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[bookmark: _Toc232155085]Overview
This guide explains why it’s important an employer recruits suitable people to work with children. It also provides guidance on how an employer can make sure they select and support workers to work with children.
Organisations should have a child-focused recruitment policy with procedures in place. This helps to ensure adults working with children align with the organisation’s intention to be child safe.
We recognise it may be easier for organisations that pay their workers to find, supervise and train them. It can be difficult to implement a recruitment practice for community groups reliant on volunteers. This guide will help all organisations understand what they can do to ensure people who work with children, are supported as much as possible to create a child safe environment.
The guide will assist you to develop a recruitment process, support your workers and provides templates you may find useful.
Disclaimer: The information provided in this document is for guidance purposes only. Please always refer to the appropriate legislation to ensure you are meeting your child safe legal requirements and fair work obligations in South Australia.
[bookmark: _Toc232155086]Definitions
Abuse
Abuse against a child may take the form of sexual, physical, mental or emotional abuse or neglect. 
Child/children
Includes all children and young people under the age of 18 years.
Harm
Is the resulting effect to a child after they have been abused.
Worker
Includes all staff, volunteers, contractors, work placement students, board/committee member, as well as business owners and managers.

[bookmark: _Toc232155087]Human resources and the National Principles
South Australia adopted the National Principles for Child Safe Organisations in July 2021. The National Principles are designed to change organisational culture and embed child safety in everyday thinking and practice.
An important part of a child safe culture is hiring and keeping workers who prioritise child safety. It’s a culture that also recognises the risks to child safety, and to the organisation more broadly, of hiring workers who don’t share child safe values.
By engaging workers who share a vision where child safety is prioritised, and by enhancing the skills of their existing workers, organisations can create, maintain and improve their child safe environments. 
The table below describes how each Principle is relevant to recruitment and training people who work with children.
	National Principle
	Application to managing workers

	[image: Shield with tick outline]
Principle 1
Child safety and wellbeing is embedded in organisational leadership, governance and culture
	How managing workers applies to this Principle
Leaders create an organisation that values children and attracts workers whose values align with the organisation’s intention to keep children safe. Good leaders should recognise the cost and implications of hiring the wrong people. They should comply in particular with Principles 5 and 7 when it comes to recruitment and the ongoing support of workers. A robust recruitment process that encourages suitable people, rather than unsuitable people, to work with them can help. Leaders should also recognise the value of ensuring their workforce is highly skilled and up to date with contemporary best practice child safe practices. This allows children to thrive and be kept safe from abuse and harm.
If it’s not applied
When leaders don’t champion a child safe approach to recruitment and fail to supervise and train their workers, they risk engaging workers who may want to abuse and harm children, or who lack the skills to behave appropriately around them. In these environments, children are not safe.
If it’s applied
Where leaders support the recruitment of safe and suitable workers to work with children, they ensure workers know what is required of them. Workers understand what consequences will apply if they fail to meet expectations of their engagement.
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Principle 2
Children and young people are informed about their rights, participate in decisions affecting them and are taken seriously
	How managing workers applies to this Principle
Workers should demonstrate they understand the importance of children’s empowerment and participation. Children should be given information about children’s rights and ongoing opportunities to provide feedback on the workers who work with them. For example, on what qualities they like to see in educators, youth leaders and coaches.
If it’s not applied
If children feel less confident to report situations where they feel worried, sad or upset, they are less safe.
If it’s applied
Children are more empowered when they know they can participate and are actively encouraged to participate in the decisions that affect them. They’re more likely to speak up if they feel unsafe. If their opinions are sought, they are less likely to be abused and harmed, and better able to speak up about it, if it does happen. 
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Principle 3
Families and communities are informed and involved in promoting child safety and wellbeing
	How managing workers applies to this Principle
Families know their children best and are more likely to recognise any changes that may indicate their children are being harmed. Workers should empower and support family and community members to report any concerns they have, as well as encourage them to contribute to creating safe environments for children.
If it’s not applied
When workers fail to understand the importance of family and community involvement in organisations, communication between families and organisations regarding child safety concerns may not occur, or may not occur in the best way. Where this communication doesn’t occur, children are at greater risk of abuse and harm.
If it’s applied
When information flows between families, community and organisations, a culture of reporting is supported. In addition, the people who know the children the most can share feedback for continual improvement of the organisation’s child safe systems and processes. Where workers are trained and supported to encourage community involvement, children are safer.
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Principle 4
Equity is upheld and diverse needs respected in policy and practice
	How managing workers applies to this Principle
Children are more likely to feel their needs and wants are understood when leaders champion the importance of equity and diversity. Workers should encourage children to participate to the best of their ability and ensure they feel valued. Workers should be trained to understand the importance of supporting equity and diversity. Where possible, the organisation should ensure the workforce reflects the diversity of the children it provides services to.
If it’s not applied
Workers need to know there are many reasons that may make some children more vulnerable to abuse. This includes but is not limited to age, intellectual ability and cultural background. Children are even more vulnerable if they’re prevented from playing an active role in the organisation because workers lack the skills and ability to implement cultural safe and inclusive practices. Children are at risk if workers are unaware of these factors.
If it’s applied
Workers should support and understand the importance of providing equal opportunities for children. In these situations, they are more likely to encourage changes to the environment so all children feel able to participate. Children are also likely to take a proactive role in providing input and communicating needs.
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Principle 5
People working with children and young people are suitable and supported to reflect child safety and wellbeing values in practice
	How managing workers applies to this Principle
A robust recruitment process should be designed to assess the suitability of all persons working with children. The recruitment process should include suitable screening and reference checks, and continual oversight of new recruits once they commence work.
If it’s not applied
Failing to prioritise child safety when recruiting new workers can mean the organisation engages unsuitable workers. Unsuitable workers may not have the skills and experience required to work with children safely or who have a history of unacceptable behaviour. Children are less safe in these places.
If it’s applied
Applying child safe practices to recruitment can mean some unsuitable applicants ‘self-select’ out of the process because they feel their inability to work safely with children is more likely to be exposed. Conducting suitable screening and reference checks, as well as ongoing training and supervision minimises opportunity for abuse and harm to occur. Children are safer in environments where this occurs.
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Principle 6
Processes to respond to complaints and concerns are child focused
	How managing workers applies to this Principle
Suitable and supported workers who recognise and prioritise child safety are more likely to report concerns and abuse. Workers are supported when they are given accessible reporting information on what and how to report. Workers who adopt a child focused response to general complaints, disclosures and allegations of abuse will listen to and respond appropriately to all children.
If it’s not applied
When workers don’t understand what they should do to prioritise the safety of children, they send a message that children are not valued or respected. This can lead to abuse becoming more prevalent because someone likely to harm children will then believe their actions won’t be noticed or, if noticed, not be recognised as abuse and harm. This places children at greater risk.
If it’s applied
Where workers understand what is involved in their role in keeping children safe, they proactively work to create, maintain and improve child safe environments. They make sure there are robust reporting processes in place that are accessible to all children in their care. They understand what to do if a child makes a complaint or disclosure, or if they witness or suspect a concern. Children are safer in these environments.
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Principle 7
Staff and volunteers are equipped with the knowledge, skills and awareness to keep children and young people safe through ongoing education and training
	How managing workers applies to this Principle
Adults who work with children should be provided with information and training on how to recognise abuse and the behaviours that precede it. An induction process helps new workers to understand their expected behaviours and learn the values of the organisation. Ongoing supervision and professional development opportunities should ensure all workers continue to align themselves with the organisation’s culture of keeping children safe.
If it’s not applied
Workers who are not supported to work safely with children are less likely to recognise or respond to abuse and harm. They may not understand or prioritise how to keep children safe or know what they should do if they believe a child is at risk. They may even abuse and harm children themselves. In these environments, children are at greater risk.
If it’s applied
When workers are supported to understand the importance of child safety, they work to create child safe environments. They stay up to date with contemporary child safe best practice and are more likely to recognise and respond to incidents of abuse and harm. They understand and align their behaviours with the organisation’s culture, values and policies, and follow it’s child safe code of conduct. Children are therefore safer.
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Principle 8
Physical and online environments promote safety and wellbeing while minimising the opportunity for children and young people to be harmed
	How managing workers applies to this Principle
Understanding the risks of harm to children in physical and online environments is a key component of keeping them safe. Workers and children should be provided information about how to stay safe in physical and online environments. Organisations should have a risk management strategy and supporting child safe policies and codes of conduct that guide acceptable behaviour.
If it’s not applied
Workers who fail to recognise the safe and unsafe spaces where adults interact with children (in both physical and online spaces) may leave children exposed to an increased risk of abuse and harm. When adults are unable to identify a risk, children are less safe.
If it’s applied
Workers are aware of the risks to children in physical and online environments and work to implement protective strategies that give them more oversight of children. Workers are provided with training to understand the rules around online engagement between adults and children. They also understand the need for child safe policies, codes of conduct and procedures that reduce risk. In these environments, children are safer.
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Principle 9
Implementation of the national child safe principles is regularly reviewed and improved

