
D-22 Child Safe Environment and 
Child Protection Policy 
 

Policy Statement 

The Kids Castle is committed to providing a child safe environment in which every child is 
safe, respected, valued, heard and supported. 

The safety, rights and best interests of children are the paramount consideration in all 
decisions and actions concerning children and in the operation of the service. 

The Kids Castle recognises that child safety is a shared responsibility. The Approved 
Provider, Management Committee, Nominated Supervisor, Responsible Person, educators, 
staff, volunteers, students, contractors and visitors all have responsibilities to contribute to a 
culture that prioritises children's safety and wellbeing. 

The service is committed to identifying and reducing risks of harm, responding promptly and 
appropriately to concerns, and continuously improving its child safety practices. 

 

1. Purpose 
The purpose of this policy is to ensure that The Kids Castle: 

●​ provides a safe and healthy physical, emotional, social and online environment; 
●​ promotes a culture of child safety and wellbeing; 
●​ protects children from abuse, neglect, harm and hazards; 
●​ prioritises children's safety, rights and best interests in decision-making; 
●​ meets its child protection and child safety obligations; 
●​ ensures appropriate supervision and accountability of children; 
●​ identifies and manages child protection risks; 
●​ provides clear processes for responding to concerns, disclosures, allegations and 

complaints; 
●​ ensures staff understand their reporting obligations; 
●​ provides children with opportunities to participate in decisions affecting them; 
●​ supports children to raise concerns and express their views; 
●​ maintains appropriate records of child protection concerns; and 
●​ uses information from incidents, concerns, complaints and risk assessments to 

improve practice. 

 



2. Legislative and Regulatory Framework 
This policy is developed with reference to the: 

Education and Care Services National Law 

Including: 

●​ Section 2A – Paramount consideration: safety, rights and best interests of children 
●​ Section 162A – Child protection training 
●​ Section 162B – Child safety training 
●​ Section 165 – Offence to inadequately supervise children 
●​ Section 166 – Offences relating to inappropriate discipline 
●​ Section 166A – Offences relating to inappropriate conduct 
●​ Section 167 – Protection of children from harm and hazards 
●​ Sections 175A–175J – Personal devices and related requirements 

Education and Care Services National Regulations 

Including: 

●​ Regulation 82 – Tobacco, vaping devices, vaping substances, drugs and alcohol 
●​ Regulation 83 – Staff not to be affected by alcohol or drugs 
●​ Regulation 84 – Awareness of child protection law 
●​ Regulation 103 – Premises, furniture and equipment 
●​ Regulation 115 – Premises designed to facilitate supervision 
●​ Regulation 122 – Educators working directly with children 
●​ Regulation 123 – Educator to child ratios 
●​ Regulation 145 – Staff records 
●​ Regulation 158 – Children's attendance record 
●​ Regulation 165 – Record of visitors 
●​ Regulation 166 – Children not to be alone with visitors 
●​ Regulation 167 – Record of service compliance 
●​ Regulation 168 – Education and care services must have policies and procedures 
●​ Regulation 170 – Policies and procedures to be followed 
●​ Regulation 171 – Policies and procedures to be kept available 
●​ Regulation 172 – Notification of changes to policies and procedures 
●​ Regulation 175 – Prescribed information to be notified to the Regulatory Authority 
●​ Regulation 176 – Time to notify certain information 
●​ Regulation 181 – Confidentiality of records 
●​ Regulation 295 – Working with Children Check requirements. 

 

National Quality Standard 

Including: 



●​ QA 2.2 – Safety 
●​ QA 2.2.1 – Supervision 
●​ QA 2.2.3 – Child Protection 
●​ QA 4.2 – Professionalism 
●​ QA 5.1 – Relationships between educators and children 
●​ QA 7.1 – Governance 

 

The policy will also reflect relevant NSW child protection, child safety and reportable conduct 
requirements. 

 

3. Guiding Principles 
The Kids Castle's child safety practices are based on the following principles. 

3.1 Safety, rights and best interests are paramount 

The safety, rights and best interests of children are the paramount consideration in all 
service operations and decisions. 

Where operational convenience, adult preferences or other interests conflict with a child's 
safety or wellbeing, the child's safety and wellbeing will take priority. 

3.2 Children are active participants 

Children will be encouraged and supported to: 

●​ express their views; 
●​ contribute to decisions that affect them; 
●​ identify safety concerns; 
●​ communicate what makes them feel safe; 
●​ participate in age-appropriate risk identification; and 
●​ raise concerns without fear of negative consequences. 

