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Child Protection Policy 

Purpose 

Peak Sports & Learning is committed to ensuring every child’s right to be safe from abuse, violence, 

and exploitation. It is the legal and moral obligation of all adults who work within our service to 

ensure the safety and wellbeing of all children in our care. 

All staff — including permanent, casual, volunteers, and students — have a duty of care to protect 

and promote the wellbeing of every child in our programs. As Mandatory Reporters, we are legally 

required to act on any suspicion that a child is at significant risk of harm, in line with the Children 

and Young Persons (Care and Protection) Act 1998 (NSW), the Child Protection (Working with 

Children) Act 2012 (NSW), and relevant guidance from the NSW Department of Communities and 

Justice and the Office of the Children’s Guardian. 

This policy is part of our broader Child Safe Environment framework, which includes: 

• Child Safe Environment Policy 

• Safe Use of Digital Technology and Online Environments Policy 

• Code of Conduct 

• Incident, Injury, Trauma and Illness Policy 

• Complaints and Feedback Policy 

Together, these policies safeguard the rights, safety, and wellbeing of all children in our care. 

Considerations 
Education and Care 
Services National 
Regulations 

National Quality 
Standard/s 

Other Service 
policies/documentation 

Other  

Law: 
Sections 3A, 4, 5, 
5AA,  162A, 165, 
166, 166A, 167, 174, 
175 
Regulations: 
84, 86, 87, 103, 115, 
122, 123, 123A, 124, 
145, 149, 155, 165, 
166, 167, 168, 169, 
170, 171, 172, 
175(d)(e) 

QA2: Children’s 
Health and Safety 
QA3: Physical 
Environment 
QA4: Staffing 
Arrangements 
QA5: Relationships 
with Children 
QA6: Collaborative 
Partnerships with 
Families and 
Communities 
QA7: Governance 
and Leadership 

- Parent Handbook 
- Staff Handbook 
- Health and Safety Policies 
and Procedures 
- Staffing Policies and 
Procedures 
- Interactions with Children 
Policy 
- Confidentiality Policy 
- Safe Use of Digital 
Technology and Online 
Environments Policy 
- Child Safe Environment 
Policy 
- Code of Conduct 

-Children’s Guardian Act 2019 
-Children and Young Persons 
(Care and Protection) Act 1998 
(The Care Act) 
-Child Protection (Working with 
Children) Act 2012 
-Crimes Act 1900 
-UN Convention on the Rights of 
the Child 
-My Time, Our Place Framework 
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Procedures 
1. Supporting Staff and Volunteers 

• All staff, volunteers, and students receive child protection training as part of their induction, 

with regular refresher training provided to ensure knowledge remains current. 

• Training includes: 

o Identifying indicators of abuse, neglect, and risk of harm. 

o Understanding legal obligations as Mandatory Reporters. 

o Procedures for responding to and reporting concerns. 

• Relevant staff, including Directors, Supervisors, and qualified trainees, will complete the 

accredited course CHCPRT001 – Identify and Respond to Young People at Risk, or its 

superseded version CHCPRT025 – Identify and report children and young people at risk, as 

applicable. 

• Peak Sports & Learning promotes a safe environment where children are empowered to 

speak up, and where adults are prepared to respond appropriately. 

• Concerns about behaviour towards children must be raised immediately and will be 

addressed under the Code of Conduct, Complaint Handling Policy, and Disciplinary Policy. 

 

2. Recruitment & Suitability Checks 

• The service maintains policies and procedures to ensure only suitable people work with 

children. 

• All staff, volunteers, and students must hold a current Working With Children Check (WWCC) 

before commencing. 

• The Human Resources team: 

o Maintains WWCC records in line with the Education and Care Regulations. 

o Ensures checks are renewed before expiry. 

• Any self-employed individual or external agency engaged to provide services must provide 

evidence of a current WWCC clearance from the NSW Office of the Children’s Guardian. 

 

3. Identifying Concerns 

The World Health Organisation (WHO, 2006, p.9) defines child abuse and neglect as: 

“All forms of physical and/or emotional ill-treatment, sexual abuse, neglect or negligent 

treatment or commercial or other exploitation, resulting in actual or potential harm to the 

child’s health, survival, development or dignity in the context of a relationship of 

responsibility, trust or power.” 

 

Child abuse is any action towards a child or young person that harms or risks their physical, 

psychological, or emotional health or development. It may occur as a single incident or as repeated 

incidents over time. 

 

NSW Communities and Justice recognises the following forms of abuse: 

• Physical abuse – unexplained injuries, burns, or frequent harm. 

• Sexual abuse – sexualised behaviour or disclosure beyond developmental norms. 