	How managing workers applies to this Principle
The National Principles provide a framework that organisations can apply so they are child safe. They are principle based and outcome focused. This means organisations can be flexible in the way they implement them, and the way they’re applied may look different in other settings and organisations. Workers should be given opportunities to understand how the Principles work to keep children safe and be offered structured guidance in how to apply them. This Principle ensures an organisation’s child safe policies, procedures and practices, including its recruitment policy are continuously improved with regular reviews and updates.
If it’s not applied
If workers don’t understand the importance of child safe policies, how to access them, or how they should be applied, children are less safe.
If it’s applied
Where workers are trained and supported to understand and follow child safe policies, the rights of children are prioritised. In places where workers understand how and why policies and procedures should be applied, children are safer.
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Principle 10
Policies and procedures document how the organisation is safe for children and young people
	How managing workers applies to this Principle
Workers need to understand the importance of having effective child safe policies and procedures in place to create, maintain and improve child safe environments. They need access to training for this to occur. Workers need support while learning on the job as well as structured practices. They need to be able to easily locate and refer to the organisation’s policies and procedures.
If it’s not applied
If workers don’t understand the importance of child safe policies, how to access them, or why or how they should be applied, children are less safe.
If it’s applied
Where workers are trained and supported to understand and follow child safe policies, the rights of children are prioritised. In places where workers understand how and why policies and procedures should be applied, children are safer.