Children's views will be taken seriously and considered in decisions affecting their safety and 
wellbeing. 

3.3 Every child is entitled to safety 

The service recognises that children have different ages, abilities, backgrounds, 
communication styles, needs and levels of independence. 

Child safety practices will therefore consider: 

●​ age; 



●​ developmental stage; 
●​ disability or additional needs; 
●​ communication needs; 
●​ cultural background; 
●​ family circumstances; 
●​ individual vulnerabilities; and 
●​ the child's own views and preferences. 

3.4 Child safety applies everywhere 

Child safety applies to: 

●​ the physical environment; 
●​ indoor and outdoor areas; 
●​ school-to-service transitions; 
●​ toilets and less visible areas; 
●​ excursions and incursions; 
●​ transportation; 
●​ interactions between adults and children; 
●​ interactions between children; 
●​ digital technologies; 
●​ online environments; 
●​ photographs and recordings; 
●​ communication with children and families; and 
●​ all other environments in which children participate in the service. 

 

4. Promoting a Culture of Child Safety 
and Wellbeing 
The Kids Castle will promote a culture of child safety by: 

●​ clearly communicating that child safety is everyone's responsibility; 
●​ maintaining child-safe recruitment and selection practices; 
●​ ensuring staff have appropriate WWCC clearance; 
●​ providing child protection and child safety training; 
●​ providing child-safe induction; 
●​ maintaining appropriate professional boundaries; 
●​ implementing a Code of Conduct; 
●​ providing safe and respectful relationships between educators and children; 
●​ encouraging children to speak up; 
●​ ensuring children know who they can approach for help; 
●​ providing accessible complaint and feedback mechanisms; 
●​ responding promptly to concerns; 
●​ maintaining effective supervision; 



●​ completing child protection risk assessments; 
●​ regularly reviewing staffing and supervision practices; 
●​ monitoring the physical and online environment; 
●​ responding to inappropriate conduct; 
●​ ensuring children are not subjected to inappropriate discipline; 
●​ engaging families in child safety discussions where appropriate; and 
●​ using concerns, complaints and incidents to identify opportunities for improvement. 

Child safety will be embedded into the service's governance, recruitment, induction, 
programming, supervision, risk management and continuous improvement processes. 

 

5. Child-Safe Physical Environment 
The Kids Castle will provide an environment that is safe, clean, well maintained and 
appropriate for children's education, care and recreation. 

The service will regularly monitor: 

●​ buildings and rooms; 
●​ outdoor areas; 
●​ playground equipment; 
●​ furniture; 
●​ fixtures and fittings; 
●​ entrances and exits; 
●​ toilets; 
●​ storage areas; 
●​ equipment; 
●​ chemicals and hazardous materials; 
●​ first aid equipment; 
●​ emergency equipment; 
●​ areas with reduced visibility; and 
●​ other areas identified through risk assessment. 

Risk assessments and ground checks will be conducted prior to each session. Safety checks 
and maintenance processes will be documented as required. 

Hazards will be: 

1.​ identified; 
2.​ assessed; 
3.​ controlled or removed; 
4.​ documented where appropriate; and 
5.​ reviewed to ensure controls remain effective. 



Children's access, inclusion, privacy and opportunities for learning and social interaction will 
be considered when managing environmental risks. 

 

6. Online and Digital Safety 
Child safety extends to the online environment. 

The Kids Castle will maintain a separate Safe Use of Digital Technologies and Online 
Environments Policy which must be read together with this policy. 

The service will ensure: 

●​ children are appropriately supervised when using digital devices; 
●​ online activities are age-appropriate and safe; 
●​ staff understand their responsibilities regarding digital safety; 
●​ children's personal information is protected; 
●​ photographs and recordings are managed appropriately; 
●​ children's images are only captured, stored and transmitted in accordance with 

service requirements and applicable authorisations; 
●​ staff do not use personal devices while working directly with children unless a 

permitted exemption or written authorisation applies; 
●​ service-supplied devices are used appropriately; 
●​ inappropriate online communication is prohibited; and 
●​ concerns involving online safety are responded to promptly. 

 

7. Personal Devices and Children's 
Images 
Educators and staff working directly with children must comply with the requirements relating 
to personal devices. 

