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Hawthorndene Primary School OSHC 
Child Protection Policy 

 

NQS 

QA2 2.2 Each child is respected  

2.2.1 Supervision- At all times, reasonable precautions and adequate supervision ensure children are 
protected from harm and hazard.  

2.2.2 Incident and emergency management- Plans to effectively manage incidents and emergencies are 
developed in consultation with relevant authorities, practiced and implemented.  

2.2.3 Child protection - Management, educators and staff are aware of their roles and responsibilities to 
identify and respond to every child at risk of abuse or neglect. 

 

National Laws and Regulations 

Legislation  

 

Purpose 
All educators, staff, visitors and volunteers are committed to identifying harm or risk of harm to children and young 
people at the OSHC Service. We comprehend our duty of care responsibilities to protect children and young people from 
all types of abuse and adhere to our legislative obligations at all times. We aim to implement effective strategies to assist 
in ensuring the safety and wellbeing of all children and young people. Our OSHC Service will act in the best interest of 
each child and young person, assisting them to develop to their full potential in a secure and child safe environment. 
 

Scope 
This policy applies to Children, young people, families, educators, approved provider, nominated supervisor, students, 
volunteers and visitors of the OSHC service.  
 

 

Laws S.162A Child protection training 

S.165 Offence to Inadequately supervise children 

S.166 Offence to use inappropriate discipline 

S.167 Offence relating to protection of children from harm and hazard 

S.174 Offence to fail to notify certain information to Regulatory Authority 

S.175 Offence relating to requirement to keep enrolment and other documents  

Regs 84 Awareness of child protection law. 

86 Notification to parents of incident, injury, trauma and illness 

87 Incident, injury, trauma and illness record 

145 Staff records 

155 Interactions with children 

168 Education and care service must have policies and procedures 

170 Policies and procedures to be followed 

175 Prescribed information to be notified to Regulatory Authority  

176 Time to notify certain information to Regulatory Authority  

Children and Young People (safety) act 2017 Child safety (Prohibited Persons) Act 2016 

Statutes Amendment (Child Sexual Abuse) Act 2021  
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Related Policies 
Educator and Management Policy 
Privacy and Confidentiality Policy 
Related Documentation 
Incident, Injury, Trauma and Illness Record 
Educator Induction Processes 

Educator Appraisal/Goal Setting Processes 

Educator Recruitment Processes 

Staff Records 

Risk Management Plans 

 

Definitions 
Children and young people at risk 

A child or young person will be ‘at risk’ if:  

- they have suffered harm (being harm of a kind against which a child or young person is ordinarily protected); or  
- there is a likelihood they will suffer harm; or  
- there is a likelihood that the child or young person will be removed from the State (whether by their parent or 

guardian or by some other person)  
- the parents or guardians are unable or unwilling to care for them, have abandoned them, cannot be found or are 

dead  
- they are homeless or of no fixed address 

 
Meaning of harm  
Section 17 of the Safety Act defines ‘harm’ to mean physical or psychological harm (either caused by an act or omission), 
including harm caused by sexual, physical, mental or emotional abuse or neglect. Psychological harm does not include 
emotional reactions such as distress, grief, fear or anger that are a response to the ordinary changes of life. 
 
Mandatory reporting is the legislative requirement under the Children and Young People (safety) Act 2017 for certain 
people to report to the Department of Child Protection if they suspect on reasonable grounds that a child is or may be at 
risk of harm.  
 
Mandatory reporters or notifiers 
Listed in section 30 of the Children and Young People (safety) Act and include: 
teachers employed as such in a school (within the meaning of the Education and Early Childhood Services (Registration 
and Standards) Act 2011) or a pre-school or kindergarten  

- employees of, or volunteers in, an organisation that provides health, welfare, education, sporting or recreational, 

child care or residential services wholly or partly for children and young people, being a person who:  

- provides such services directly to children or young people, or 

- holds a management position in the organisation the duties of which include responsibility for, or direct 

supervision of, the provision of those services for children and young people. 

- officer or employee of a prescribed organisation (as per section 114) who holds a management position in the 

organisation, the duties of which include direct responsibility for, or direct supervision of, the provision of 

services to children. 