[bookmark: _Toc232155088]Recruitment
Child focused recruitment practices help by screening out those who are unsuitable to work with children. It also helps to discourage unsuitable people from applying. People who have a predilection to abusing children, target organisations that are not child focused and give them access to children.
[bookmark: _Toc232155089]Hiring the right people
People who want to work with children must show they understand the safety of children is the organisation’s priority. Applicants should also demonstrate they maintain professional boundaries with children, parents and other workers.
Many community volunteer positions can be difficult to fill. Often the person who puts up their hand first is given the position. Organisations should, however, always apply the National Principles, regardless of whether a prospective worker is in a paid or volunteer role.
While some organisations would cease to exist without unpaid workers, this doesn’t mean those people shouldn’t be subject to at least some child safe recruitment processes. All people who work with children should be able to demonstrate they have the skills, experience and beliefs that align with the organisation’s child safe values. They should understand what child safe behaviours look like. Working and volunteering to work with children is a privilege, not a right.
[bookmark: _Toc232155090]

Getting it right
Getting recruitment right can result in:
a child safe environment where preventing children being abused and harmed is prioritised
reduced worker turnover (also reduces operating costs)
less time spent managing underperforming workers.
Failing to recruit well can mean:
· organisations may not get the best candidate applying for, or obtaining the role
· organisations hire the wrong person because the worker who hired them liked them and didn’t select them because they demonstrated child safe skills, values and behaviours. This is known as the ‘halo effect’ where anything that indicates a person isn’t right for the job is ignored because they seem ‘nice’
· [bookmark: _Toc232155091]the best candidate rejects the job because the recruitment processes reflected poorly on the actual child safe objectives of the organisation.
Role descriptions
A role description for a child-related role, should make it clear the organisation’s commitment to being child safe, how children are valued and how the successful applicant will be expected to uphold those commitments.
Developing a role description provides an opportunity to think about what the person in the role actually does. Hiring managers may want to discuss the role with people who will interact with the successful applicant. What do they think the new person needs to bring to the role?
The role description is a critical document for every position. A good role description:
describes the skills and competencies needed for the role
defines where the role fits within the organisation, including who the successful applicant will report to
establishes an organisation’s culture and approach to keeping children safe
is used as the basis for the employment contract
is a valuable performance management tool
should mention how child safety is a critical element of the role.
Content of the role description should include:
· what the successful applicant will be required to do
· the tasks involved
· if the position will be full or part time
· when the work will be done
· if weekend work is required
· salary amount to attract the best applicants
· any other benefits
· who will the person in the role report to
· if anyone will report to the person in the role
· the child safe and technical skills required to work in the role
· the formal qualifications required for the role
· if Working with Children Check (WWCC), NDIS worker check, National Police Check, driver’s license etcetera are required for the role
· how the applicant can show their child safe values
· the experience the applicant will require for the role.
Refer to Appendix 2: Role description template.
[bookmark: _Toc232155092]Job advertisement
A job advertisement is often the first interaction a person has with an organisation and is an opportunity to attract the right workers. It should encourage potential applicants to assess their own suitability for the role. It should also deter the wrong workers.
Role advertisements should discourage applicants who may be a risk of harm to children, from engaging with an organisation on the understanding the environment is one where it’s harder to offend against children, and where there is an increased chance they will be caught. This is known as self-selection.
Effective job advertisements are appealing, well written and demonstrate that child safety is a priority.
[bookmark: _Toc232155093]Poor job advertisement
Little Platypus Child Care – Immediate start
A position is available in our baby room for anyone who likes to work with babies. Experience preferred but not essential. Give it a go!
Compare this example with the advertisement below.
[bookmark: _Toc232155094]Good job advertisement
Little Platypus Child Care – Early Childhood Educator
Little Platypus is a place where children grow and learn in a healthy and happy environment.
Our workers are committed to prioritising the safety and protection of children. We are an established provider of long day care for over 10 years. We are looking for a full-time, experienced early childhood educator to join a very dedicated and highly skilled team.
To be successful in this role you will need:
to demonstrate experience working with children
an understanding of contemporary child safe practices
a current, cleared Working with Children Check
relevant qualifications
current first aid, anaphylaxis and asthma certificates, or be willing to obtain them.
Little Platypus promotes the safety, wellbeing and inclusion of all children. Applicants are encouraged to elaborate on any experience they may have working with children with disability. You will be required to provide a minimum of two professional references. Visit our website for further details of the role description or contact Marie on (08) xxxx xxxx.
[bookmark: _Toc232155095]Interview process
When interviewing applicants for child-related positions, a panel of two or three is preferable to one-on-one interviews. This allows for different points of view to be raised in the selection process as well as allowing greater consistency and fairness.
Recruitment processes should not only identify applicants with the right skills and experience but also assess their suitability to work safely with children. When assessing suitability, the following should be considered:
values: does the applicant demonstrate that child safety is a genuine priority in their decision-making?
behaviour: can the applicant provide clear examples of how they have worked with children in practice?
boundaries: does the applicant understand appropriate professional boundaries with children, families and colleagues?
judgement: how does the applicant respond to situations involving risk, uncertainty or inappropriate behaviour?
Suitable applicants should demonstrate through the recruitment process:
the safety and wellbeing of children over convenience or relationships
demonstrate clear professional boundaries
take action when they identify potential risks or concerns
accept accountability for their behaviour and decisions
Applicants who are unable to demonstrate these qualities may not be suitable to be recommended.
A formal interview gives employers the opportunity to explore an applicant’s background, work history, skills and values to evaluate their suitability to work with children. Interviewers should have a sound understanding of the risk of sexual misconduct in organisations and keep this in mind when assessing the suitability of applicants.

