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Place your organisation’s name and logo here
Child Safe Policy
Instructions
This template can be used to create your Child Safe Policy, providing information to get you started. The template meets the legislative requirements of the Children and Young People (Safety) Act 2017, the Child Safety (Prohibited Persons) Act 2016 and aligns with the National Principles for Child Safe Organisations. Follow the steps below to develop your policy.
· add your organisation’s name and logo at top of page where indicated
· read the highlighted Notes for guidance
· if sole trader delete ‘we’, ‘our’ and ‘us’ throughout the document, or 
· if partnership delete ‘I’, ‘my’ and ‘me’ throughout the document
· add/delete text where indicated by <instructions in brackets>
· referring to information provided in this template, adapt the content provided where indicated to suit your organisation
· delete the Notes and instructions when finished
· make sure the policy’s easily available on your website and in your premises for everyone who accesses your services and events, including children, parents, carers and families.
Definitions
Abuse: Abuse against a child may take the form of sexual, physical or psychological abuse, or neglect. Refer to Appendix 1 for descriptions of abuse.
Child/children: Includes all children and young people under the age of 18 years.
Complaint: A general complaint such as ‘the swings are too dangerous’, should not be confused with reports regarding concerns, allegations or disclosures of child abuse and harm.
Disclosure: The term used when a child reveals they have been abused. In this context, it is usually verbal or written. A child may not recognise they are making a ‘disclosure’ as such, they may only want to talk about something that is upsetting them.
Grooming: A process where a person manipulates a child or group of children and sometimes those looking after them, including parents, carers, teachers and leaders. They do this to establish a position of ‘trust’ so they can then later abuse the child.
Harm: The resulting effect to a child after they have been sexually, physically or psychologically abused, or neglected. Refer to Appendix 1 for indicators of harm.
Misconduct: Behaviour that is inappropriate or unsafe but may not meet the definition of abuse such as showing inappropriate content to a child on a phone or device, having inappropriate conversations with a child, or sitting a child on an adult service provider's lap.
Worker/s: Includes all staff, volunteers, work placement students, contractors, board/committee members, as well as business owner/s and managers.
Commitment to the safety of children 
[bookmark: _Hlk102132956]I/We are committed to providing a safe environment for all children. This policy includes details of my/our legal requirements under the Children and Young People (Safety) Act 2017, the Child Safety (Prohibited Persons) Act 2016 and aligns with the National Principles for Child Safe Organisations.
I/We value and respect children and welcome them regardless of their ability, sex, gender, culture, social economic or background. Aboriginal and Torres Strait Islander children and children from diverse backgrounds are actively supported to express their culture, beliefs and unique identities. Racism, bullying and harassment are not tolerated.
I/We support equity and fairness. A child safe culture is modelled and supported by me/us.
Scope of policy
This policy applies to me/us as the business owners. I/We have no other workers as defined above.
Communication
This child safe policy and related documents are available to children and their families on my/our website, on request, or provided as part of a welcome pack at the first visit <add or delete options as appropriate to your organisation>.
I/We encourage and respect the views of children and their families and involve them in decision making as appropriate. I/We:
provide clear age-appropriate or developmentally appropriate explanations to children including their right to safety and their right to be listened to
explain to children the acceptable and unacceptable behaviours they should expect from me/us
teach children protective behaviours <include how you do this - refer to the Child Safe Reporting Guide at www.dhs.sa.gov.au/how-we-help/ngo-and-sector-support/child-safe-environments/about-child-safe-policies/child-safe-policy-templates-and-guidelines for more information>
let children know they can provide feedback or make a complaint if they have a concern <include how they can do this such as verbally to me/us, they can ask their parent/guardian to do this on their behalf, simple feedback form, surveys>
will listen to and act upon complaints or concerns that a child or young person raises with me/us
involve families in my/our organisation by <include how you do this such as invite them to provide feedback, request they encourage their children to give feedback, request input on child safe policy and procedure reviews>.
Child Safe Code of Conduct
Note: Adjust the Child Safe Code of Conduct below to suit your organisation. Refer to the Child Safe Code of Conduct Guide at www.dhs.sa.gov.au/how-we-help/ngo-and-sector-support/child-safe-environments/about-child-safe-policies/child-safe-policy-templates-and-guidelinesfor more information if required.
