C-1 Staff Recruitment and Selection

Legislative and Regulatory References

This policy has been developed with reference to the following legislation, regulations and
regulatory guidance:

e Education and Care Services National Law, including:
o Section 2A — Paramount consideration: safety, rights and best interests of
children
Section 162A — Child protection training
Section 162B — Child safety training
Sections 165-167 — Supervision, inappropriate discipline and protection of
children from harm and hazards
o Section 168 — Education and care services must have policies and
procedures
Section 169 — Offence relating to staffing arrangements
Section 175 — Offence relating to required records and documents
Section 188 — Offence relating to prohibited persons
o Section 269B — National Early Childhood Worker Register
e Education and Care Services National Regulations, including:
o Regulation 145 — Staff record
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o Regulation 147 — Staff members

o Regulation 154A/154B — National Early Childhood Worker Register

o Regulation 155 — Interactions with children

o Regulation 168 — Education and care service must have policies and
procedures

o Regulation 170 — Policies and procedures to be followed

o Regulation 171 — Policies and procedures to be kept available

o Regulation 172 — Notification of changes to policies or procedures

o Regulation 176B — Notification of changes by nominated supervisor, staff

member or volunteer

Regulation 295 — Working with Children Check — staff members
Regulation 358 — Working with Children Check — staff members
Regulation 384 — Working with Children Check — staff members

e NSW Early Learning Commission — relevant NSW legislative and regulatory
requirements relating to child-safe recruitment and employment.

e ACECQA, Staffing — Policy and procedure guidelines, April 2026. These
guidelines provide guidance to approved providers on developing staffing policies
and procedures required under Regulations 168 and 169. The guidelines emphasise
that policies should be contextualised to the individual service and should include
practical procedures for implementing and monitoring staffing requirements.



e ACECQA, NQF Child Safe Culture Guide — Chapter 5: Recruitment, including
guidance relating to prohibited persons, recruitment screening, declarations, referee
checks and child-safe recruitment practices.

Child-Safe Recruitment and Ongoing Employment

The Kids Castle recognises that child safety must be considered throughout the entire
employment lifecycle, from recruitment and selection through to ongoing employment.

Consistent with the April 2026 ACECQA Staffing — Policy and procedure guidelines, The
Kids Castle will maintain practical and effective staffing procedures that promote children's
safety, rights and wellbeing as the paramount consideration.

Recruitment
As part of the recruitment and selection process, The Kids Castle will:

Verify the identity of prospective staff;

Verify relevant qualifications and experience;

Verify Working with Children Check (WWCC) status before employment commences;

Undertake appropriate National Police Checks where required;

Conduct appropriate reference checks;

Assess the applicant's understanding of child safety, professional boundaries and

appropriate interactions with children;

Consider the applicant's previous work history and any unexplained gaps;

Check whether the applicant is a prohibited person or otherwise restricted from

working in an education and care service;

9. Make reasonable enquiries regarding any relevant regulatory action affecting the
applicant; and

10. Document the recruitment and screening process.
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Reasonable Enquiries Regarding Regulatory Action

Before engaging a prospective staff member, The Kids Castle will make reasonable
enquiries to determine whether the person is subject to:

a suspension notice;

a supervision notice;

a prohibition notice;

an enforceable undertaking; or

any other regulatory restriction or action that may affect their suitability to work with
children.

Reasonable enquiries may include checking relevant information available through the
National Quality Agenda IT System (NQA ITS), verifying the person's WWCC status,



reviewing relevant declarations and making further enquiries where information raises
concerns.

Where appropriate, the service may require a prospective staff member to complete and
sign a Prohibition Notice Declaration for Prospective Staff Members, or an equivalent
declaration approved by the service.

The service will not knowingly employ or engage a person who is prohibited or otherwise
restricted from working with children.

ACECQA guidance identifies the NQF Prohibited Persons Register as an important
recruitment screening measure and recommends obtaining a declaration addressing current
restrictions, enforceable undertakings and prohibition status.

Ongoing Child-Safe Employment

Child-safe screening is an ongoing responsibility and does not end when a staff member
commences employment.