Staff must not use personal digital devices while working directly with children unless an 
applicable exemption or written authorisation exists. 

Children's images must only be captured, stored or transmitted using devices permitted 
under the service's digital technology procedures. 

The service will obtain and maintain required parent or authorised person permissions for 
photographs and recordings. 

Staff must not: 



●​ photograph children for personal purposes; 
●​ store children's images on personal devices; 
●​ send children's images through personal messaging accounts; 
●​ upload children's images to personal social media; or 
●​ share children's images outside authorised service processes. 

 

8. Child Protection Training and Child 
Safety Training 
The Approved Provider will ensure that relevant persons complete required child protection 
training under section 162A and child safety training under section 162B within the 
prescribed timeframes. 

The service will maintain records of: 

●​ training completed; 
●​ date of completion; 
●​ training provider/course; 
●​ expiry or renewal requirements where applicable; and 
●​ outstanding training. 

Training requirements will be monitored through the service's staff compliance system. The 
child safety training records will be updated at the Worker’s Register on the NQA ITS portal. 

Child protection and child safety will also be included in: 

●​ staff induction; 
●​ team meetings; 
●​ professional development; 
●​ supervision and performance discussions; and 
●​ ongoing information sharing. 

The service will distinguish between: 

1.​ mandatory child protection training; 
2.​ mandatory child safety training; and 
3.​ the separate requirement under Regulation 84 for relevant educators, staff, 

volunteers and students to be advised of current child protection law and their 
obligations. 

 



9. Awareness of NSW Child Protection 
Law 
All relevant educators, staff, volunteers and students will be informed about current NSW 
child protection legislation and their responsibilities. 

This includes understanding: 

●​ mandatory reporting; 
●​ who must report; 
●​ what must be reported; 
●​ when a report should be made; 
●​ how to make a report; 
●​ the NSW Mandatory Reporter Guide; 
●​ ChildStory Reporter; 
●​ the Child Protection Helpline; 
●​ responding to disclosures; 
●​ reporting concerns about inappropriate conduct; 
●​ confidentiality requirements; and 
●​ the service's internal reporting procedures. 

The service will provide updates when relevant legislation, guidance or reporting processes 
change. 

 

10. Mandatory Reporting and Child 
Protection Reporting 
Staff must respond promptly where they have concerns that a child may be at risk of harm. 

Staff must use the current NSW child protection reporting requirements and relevant 
reporting tools. 

The service will maintain access to: 

●​ the current NSW Mandatory Reporter Guide; 
●​ the NSW Early Learning Commission Reporting Guide/decision tree; 
●​ ChildStory Reporter information; 
●​ Child Protection Helpline contact information; and 
●​ emergency contact information. 

The reporting decision tree/guide will be kept in a location accessible to all staff. 



Where a report is required 

The staff member responsible for making the report must make the report in accordance with 
the applicable NSW requirements. 

Staff must not delay reporting because they are waiting for: 

●​ another educator; 
●​ the Nominated Supervisor; 
●​ the Approved Provider; or 
●​ another person to confirm the concern, 

where the law places the reporting responsibility on the individual. 

Internal notification does not replace an individual's legal reporting obligation. 

 

11. Responding to a Child Disclosure 
When a child discloses a concern: 

1.​ Remain calm. 
2.​ Listen carefully. 
3.​ Allow the child to speak in their own words. 
4.​ Take the child seriously. 
5.​ Reassure the child that they have done the right thing by speaking up. 
6.​ Do not blame or shame the child. 
7.​ Do not promise secrecy. 
8.​ Do not conduct an investigation. 
9.​ Avoid leading or suggestive questions. 
10.​Record factual information promptly. 
11.​Follow the applicable reporting requirements. 
12.​Ensure the child's immediate safety. 
13.​Record the concern in the Child Protection Concerns Register where required. 
14.​Escalate the matter in accordance with the relevant procedures. 

The child's safety, rights and wellbeing remain paramount throughout the process. 

 

12. Child Protection Concerns Register 
The Kids Castle will maintain a confidential Child Protection Concerns Register, a 
template developed by The NSW Early Learning Commission. 

https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/regulation-and-compliance/Register_of_child_protection_concerns_template.docx


The register is used to document relevant child protection and child safety concerns and 
identify patterns or emerging risks. 