I am/We are committed to supporting the safety of all children with a zero-tolerance approach to abuse and harm. This includes a culture where preventing and reporting abuse and harm is encouraged and supported. 
Our Child Safe Code of Conduct sets out how I/we behave around children to help prevent abuse and harm in our physical spaces and online.
I/We will:
treat all children with respect
uphold the rights of the child and always prioritise their needs
make sure the needs of all children remain the paramount focus of any decision making
listen to and value the ideas and opinions of all children and respond to them appropriately
welcome all children and their families and carers, and ask them to participate in decisions around child safety
actively promote safe and inclusive practices for all children, including those with diverse needs, circumstances and backgrounds, including children with disability
adhere to the organisation’s child safe policies, procedures and practices 
participate in all compulsory child safe training
include a child’s parent or carer in any direct online communication or correspondence with a child
when transporting a child at work, put in place a suitable arrangement with parents or carers of the child - if the child is alone, they must sit in the back seat of the vehicle
make sure there is a valid reason for any out-of-hours contact with a child who interacts with my/our service and ensure parents or carers are aware of this contact and give their permission
take all reasonable steps to protect children from abuse and harm, and report any concerns, suspicions or disclosures of abuse and harm – refer to the Reporting and responding to harm or risk of harm section below
take a child seriously if they disclose abuse or harm and follow the correct procedure for responding to a disclosure
respect the privacy of children and their families and keep all information about child protection concerns confidential.
I/We won’t:
condone or participate in unsafe, harmful or abusive behaviour towards children, including psychological, physical and sexual abuse, grooming, misconduct or lack of appropriate care
ignore or disregard any concerns, suspicions or disclosures of child abuse
exaggerate or trivialise child abuse issues
criticise or denigrate a child
use hurtful, discriminatory or offensive behaviour or language with children
verbally assault a child, or create a climate of fear
deliberately prevent a child from forming friendships
engage in unwarranted and inappropriate touching involving a child
be alone with a child without supervision or adequate risk management in place
have contact after hours with children who interact with the organisation
encourage a child to communicate in a private setting, including online, via phone or on social media
give personal gifts or benefits of any kind to a child unless direct permission has been given from the parent or carer
share details of sexual experiences with a child
use sexual language or gestures in the presence of children
show sexual, violent or other inappropriate images to a child
take videos or images of children interacting with the organisation or under the care of the organisation on a personal device without permission from the child, parent or carer 
share videos or images of children on social media without consent
fail to report information to the Child Abuse Report Line or SA Police if I know a child has been abused or harmed (refer to Reporting and responding to harm or risk of harm section below).
Concerning behaviours are behaviours that on their own may not constitute a breach of my/our Child Safe Code of Conduct but when viewed together may indicate grooming behaviour. I/We understand the following types of behaviour may be of concern:
· showing favour to one child over others
having a special (pet) name for a child
babysitting children who interact with the organisation (this is only allowed in exceptional circumstances when the child and their family or carer has a pre-existing relationship with me/us outside the organisation)
participating in the lives of children who interact with the organisation, outside the service without a valid reason
crossing professional boundaries with the children in our care
spending time alone with children
showing a preference for spending time with children rather than adults.
Children, families and community members are encouraged and supported to speak up about all concerns and breaches of the Child Safe Code of Conduct. 
Children, families and community members can report breaches or suspected breaches of the Child Safe Code of Conduct verbally to me/us, by telephone on <enter phone number>, or via email at <enter email address>.
Breaches or suspected breaches of the Child Safe Code of Conduct will be taken seriously and dealt with quickly, fairly and transparently.
Recruitment, induction and support
I am a sole trader/We are a partnership with no paid or unpaid workers. 
In accordance with the Child Safety (Prohibited Persons) Act 2016, my/our organisation is registered with the Department of Human Services (DHS) Screening Unit.
I/We hold a current, cleared Working with Children Check/s (WWCC) issued by the DHS Screening Unit which permits me/us to work with children and young people in South Australia.  I/we will renew my/our WWCC every 5 years.
Note: If a partnership, include the following five paragraphs related to WWCCs. If sole trader, delete.