Pre-interview
· review each application and each applicant’s work history
· attempt to establish their experience working with children
· [bookmark: _Hlk219801657]review role description and create behavioural and scenario-based questions - refer to Appendix 3: Interview questions template
· select applicants for interview that best meet requirements of role description
· arrange interviews allowing time for:
· quick review of applicant application
· the interview
· post-interview discussion among interviewers.
· decide who will lead the interview and who will ask each question
Interview
· establish how the interview will be run with the applicant:
· let them know who will be asking questions
· give an expected time frame to answer each question
· let them know there will be time for any questions at the end
· give them 2 minutes to introduce themselves in a general sense (often helps alleviate any nervousness they may feel)
· interviews should focus on obtaining evidence of how applicants have behaved in real situations, rather than relying solely on hypothetical or general answers. Interviewers should:
· ask for specific examples of past behaviour
· explore how the applicant responded to risk or concern
· assess whether the applicant took action or avoided responsibility
· at end of interview, explain the next steps:
· time frame for a decision
· need for reference checks - confirm details of referees listed in application are still valid
· thank them for attending.
Post-interview
· discuss applicant’s answers with other interviewers and make notes on their strengths and weaknesses
· answers should be assessed based on:
· level of detail (specific vs general)
· focus (child safety vs personal convenience or relationships)
· accountability (accepts responsibility vs blames others)
· decide on shortlist of preferred applicants
· contact referees - refer to Appendix 5 Reference check template
· ensure the applicant’s written application, answers at interview and referee feedback are consistent and support their suitability
· seek clarification where information is unclear, inconsistent or raises concern
· decide on preferred applicant
· make job offer subject to verification of all relevant screening checks and qualifications
· sign contract.
Refer to Appendix 1: Child safe recruitment, induction and training policy template.
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[bookmark: _Toc232155096]Volunteers
Ideally, you should conduct an interview with new volunteers, especially if the role has significant responsibilities. The interview should follow the general principles set out above.
If an interview process for volunteers is not feasible for your organisation, this could be replaced by the volunteer filling out a child safe questionnaire. The questionnaire should include questions regarding their beliefs and values in relation to working with children and what they understand about being a child safe organisation. 
Refer to Appendix 4: Volunteer questionnaire template.
Volunteers should also provide at least one referee, ideally someone who has worked with them in a previous paid or unpaid role. Check with the referee if they have any issues with the person working with children.
Before commencing, volunteers must have verified WWCCs and any other screening checks or qualifications where applicable.
[bookmark: _Toc232155097]Reference Checks
Reference checks allow employers to gain a deeper understanding of the applicant’s work history, experience and suitability for the position they’re applying for. They allow information provided in the application letter and addressed in the selection criteria and interview, to be verified.
It’s recommended all child-related workers provide at least two referees from people who have directly supervised or managed them in child-related work. Character references may be acceptable if the applicant has never worked before or has just left school, but they should not be from family member, or be given as much weight as professional references.
We recommend pre-written references are not accepted. Direct contact with the referee, whether via email or phone, is recommended as it allows relevant information to be obtained.
Refer to Appendix 5: Reference check template. 
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[bookmark: _Toc232155098]Screening Checks
[bookmark: _Toc232155099]Working with Children Checks (WWCC)
In South Australia all paid and unpaid workers over the age of 14 years who are in a prescribed position, are required to have a current, cleared WWCC prior to working with children, unless they are subject to an exemption. More information regarding exemptions is available at https://www.sa.gov.au/topics/rights-and-law/rights-and-responsibilities/screening-checks/screening-wwcc.
Generally, prescribed positions are:
· paid and unpaid workers who work with children 
· persons who run a business, for example business owner, board/committee members, managers etcetera.
Some sectors have additional legislative requirements re WWCCs. 
Health, religious or spiritual organisations
Health organisations include allied health, dental and disability organisation providing care support services. As well as the above general WWCC requirements in health, religious or spiritual organisations, all paid or unpaid workers who have contact with children require a valid WWCC. Contact includes:
· the person has physical contact with the child
· is in close physical proximity to the child, or
· communicates with the child orally or by written, electronic or other means.
Sport, recreation, arts and cultural clubs and associations
Where sport, recreation, arts and cultural clubs and associations have a significant membership or involvement with children, all paid and unpaid workers over the age of 14 years require a valid WWCC. This applies even if the person is not providing services directly to children. 
Employer legal responsibilities
Employers are required to register the organisation with the Department of Human Services (DHS) Screening Unit and create an organisational portal. They have a legal responsibility to ensure all relevant workers have a valid WWCC and the workers’ WWCCs are linked to the organisational portal. Employers must verify in the portal:
· the status of each WWCC is cleared to work with children
· each WWCC has been issued within the preceding 5 years
· the type of WWCC is correct, either volunteer or paid employee
· all existing workers continue to have a valid WWCC.
Employers have a legal obligation to notify the DHS Screening Unit if they become aware of any assessable information regarding a worker. This includes any findings of guilt or charges laid of a criminal offence, child protection information, disciplinary action information or findings of misconduct.
[bookmark: _Toc232155100]National criminal history check
While a WWCC considers a person’s suitability to work with children based on known prior history, employers may also consider asking the applicant for a broader national criminal history check to assess their suitability more generally. This will alert them to any offences that may indicate they are not a ‘fit and proper person’ to take the role. For example, a history of fraud, theft, low level violence or driving offences are considered by the WWCC to assess pattern of behaviour (if any present) but may not result in a bar from working with children. Organisations may want to reconsider these offences if the position requires the applicant to fulfil duties that involve them handling finances or providing transport services.
[bookmark: _Toc232155101]NDIS worker check
Workers in risk assessed roles delivering support or services under the National Disability Insurance Scheme (NDIS) are required to have a current, cleared NDIS worker check. More information is available at https://www.sa.gov.au/topics/rights-and-law/rights-and-responsibilities/screening-checks/screening-ndis.
Additionally, if the work involves providing services to children, a current, cleared WWCC is also required.
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[bookmark: _Toc232155102]Induction
An induction program that includes information on the organisation’s commitment to being child safe, will assist new workers better understand their role. It will help them provide a supportive environment for children that keeps them safe from abuse and harm.
	What
	How

