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Child Safety Record Keeping Policy and Procedure 
 

 
Plenty Valley Christian College (PVCC) is committed to providing a safe, inclusive and supportive 
environment where all children and young people are protected from harm, and maintains accurate, 
secure and accessible child safety records to support effective decision-making, reporting and 
information sharing in accordance with the Victorian Child Safe Standards (Ministerial Order No. 1359) 
and applicable legislation. 
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1 Procedure Objective 

1.1 Purpose 

This Policy and associated Procedures set out PVCC’s expectations, systems and processes for the 
creation, management, storage, access and disposal of records relating to child safety and wellbeing, 
in accordance with the Victorian Child Safe Standards (Ministerial Order No. 1359) and the Public 
Record Office Victoria (PROV) Recordkeeping Standards. 
 
This Policy supports PVCC to meet its obligations under Ministerial Order No. 1359 to create, maintain 
and dispose of child safety records, and to ensure that staff and relevant volunteers understand and 
fulfil their record keeping responsibilities. 
 
This Policy establishes a consistent and compliant approach to child safety record keeping across the 
College to support effective decision-making, reporting, information sharing and continuous 
improvement in child safety practices. 
 
PVCC provides guidance and training to ensure that staff, and where relevant volunteers engaged in 
child-connected work, understand their record keeping obligations and are able to create accurate, 
timely and appropriate records in line with legislative and organisational requirements. 
 
This Policy operates alongside other PVCC policies and procedures that support child safety, wellbeing 
and record keeping practices. 

1.2 Scope 

This Policy applies to all persons engaged in child-connected work at PVCC, including: 

• Board members and those involved in governance. 

• Employees (teaching, non-teaching and casual staff). 

• Volunteers, contractors and external service providers. 

• Students, where relevant to behavioural expectations. 

• Parents/carers and members of the College community, where applicable. 
 
This Policy applies to all environments and activities where child-connected work is undertaken, 
including: 

• On-site at College premises. 

• Off-site activities, including camps, excursions, sporting events and community programs. 

• Online and digital environments used for learning, communication or administration. 

• Any setting where individuals are acting in connection with their role at the College. 
 

This Policy establishes requirements for the creation, management, storage, access and disposal of 
child safety records, and applies to all records relating to child safety concerns, complaints, reports, 
disclosures, allegations, incidents and risk management activities involving current or former students 
where the conduct is connected to PVCC or its activities. 
 
Effective child safety record keeping supports the College’s duty of care, informed decision-making, 
timely reporting, lawful information sharing, including in accordance with applicable information sharing 
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schemes, and continuous improvement. The College maintains accurate, complete and accessible 
records to demonstrate its child safe culture, including preventative actions, risk management 
strategies and responses to child safety concerns. 
 
This Policy operates in conjunction with applicable legislation, regulations and PVCC policies. 

1.3 Statement of Commitment 

PVCC is committed to ensuring the safety, wellbeing and participation of all children and young people 
under its care and has zero tolerance for child abuse. 
 
PVCC recognises its moral and legal responsibility to create a safe, inclusive and supportive 
environment where children and young people are respected, their voices are heard and they feel safe. 
 
PVCC is committed to maintaining accurate, complete and secure records relating to child safety and 
wellbeing to support effective decision-making, reporting, information sharing and continuous 
improvement in child safety practices. 
 
This Policy must be followed by all staff, and where relevant, volunteers and contractors. The Policy is 
made publicly available and accessible to the College community, including through the College 
website and other appropriate communication channels. 

2 Policy Principles 

2.1 Definitions 

Term Definition 

Child • A child is any person under the age of 18 years, including all students enrolled at 
the College.   
 
Ministerial Order No. 1359 applies the Child Safe Standards and related obligations 
broadly to all enrolled students, including students who are 18 years of age or older 
and enrolled at the school. 

The Order and supporting guidance refer to children, young people and 
students in the application of these requirements. 

• For the purposes of PVCC policies and frameworks, references to a “child” should 
be interpreted as including all students enrolled at the College. 