• Neglect – lack of food, hygiene, medical care, or supervision. 

• Exposure to domestic violence – behavioural changes, trauma signs. 

• Serious psychological harm – persistent distress, withdrawal, self-harm. 
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• Prenatal risk – situations likely to cause significant harm to an unborn child. 

 

Children may disclose harm in a range of ways, including verbally, behaviourally, or through changes 

in presentation, and all indicators must be taken seriously. 

 

Educators may identify concerns through one or more of the following: 

• First-hand observation of the child or family. 

• Disclosure from the child, parent, or another person. 

• Indicators identified through professional judgement, training, or experience. 

All staff must be able to recognise these indicators and act in line with mandatory reporting 

procedures. 

 

4. Reporting Guidelines 

Staff and volunteers must report any concerns about a child’s safety, welfare, or wellbeing. 

Depending on the nature of the concern, you may be legally required to notify more than one 

agency — for example, the NSW Department of Education – Regulatory Authority, the Child 

Protection Helpline, NSW Police, or the Office of the Children’s Guardian. 

 

If you are unsure whether a report is required, speak with a manager immediately. 

 

Reporting requirements are outlined in the resource below. 

 
Source: Office of the Children’s Guardian – Reporting Obligations Chart 
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5. Mandatory Reporting 

A Mandatory Reporter is any person delivering services to children in a paid role, as well as 

management who supervise or take responsibility for those services. 

 

If a Child Is in Immediate Danger 

If a child is at immediate risk and police or medical assistance is required, educators/staff must 

contact emergency services on 000 immediately before taking any further steps. 

 

Using the Mandatory Reporter Guide (MRG) 

In NSW, mandatory reporters must use the online MRG when they believe a child or young person 

may be at risk of neglect or physical, sexual, or emotional abuse. 

 

The MRG helps determine whether to contact the DCJ Child Protection Helpline (132 111) or identify 

alternative supports outside the statutory system. The Helpline decides if the concern meets the Risk 

of Significant Harm threshold. 

 

It is recommended that mandatory reporters complete the MRG for every concern, regardless of 

experience or expertise, as each circumstance and child is unique. 

 

How to Make a Report 

1. Record concerns in clear, objective language. Use the Child Protection Concerns Register 

(previously referred to as the Child Protection Diary) at your Peak service — this is where 

any staff concerns are recorded and copies of reports are stored. 

2. Discuss with your Responsible Person or Nominated Supervisor as soon as possible—they 

may have additional information. 

3. Run the Mandatory Reporter Guide (MRG) online: 

   MRG main page – https://reporter.childstory.nsw.gov.au/s/ 

   MRG direct tool – https://reporter.childstory.nsw.gov.au/s/mrg 

4. If the MRG advises a statutory report: 

o Contact the DCJ Child Protection Helpline – 132 111 immediately. 

o Submit an eReport via ChildStory if directed. 

o Have ready: child’s details, family details, reporter details, and MRG outcome. 

5. If the MRG does not recommend a statutory report: 

o Print the outcome. 

o Record it in the Child Protection Concerns Register (previously referred to as the 

Child Protection Diary). 

o Consider appropriate referrals (with family consent) to Child Wellbeing Units or 

Family Referral Services. 

 

Recording Requirements 

• If you are unsure how to proceed, seek immediate guidance from management.  

• All concerns, MRG outcomes, and copies of reports must be recorded in the Child Protection 

Concerns Register (previously referred to as the Child Protection Diary) in clear, objective 

language. 

https://reporter.childstory.nsw.gov.au/s/
https://reporter.childstory.nsw.gov.au/s/mrg
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• Records must be factual, free from opinion, and kept confidential in line with the 

Confidentiality Policy. 

• Once a report is made, no further report is required unless new information becomes 

available. 

 

Key Reminders 

• Do not investigate concerns yourself—your role is to identify and report. 

• Always act promptly; delays can place a child at further risk. 

• If a supervisor chooses not to report but you believe the threshold is met, you must still 

report. 

• Management can provide support if you are impacted by the process. 

 

6. Reportable Conduct 

In line with Section 166A of the Education and Care Services National Law (NSW), subjecting a child 

to inappropriate conduct is an offence and will be treated as a serious child safety matter. 

 

Commitment to Child Safety 

Peak Sports and Learning has a Code of Conduct that sets out non-negotiable expectations in 

relation to child safety. All staff, volunteers, and management must comply with the Code of 

Conduct at all times. Breaches may result in disciplinary action, including termination of involvement 

with the organisation. 