	What do workers need to know about the organisation?
how the organisation prioritises child safety 
organisational structure – who works with who 
policies and procedures
	organise tour of organisation
arrange meetings with other relevant workers and managers
provide the following:
· induction handbook
· organisational chart
· child safe code of conduct
· child safe policies and procedures
· any other related policies/procedures

	What do workers need to know about their department or team?
the context in which they will be working
	explain team structure
discuss expectation of team meetings
provide stakeholder lists or conduct handovers if new worker is replacing existing worker

	What do workers need to know about their role?
the support the new worker will be offered on how to perform their role, including information on probationary periods and training
	provide starter pack with employment contract, role description and payroll details
organise computer login
discuss hours, overtime, leave application and payroll process – ensure all paperwork is completed
discuss role description in detail, current priorities and performance expectations, including prioritising child safety
set clear expectations of acceptable and unacceptable behaviour
organise training required for the role
organise work shadowing if possible/necessary

	How will new workers get help and feedback when needed?
acknowledge positive behaviour 
coach new workers on how to improve 
have easy systems and processes so they feel welcome to ask for help
	assign a buddy
have weekly meetings between new worker and manager
book in two probationary reviews at six and twelve weeks – review their work to prepare and provide feedback on how their work aligns with organisation’s values (could obtain feedback from other stakeholders, including children the organisation engages with)




[bookmark: _Toc232155103]Support
[bookmark: _Toc232155104]Monitoring and supervising workers
When workers are properly supervised and monitored, organisations put themselves in a position to efficiently and effectively identify, prevent and respond to unacceptable, harmful or offending behaviour as it occurs. Supervising workers and monitoring their work with children also ensures workers know they are responsible and accountable for their actions.
[bookmark: _Toc232155105]Professional development
Ongoing professional development ensures workers are up to date with the latest and most effective techniques and work practices for their role. Some of the benefits for workers include:
· opportunity to reflect on their work practices and incorporate new and effective strategies
· appropriate education to complete higher level tasks and provide higher quality services, with less need for supervision
· further motivation to do a good job because they feel valued by their peers, manager and the organisation as a whole.
Organisations should consider offering regular education and training in:
· organisational policies, procedures and codes of conduct
· identifying, assessing and minimising risks, including how to identify and respond to abuse, harm and risk of harm to children
· handling disclosures or allegations of abuse and harm to children
· general complaint handling
· reporting obligations.
[bookmark: _Toc232155106]Ongoing mentoring and support
Education sessions, either formal or informal, are only effective if the skills learnt, or information given, is applied in day-to-day practices and reinforced with ongoing support and guidance.
Ways to provide ongoing mentoring, support and advice include:
· regular team meetings where the safety of children is a standard agenda item
· encouraging workers to ask questions, voice concerns or give feedback about the organisation’s child safe practices
· ensuring senior role descriptions include a responsibility for providing workers with ongoing support and guidance about child safe practices
· conducting regular performance appraisals and collecting feedback from workers on their strengths and weaknesses