• The VRQA expects schools to ensure that enrolled students aged 18 years and 
over remain included within the school’s child safety and wellbeing policies, 
procedures and protective frameworks. 
 
 

Child-
Connected 
Work 

For the purposes of Ministerial Order No. 1359, child-connected work is work 
authorised by the College governing authority and performed by an adult in a 
College environment while children are present or reasonably expected to be 
present. All staff are engaged in child-connected work. Some volunteers and 
contractors may also be engaged in child-connected work depending on the nature 
of their role. 
 

Child Abuse Child abuse includes physical abuse, sexual abuse, emotional or psychological 
abuse, neglect, grooming and exposure to family violence, and includes any 
behaviour that results in harm or risk of harm to a child. 
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Term Definition 

Child Safety 
Incident or 
Concern 

Refers to any allegation, disclosure, suspicion or observation of child abuse, harm 
or risk of harm to a child, or a breach of the Child Safety Code of Conduct. 
 

Child Safety 
Record 

Any record created, received or maintained by the College that relates to child 
safety and wellbeing. This includes records of incidents, disclosures, complaints, 
investigations, responses, risk management, staff recruitment and screening, 
training, supervision and policy review. 
 

Records 
Relevant to 
Child Safety 

Records relevant to child safety include, but are not limited to: 

• Records of child safety incidents or concerns, complaints, reports, disclosures 
and the College’s response. 

• Human resources records relating to recruitment, screening, supervision and 
training of staff, volunteers and contractors. 

• Records that establish the presence or supervision of children, staff, volunteers 
and contractors at particular times. 

• Records of audits, reviews and monitoring of child safety policies, procedures 
and practices. 

 

Recordkeeping The process of creating, capturing, maintaining, storing, accessing and disposing 
of records in accordance with legal and organisational requirements. 
 

Secure Storage The protection of records from unauthorised access, loss, misuse or disclosure, 
including through physical and electronic security controls and restricted access. 
 

Access to 
Records 

The authorised ability to view or obtain records, limited to individuals with a 
legitimate role-based need and in accordance with privacy and information sharing 
laws. 
 

Information 
Sharing 

The collection, use and disclosure of information in accordance with applicable 
laws, including where relevant the Child Information Sharing Scheme (CISS) and 
Family Violence Information Sharing Scheme (FVISS), to promote child wellbeing 
and safety. 
 

Disposal of 
Records 

The authorised destruction or deletion of records in accordance with approved 
retention and disposal authorities and applicable legislation, including the Public 
Records Act 1973 (Vic). 
 

2.2 Roles and Responsibilities 

Role Responsibility 

Board • Approve and oversee the implementation of this Policy and associated 
Procedures.  

• Ensure the College complies with Ministerial Order No. 1359 and PROV 
Recordkeeping Standards.  

• Ensure appropriate systems, resources and controls are in place to support 
effective child safety record keeping.  

• Monitor compliance, risks and continuous improvement in child safety record 
keeping practices. 
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Role Responsibility 

Executive 
Principal 

• Lead a child safe culture that prioritises accurate, timely and secure record 
keeping.  

• Ensure implementation of this Policy and associated Procedures across the 
College.  

• Ensure appropriate systems, processes and controls are in place for the 
creation, management, storage, access and disposal of records.  

• Ensure staff and relevant volunteers receive training and guidance on their 
record keeping obligations.  

• Oversee compliance with legislative requirements, including reporting and 
information sharing obligations. 
 

Child Safety 
Officers 

• Provide guidance and support to staff on child safety record keeping 
requirements.  

• Ensure child safety incidents, concerns and disclosures are accurately 
recorded and documented in a timely manner.  

• Support compliance with reporting obligations and information sharing 
requirements.  

• Monitor the quality, completeness and timeliness of child safety records. 
 

Staff • Create accurate, objective and timely records of child safety concerns, 
disclosures, incidents and actions taken.  

• Maintain confidentiality and ensure records are stored securely in accordance 
with this Policy.  