 

All reports of child abuse or child safety concerns will be treated seriously, whether made by an 

adult or child, and whether they relate to the conduct of an adult or a child. All complaints will be 

responded to promptly, thoroughly, and confidentially. 

 

Immediate Safety Concerns 

If you have immediate concerns for a child’s safety, contact 000 before taking any further action. 

Mandatory reporting to the Child Protection Helpline operates alongside the Reportable Conduct 

Scheme — one does not replace the other. 

 

Who & What Is Covered 

Applies to: 

• All staff (paid or voluntary) 

• Volunteers 

• Students 

• Contractors engaged by the service 

 

Reportable Conduct includes: 

• Sexual offence committed against, with, or in the presence of a child 

• Sexual misconduct with, towards, or in the presence of a child 

• Ill-treatment of a child 

• Neglect of a child 

• Assault against a child 
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• Behaviour that causes significant emotional or psychological harm to a child (whether 

intentional or reckless) 

• Offences under s43B (failure to protect) or s316A (failure to report) of the Crimes Act 1900 

A child is anyone under 18 at the time of the alleged conduct. Allegations may relate to behaviour 

inside or outside work hours. 

 

Legislative Framework & Approved Provider Obligations 

Under the Children’s Guardian Act 2019, the Approved Provider (as the “head of a relevant entity”) 

must: 

• Notify the NSW Office of the Children’s Guardian (OCG) of reportable allegations or 

convictions against employees, volunteers, students, or contractors within 7 business days 

• Investigate allegations with procedural fairness 

• Advise the OCG of the investigation outcome within 30 calendar days (or provide an interim 

report) 

• Take appropriate action to prevent reportable conduct 

 

Peak’s Internal Process for Reportable Conduct Allegations 

If the person of concern is a staff member, volunteer, student, or contractor: 

1. Notify the HR Manager immediately – your first point of contact. 

2. Remove the person from child contact until the matter is resolved (special leave or 

alternative duties may be required). 

3. HR, under the Approved Provider’s direction, will: 

o Notify the OCG within 7 business days 

o Oversee an investigation with procedural fairness 

o Provide a final or interim report to the OCG within 30 calendar days 

4. Keep all information strictly confidential – only those directly involved should have access. 

5. Record all actions in the appropriate confidential file. 

 

If the person of concern is in a leadership role (Centre Supervisor, Service Support Manager, or 

management), report directly to: 

• HR Manager 

• General Manager 

• A Director 

 

Information Sharing Obligations 

Under s57 of the Children’s Guardian Act 2019, the Approved Provider must disclose “relevant 

information” to: 

• The child to whom the information relates. 

• The parent of the child. 

• If the child is in out-of-home care — the authorised carer. 

Disclosure may be withheld if it is not in the public interest. 

 

Support for All Parties 

• All children, families, and staff involved will be offered support and counselling where 

appropriate.  
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• Support may include referral to external services, debriefing sessions, or ongoing welfare 

check-ins. 

 

7. Prescribed Information to be Notified to the NSW Department of Education – Regulatory 

Authority 

Under the National Law and Regulation 175, the Approved Provider must notify the NSW Regulatory 

Authority (via NQA-ITS) within 24 hours of becoming aware of certain matters. 

 

Incidents requiring 24-hour notification include: 

• Any incident where the Approved Provider reasonably believes that physical abuse or sexual 

abuse of a child or children has occurred, or is occurring, while the child or children are being 

educated and cared for by the service (Regulation 175(2)(d)) 

• Any allegation that physical or sexual abuse of a child or children has occurred, or is occurring, 

while the child or children are being educated and cared for by the service (Regulation 

175(2)(e)) 

• Any complaint alleging that a serious incident has occurred, or complaints alleging that the 

National Law has been contravened (section 174(2)(b) of the National Law) 

 

Important: 

These notifications are in addition to — and separate from: 

• Obligations under the NSW Reportable Conduct Scheme (Office of the Children’s Guardian) 

• Mandatory reporting obligations to the NSW Child Protection Helpline 

 

8. Confidentiality, Information Sharing & Ongoing Support 

All reports and related information will be handled with strict confidentiality and shared only with 

those directly involved in managing the matter. 

 

Under Chapter 16A of the NSW Children and Young Persons (Care and Protection) Act 1998, 

information may be lawfully shared between prescribed bodies if it relates to the safety, welfare, or 

wellbeing of a child or young person. 

 

Where possible, consent should be sought from the child’s parent/carer before sharing personal 

information. Consent may be given verbally or in writing. However, you must not seek consent if doing 

so could compromise the safety of the child or another person. 