The register included: 

●​ concerns reported to an external authority; 
●​ allegations; 
●​ disclosures; 
●​ concerns about possible harm or neglect; 
●​ concerns about inappropriate conduct; 
●​ concerns about inappropriate discipline; 
●​ significant child safety concerns; 
●​ repeated lower-level concerns; 
●​ concerns about staff or other adults; and 
●​ other matters relevant to protecting children. 

The register will record, where relevant: 

●​ date; 
●​ child identifier; 
●​ nature of concern; 
●​ factual information; 
●​ person who raised the concern; 
●​ immediate safety actions; 
●​ reporting pathway; 
●​ date and time of report; 
●​ relevant reference number; 
●​ authority notified; 
●​ person responsible for follow-up; 
●​ outcome/status; 
●​ review date; and 
●​ further actions required. 

The register will be securely stored and accessed only by authorised persons. 

The Nominated Supervisor/Approved Provider will periodically review the register to identify: 

●​ recurring concerns; 
●​ patterns; 
●​ environmental risks; 
●​ supervision issues; 
●​ staff practice issues; 
●​ emerging risks; and 
●​ opportunities for continuous improvement. 

 



13. Child Protection Risk Assessments 
The Kids Castle will conduct child protection risk assessments as part of its broader risk 
management framework. Risk assessment tools and template can be access on 
https://dcj.nsw.gov.au/children-and-families/children-and-young-people/our-commitment-to-c
hild-safety/risk-assessment-tools-and-templates.html 

Risk assessments will consider risks associated with: 

●​ indoor environments; 
●​ outdoor environments; 
●​ toilets; 
●​ secluded or low-visibility areas; 
●​ arrival and departure; 
●​ school-to-OSHC transitions; 
●​ excursions; 
●​ incursions; 
●​ transportation; 
●​ one-to-one interactions; 
●​ staffing arrangements; 
●​ supervision; 
●​ staff-child interactions; 
●​ child-child interactions; 
●​ visitors; 
●​ contractors; 
●​ volunteers; 
●​ students; 
●​ digital technologies; 
●​ online environments; 
●​ photography; 
●​ communication platforms; and 
●​ other activities or environments identified by the service. 

Risk assessments will identify: 

●​ the risk; 
●​ who may be affected; 
●​ existing controls; 
●​ additional controls; 
●​ responsible person; 
●​ timeframe; 
●​ review date; and 
●​ outcome. 

Where a risk assessment identifies a significant risk, the service will develop and implement 
a risk-minimisation/action plan. 

Risk assessments will be reviewed: 

https://dcj.nsw.gov.au/children-and-families/children-and-young-people/our-commitment-to-child-safety/risk-assessment-tools-and-templates.html
https://dcj.nsw.gov.au/children-and-families/children-and-young-people/our-commitment-to-child-safety/risk-assessment-tools-and-templates.html


●​ regularly; 
●​ when circumstances change; 
●​ following an incident or concern; 
●​ following a complaint; 
●​ when a new activity or environment is introduced; 
●​ when staffing arrangements change significantly; and 
●​ when legislation or regulatory guidance changes. 

 

14. Supervision 
The Kids Castle recognises that effective supervision is a critical child safety measure. 

Educators must actively supervise children and position themselves to maintain appropriate 
awareness of children's activities and whereabouts. 

Supervision will consider: 

●​ children's age; 
●​ developmental stage; 
●​ individual needs; 
●​ group size; 
●​ activities; 
●​ environment; 
●​ visibility; 
●​ known risks; 
●​ staffing; 
●​ ratios; 
●​ children's independence; and 
●​ changes in circumstances. 

Kids Castle specific supervision 

Particular consideration will be given to: 

●​ transition from school to the Kids’ Castle centre; 
●​ transition from the Kids’ Castle centre to school; 
●​ children's movement between activity areas; 
●​ toilets; 
●​ outdoor areas; 
●​ excursions and incursions; 
●​ transportation; 
●​ children participating in different activities simultaneously; and 
●​ older children's increasing independence. 



Children will be provided with age-appropriate independence while maintaining adequate 
supervision. 

 

15. Attendance and Accountability of 
Children 
The service will maintain an accurate attendance record in accordance with Regulation 158. 

Attendance information will be used together with active supervision practices to ensure 
children are accounted for throughout the day. 