Reasonable Grounds  
Refer to the need to have an objective basis for suspecting that a child or young person is, or may be at risk of harm 
include: 
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- when your own observations of a particular child's behaviour and/or injuries lead you to suspect a child is, or may 

be, at risk of harm, or harm is occurring  

- when a child or young person tells you, they are at risk of harm or have been harmed  

- when a child or young person tells you that they know of someone who has been harmed (they may possibly be 

referring to themselves)  

- when you hear about risk or harm to a child or young person from someone who is in a position to provide 

reliable information, perhaps a relative or friend, neighbour or sibling of a child who is at risk 

Duty of Care 
Mandatory notifiers have a duty of care that extends beyond a report to the Child Abuse Report Line (CARL). The needs of 
a child and their family may be supported through support services who can offer assistance to provide additional 
support, health services and counselling to families. According to the Children and Young People (Safety) Act 2017, 
mandated notifiers (including people employed in children’s services and unpaid managers of these services) must make 
reports if they suspect on reasonable grounds a child or young person is, or may be, at risk of harm. 

 
Types of risk and harm against children and young people are: 

- sexual harm and grooming  

- physical harm  

- domestic and family violence  

- emotional harm  

- neglect  

- substance use and/or mental health or social and emotional wellbeing that impacts the safety and wellbeing of 

the child or young person  

(See: https://www.childprotection.sa.gov.au/reporting-child-abuse/indicators-abuse-or-neglect) 
 
Working with children check 
People working or volunteering with children in South Australia must, by law, have a Working with Children Check. Our 
OSHC Service will register with the Department of Human Services (DHS) Screening Unit and verify all staff, educator, 
students and volunteer Working with Children Checks in accordance with the Child Safety (Prohibited Persons) Act 2016. 
 
Child abuse report line (CARL) 
Mandatory notifiers in SA have a legal obligation to report or notify the Department for Child Protection if they suspect a 
child or young person is, or may be at, risk of harm. Notification must be made to the Child Abuse Report Line (CARL): 13 
14 78. All concerns must be reported/notified where a child or young person is suspected to be in imminent danger of:  

- harm  

- injury  

- chronic neglect  

- or when the concerns are for an infant under 12 months old  

- or when the concerns are for a child or young person who is in care of the department 

If the child is Aboriginal, you should also provide the Clan group of the child, if known.  
 
Or if at immediate risk, report to South Australia Police (SAPOL) on 000. The person who identifies the harm is the person 
to make the report.  
 
Under the Statutes Amendment (Child Sexual Abuse) Act 2021, failure to report child sexual abuse or failure to protect a 
child from sexual abuse are regarded as criminal offences and may result in a penalty of imprisonment. 
 

Implementation 

https://www.childprotection.sa.gov.au/reporting-child-abuse/indicators-abuse-or-neglect
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Our OSHC Service aims to protect children and young people from harm or risk of harm and endorses high quality practices 
in relation to protecting children. Educators have an important role to support children and young people and to identify 
concerns that may jeopardise their safety, welfare, or wellbeing including:  

- A duty of care to ensure that reasonable steps are taken to prevent harm to children  
- Obligations are met under child protection legislation  
- Obligations are met under work, health and safety legislation.  

To ensure best practice, all educators will attend approved child protection training certified by a registered training 
organisation 

The approved provider/Nominated Supervisor will ensure:  
- that obligations under the Education and Care Services National Law and National Regulations are met  
- educators, staff, students and volunteers have knowledge of and adhere to this policy  
- families are aware of this Child Protection Policy  
- any responsible person in day-to-day charge of the OSHC Service has successfully completed a course in child 

protection approved by the regulatory authority  
- the Service registers with the Department of Human Services (DHS) Screening Unit and verifies all staff, educator, 

volunteers and students Working with Children Checks in accordance with the Child Safety (Prohibited Persons) 
Act 2016 BEFORE the person begins working or interacting with children  

- a record is kept and updated of each person’s WWCC number and expiry date  
- they meet all requirements as mandatory reporting obligations and responsibilities to report suspected risk of harm 

to the SA Child Abuse Report Line (CARL) 13 14 78 or if at immediate risk of harm report to South Australia Police 
(SAPOL) on 000  

- all employees, volunteers and students are:  
- provided with a copy of the current Child Protection and Child Safe Environment Policies  
- required to participate in a comprehensive induction and orientation program, including an understanding 

of child protection law  
- supported to a create and maintain a Child Safe Culture within the OSHC Service  
- aware of their mandatory reporting obligations and responsibilities to report suspected risk of harm to the 