• Comply with reporting obligations and record all required information.  

• Participate in training and follow all record keeping requirements and 
procedures. 
 

Volunteers and 
Contractors 

• Comply with this Policy and associated Procedures where engaged in child-
connected work.  

• Report and document child safety concerns in accordance with College 
processes.  

• Maintain confidentiality and follow directions regarding secure handling of 
records. 
 

All Persons 
Engaged in 
Child-
Connected 
Work 

• Understand and comply with their obligations to create, manage and protect 
child safety records.  

• Ensure records are not altered, falsified or inappropriately destroyed.  

• Support a culture of transparency, accountability and continuous improvement 
in child safety practices. 
 

3 Child Safety Record Keeping Policy 

3.1 Records of Child Safety Incidents or Concerns and College Response 

Where a staff member, volunteer or contractor: 

• Believes on reasonable grounds that a student is in need of protection as a result of physical or 
sexual abuse, such that a report to DFFH Child Protection has been or will be made. 

• Believes on reasonable grounds that a student is in need of protection for any reason, or is in 
need of therapeutic treatment for sexually abusive behaviour. 

• Has significant concerns for the wellbeing of a student. 
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• Believes on reasonable grounds that a sexual offence has been committed against a child, 
including student sexual offending, such that a report to Victoria Police has been or will be made. 

• Believes that other circumstances exist such that a report to Victoria Police or another relevant 
authority is required. 
 

They must: 

• Make clear, factual, objective and dated written records of their observations, concerns and any 
actions taken as soon as practicable after becoming aware of the concern. 

• Ensure records include sufficient detail to support reporting, decision-making and any subsequent 
investigation or response. 

 
For information about when and how to make external reports, refer to the Child Safety and Wellbeing 
Policy and Procedures. 
 
All other observations, disclosures and communications relating to child safety incidents or concerns 
must be documented, regardless of whether the matter meets the threshold for external reporting, 
including: 

• Observations of behaviour or indicators of harm. 

• Student disclosures. 

• Verbal and written communications, including meetings, emails and telephone calls. 

• Actions taken by the College in response to the concern. 
 
All records must: 

• Be accurate, objective, complete and recorded as soon as practicable. 

• Be clearly distinguishing between fact, observation and professional judgement. 

• Include sufficient detail to support decision-making, reporting, information sharing and 
investigation. 

• Be stored securely with access restricted to authorised personnel. 

• Be managed in accordance with privacy, confidentiality and information sharing laws. 

• Not be altered, deleted or destroyed except in accordance with approved recordkeeping and 
disposal requirements. 

 
All responses and documentation must align with the PROTECT Four Critical Actions for Schools. 

3.2 Records of Working with Children Check Documentation 

WWCC Records: Staff and Contractors 
The College must maintain a current and accurate electronic register for all staff and relevant 
contractors who are required to hold a valid Working with Children Check clearance. 
 
The register must include: 

• First name. 

• Family name. 

• Date of birth. 

• WWCC application or card number. 

• Expiry date of the WWCC clearance. 

• Date and outcome of WWCC clearance verification. 

• Any notifications received from Working with Children Check Victoria. 

• Any relevant notifications provided by the worker. 
 

WWCC Records: Volunteers 
The College must maintain records for all volunteers who are required to hold a valid WWCC 
clearance, in either electronic or approved hard copy format. Records must include: 
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• Full name. 

• Date of birth. 

• WWCC application or card number. 

• Expiry date of the WWC clearance. 

• Date and outcome of WWC clearance verification. 

• Any notifications received from Working with Children Check Victoria. 
 
For all staff, contractors and volunteers, the college must: 

• Verify all WWCC clearances prior to commencement of child-connected work. 

• Regularly monitor and update WWCC records to ensure clearances remain valid and current. 

• Take immediate action where a WWCC clearance is revoked, suspended or expires. 

3.3 Teacher Registration and VIT Notification Records 

The College must maintain a current and accurate register of the registration status of all teachers in 
accordance with legislative requirements. The register must include: 

• Each teacher’s full name. 