Educators will conduct roll checks/headcounts: 

●​ at the commencement of each session where children meeting the educators at the 
sign in location; 

●​ before children moved away from the COLA after afternoon tea  
●​ when children move between major areas; 
●​ before recess, lunch, and afternoon tea during vacation care; 
●​ before and after excursions; 
●​ before and after incursions where children move between areas; 
●​ when transitioning between activities; 
●​ whenever the supervising educator changes; 
●​ at other times identified by risk assessment; and 
●​ whenever there is uncertainty about a child's whereabouts. 

Staff must know which children they are responsible for supervising at all times. 

 

16. Missing or Unaccounted-for Child 
A child who cannot be located is treated as a serious child safety matter. 

Staff must immediately: 

1.​ notify the Nominated Supervisor/Responsible Person; 
2.​ check the attendance record; 
3.​ conduct an immediate roll check; 
4.​ establish the child's last known location; 
5.​ search relevant areas; 
6.​ check toilets and other areas (school grounds/gates on both campus) where the child 

may have gone; 
7.​ maintain supervision of all other children; 



8.​ escalate the response where the child is not located immediately; 
9.​ contact school office, parents, emergency contact person try to locate the child 
10.​contact emergency services/police where appropriate; 
11.​notify Approved Provider as required; 
12.​document the incident; and 
13.​undertake a review of the supervision and risk management systems. 

 

17. Staffing and Recruitment 
Child safety will be a central consideration in recruitment and selection. 

The service's recruitment processes will include, as appropriate: 

●​ child-safe position descriptions; 
●​ child-safe job advertisements; 
●​ behavioural and child-safety-focused interview questions; 
●​ reference checks; 
●​ verification of qualifications; 
●​ verification of WWCC status; 
●​ police checks where required; 
●​ consideration of any prohibition, suspension or other relevant regulatory status; 
●​ assessment of suitability; 
●​ induction requirements; and 
●​ ongoing monitoring of suitability. 

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

The requirements of the Staff Recruitment and Selection Policy must be followed. 

 

18. Working with Children Checks and 
Ongoing Suitability 
The Approved Provider will ensure required WWCC clearances are obtained before a 
person commences child-related work. 

The service will maintain appropriate records of clearance status. 

Staff, volunteers and students must notify the Approved Provider of any change to their 
WWCC status within the required timeframe. 

The service will monitor WWCC status and take appropriate action where: 



●​ a clearance expires; 
●​ a clearance is suspended; 
●​ a clearance is cancelled; 
●​ a person becomes prohibited; 
●​ a regulatory authority imposes a restriction; or 
●​ other information raises concerns about the person's suitability to work with children. 

Where required, the service will notify the Regulatory Authority within the prescribed 
timeframe. 

 

19. Induction and Ongoing Staff 
Development 
All educators, staff, volunteers and students will receive an appropriate induction before or 
when commencing at the service. 

Child safety induction will include: 

●​ this policy; 
●​ Code of Conduct; 
●​ professional boundaries; 
●​ supervision; 
●​ child protection responsibilities; 
●​ mandatory reporting; 
●​ reporting decision tree; 
●​ responding to disclosures; 
●​ complaints; 
●​ inappropriate conduct; 
●​ inappropriate discipline; 
●​ digital safety; 
●​ privacy and confidentiality; 
●​ attendance and child accountability; 
●​ emergency procedures; and 
●​ how to access relevant policies and procedures. 

Child safety will be revisited through ongoing training and team discussions. 

 

20. Staff Performance and Professional 
Conduct 



The service will monitor staff performance and conduct to promote child safety. 

Child safety will be considered in: 

●​ supervision; 
●​ performance reviews; 
●​ professional development; 
●​ one-to-one discussions; 
●​ staff meetings; 
●​ complaints management; and 
●​ disciplinary processes. 

Staff are expected to maintain professional boundaries and comply with the Code of 
Conduct. 

Any behaviour that raises concerns about a person's suitability to work with children will be 
addressed promptly. 

 

21. Inappropriate Conduct 
The Kids Castle prohibits inappropriate conduct towards children. 

Staff must not: 

●​ engage in behaviour that is inappropriate or unsafe; 
●​ humiliate or shame children; 
●​ use threats or intimidation; 
●​ use physical punishment; 
●​ use unreasonable or inappropriate discipline; 
●​ engage in sexualised behaviour towards children; 
●​ engage in grooming behaviour; 
●​ have inappropriate physical contact; 
●​ communicate with children through unauthorised personal channels; or 
●​ engage in any conduct that compromises children's safety, dignity or wellbeing. 