The WWCCs of all partners will be verified/linked in the DHS Screening Unit online portal including each time they are renewed. We keep records for each verified partner, including:
full name
date of birth
WWCC SRN number
verification date
status of WWCC
expiry date of WWCC.
We act to immediately notify the DHS Screening Unit when we become aware of any assessable information regarding any partner involved with our organisation, including any serious criminal offence, child protection information, or disciplinary or misconduct information.
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 us. We will take immediate action to remove the partner from working with children.
A record must be kept of our actions. This information will be treated confidentially.
Other checks
Note: If you/partners also require a National Disability Insurance Scheme (NDIS) worker check (https://www.sa.gov.au/topics/rights-and-law/rights-and-responsibilities/screening-checks/screening-ndis) add this requirement below, if relevant to services provided by you/your organisation.
I have a/We have valid NDIS Worker Check clearance/s and renew these every 5 years.
Training
Note: Some training options are included below. Add/delete/alter options to meet your organisation’s requirements.
I/We have strategies in place to make sure I/we have the required knowledge and skills to provide a child safe environment as well as identify and respond to concerns, risks or incidents related to abuse and harm to children. I/We:
read and understand the Mandatory Reporting Information at www.dhs.sa.gov.au/how-we-help/ngo-and-sector-support/child-safe-environments/mandatory-reporting
complete ‘Safe Environments Through their eyes’ training every 3 years
complete ‘Responding to Risk of Harm, Abuse and Neglect’ training every 3 years
complete cultural competency training, including how to create culturally safe environments.
Reporting and responding to harm or risk of harm
Note: This section relates only to concerns, allegations or disclosures of child abuse and harm. General complaints and feedback are addressed in the next section.
Refer to Appendix 1 for descriptions of abuse and indicators of harm.
Refer to the Child Safe Reporting Guide at www.dhs.sa.gov.au/how-we-help/ngo-and-sector-support/child-safe-environments/about-child-safe-policies/child-safe-policy-templates-and-guidelines for more detailed information and an Allegation Report template you may find useful.
To help keep children safe I/we must create, maintain and improve our child safe reporting practices to ensure they remain effective. I/We:
know what to report, who to report it to and how to report it
report any concerns about the safety or welfare of a child immediately
ensure the safety and wellbeing of the child is paramount when an allegation is made.
All concerns must be reported. This includes:
criminal conduct
risk of harm
disclosure or suspicion of abuse
concerns and unacceptable behaviour around children that breaches our Child Safe Code of Conduct.
Children and families have the right to report a genuine concern and won’t be punished if they do. Reporting abuse is essential and encouraged – it is never obstructed or prevented.
Children and families can report a concern:
· in person to me/us, by phone <enter phone number> or via <enter email address> 
· direct to SA Police or Department for Child Protection.
Receiving a disclosure of abuse and harm
To ensure the immediate and ongoing safety of the child:
reassure the child and remain calm
listen carefully without interrupting
let the child tell you in their own words
only ask questions to seek enough information to make a report (the relevant authority who are experts in these matters will ask any further questions) 
only ask open ended questions (not questions with a ‘yes’ or ‘no’ response)
reassure the child they have done the right thing by telling you, that you believe them and that the abuse is not their fault
explain clearly what will happen next
establish the welfare and safety of the child and take steps to ensure the child is removed from the risk
make detailed notes to document all information given and received as soon as possible after the child has disclosed – it’s important to document the child’s exact words
follow the reporting obligation process below
maintain the privacy of the child – this may include the privacy of the perpetrator.
Do not:
express panic, shock, anger, disgust or disbelief
ask leading questions (a question that points to a particular answer)
ask further questions once you have established there is a genuine concern, as these may compromise future investigations by SA Police or Department for Child Protection
confront the alleged perpetrator.
My/Our reporting obligations
All adults have a responsibility to care for children, and part of that duty involves reporting when it’s required. If a child is at immediate risk of harm, I/we will immediately report to SA Police on triple zero. 
[bookmark: _Hlk219453401]If a child discloses abuse and there is any concern the matter is of a criminal nature, I/we will immediately contact SA Police to protect the child and minimise contamination of any evidence.
Note: The paragraph below applies to partnerships. Delete paragraph if sole trader.
All adult partners have a legal obligation to report child sexual abuse by another partner to the police and to protect a child from sexual abuse by another partner. The report to SA Police can be made via phone on 131 444 or at a local station. Failure to meet these obligations is considered to be a criminal offence.