• Victorian Institute of Teaching (VIT) registration number. 

• Category of registration. 

• Expiry and renewal date of registration. 

• Date and outcome of registration verification. 

• A record of any notifications made to the VIT, including the date and type of notification. 
 
The College must: 

• Verify teacher registration prior to commencement of employment or engagement. 

• Monitor and update the register to ensure all teacher registrations remain current and valid. 

• Take immediate action where a teacher’s registration lapses, is suspended or is subject to 
conditions. 
 

For information about VIT notification requirements, refer to the Child Safety and Wellbeing Policy and 
Procedures. 

3.4 Reportable Conduct Records 

Where a reportable allegation is made, the College must create and maintain comprehensive and 
accurate records throughout the Reportable Conduct process in accordance with legislative 
requirements. Records must include: 

• The allegation, including the date received and details of the person making the allegation. 

• The College’s initial response to the person making the allegation, the alleged victim(s) and the 
worker who is the subject of the allegation. 

• Any communication with Victoria Police, the Social Services Regulator (SSR) or other relevant 
authorities. 

• The investigation plan, including how the investigation will be conducted. 

• Risk assessments undertaken, including initial and ongoing assessments. 

• Records of all interviews, including questions asked, responses provided, location, persons 
present and start and finish times. 

• Records of all decisions made, including the rationale, the name and position of the decision-
maker and the date of the decision. 

• Records of all communications relating to the matter, including meetings, discussions, emails and 
advice provided. 

• The investigation report. 

• The final report to the Social Services Regulator (SSR), including findings, reasons for findings, 
final risk assessment and any actions taken or proposed. 



 

Child Safety Record Keeping Policy and Procedure 

Approved Date: May/2026 

Review Date: May/2027 

8 

 
For information about the Reportable Conduct Scheme and notification requirements, refer to the Child 
Safety and Wellbeing Policy and Procedures. 

3.5 Other Child Safety Human Resources Management Records 

The College must maintain records relating to human resources management that support child safety, 
in accordance with applicable legislation and College policies and procedures. These records must 
include, but are not limited to: 

• Recruitment, screening and suitability assessments, including referee checks and verification 
processes. 

• Supervision, performance management and professional development relevant to child safety. 

• Completion of mandatory child safety training and ongoing professional learning. 

• Records of any concerns, complaints or disciplinary action relating to child safety. 

• Personnel records relevant to a person’s suitability to engage in child-connected work. 

3.6 Recordkeeping for Information Sharing 

The College must create and maintain records of all information shared, or requested to be shared, in 
relation to the safety, wellbeing or welfare of a child, in accordance with applicable legislation, including 
relevant information sharing schemes. Records must include: 

• The name and role of the person or organisation requesting the information, and the date of the 
request. 

• The name and role of the person who shared the information. 

• The reason the information was shared, including the legal authority or basis for sharing (for 
example, consent, statutory obligation or risk to a child). 

• The details of the information shared. 

• The name and role of the person or organisation with whom the information was shared. 

• Whether consent was sought and obtained, and if not, the reason consent was not required. 

• The name and role of the authorised decision-maker approving the information sharing, where 
required. 

• The date the information was shared. 

3.7 Documenting Child Safety Actions (Duty of Care) 

In accordance with section 91 of the Wrongs Act 1958 (Vic), the College must maintain accurate and 
comprehensive records that demonstrate its actions to prevent and respond to risks of child abuse and 
harm. This includes records of: 

• Actions taken in response to child safety incidents and concerns, including decisions made and 
outcomes. 

• Systemic reviews, risk assessments and improvements implemented to strengthen child safety 
practices. 

• Periodic and annual reviews of child safety policies, procedures, systems and strategies. 

• Continuous improvement actions and monitoring of their effectiveness. 

4 Child Safety Record Keeping Procedures 

4.1 Records of Child Safety Incidents or Concerns and the College Response 

Documenting observations and communications about all child safety incidents or concerns, including 
those that do not meet the threshold for external reporting, ensures that: 

• All relevant information about individual students can be considered if further concerns arise. 