Any concern about inappropriate conduct must be reported and managed in accordance with 
applicable legislation and service procedures. 

 

22. Behaviour Guidance and Discipline 
The service will use positive, respectful and age-appropriate behaviour guidance. 



Children must not be subjected to: 

●​ corporal punishment; 
●​ unreasonable discipline; 
●​ humiliation; 
●​ intimidation; 
●​ threats; 
●​ physical punishment; or 
●​ other inappropriate responses. 

Behaviour guidance will promote: 

●​ safety; 
●​ positive relationships; 
●​ children's agency; 
●​ emotional regulation; 
●​ inclusion; 
●​ respect; and 
●​ participation. 

 

23. Visitors, Volunteers and Students 
Visitors, contractors, volunteers and students must comply with the service's child safety 
requirements. 

The service will: 

●​ maintain appropriate visitor records; 
●​ ensure visitors are appropriately supervised; 
●​ ensure children are not left alone with visitors; 
●​ verify required clearances where applicable; 
●​ provide relevant information about child safety expectations; and 
●​ immediately address any concern about a visitor's behaviour. 

Volunteers and students must receive appropriate induction and understand how to raise 
child safety concerns. 

 

24. Staff Fitness for Work 
The service must provide an environment free from tobacco, vaping devices, vaping 
substances, illicit drugs and alcohol. 



Educators and staff must not be affected by alcohol or drugs, including prescription 
medication, to the extent that their ability to supervise or provide education and care is 
impaired. 

Where there is a concern that an educator or staff member is impaired: 

●​ the person's ability to work directly with children will be assessed immediately; 
●​ children will be protected from any associated risk; 
●​ the Approved Provider/Nominated Supervisor will be notified; 
●​ appropriate action will be taken; and 
●​ required notifications will be made. 

 

25. Children and Families Raising 
Concerns 
Children, families and staff will be encouraged to raise concerns about child safety. 

The service will provide accessible ways for concerns to be raised, taking into account: 

●​ children's age and communication abilities; 
●​ disability; 
●​ cultural background; 
●​ language; 
●​ literacy; 
●​ family circumstances; and 
●​ accessibility needs. 

Children and families will be informed that concerns can be raised with: 

●​ an educator; 
●​ the Nominated Supervisor; 
●​ the Approved Provider/Management Committee; or 
●​ the School Principal or an appropriate external authority. 

Where a complaint concerns the Nominated Supervisor or Approved Provider, the service 
will provide an alternative escalation pathway. 

 

26. Supporting Children, Families and 
Staff Following a Concern 



Where appropriate, the service will provide information and support following a child safety 
concern, complaint or disclosure. 

Support may include: 

●​ regular communication; 
●​ referral to appropriate professional services; 
●​ assistance accessing external support; 
●​ adjustments to arrangements to maintain safety; 
●​ additional supervision; 
●​ individual support plans; or 
●​ other measures appropriate to the circumstances. 

The child's safety, privacy and wellbeing will remain paramount. 

 

27. Reporting Concerns About Staff or 
Management 
Where a concern relates to: 

●​ an educator; 
●​ employee; 
●​ volunteer; 
●​ student; 
●​ contractor; 
●​ Nominated Supervisor; 
●​ Approved Provider; or 
●​ Management Committee member, 

the concern must be managed through the appropriate internal and external reporting 
pathway. 

Where the person normally responsible for receiving a report is the subject of the concern, 
the matter must be escalated to an appropriate alternative person or external authority. 

The service will comply with applicable requirements relating to: 

●​ mandatory reporting; 
●​ reportable conduct; 
●​ serious incidents; 
●​ regulatory notifications; 
●​ NSW Police; 
●​ NSW Department of Communities and Justice; 
●​ NSW Office of the Children's Guardian; and 
●​ NSW Early Learning Commission. 



 

28. Child Protection Concerns and 
External Reporting 
The service will maintain procedures for responding to: 

●​ suspected abuse; 
●​ suspected neglect; 
●​ disclosures; 
●​ allegations; 
●​ inappropriate conduct; 
●​ inappropriate discipline; 
●​ physical abuse; 
●​ sexual abuse; 
●​ grooming; 
●​ significant child safety concerns; and 
●​ other circumstances requiring external reporting. 

The service will not undertake its own investigation where an external authority is 
responsible for investigating the matter. 