I am a mandated reporter/We are mandated reporters and have a legal obligation to report direct to the Child Abuse Report Line (CARL) on 13 14 78 as soon as practicable, if I/we have reasonable suspicion that a child has been, or is at risk of harm. 
Refer to the Department for Child Protection’s website at https://www.childprotection.sa.gov.au/report-suspected-harm for information on:
preparing to report suspected harm to children
process for mandated reporters.
Details of a concern must be documented by completing an Allegation Report.
I/We will:
· ensure steps have been taken to remove child from immediate harm
· ensure reporting obligations to SA Police or CARL have been met where necessary
· receive the sanction of SA Police or Department for Child Protection prior to conducting an internal investigation where report was made to them <delete if a sole trader>
· if a partner is reported to SA Police or CARL for alleged abuse and harm to a child, they will withdraw from any role involving contact with children until investigations are complete <delete if sole trader>
· keep all relevant persons up to date with what’s happening
· update this policy and any other child safe policies and procedures, if necessary.
I/We will:
document all information received regarding the incident and store this securely in a separate file 
if the incident is substantiated, the outcome will depend on the severity of the incident, advice provided by SA Police, Department for Child Protection and DHS Screening Unit and may include termination of partnership <delete if sole trader>
inform the DHS Screening Unit of incident or misconduct via our organisational portal <delete if sole trader>
maintain the privacy of those involved in the incident including the child, person making the report and the alleged perpetrator
support the child, including referring the child to other appropriate services if required.
Reporting and responding to general complaints or feedback
Note: This section relates to general complaints or feedback. Concerns, allegations or disclosures of child abuse and harm is addressed in the previous section.
Providing opportunities for complaints and feedback ensures that children and their families feel valued and respected and enables me/us to improve the quality of my/our service. Children and their families are informed that they can provide feedback or make a complaint at their first appointment or as part of their welcome pack when they join the organisation <delete/add suitable option/s>.
Complaints or feedback can be:
· provided verbally to me/us 
· by phone <enter phone number> or via <enter email address>
· <include any other child friendly options such as simple forms, pictures or support from a trusted adult>.
I/We will deal with all complaints and feedback received promptly, sensitively and fairly.  I/We will:
listen to the complaint or feedback taking all concerns seriously
the person receiving the complaint or feedback will make a record of it if received verbally
prioritise the safety and wellbeing of children when handling complaints 
respond to the complainant with an outcome in a timely manner
make sure that procedural fairness is followed at all times
clearly document and securely store decisions and actions taken in response to complaints and feedback.
If the child or their family is not happy with the outcome from the complaints process, they can contact:
<enter details of peak body or similar and their contact details or delete this dot point>
Health and Community Services Complaints Commissioner 
Australian Human Rights Commission 
South Australian Equal Opportunities Commission (for complaints relating to discrimination).
Risk management
Note: This section does not relate to general WHS risks such as slips, trips and falls.
Note: Refer to the Child Safe Risk Management Guide at www.dhs.sa.gov.au/how-we-help/ngo-and-sector-support/child-safe-environments/about-child-safe-policies/child-safe-policy-templates-and-guidelines for detailed information on what risk management is in a child related organisation and the stages of grooming. 
Child safety is a priority in my/our organisation and managing child safety risks is key to preventing children from being exposed to abuse and the resulting harm. 
As part of managing risks to children I/we:
· identify risks to children including what could happen, how could it happen, where could it happen, why might it happen
· assess the likelihood of the risk happening and if the risk happened, how significant the consequence would be to a child
· develop protective strategies for each identified risk to prevent or lower the risk of abuse and harm occurring
· include children in identifying risks and suggesting ways to improve their safety
· publicise my/our risk management plan so all stakeholders are aware of it
· review my/our risk management plan once a year and when any incidents occur.
Note: Examples of general risks are included in the table below. Add/delete/adjust risks to ensure all risks to children in your organisation are included and each action to minimise risk is utilised in your organisation. Alternatively, develop a child safe risk management plan (template is available in the Child Safe Risk Management Guide).
	Identified risk 
	Actions to minimise risk