 

Information can only be shared between prescribed bodies, which include: 
• NSW Police 
• Public service agencies or public authorities 
• Public and private schools, and TAFE 
• Health care providers 
• OSHC providers 
• Organisations responsible for health care, welfare, education, children’s services, residential 

services, or law enforcement to children or their parents/carers 
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Peak Sports and Learning will: 
• Offer ongoing support to children, families, and staff impacted by allegations or concerns. 
• Provide referrals to appropriate agencies when concerns do not meet statutory reporting 

thresholds. 
• Ensure all records are kept secure, factual, and in line with our Confidentiality Policy. 

 

Roles & Responsibilities 
Approved Provider / Directors 

• Ensure Peak Sports & Learning complies with all legislative requirements under the NSW 
Children and Young Persons (Care and Protection) Act 1998, the Children’s Guardian Act 2019, 
the Child Protection (Working with Children) Act 2012, and the Education and Care Services 
National Law and Regulations. 

• Maintain up-to-date Child Protection and related Child Safe Environment policies that reflect 
current legislation and the NSW Office of the Children’s Guardian Child Safe Standards. 

• Ensure all staff, volunteers, and students hold a current Working With Children Check (WWCC) 
clearance before commencing work or placement, validate each WWCC with the Office of the 
Children’s Guardian, and maintain an up-to-date register including WWCC numbers and expiry 
dates. 

• Provide a copy of current Child Protection and Child Safe Environment Policies to all 
employees, volunteers, and students as part of induction. 

• Ensure all families are made aware of the Child Protection Policy. 
• Require any responsible person in day-to-day charge to complete an approved child 

protection course. 
• Provide access to mandatory child protection training for all staff on induction, with ongoing 

and refresher training whether delivered formally or through Newsletters and in service 
training.  

• Ensure all staff understand their legal responsibilities as Mandatory Reporters and have access 
to current Department of Communities and Justice (DCJ) Mandatory Reporter Guidelines. 

• Support staff to foster a Child Safe Culture in line with the National Principles for Child Safe 
Organisations, including upholding a zero tolerance stance against child abuse. 

• Maintain confidential and secure systems for recording, storing, and sharing child protection 
concerns, in line with the Confidentiality Policy. 

• Keep all records of abuse or suspected abuse in accordance with the Privacy and 
Confidentiality Policy, and retain records relating to child sexual abuse for at least 45 years. 

• Ensure our complaint handling processes are child-focused and that children know who they 
can talk to if they feel unsafe. 

• Provide access to all staff for relevant legislation, regulations, and professional standards 
related to safeguarding children. 

• Ensure all notifiable child protection concerns, incidents, or allegations are reported to the 
NSW Department of Education – Regulatory Authority within 24 hours, in line with updated 
requirements effective 1 September 2025. 

 
Nominated Supervisor / Service Support Manager 

• Act as the primary point of contact for all child protection concerns within the service. 
• Ensure all educators are aware of and understand Peak’s child protection procedures and 

reporting requirements. 
• Provide immediate guidance to educators when they identify or suspect a child is at risk of 

harm, including support in making a report to DCJ or other relevant agencies. 
• Ensure staff are aware of their obligations under the Reportable Conduct Scheme, including 

how and when to report allegations or convictions. 
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• Maintain records of all reported concerns, actions taken, and follow-up, ensuring 
confidentiality at all times. 

• Liaise with the Approved Provider, DCJ, NSW Police, and other relevant agencies when 
required. 

• Ensure the Child Protection Policy, Child Safe Environment Policy, and supporting documents 
are accessible to all staff and displayed as required. 

• Ensure any required notifications to the NSW Department of Education – Regulatory Authority 
are made within the 24-hour reporting timeframe. 

 
Responsible Persons 

• Respond promptly to any disclosure, observation, or suspicion of abuse, neglect, or risk of 
harm to a child, following Peak’s reporting procedures. 

• Ensure educators under their supervision are confident in identifying signs of abuse and 
neglect. 

• Escalate all concerns to the Nominated Supervisor immediately, ensuring that no concern 
goes unreported. 

• Maintain supervision practices that reduce opportunities for harm, in line with the Child Safe 
Standards. 

• Ensure any conversations with children regarding child protection matters are handled 
sensitively and documented appropriately. 

 
Educators 

• Contact the police on 000 if there is an immediate danger to a child and intervene if it is safe 
to do so. 

• Participate in a comprehensive induction and orientation program that includes an 
understanding of child protection law and obligations. 

• Provide valid WWCC details during employment and advise the Approved Provider of any 
circumstances that may affect WWCC or fit and proper status. 