Staff must preserve relevant records and information and follow directions from the relevant 
authority. 

 

29. Record Keeping and Confidentiality 
Child protection records will be: 

●​ accurate; 
●​ factual; 
●​ objective; 
●​ dated; 
●​ securely stored; 
●​ accessible only to authorised persons; and 
●​ retained in accordance with applicable legislation and record-keeping requirements. 

Staff must not discuss confidential child protection matters with unauthorised persons. 

Confidentiality does not prevent information from being shared where: 

●​ reporting is legally required; 
●​ information is required by a regulatory or law enforcement authority; 



●​ information is necessary to protect a child; or 
●​ disclosure is otherwise permitted by law. 

 

30. Monitoring and Risk Management 
The service will regularly monitor the implementation of this policy through: 

●​ environmental safety checks; 
●​ equipment checks; 
●​ supervision reviews; 
●​ attendance audits; 
●​ staff compliance checks; 
●​ WWCC monitoring; 
●​ training records; 
●​ child protection concerns; 
●​ complaints; 
●​ incident records; 
●​ risk assessments; 
●​ staff meetings; 
●​ performance reviews; and 
●​ feedback from children and families. 

Where a risk is identified, the service will implement appropriate controls and monitor 
whether they remain effective. 

 

31. Continuous Improvement 
The Kids Castle will use child safety information to identify opportunities for continuous 
improvement. 

This may include reviewing: 

●​ recurring complaints; 
●​ child protection concerns; 
●​ supervision issues; 
●​ attendance/accountability issues; 
●​ environmental risks; 
●​ staff conduct; 
●​ training needs; 
●​ digital safety risks; 
●​ children's feedback; 
●​ family feedback; and 



●​ emerging legislative or regulatory requirements. 

Relevant improvements will be incorporated into the service's Quality Improvement Plan 
where appropriate. 

 

32. Access to Policies and Procedures 
This policy and related procedures must be readily accessible to: 

●​ Approved Provider; 
●​ Management Committee; 
●​ Nominated Supervisor; 
●​ Responsible Person; 
●​ educators; 
●​ staff; 
●​ volunteers; and 
●​ students where relevant. 

The Mandatory Reporter Guide (MRG) and relevant child protection reporting information 
must be accessible to all staff. 

Staff will be shown where these documents are located during induction. 

Obsolete versions must be removed from operational use when policies or procedures are 
updated. 

 

33. Policy Review 
This policy will be reviewed: 

●​ at least annually; 
●​ when legislation or regulatory requirements change; 
●​ following a serious incident; 
●​ following a significant child protection concern; 
●​ following a relevant complaint; 
●​ when a new risk is identified; 
●​ following significant changes to service operations; or 
●​ when feedback indicates that changes are required. 

The review will consider feedback from: 

●​ children; 



●​ families; 
●​ educators; 
●​ staff; 
●​ the Approved Provider; 
●​ the Management Committee; and 
●​ relevant regulatory guidance. 

Where significant changes affect families' use of the service or the education and care 
provided, families will be notified in accordance with Regulation 172. 

 

34. Roles and Responsibilities 

Approved Provider / Management Committee 
The Approved Provider/Management Committee is responsible for: 

●​ ensuring compliance with the National Law and Regulations; 
●​ ensuring this policy and procedures are implemented; 
●​ ensuring adequate resources are available; 
●​ ensuring required child protection and child safety training is completed; 
●​ ensuring appropriate risk assessments and action plans are undertaken; 
●​ promoting a culture of child safety and wellbeing; 
●​ ensuring WWCC requirements are met; 
●​ monitoring the implementation of this policy; 
●​ ensuring staff understand current child protection law; 
●​ ensuring required notifications are made; 
●​ supporting the Nominated Supervisor; and 
●​ reviewing child safety performance. 

Nominated Supervisor 
The Nominated Supervisor is responsible for: 

●​ implementing this policy; 
●​ ensuring staff know where to access the policy and procedures; 
●​ monitoring supervision and ratios; 
●​ ensuring risk assessments and action plans are implemented; 
●​ monitoring training requirements; 
●​ supporting staff to fulfil child safety responsibilities; 
●​ ensuring attendance/accountability procedures are followed; 
●​ ensuring concerns are appropriately escalated; 
●​ maintaining oversight of the Child Protection Concerns Register; 
●​ communicating legislative and policy changes to staff; and 



●​ ensuring required notifications are made. 