· assigning less experienced workers a mentor, and scheduling regular meetings between workers and their mentors
· encouraging workers to develop internal child safe initiatives and contribute, where appropriate, to child safe initiatives on a local, state or even national level.
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[bookmark: _Toc232155107]Appendix 1: Child safe recruitment, induction and training policy template
<< Place your organisation’s name and logo here >>
Child safe recruitment, induction and training policy
Instructions
This template can be used to create your Child safe recruitment, induction and training policy, providing information to get you started. Adapt the content provided in the template to suit your organisation as it relates to your activities. Refer to information provided in this guide to assist you develop your policy. 
Follow the steps below when developing your policy.
1. Add your organisation's name and logo at top of page where indicated.
2. Read the Notes for guidance.
3. Referring to information provided in this guide, adapt the content provided in the template to suit your organisation.
4. Ask people across your organisation to review and provide feedback.
5. Delete all Notes and these instructions when finished.
6. Share this policy across your organisation and make sure it’s easily available on your website and in your premises for everyone who accesses your services and events.
Purpose of this policy
Note: Explain how the policy sets out the procedures for workers responsible for supporting recruitment, induction and training. The aim is to make sure everyone understands and upholds your organisation’s child safe values and has been suitably screened, onboarded and trained for child related roles.
The aim of this policy is to make sure workers responsible for recruitment, induction and training of other workers uphold our child safe recruitment, induction and training practices.
This policy sets out the process for child safe recruitment of workers for any child-related roles. The policy also includes the induction process for new workers and further training that may be required at times for all workers. This is to make sure they continue to have the required skills to prevent risk of abuse and harm to children.
Definitions
Child/children
Includes all children and young people under the age of 18 years.
Worker
Includes all staff, volunteers, work placement students, contractors, board/committee members, as well as business owners and managers.
Who this policy is for
This policy is for workers undertaking recruitment of new workers for child-related roles.
The child safe recruitment and induction processes set out in this policy must be applied to anyone we are considering for a child-related role. 
Note: You should assess which roles this policy should apply to in your organisation and add to or amend the list below accordingly.
A child-related role includes those who:
· work directly with children, or 
· run the organisation, such as business owner, board/committee members, directors and managers who oversee those working with children.
Working with children includes when:
· providing services to a child in person or online
· supervising children
· being alone with children or engaging with them in a way that is not observed or monitored
· taking part in activities with children away from the organisation’s usual location
· transporting children
· having any other type of unmonitored contact with children.
Child safe recruitment processes
Note: This section makes reference to the screening of volunteers. Delete references to volunteers if your organisation does not have volunteer workers.
Role descriptions
We develop role descriptions for all positions that includes information to meet business needs and child safety requirements. The role descriptions include:
· description of organisation including our commitment to child safety
· primary purpose, objectives and duties of role
· who worker reports to, and positions that report to the worker
· screening checks, qualifications and experience the worker must have
· knowledge, skills and experience required for the role.
Note: Appendix 2 provides a role description template you can use.
Advertising role
Our job advertisements include details about our organisation’s commitment to being child safe. We let potential workers know at the outset that we uphold children’s rights and take implementation of the National Principles for Child Safe Organisations seriously. Advertisements include that everyone who works with children must have a current, cleared Working with Children Check and a minimum of two professional references. 
Interview process for new workers
We conduct a robust interview process. This involves:
· setting up an interview panel to pre-assess applicants and conduct interviews
· short listing applicant’s suitability to work with children
· preparing a list of interview questions including behavioural and scenario-based questions related to child safety 
· conducting interviews focusing on the applicant’s suitability to work with children and make notes re each applicant’s responses to questions
· assessing applicants by discussing strengths and weaknesses to decide best candidate.
Note: Appendix 3 provides an interview question template with sample interview questions.
Note: Ideally, you should conduct an interview with new volunteers, especially if the role includes working with children or has significant responsibilities. The interview should follow the general principles set out above.
If an interview process for volunteers is not feasible for your organisation, then this could be replaced by the volunteer filling out a child safe questionnaire. 
Amend the content below, as best suits your organisation and the responsibilities for the volunteer roles.
Where possible, we undertake an informal interview with new volunteers, as part of our screening process. This should follow the general principles outlined above.
If we’re unable to conduct volunteer interview, we ask the volunteer to fill out a child safe questionnaire to assess their suitability to work with children. The questionnaire asks them to describe their beliefs and values in relation to working with children and what they understand about being a child safe organisation.
Note: Appendix 4 provides a questionnaire for volunteer template with sample questions.
Check references
Each candidate for a paid role must provide the details of at least two referees.
Referees should have directly supervised or managed the candidate and at least one of the referees should be their current or most recent supervisor or manager.
If the candidate has never worked before or has just left school, character references may be acceptable. Character references should not be from family members or be given as much weight as professional references.
Candidates for volunteer roles should provide at least one referee – ideally someone who has worked with them in a previous paid or unpaid role. 
All referees are asked if they see any issues with the applicant for either a paid or unpaid role, working with children.
Note: Appendix 5 provides a reference check template with sample questions. 
Working with children checks
Note: Employers have legal obligations around working with children. It’s against the law to engage anyone (paid or unpaid) over the age of 14 years, in child-related work without a current, cleared Working with Children Check (WWCC). If a worker requires a WWCC, there are actions the employer must take.
The DHS Screening Unit provides advice on their website of what employers must do (https://www.sa.gov.au/topics/rights-and-law/rights-and-responsibilities/screening-checks/). 
Employer responsibilities are summarised below:
· identify and keep records of roles in your organisation that need a WWCC. Note, some types of organisations have different legislative requirements regarding who needs a WWCCs. Refer to the three different considerations in the sample text below.
· register your organisation with the DHS Screening Unit and nominate users to perform certain functions and receive notifications from the Screening Unit
· keep your organisational portal user contact details up to date
· verify through your organisational portal, that new workers have a current, cleared WWCC before they work in a child-related role 
· register an interest of everyone working in a child-related role through your organisational portal
· manage worker WWCC expiry and renewal, including starting applications on their behalf
· confirm existing workers renew their WWCC every 5 years and verify through your organisational portal the status remains as cleared
· keep records of when you have verified a worker’s WWCC
· remove any worker from a child-related role:
· whose WWCC has expired and ensure the person doesn’t work with children unless ‘work on re-application’ applies
· who is prohibited from working with children and ensure prohibited persons do not work with children.
In accordance with the Child Safety (Prohibited Persons) Act 2016, our organisation is registered with the DHS Screening Unit and we link workers’ WWCCs to our registration.
Note: If your organisation provides health services to children, including allied health, dental and disability care support, or religious or spiritual services to children, use the text immediately below and delete the other two options.
All persons running the organisation such as business owner, board/committee members, directors and managers must have a current, cleared Working with Children Check (WWCC). Additionally, all workers over the age of 14 years, who will be working or who have contact with children must hold a current, cleared WWCC issued by the DHS Screening Unit. A person will be taken to have contact with a child if:
· the person has physical contact with a child; or
· is in close physical proximity to a child; or
· communicates with a child either orally or by written, electronic or other means.
Note: If your organisation is a sports, recreation, arts or cultural club or association with a significant membership of, or involvement by children, use the text below and delete the option above and option below.
All persons running the organisation, such as the business owner, board/committee members, directors, managers and all workers over the age of 14 years, must hold a current, cleared WWCC issued by the DHS Screening Unit. This applies even if they are not providing services directly to children.
Note: If the two options above don’t apply to your organisation, delete them and use the paragraph below.
All persons running the organisation, such as business owner, board/committee members, directors, managers, and all workers over the age of 14 years who will be working in a role with children must hold a current, cleared WWCC issued by the DHS Screening Unit. 
We verify all WWCCs in the DHS Screening Unit online portal prior to employment of a new worker. 
We keep records for each verified worker, including:
· full name
· date of birth
· WWCC SRN number
· verification date
· status of WWCC
· expiry date of WWCC
· if worker is in paid or voluntary work.
We continue to monitor and act to:
· keep all workers’ WWCC details up to date
· remind workers to renew their WWCC every 5 years, which they can do 6 months before their WWCC expires
· verify all new WWCCs and update our records
· remove any worker who is prohibited, under investigation by authorities, whose WWCC cannot be found or has expired, from child related work
· immediately notify the DHS Screening Unit when we become aware of any assessable information regarding any person involved with our organisation, including any serious criminal offence, child protection information, or disciplinary or misconduct information.
Other checks
Note: While a WWCC considers a person’s suitability to work with children based on known prior history, employers may also consider asking an applicant for a broader national police check (NPC) to assess their suitability more generally. A WWCC shows a status if a person can work with children or not. The WWCC doesn’t provide specific details of any offences.
An NPC will alert you to any offences that may indicate a person is not a ‘fit and proper person’ to take a specific role. For example, a history of fraud, theft, low level violence or driving offences are considered by the WWCC to assess pattern of behaviour (if any present) but may not result in the person having a WWCC status of ‘Prohibited’.
You may want to reconsider these offences if the applicant has been overseas for an extended period in previous role, or the position involves them handling finances or providing transport services. If this is the case, add in a requirement that applicants for specific roles also undergo an NPC in the list below. If this is not the case, then delete this section.
A national police check (broader national criminal history check) may also be required for some applicants. This includes applicants who have spent more than 6 months overseas in their previous role or are applying for the following roles:
1. enter specific role requiring police check
2. enter specific role requiring police check
Note: Some workers may also require an NDIS Worker Check (https://www.sa.gov.au/topics/rights-and-law/rights-and-responsibilities/screening-checks/screening-ndis). It’s a Commonwealth Government requirement that certain workers delivering supports or services to children and adults under the National Disability Insurance Scheme (NDIS) must have a worker screening clearance.
Add this requirement below, if relevant to services provided by your organisation.
An NDIS Worker Check may also be required for some applicants. This includes:
1. enter specific role requiring NDIS Worker Check
2. enter specific role requiring NDIS Worker Check
If status of worker’s WWCC changes to ‘prohibited’ 
Note: It’s an offence to allow a prohibited person to work with children and they must be removed from child-related work. 
Your organisation could decide to transfer the worker to a non-child related role within the business, (although you have no legal obligation to find an alternative position for a prohibited worker), suspend them from child related work pending outcome of an appeal if this is an option, or dismiss the worker. You may choose to seek legal advice.
Working with Children Checks are continuously monitored. A person who is not prohibited from working with children is subject to ongoing monitoring of assessable information. This includes reports of any disciplinary action or misconduct from organisations a person works or volunteers for, and assessable information from SA Police and the Department for Child Protection. 
New assessable information may result in the Screening Unit conducting an additional WWCC in relation to a person. Where the outcome of the additional WWCC is that the person is now prohibited from working with children, the Screening Unit will notify the person registered as our ‘contact person’ in our organisation’s registration in the Screening Unit’s online portal.
We will take immediate action to remove the worker from working with children.
A record must be kept of our actions. This information will be treated confidentially and only the people in the organisation who need to know will be advised.
Child safe induction
We recognise that making sure a worker is safe and suitable is an ongoing process. Inductions for workers include:
· a tour of premises, meeting relevant workers and discussion re team structure
· an overview of our child safe documents including our Child Safe Code of Conduct (to be read and signed), Child Safe Policy, Child Safe Risk Management Plan (including physical risks to be aware of) and Child Safe Reporting Policy
· we ensure all new workers are advised of their reporting obligations and how to identify and raise a child safety concern
· a starter pack including employment contract, role description, payroll details and computer login
· information re current priorities and performance expectations including clear expectations of acceptable and unacceptable behaviours