The Kids Castle will maintain systems to regularly monitor staff suitability, including:

maintaining current WWCC records;

monitoring required qualifications and training;

undertaking regular performance reviews and supervision;

responding appropriately to complaints, allegations and conduct concerns;
monitoring relevant regulatory information where reasonably practicable; and
undertaking further screening or enquiries where concerns arise.

Ongoing Reasonable Enquiries

The Kids Castle will make ongoing reasonable enquiries to determine whether a current staff
member is subject to:

a suspension notice;

a supervision notice;

a prohibition notice;

an enforceable undertaking; or

another regulatory action that may affect the person's suitability to work with children.

The nature and frequency of these enquiries will be reasonable and proportionate to the
circumstances and may include:

e monitoring relevant NQA ITS information;

e regularly verifying WWCC status;

e reviewing staff declarations where appropriate;

e considering information arising from complaints, incidents, allegations or
performance concerns; and



e making additional enquiries where information indicates that a staff member's
suitability may have changed.

ACECQA's April 2026 Staffing guidelines recommend systems to regularly review relevant
staff clearances and requirements and emphasise that staffing procedures should include
practical systems for monitoring their implementation.

Staff Duty to Notify

All staff members must immediately notify the Nominated Supervisor or Approved Provider if
they become aware that:

their WWCC status has changed;

they have received or become subject to a suspension notice;

they have received or become subject to a supervision notice;

they have received or become subject to a prohibition notice;

they have entered into or become subject to an enforceable undertaking;

they become subject to any other regulatory restriction affecting their ability to work
with children; or

e any other matter arises that may affect their suitability to work with children.

Where legislation specifies a particular notification timeframe, the staff member must comply
with that timeframe.

ACECQA's April 2026 Staffing guidelines also highlight the importance of systems ensuring
staff notify the approved provider of changes to their WWCC/WWVP or teacher registration
status.

Responding to a Change in Suitability

If The Kids Castle becomes aware of information that may affect a staff member's suitability
to work with children, the Nominated Supervisor and/or Approved Provider will:

assess the information promptly;

consider the immediate safety and wellbeing of children;

take any necessary interim action to protect children;

determine whether the staff member may continue to perform their duties while the
matter is assessed;

seek advice from the relevant regulatory authority where required;

make any mandatory notification required by law;

maintain appropriate records of the matter and actions taken; and

take appropriate employment action consistent with legislation and the staff
member's employment arrangements.
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Where a prohibition, suspension or other restriction prevents a person from working with
children, The Kids Castle will ensure that the person does not undertake duties contrary to
that restriction.

Record Keeping and Monitoring

The service will maintain records demonstrating that child-safe recruitment and ongoing
employment practices have been implemented.

Records may include:

e recruitment checklists;

e applications and resumes;

e interview records;

e referee checks;

e identity verification;

e qualification verification;

o WWCC verification;

e National Police Check records where applicable;
e NQA ITS checks;

e prohibition notice declarations;

e induction and training records;

e performance and appraisal records; and

e records of actions taken in response to concerns about staff suitability.

The service will regularly review its recruitment and ongoing employment procedures to
ensure they remain current, practical and consistent with the National Law, National
Regulations and current regulatory guidance.

Useful Resources and References

The following resources have informed this policy:

Australian Children's Education & Care Quality Authority (ACECQA)
Staffing — Policy and procedure guidelines, April 2026.

ACECQA
NQF Child Safe Culture Guide — Chapter 5: Recruitment.

ACECQA
Information sheet — Information for Recruitment Agencies about the National Quality
Framework.



ACECQA
Prohibition Notice Declaration for Prospective Staff Members.

NSW Early Learning Commission
Guide to the National Quality Framework — NSW legislative requirements, February 2026.

Office of the Children Guardian
Child Safe Recruitment & the Working with Children’s Check: a Handbook for Child Related
Organisation
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https://ocg.nsw.gov.au/sites/default/files/2022-12/G_CSS_ChildSafeRecruitmentandWWCC.pdf
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