Educators and Staff 
Educators and staff are responsible for: 

●​ following this policy and related procedures; 
●​ actively supervising children; 
●​ protecting children from harm and hazards; 
●​ maintaining professional boundaries; 
●​ completing required training; 
●​ understanding mandatory reporting obligations; 
●​ reporting concerns promptly; 
●​ following the Reporting Guide; 
●​ maintaining confidentiality; 
●​ participating in risk assessments; 
●​ ensuring children are accounted for; 
●​ supporting children's participation and voice; and 
●​ raising concerns where they identify unsafe practices. 

Volunteers and Students 
Volunteers and students must: 

●​ follow the service's child safety policies; 
●​ maintain appropriate boundaries; 
●​ never be placed in a position where they are solely responsible for children; 
●​ report concerns immediately; 
●​ complete required induction and training; and 
●​ follow the directions of educators and the Nominated Supervisor. 

Children 
Children will be encouraged and supported to: 

●​ express their views; 
●​ participate in decisions affecting them; 
●​ identify unsafe situations; 
●​ seek help; 
●​ raise concerns; and 
●​ respect the safety and wellbeing of others. 

Families 
Families are encouraged to: 



●​ communicate concerns about child safety; 
●​ provide relevant information about their child's needs; 
●​ participate in the service's child safety processes; 
●​ support children to speak up; and 
●​ work collaboratively with the service to promote children's safety and wellbeing. 

 

35. Related Policies and Documents 
This policy should be read together with: 

●​ C-1 Staff Recruitment and Selection 
●​ C-3 Staff Orientation and Induction 
●​ C-4 Staff Professionalism 
●​ C-5 Professional Development 
●​ C-8 Disciplinary Action 
●​ C-9 Relief Staff 
●​ C-10 Volunteers, Students and Visitors 
●​ C-13 Interactions with Children 
●​ D-9 Emergency Procedures 
●​ D-11 Incident, Injury, Trauma and Illness 
●​ D-22 Child Protection Procedures 
●​ D-23 Behaviour Guidance 
●​ D-25 Harassment, Bullying and Violence 
●​ D-30 Supervision 
●​ A-8 Dropping Off and Picking Up 
●​ A-9 Absent and Missing Children 
●​ A-14 Complaints 
●​ A-17 Privacy and Confidentiality 
●​ Safe Use of Digital Technologies and Online Environments Policy 
●​ Excursions Policy 
●​ Staffing Policy 
●​ Code of Conduct 
●​ Child Protection Concerns Register 
●​ Child Protection Risk Assessment 
●​ NSW Early Learning Commission Reporting Guide 
●​ NSW Mandatory Reporter Guide 
●​ ChildStory Reporter information 
●​ Child Protection Reporting Quick Reference Guide. 
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This policy will be reviewed earlier if there are changes to the National Law, National 
Regulations, NSW legislation, regulatory requirements or relevant ACECQA/NSW Early 
Learning Commission guidance. 

 

 

Related Supporting Documents 
The Kids Castle will maintain the following documents to support implementation of this 
policy: 

1. Child Protection Concerns Register 

Confidential register for recording child protection and child safety concerns. 

2. Child Protection Risk Assessment 

Service-specific risk assessment identifying child protection risks and controls. 

3. Child Protection Reporting Quick Reference Guide 

A staff-facing guide containing the current NSW reporting pathway, including the Mandatory 
Reporter Guide, ChildStory Reporter, Child Protection Helpline and emergency reporting. 

4. Child Safety Environment/Safety Check 

Routine checklist for identifying environmental, supervision and child safety risks. 

5. Staff Child Safety Training Register 

Register recording mandatory child protection and child safety training in the National 
Worker Register via NQA ITS Portal. 

6. Educator’s Compliance Check 

Record of current WWCC and ongoing suitability checks. 

7. Attendance and Child Accountability Procedures 

Procedures for sign-in/sign-out, roll checks, headcounts, transitions and responding to an 
unaccounted-for child. 

 

https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/regulation-and-compliance/Register_of_child_protection_concerns_template.docx
https://dcj.nsw.gov.au/children-and-families/children-and-young-people/our-commitment-to-child-safety/risk-assessment-tools-and-templates.html
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/working-in-early-childhood-education/media/documents/child-safety/responding-to-incidents-reporting-flowchart.pdf
https://www.acecqa.gov.au/media/32156
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