 

Child Safety Record Keeping Policy and Procedure 

Approved Date: May/2026 

Review Date: May/2027 

9 

• Patterns or trends can be identified to inform risk management and continuous improvement in 
child safety practices. 
 

How to Document a Child Safety Incident or Concern 
The College requires all staff, volunteers and contractors to use the following templates to document 
child safety incidents or concerns: 

• PROTECT Recording your Actions: Responding to suspected child abuse template for all child 
safety incidents and concerns (other than student sexual offending). 

• PROTECT Student Sexual Offending Record Keeping Template for all observations, disclosures 
or allegations of student sexual offending. 

 
For volunteers and contractors, a Child Safety Officer or delegate may complete the form on their 
behalf. Templates are available via the Department of Education PROTECT resources, the College’s 
internal systems and in hard copy where required. 
 
When completing records: 

• Only record information that has been observed, disclosed or reported, and do not ask leading or 
investigative questions. 

• Record information as soon as practicable after the incident, disclosure or concern arises. 

• Include dates, times, persons involved and sufficient detail to accurately reflect observations, 
conversations and actions taken. 

• It is not the role of staff, volunteers or contractors to investigate the matter. 
 
All completed records must be provided to the Executive Principal or delegated Child Safety Officer. 
Where the allegation involves the Executive Principal, records must be provided to the Chair of the 
Board at board_chair@pvcc.vic.edu.au 
 
Any additional notes or records must also be provided, including: 

• Handwritten notes taken at the time of a disclosure. 

• Copies of reports made to external authorities. 

• Relevant digital communications where appropriate. 
 

How to Document the College Response 
The Executive Principal, or where the matter concerns the Executive Principal, the Chair of the Board, 
will: 

• Ensure all actions taken by the College in response to a child safety concern are documented on 
the relevant record. 

• Record decisions made, actions taken, communications and outcomes as they occur. 

• Ensure follow-up actions and reviews are documented, including any review of the effectiveness 
of the response within an appropriate timeframe. 

 
Record Maintenance 
The College maintains records of child safety incidents and concerns in accordance with applicable 
recordkeeping requirements and retention and disposal authorities. All records must be retained and 
disposed of in accordance with the Public Record Office Victoria (PROV) Recordkeeping Standards 
and applicable retention and disposal authorities. 
 
The Executive Principal or delegate is responsible for ensuring all records relating to child safety 
incidents or concerns, including allegations, investigations and outcomes, are maintained, up to date 
and securely stored. 
 
Records are stored in secure College systems with access restricted to authorised personnel. 
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Where a child safety incident or concern relates to an allegation against a staff member, volunteer or 
contractor, relevant records may also be maintained within personnel or human resources records in 
accordance with legislative and organisational requirements. 
 
Records must not be altered, falsified or retrospectively amended. 

4.2 Records of Working with Children Check Documentation 

The Executive Principal or delegate is responsible for verifying and recording the Working with Children 
Check (WWCC) clearance status of all staff, volunteers and contractors engaged in child-connected 
work. 
 
The College must: 

• Verify all WWCC clearances prior to commencement of child-connected work. 

• Record WWCC details in the College’s central register. 

• Monitor and update WWCC records to ensure all clearances remain valid and current. 

• Take appropriate action where a WWC clearance expires, is suspended or revoked. 
 
The Executive Principal or delegate is responsible for maintaining records of all volunteers and 
contractors required to complete a Statutory Declaration and Undertaking, including records of 
submission and verification. 

4.3 Records of Teacher Registration and VIT Notifications 

The Executive Principal or delegate is responsible for ensuring that the register of all teachers is 
accurate, current and maintained in accordance with legislative requirements. 
 
The College must: 

• Verify teacher registration prior to commencement of employment or engagement. 

• Record registration details in the College’s central register, including any notifications made to the 
Victorian Institute of Teaching (VIT). 

