://reporter.childstory.nsw.gov.au/s/article/Process-For-Completing-Mandatory-Reporter-Guide
https://reporter.childstory.nsw.gov.au/s/article/How-do-I-get-access-to-the-Reporter-Community
https://reporter.childstory.nsw.gov.au/s/article/How-do-I-get-access-to-the-Reporter-Community
https://reporter.childstory.nsw.gov.au/s/mrg
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(B) contacting your local police station (phone numbers 
available at: 
https://www.police.nsw.gov.au/about_us/regions_comm
ands_districts/police_station_search). 

 A report must be made by a mandatory reporter each time that person 
becomes aware of any further grounds for their belief a child is at risk 
of significant harm. 

 If a Staff member makes a notification in accordance with 
paragraph (a), the person is strongly encouraged to notify the Child 
Safety Conduct Person that they have made that notification.  

 If the Child Safety Conduct Person is notified that a child is, or may be, 
at risk of significant harm, they must: 

 take immediate steps to ensure the safety and wellbeing of any 
child or young person which may be at risk or danger; 

 confirm that the concern has been reported in accordance with 
paragraph (a), and if not, assist the Staff member to make the 
report; 

 complete the Child at Risk of Harm Reporting Form; and 

 investigate the suspicion in accordance with the Step 5 below 
(after consulting with the relevant authorities). 

 The Child at Risk of Harm Reporting Form, together with any responses 
received from the police, DoCJ or Office of the Children’s Guardian, are 
to be kept by the Head of Human Resources in a secure file where it 
cannot be readily accessed by others and it to be marked confidential. 

6.2 Reportable Conduct Scheme 

 If a Staff member becomes aware of a reportable allegation or a 
reportable conviction of another member of Staff, they must report that 
allegation or conviction to the Chief Executive, or if the report relates to 
the Chief Executive, then to the Office of the Children’s Guardian. 

 If the Chief Executive becomes aware of a reportable allegation or a 
reportable conviction in relation to a Staff member, they will: 

 make a written report to the Office of the Children’s Guardian 
within 7 business days; 

 seek external guidance regarding conducting an internal or 
external investigation, noting Step 5 below; 

 provide the Office of the Children’s Guardian with updates are 
required under the Reportable Conduct Scheme, including 
providing an interim 30 day report if the final report is not 
prepared by that date; and 

 cooperate with all regulatory authorities, including DoCJ, police 
and the Office of the Children’s Guardian. 

https://www.police.nsw.gov.au/about_us/regions_commands_districts/police_station_search
https://www.police.nsw.gov.au/about_us/regions_commands_districts/police_station_search
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6.3 Stand down 

Where the Powerhouse has allegations or concerns that any Staff member 
may have engaged in conduct that could give rise to risk of significant harm to 
a child, the Powerhouse may, at its discretion: 

 stand the Staff member down while an investigation is conducted 
(which will involve removing or limiting their contact with children, and 
liaising with authorities); and 

 direct the Staff member to return any keys, passes or equipment and to 
provide any access codes or passwords. 

6.4 Record keeping practices 

 The Powerhouse has appointed a Child Safety Contact Person to 
manage all complaints and disclosures related to child safety matters. 

 All complaints or disclosures received by the Child Safety Contact 
Person about the Powerhouse’s services or programs or the conduct of 
a member of Staff will be dealt with: 

 promptly, sensitively and fairly; 

 in a manner which reinforces that the safety and protection of 
children and young people from harm or the risk of significant 
harm is always of utmost importance; and 

 in a manner which affords procedural fairness to the subject(s) 
of the complaint or disclosure. 

 When a complaint or disclosure is received by the Child Safety Contact 
Person about the Powerhouse’s services or programs or the conduct of 
a member of Staff, the Child Safety Contact Person will: 

 record and listen to the complaint or disclosure; 

 take the complaint or disclosure seriously and check their 
understanding of the complaint or disclosure before proceeding; 

 consider whether immediate action must be taken (such as 
making a report to Police on 000 if there is an immediate risk to 
a child or young person); 

 consider whether the subject of the complaint or disclosure is a 
child or young person and, if so, consider whether the complaint 
or disclosure warrants further action (such as making a 
notification pursuant to this clause 6); 

 clearly document and securely store decisions and actions taken 
in response to the complaint or disclosure by completing the 
Child At Risk of Harm Reporting Form; and 

 give timely updates to the children, families and Staff involved in 
the complaint or disclosure where appropriate. 

 Records made under this Procedure: 
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 must not be attached to personnel files; 

 may be provided to an investigator for the purpose of completing 
an investigation; and 

 must not be destroyed. 

 STEP 4: COOPERATE WITH REGULATORY AUTHORITIES 

 The Staff member and the Powerhouse will cooperate with any investigation 
by the police or DoCJ. 

 Support will be provided to the child(ren) as deemed appropriate by the Child 
Safety Conduct Person. 

 All correspondence from regulatory authorities should be directed to the Child 
Safety Conduct Person. 