	Governance
	I/we abide by the Child Safe Code of Conduct, and have robust child focussed reporting practices in place

	Physical contact
	physical contact must be appropriate to the delivery of services being provided
if physical contact is required, this is undertaken in a safe way by explaining why contact is required and what will happen, and asking the child for their permission (or their family if this is more appropriate) before proceeding
unnecessary physical contact is not allowed

	Physical barriers
	locks are on doors to prevent access to secluded areas
areas where adults and children interact have clear line of sight

	Online communications
	cyber safety and social media guidelines are in place 
appropriate supervision is provided for all online activities
I/we must not communicate with children on social media or via online games

	Transport of children 
	parents/guardians must provide consent before I/we transport a child 
I/we must have a valid, unrestricted driver’s licence
vehicle must be registered, insured and in roadworthy condition
I/we must not be alone in a vehicle with a child or, if alone with a child in a vehicle, the child must sit in the backseat

	Supervision
	children are to be supervised by parents/guardians at all times, or
one to one consultation with a child will be in line of sight of another adult
if child not collected by parent/guardian at end of consult/class/training <delete option/s not applicable>, two adults are to stay with child until they are collected 

	Taking images of children
	consent of child and their parent/guardian required
disclosure will be made to the child and parent/guardian as to how the image is to be used
images must be presented in a way that de-identifies the child 

	Physical environment
	maintain a risk register that is reviewed annually to ensure effectiveness
conduct risk assessments for all activities
ensure all equipment is in good working order

	Privacy and confidentiality
	documents containing confidential information will be stored securely with restricted access
digital files containing confidential information will be protected electronically with restricted access 
I/we must not disclose information regarding any child without written consent of the child and their parent/guardian unless legally required to

	Overnight and/or off-site activities
	consent of parent or guardian must be given
children must be supervised by a minimum of 2 adults of the same gender as the children attending
privacy when children are bathing, toileting and dressing must be provided
children will not be left under the supervision of unauthorised persons
sleeping arrangements will not compromise the safety of children such as unsupervised sleeping arrangements, or children sharing a bed or an adult sleeping in the same bed as a child 
in the event of billeting arrangements, host adults should have a child attending the same event from the same household, and have a not prohibited WWCC
children have the right to contact their parents, or another adult, if they feel unsafe, uncomfortable, or distressed during the stay

	Change room requirements
	a minimum of two adults of the same gender as the children must be present
supervision will be provided ensuring the child’s right to privacy
adults must not shower or change whilst supervising children 
phones, cameras and recording devices must not be used in change room




Related policies and procedures
[bookmark: _Hlk177122510]<If you have any policies and procedures that are related to child safe environments, list them here. If all information related to providing child safe environments is in this policy, delete this section.>
Policy review
I/We involve children and families when developing and reviewing our child safe policy.
[bookmark: _Hlk185919098]I/We will, at a minimum, review this policy and the related procedures at least once every 5 years as required by the Children and Young People (Safety) Act 2017.  I/We will also review this policy when:
new or added risks are identified for children, which may require a change in the policy or procedures
a critical incident occurs where a child has experienced harm through involvement in the organisation
concerns are raised by anyone involved in our organisation about child safety or welfare in the organisation
awareness or compliance to the child safe policy and/or procedures is low
legislative changes/requirements.
I/We will lodge a new child safe environments compliance statement with the Department of Human Services each time I/we review and update this policy.
Policy date: 	<enter current date>
Review date:	<enter next date policy is due for review>


Appendix 1: Descriptions of abuse and indicators of harm
Physical abuse 
Examples of physically abusive behaviours:
· physical punishment such as pushing, shaking, shoving, punching, slapping, choking, burning, biting or kicking
· giving a child alcohol or other drugs, or misusing medication
· fabricating or inducing illness.
Possible indicators of harm:
· burns
· bald patches on the head
· poisoning
· bruises or welts on the face, back, legs, arms, buttocks or inner thighs
· bruises that resemble an object, such as finger marks, a handprint, teeth marks or a belt buckle
· multiple injuries, including old and new injuries.
Psychological abuse 
Examples of psychologically abusive behaviours:
· bullying, intimidation, shaming or name calling
· threatening or abusive language
· ignoring, frightening or isolating a child
· deliberately exposing a child to traumatic events, including domestic and family violence.
Possible indicators of harm:
· not interacting with others
· regression in toileting behaviours
· hypervigilance
· extreme eagerness to please or obey adults
· delay in reaching developmental milestones
· difficulty trusting others or showing empathy.
Sexual abuse
Examples of sexually abusive behaviours:
· grooming
· sexually touching a child
· penetration of the genital or anal area
· sending obscene messages or making obscene phone calls
· producing, distributing or possessing child abuse material.
Indicators of harm:
· injury to genital or rectal area
· discomfort in urinating or defecating
· bruising or injury to breasts, buttocks, thighs
· disclosure of abuse by the child
· fear of harm, specific place or person
· deteriorating relations with adults/peers.
Neglect
Examples of neglectful behaviour:
· lack of supervision
· not providing adequate nourishment, medical care, clothing or shelter
· failure to support a child’s education
· lack of nurturing, encouragement and support.
Possible indicators of harm:
· regularly being left unsupervised
· stealing food or eating food found on the ground or in bins
· consistently appearing dirty or unwashed
· untreated health issues
· clothing unsuitable for weather conditions
· inadequate or no shelter.
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