• Monitor and update the register to ensure all teacher registrations remain valid and current. 

• Take appropriate action where a teacher’s registration lapses, is suspended or is subject to 
conditions. 

4.4 Reportable Conduct Records 

Where practicable, Reportable Conduct records must be accurate, detailed and contemporaneous, and 
where appropriate, verified, signed and dated by the person making the record. 
 
All records relating to reportable conduct allegations, including allegations, investigation processes, 
findings, decisions and notifications to the Social Services Regulator (SSR), must be maintained by the 
Executive Principal. 
 
Records must: 

• Be stored securely in designated College systems with access restricted to authorised personnel. 

• Be maintained separately from general personnel files, where appropriate. 

• Include documentation of decisions to notify or not notify the Social Services Regulator (SSR), 
including the rationale for those decisions. 

 
Records are stored by the Executive Principal in a secure network folder location. 
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4.5 Other Child Safety Human Resources Management Records 

The College maintains records of all child safety training completed by staff, volunteers and contractors 
through the College’s learning management system or approved recordkeeping system. 
 
The Executive Principal or delegate is responsible for ensuring that records relating to child safety 
human resources management are created, recorded and maintained in accordance with College 
policies and procedures. 
 
These records include training completion, supervision, performance management, suitability 
assessments and any child safety-related concerns or actions. 
 
Records may be maintained in electronic or approved hard copy format and must be regularly updated 
to ensure they remain accurate and current. 

4.6 Records About Information Sharing 

Whenever a request for information relating to a child’s safety, wellbeing or welfare is received, or the 
College shares such information, the Information Sharing Manager or delegate must complete the 
College’s Information Sharing Form. 
 
Information recorded through this process is maintained in the College’s Information Sharing Register. 
The Information Sharing Register is maintained by the Executive Principal or delegate and is stored 
securely within the College’s approved recordkeeping system. 
 
The College must: 

• Ensure all information sharing activities are recorded as soon as practicable. 

• Maintain records in accordance with applicable privacy, confidentiality and information sharing 
laws. 

• Restrict access to authorised personnel only. 
 
Information must only be shared where there is a lawful basis, including consent, legislative authority or 
where necessary to lessen or prevent a serious risk to a child. 
 
The Information Sharing Register is subject to periodic review by the Leadership Team, with relevant 
information reported to the College Board where appropriate. 

4.7 Documenting Other Child Safety Actions (Duty of Care) 

In accordance with section 91 of the Wrongs Act 1958 (Vic), the College must take reasonable 
precautions to prevent the physical or sexual abuse of children under its care, supervision or authority. 
 
To demonstrate compliance with this obligation, the College must document actions taken to prevent, 
identify and respond to risks to child safety and wellbeing. 
 
This includes maintaining records of: 

• Actions taken in response to child safety incidents and concerns, including decisions and 
outcomes. 

• Child safety training provided to and completed by staff, volunteers and contractors. 

• Implementation of child safety risk management processes and controls. 

• Reviews and continuous improvement of child safety policies, procedures, systems and 
practices. 
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The Executive Principal or delegate is responsible for ensuring these records are created, maintained 
and accessible for authorised review, audit or investigation. 
 
All records must be: 

• Maintained in a manner that clearly demonstrates the College’s proactive approach to managing 
risks to child safety and wellbeing. 

• Recorded as soon as practicable and updated as required. 

• Stored securely with access restricted to authorised personnel. 

5 Policy Compliance 

5.1 Record Keeping and Child Safe Standards 

The Victorian Child Safe Standards set out compulsory minimum requirements to ensure organisations 
that provide services to children are safe environments for children and young people. Ministerial Order 
No. 1359 outlines how these Standards apply in schools. 
 
The College complies with its recordkeeping obligations under the Child Safe Standards, particularly 
Child Safe Standard 6, which requires the creation, maintenance and disposal of records relevant to 
child safety and wellbeing in accordance with the Public Record Office Victoria (PROV) Recordkeeping 
Standards. 
 