 The Powerhouse will not interview the child(ren) further or otherwise 
investigate until the police or the DoCJ have provided it with permission to do 
so. 

 DoCJ or the police may conduct interviews with children without their parents’ 
knowledge or consent. 

 When an officer from DoCJ or the police attend the Powerhouse premises, a 
senior member of Staff or the Child Safety Conduct Person should request to 
see identification before permitting them to have access to a child. 

 The Powerhouse will notify the Office of the Children’s Guardian of the 
allegations, if they have not already received a notification. 

 STEP 5: INVESTIGATION 

 Once clearance has been provided to the Powerhouse by the relevant 
regulatory authorities in respect of a mandatory or voluntary report, it may 
decide to conduct its own internal investigation or brief an external investigator.  

 The Chief Executive will appoint a relevant person to manage the investigation.  

 The investigation will be undertaken in accordance with the principles of 
procedural fairness and natural justice. 

 All Staff are expected to fully cooperate with any internal investigation. 

 STEP 6: CONFIDENTIALITY 

 Following a report and during an investigation, Staff are required to protect 
confidentiality and the interests of: 

(i) the child(ren) and their family; 

(ii) the individual(s) who made the report; and 

(iii) any representative of or another person associated with the 
Powerhouse who is implicated in the report. 
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 STEP 7: INVESTIGATION FINALISED 

 Following an investigation, findings and recommendations should be made. 

 The Powerhouse has full discretion to put in place safety management plans 
or take disciplinary action where it forms a reasonable belief that it is not safe 
for a member of Staff to interact with children in accordance with its duty of 
care. 

 The findings of the investigation will also be reported to any external body 
including the Office of the Children’s Guardian, as required. 

 The Powerhouse will endeavour to offer support to any Staff member or 
member of the Powerhouse community involved where appropriate. 

 STEP 8: EVALUATION 

The Board will be notified as needed and policies and procedures may need to be 
reviewed. 

 RECRUITMENT PROCEDURES 

When recruiting new Staff or redeploying current Staff: 

 all Staff in child-related work are required to complete a Prohibited Persons 
Declaration Form and 

 The Powerhouse will follow the following procedures regarding WWCC and 
background checks. 

Working with Children Checks (WWCC) 

 The Powerhouse will be registered on the Employer Registration page of the 
Office for the Children’s Guardian. 

 Prior to appointing a member of Staff or Applicant to commence work with the 
Powerhouse and perform a role that will (or could reasonably) constitute child-
related work, the Powerhouse will: 

(i) verify that a WWCC clearance has been obtained in relation to the 
member of Staff or Applicant within the preceding five years; 

(ii) collect the following information from the member of Staff or Applicant: 

(A) their full name; 

(B) current residential address (and mailing address, if different); 

(C) date of birth; 

(D) WWCC number or WWCC application number; and 

(E) WWCC expiry date; 

(iii) complete and retain a copy of a verification of the person’s WWCC on 
the website of the Office of the Children’s Guardian (see 
https://www.ocg.nsw.gov.au/child-safe-organisations/working-with-
children-check/employer/help-to-register-and-verify); and 

https://www.ocg.nsw.gov.au/child-safe-organisations/working-with-children-check/employer/help-to-register-and-verify
https://www.ocg.nsw.gov.au/child-safe-organisations/working-with-children-check/employer/help-to-register-and-verify
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(iv) retain a register of: 

(A) the person’s full name and date of birth; 

(B) whether the person is in paid or voluntary work; 

(C) the person’s WWCC number; 

(D) a copy of the person’s WWCC; 

(E) the date of the WWCC register verification search and outcome; 

(F) a copy of the WWCC register verification search; 

(G) any correspondence or register receipt notifying the Office of the 
Children’s Guardian of the person’s linking to and 
commencement with the Powerhouse; 

(H) any correspondence with the Office of the Children’s Guardian 
regarding a person; 

(I) any refusals or interim refusals issued by the Office of the 
Children’s Guardian; and 

(J) the date on which the person’s WWCC ceases to have effect. 

 Where an Applicant or Staff member is required to apply for a new WWCC, the 
applicant must complete and submit their application using the online portal of 
the Office of the Children’s Guardian and provide the Powerhouse with their 
application number within two business days of making the application or 
receiving a request from the Powerhouse to do so. The Powerhouse will then 
complete a validity check in accordance with (d)(iii) above. 

 A person is not permitted to commence as Staff until a valid WWCC has been 
issued by the Office of the Children’s Guardian, irrespective of: 

(i) an exemption; or 

(ii) permission to commence work after an application has been made and 
prior to a result being returned by the Office of the Children’s Guardian. 

 The Powerhouse will conduct a WWCC verification of each of its Staff at least 
once every year from the commencement of their engagement. 

 If the Powerhouse becomes aware of any information that may impact the 
eligibility of any Applicant or Staff member from retaining or obtaining a WWCC 
or may require them to have restrictions placed on their ability to work with 
children, the Powerhouse will notify the Office of the Children’s Guardian. 