· ensuring new recruits complete required child safe training (see below), and
· monitoring and supervision that includes a focus of child safety and wellbeing.
We support new workers with appropriate instruction and feedback when needed, including regular oversight as they become familiar with their new role. 
Note: The timeframe in the statement below can be adjusted to suit your organisation.
There is a 6-month probationary period for all workers to make sure they are a good fit with our organisation.
We encourage all workers to ask questions, make suggestions, voice concerns or give feedback about our child safe practices.
Child safe training
Note: Explain what your organisations plans to do to make sure all workers have the required knowledge and skills to identify and respond to concerns, risks or incidents related to abuse and harm to children. Some training options are included below and can be changed to meet your organisations requirements.
Workers are required to:
· read and understand the Mandatory Reporting Information Booklet (https://dhs.sa.gov.au/how-we-help/ngo-and-sector-support/child-safe-environment/resources) 
· complete ‘Safe Environments Through their eyes’ training every 3 years, or
· complete ‘Responding to Risk of Harm, Abuse and Neglect’ training every 3 years.
We will include child safety as a standing item on agenda meetings.
Child safe code of conduct review
Workers are told when we are reviewing our child safe policies and we invite them to contribute. When our Child Safe Code of Conduct is reviewed and updated, workers must re-read and sign it. Signed copies will be kept on file.
Next review date
Note: While legislation states child safe documents must be reviewed every 5 years, organisations can review their child safe policies and procedures more regularly to ensure child safety remains a priority.
We will, at a minimum, review this policy at least once every 5 years as required by the Children and Young People (Safety) Act 2017. We will also review this policy when:
· new or added risks are identified for children which may require a change in the policy
· an incident occurs where a child has experienced abuse and harm through involvement in our organisation
· concerns are raised by anyone involved in our organisation about child safety or welfare in the organisation
· awareness or compliance to this policy is low
· legislative requirements change.
We will lodge a new child safe environment compliance statement with the Department of Human Services each time we review and update this policy as per the Safety Act.
Policy date: <enter current date>
Review date: <enter next date policy is due for review>


[bookmark: _Toc232155108]Appendix 2: Role description template
<< Place your organisation’s name and logo here >>
Role description

	 Role title
	Title of position being advertised.