The College must: 

• Create and maintain records relevant to child safety and wellbeing that are accurate, complete, 
organised and readily accessible. 

• Ensure records are searchable, retrievable and available for authorised use, review and audit. 

• Store records securely and protect them from unauthorised access, misuse or loss. 

• Retain records in accordance with PROV Recordkeeping Standards and applicable retention and 
disposal authorities. 

• Ensure records relating to child safety incidents, allegations, disclosures and investigations are 
retained in line with long-term retention requirements, including those applicable to sexual abuse 
records. 

• Maintain screening and verification records, including Working with Children Checks and teacher 
registration records, in accordance with applicable retention requirements. 

 
Further guidance on retention requirements is provided in the relevant PROV Retention and Disposal 
Authorities and College recordkeeping resources. 

5.2 Implementation 

PVCC will take all reasonable steps to implement this Child Safety Record Keeping Policy and 
associated Procedures. 
 
The Executive Principal is responsible for ensuring this Policy is effectively implemented and that 
appropriate systems, training and oversight are in place. 
 
This Policy and associated Procedures are made available to all staff, volunteers and contractors via 
the College’s internal systems and are included in induction and ongoing training. 
 
A summary of this Policy is made available to parents/carers, students and the wider College 
community through the College’s Child Safety and Wellbeing Policy and on the College website, as well 
as through other appropriate communication channels. 
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This Policy is also available in hard copy upon request. 

5.3 Breach of Policy 

PVCC requires all staff, volunteers and contractors to comply with this Policy and associated 
Procedures. 
 
Any failure to comply with recordkeeping obligations, including failure to create, maintain or 
appropriately manage child safety records, must be reported to the Executive Principal or delegate. 
 
Non-compliance will be managed in accordance with College policies and may result in a range of 
actions, depending on the nature and severity of the breach, including: 

• Remedial training or education. 

• Counselling or performance management. 

• Increased supervision or restriction of duties. 

• Suspension or termination of employment, contract or engagement. 
 
Serious breaches may be referred to external authorities where required. 

6 Related Policies, Procedures and Legislation 

6.1 Related Internal Policy and Procedure 

• Code of Conduct 

• Child Safety and Wellbeing Policy 

• Child Safety Code of Conduct 

• Child Safety and Wellbeing Reporting Procedure 

• Risk Management Policy 

• Privacy Policy 

• Information Sharing Policy or Procedures 

• Working with Children Check Policy or Procedure 

• Recruitment and Selection Policy 

• Staff Induction and Training Policy 

• Complaints and Grievances Policy 

6.2 Related Legislative Instruments (Victoria) 

• Victorian Child Safe Standards (Ministerial Order No. 1359) 

• Child Wellbeing and Safety Act 2005 (Vic) 

• Social Services Regulation Amendment (Child Safety, Complaints and Worker Regulation) Act 
2025 (Vic) 

• Children, Youth and Families Act 2005 (Vic) 

• Crimes Act 1958 (Vic) 

• Worker Screening Act 2020 (Vic) 

• Education and Training Reform Act 2006 (Vic) 

• Public Records Act 1973 (Vic) 

• Public Record Office Victoria (PROV) Recordkeeping Standards 

• Privacy and Data Protection Act 2014 (Vic) 

• Health Records Act 2001 (Vic) 

• Wrongs Act 1958 (Vic) 
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6.3 Related Forms and Documents 

• PROTECT Recording your actions: Responding to suspected child abuse template 

• PROTECT Responding to Suspected Student Sexual Offending template 

• Child Safety Incident and Concern Records 

• Working with Children Check Register 

• Teacher Registration Register 

• Information Sharing Form 

• Information Sharing Register 

6.4 Further Information 

For further information about this Policy or the management of policies and procedures at PVCC, the 
first point of contact is the Executive Principal. 

6.5 Policy Control and Approval Information 

Category Child Safety 

Owner Director of Business 

Risk Rating High 

Approved By Board 

Date Approved 19 May 2026 

Next Review 18 May 2027 

Implementation 22 May 2026 

 