 Information that may impact the eligibility of any Applicant or Staff member 
from retaining or obtaining a WWCC or may require them to have restrictions 
placed on their ability to work with children includes, but is not limited to: 

(i) witnessing or receiving reports of a reportable allegation which occurs 
inside or outside of the Powerhouse; 

(ii) reportable convictions or charges; 
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(iii) registration on a sex offender registry; or 

(iv) a prohibition from working with children issued by a WWCC authority in 
another State or Territory. 

 Any reports made pursuant to this Procedure which are made with malicious 
intent or not within the scope of the Purpose of the Child Safety Policy or this 
Procedure will not be tolerated by the Powerhouse and will be considered a 
breach of the Child Safety Policy and this Procedure pursuant to clause 13. 

Background checks 

 An Applicant is required to provide the Powerhouse with current contact details 
for two referees who have supervised the Applicant in previous employment or 
volunteer positions. The Powerhouse may use its discretion in determining the 
appropriateness of the referees proposed by the Applicant. 

 The Powerhouse will complete background checks by contacting both referees 
prior to the Applicant commencing work with the Powerhouse. 

 An Applicant’s identity should not be revealed to other Staff until the application 
and screening process has been successfully completed. 

 BREACHES OF THIS PROCEDURE 

 All Staff, families and community members are encouraged to voice any 
concerns they may have regarding the safety of children at the Powerhouse. 

 Any complaints or suspected breaches of this Procedure should be reported 
to the Child Safety Contact Person. 

 Some breaches of this Procedure may need to be reported to the NSW Police, 
the Department of Communities and Justice, and/or the Office of the Children’s 
Guardian. 

 Any breaches of this Procedure may also result in proceedings of misconduct, 
disciplinary, remedial or performance management actions (including 
suspension or termination of employment, increased supervision and 
redeployment). 

 RELATED POWERHOUSE POLICIES AND PROCEDURES 

 Child Safety Policy 

 Child Safety Code of Conduct (annexed to the Child Safety Policy) 

 Code of Conduct 

 RELEVANT LEGISLATION AND EXTERNAL CONTEXT 

 Child Protection (Working With Children) Act 2012 (NSW) 

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

 Children’s Guardian Act 2019 (NSW) 

 NSW Child Safe Standards 
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 National Principles for Child Safe Organisations 

 United Nations Convention on the Rights of the Child 

 NSW Child Safe Standards - [Child Safe Standards - NSW Office of the 
Children's Guardian] 

 Keeping Our Kids Safe: Cultural Safety and the National Principles for Child 
Safe Organisations - Published by the National Office for Child Safety, 
Commonwealth of Australia, 2021. See page 7 Understanding Cultural Safety 
[Keeping our kids safe: Cultural Safety and the National Principles for Child 
Safe Organisations (snaicc.org.au)] 

 Mandatory Reporter Guide (MRG) If the child or family is Aboriginal - 
Mandatory reporters: What to report and when | Family & Community Services 
(nsw.gov.au). If the child or family belongs to a culturally and linguistically 
diverse community - Mandatory reporters: What to report and when | Family & 
Community Services (nsw.gov.au) 

 RESPONSIBLE OFFICER 

Head of Human Resources 

 RESPONSIBLE DEPARTMENT & UNIT 

Corporate Resources, Human Resources 

 AMENDMENT HISTORY 

 

Version Date issued Notes By 

1 27 July 2021 Created LK/JG/SS/ED 

/EXEC/SLT 

 

 ACKNOWLEDGEMENT AND ACCEPTANCE 

By signing this document, you confirm that you have read, understood and agreed to 
adhere to the guidelines, practices and policies stated in it. 

I, ___________________________________________________________, have 
read, understood and agreed to this Policy. I further acknowledge the terms and 
conditions outlined in this document and agree to operate within the guidelines set 
out. 

Commencement date:  ___ / ___ / ___ 

Signature:   _______________________________________ 

Date:    ___ / ___ / ___ 
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ANNEXURE A - CHILD AT RISK OF HARM REPORTING FORM 

Name of Staff raising concern  

Agency name, location and phone:  

Name or description of child:  

Age or estimated age of child:  

Child’s home address, or if unknown, 
other information which may assist to 
locate the child: 

 

Educational institution attended by the 
child (if known): 

 

Information regarding the child’s family, 
including names of family members (if 
known): 

 

Grounds for concern the child is at risk of 
significant harm: 

Record any relevant incidents witnessed, 
information disclosed (in their words) 
and/or any indicators of abuse or neglect 
which has given rise for the concern. 

 

Internally reported to:  

On date and time:  

IF EXTERNAL REPORT MADE 

Reported to which authority: 

(Police, DoCJ, Office of the Children’s 
Guardian) 

 

On date and time:  

Report made by:  

Method reported (online or by telephone) 
and reference number 

 

Detail what was reported  

Advice provided by authority  

IF NO EXTERNAL REPORT MADE 

Reporting options considered 

(Police, DoCJ, Office of the Children’s 
Guardian) 
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Reasons for not making a report  

Persons consulted in reaching decision 
not to make a report: 

 

Date and time decision was made:  
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