	Location
	Where is job located.

	Salary and benefits
	Include the salary amount and any other benefits to attract the best applicants.

	Conditions of employment
	Specify if the position is full-time or part-time, what hours will be worked, if volunteer or paid position and detail pay conditions and any other benefits.
Include if any other requirements such as availability on weekends or after hours, interstate travel, valid driver licence required.
List any screening checks required such as valid Working with Children Check, NDIS Worker Check, National Police Check.

	Description of organisation
	Describe your organisation and how you value children and uphold their rights.

	Primary purpose of role
	List 3 or 4 key objectives – at least one should refer to how the role contributes to maintaining a child safe environment.

	Duties of the role
	Outline the duties the worker will carry out on a day-to-day basis.

	Accountability
	Identify the role title the worker reports to, for example Manager, Director.
Include any positions that report to the role being advertised.

	Knowledge, skills and experience
	List knowledge, child safe and technical skills the applicant requires to be successful in the role.
Include what previous experience the applicant will require for the role.

	Personal qualities
	Include any personal qualities required such as adaptability, problem-solving, strong work ethic.

	Qualifications and certificates
	List any qualifications required such as tertiary qualification, specific child safe training certificate, first aid certificate.




[bookmark: _Toc232155109]Appendix 3: Interview questions template
<< Place your organisation’s name and logo here >>
Interview questions 
	Position title
	

	Interviewers
	

	Date
	



Welcome applicant, introduce interviewers.
Let the applicant know:
· an expected time frame to answer each question
· there will be time for any questions at the end
Give the applicant 2 minutes to introduce themselves in a general sense.
Sample questions specific to role
Note: Add or tailor the questions to reference the job description.
1. What interests you about this role?
2. What specific skills and experience can you bring to our organisation?
3. Tell us about your experience in relation to working with children or young people.
Sample behavioural questions
Note: Select 2 or more from this list.
4. What is your understanding of ‘child safe’ as opposed to ‘child protection’?
5. Describe a time when you worked well with children including what happened and what the outcome was.
6. Describe a time when you responded to a child with challenging behaviour including what happened and how you handled it.
7. Describe a time when you helped a child, including the situation and the outcome.
8. Describe a time you worked with a child you found uncooperative, including how you managed this and the outcome.
9. If you have had to respond to a worker whose behaviours around children concerned you, what did you do or, what would you do if you experienced this?
Sample scenario-based questions 
Note: Select 2 or more from this list.
10. What would you do if you thought another person was abusing a child?
11. You’ve entered a room and witnessed two children becoming increasingly frustrated with each other over ownership of a piece of equipment. One of the children has behavioural issues and is known to bite other children. What do you do?
12. A colleague, who is great with children, has told you they take pictures of them and send them to their parents using their phone. How would you respond?
13. Your co-worker has just strongly disciplined a child for what you believe to be a minor matter. How do you deal with it?
14. A parent raises concerns they have about the safety of their child within the organisation. How would you respond?


[bookmark: _Toc232155110]Appendix 4: Volunteer questionnaire template 
<< Place your organisation’s name and logo here >>
Volunteer questionnaire 
	Volunteer’s name
	

	Position volunteering for
	

	Date
	


Note: Questions included can be altered, added to or replaced with other questions in Appendix 3. 
	Please tell us about your experience working with children

	


	Describe a time when you responded to a child with challenging behaviour including what happened and how you handled it

	


	What would you do if you thought another person was abusing a child?

	



[bookmark: _Toc232155111]


Appendix 5: Reference check template
<< Place your organisation’s name and logo here >>
Reference check 
	Applicant name
	

	Position applied for
	

	Check conducted by
	

	Referee name
	

	Referee organisation
	

	Referee email
	

	Referee phone
	

	Role held by applicant
	

	Applicant’s employment period
	



Note: Adapt this template to suit your organisation’s requirements and the role. 
Note: Adapt this template to suit your organisation’s requirements and the role. 
	What is your relationship to applicant (for example direct manager, colleague)?

	


	Can you please confirm their dates of employment and position held?

	


	Please comment on the applicant’s attendance record, punctuality and reliability?

	


	What were applicant’s key responsibilities in role and how well did they perform them?

	


	What do you consider to be the applicant’s key strengths?

	


	What was the applicant’s most significant achievement in your organisation?

	


	Was the applicant responsible for managing people? If so, please comment on their management skills and style of management.

	


	What is the applicant’s experience working with children or young people?

	


	Do you see any issues with the applicant working with children or young people?

	


	As far as you’re aware, has the applicant been subject to any disciplinary action regarding children and young people, or engaged in any concerning or unacceptable behaviour?

	


	What do you consider the applicant’s strengths in working with children or young people?

	


	What is your observation of how the applicant disciplined a child or young person, or handled a situation in which a child was angry?

	


	Please comment on how suitable you think they are for the job they’ve applied for?

	


	Do you have any further comments that would assist us in considering the applicant for this role?

	


	Hypothetically, would you or your organisation re-employ this applicant?

	


	May we contact you again for any further clarification?
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