• Be able to recognise indicators of abuse through participation in child protection training. 
• Respect and take seriously what a child discloses, following up through appropriate channels. 
• Understand they are Mandatory Reporters and must report any reasonable belief that a child 

is at risk of significant harm to the Child Protection Helpline (132 111, available 24/7). 
• Complete online training on the reporting process and use of the Mandatory Reporter Guide 

(MRG), completing it on each occasion they have concerns about a child’s safety or wellbeing. 
• Follow the MRG outcome, submitting an eReport through the ChildStory Reporter website if 

required. 
• Refer families to appropriate agencies when concerns do not meet the threshold for 

significant harm, seeking family consent where possible. 
• Promote a child safe culture and provide a safe environment where children can participate 

in decision-making processes. 
• Foster a culture of openness and respect where children feel safe to disclose concerns. 
• Prepare accurate and factual records of incidents, conversations, and observations for 

authorities. 
• Understand that allegations of abuse against them are treated the same as allegations against 

others. 
• Do not investigate suspected abuse or neglect yourself. Gather only enough factual 

information to confirm a concern, then report it to the Nominated Supervisor, Approved 
Provider, or other authorised person. 

• Report allegations of reportable conduct to the Approved Provider or the Office of the 
Children’s Guardian. 
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• Identify and report any concerns about staff, educator, or volunteer behaviour to 
management. 

 

Students / Volunteers / Visitors 
• Contact the police on 000 if there is an immediate danger to a child and intervene if it is safe 

to do so. 
• Participate in induction that includes an understanding of child protection law. 
• Provide valid WWCC details during engagement and advise the Approved Provider of any 

circumstances that may affect WWCC or fit and proper status. 
• Promote the welfare, safety, and wellbeing of children, fostering a child safe culture. 
• Provide a safe environment for all children and allow them to be part of decision-making 

processes where appropriate. 
• Understand that allegations of abuse against them are treated the same as allegations against 

others. 
• Do not investigate suspected abuse or neglect yourself — only gather enough information to 

confirm that a concern exists, then report immediately 
• Report allegations of reportable conduct to the Office of the Children’s Guardian in line with 

the reportable conduct scheme requirements. 
• Identify and report any concerns about staff, educator, or volunteer behaviour to 

management. 
 

 

For further Information  

• ChildStory Mandatory Reporter Guide – reporter.childstory.nsw.gov.au 

• NSW Office of the Children’s Guardian & Child Safe Standards – kidsguardian.nsw.gov.au 

• DCJ – Department of Communities and Justice (Child Protection & Family Services) – 

dcj.nsw.gov.au 

• Child Protection Helpline (DCJ) – 132 111 

• NSW Advocate for Children and Young People – acyp.nsw.gov.au 

• InfoXchange Service Seeker (replacement for HSNet): Use national directory for support 

services in NSW. 

 

  

https://reporter.childstory.nsw.gov.au/
https://www.kidsguardian.nsw.gov.au/
https://www.dcj.nsw.gov.au/
https://www.acyp.nsw.gov.au/
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Version Control Table 
Version 
Control 

Date 
Released 

Next Review Approved 
by 

Amendment  

1 

 

Jan 2017 March 2018 Directors Nil – small amendments to procedures 

2 November 
2018 

November 
2019 

Directors Rewritten and edited to reflect 2018 updated 

Quality Standards. 

Links added to the new Supervision of Children 

Policy regarding appropriate physical contact 

with children 

Section added to include Appropriate Physical 

Contact in OOSH 

Section added to define procedures for staffing in 

relation to child protection 

 

3 March 2020 June 2020 Directors  Reviewed with no amendments. Moved to new 
document review timeline.   

4 June 2020 Feb 2022 Directors Consolidation of Children and Young Persons 
(Care and Protection) Act 1998 and Adoption Act 
2000 to the Children's Guardian Act 2019 from 1 
March 2020. 

Updated in line with powers and functions 
change from Ombudsman to Office of the 
Children’s Guardian including reportable conduct 
notification timeframes.  

Added The Child Safe Standards as per Royal 
Commission recommendations. Standards to be 
fostered through the OCG. 

5 February 
2023 

February 
2025 

Directors Renamed Policy from Child Protection to Child 
Safe to cover more information and additional 
tools to ensure compliance and commitment to 
Child Safe Standards and Child Safe Risk 
Management Plan updates.  

6 February 
2025 

February 
2026 

Directors Reviewed with clarification around Complaints 
and reporting    

7 August 2025 August 2026 Directors Major rewrite for clarity, compliance, and 
usability – Policy updated to align with current 
NSW legislation and OCG Child Safe Standards. 

8 April 2026 April 2027 Directors Updated in line with Child Safe Reform and 
changes to National Law  

 