SA Child abuse report line (CARL)  
- aware of indicators showing a child or young person is, or may be at risk of harm  

- aware that neglecting to report child protection concerns may be deemed a criminal offence 
 

- training and development are provided for all educators, staff, and volunteers in child protection on a regular basis  
- educators and staff are provided with a reporting procedure and professional standards to safeguard children and 

protect the integrity of educators, staff and volunteers  
- educators, staff, students and volunteers are provided with child protection training and ongoing supervision to 

ensure they understand that child safety is everyone’s responsibility, and they adhere to the Child Safe Standards  
- access is provided to all educators and staff regarding relevant legislations, regulations, standards and other 

resources to help educators, staff, and volunteers meet their obligations  
- records harm or risk of harm are kept in line with our Privacy and Confidentiality Policy  
- records relating to child sexual abuse that has or is alleged to have occurred are kept for at least 45 years  
- all allegations of harm and/or sexual abuse are managed with confidentiality and according to the Children and 

Young People (Safety) Act 2017  
- educators or staff report any concerns they may have about inappropriate actions of any other employee that 

involves children or young people to management  
- educators, staff, volunteers and students are well informed about the different way’s children may express 

concerns, distress and disclose harm as well as the process for responding to disclosures from children- including 
a complaint that alleges a child is exhibiting sexual behaviours that may be harmful to the child or another child. 
(ACECQA 2023)  

- ensure our complaint handling processes are child-focused providing support and guidance for children to know 
who to talk to if they are feeling unsafe (See Dealing with Complaints Policy) 
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Educators/staff will:  
- contact the police on 000 if there is an immediate risk of harm to a child or young person and intervene if it is safe 

to do so  
- participate in a comprehensive induction and orientation program, including an understanding of child protection 

law  
- provide valid Working with Children (WWCC) Check details during their employment and engagement at the OSHC 

Service  
- advise the approved provider of any circumstances that may affect their WWCC Check or fit and proper status  
- be able to recognise indicators of harm or risk to children and young people through participation in regular child 

protection training  
- respect what a child or young person discloses, taking it seriously and follow up on their concerns through the 

appropriate channels  
- comprehend their obligations as mandatory reporters and their requirement to report any situation where they 

believe, on reasonable grounds, that a child is at risk of harm to the Child Abuse Report Line 13 14 78 (available 24 
hours/7 days a week).  

- refer families to appropriate agencies where concerns of harm do not meet the threshold of harm 
- promote the welfare, safety, and wellbeing of children at the OSHC Service, fostering a Child Safe culture  
- allow children to be part of decision-making processes where appropriate  
- foster a culture of openness and respect where children and young people feel safe to disclose risk of harm 
- prepare accurate records recording exactly what happened, conversations that took place and what was observed 

to pass on to the relevant authorities to assist with any investigation  
- understand that allegations of abuse or suspected abuse against them are treated in the same way as allegations 

of abuse against other people  
- DO NOT investigate suspicion of harm or risk of harm but collect only enough information to substantiate concerns 

and pass on to the Child Abuse Report Line or police  

- identify and notify any concerns around staff, educator or volunteer behaviour or conduct to management of the 
OSHC Service 

 
Placement students/Volunteers/visitors will 

- 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, including an understanding of child protection 

law  
- provide valid Working with Children Check (WWCC) details during their engagement at the Service  
- advise the approved provider of any circumstances that may affect their WWCC Check or fit and proper status  
- promote the welfare, safety, and wellbeing of children at the Service, fostering a child safe culture  
- participate in child protection training as required  
- provide a child safe environment for all children  
- allow children to be part of decision-making processes where appropriate  
- prepare accurate records recording exactly what happened, conversations that took place and what was observed 

to pass on to the relevant authorities to assist with any investigation  
- understand that allegations of abuse or suspected abuse against them are treated in the same way as allegations 

of abuse against other people  
- DO NOT investigate suspicion of abuse or neglect but collect only enough information to substantiate concerns and 

pass on to the approved provider and/or SA Child Abuse Report Line (CARL) 
- identify and notify any concerns around staff, educator or volunteer behaviour or conduct to management of the 

Service. 

Procedures for managing disclosures and suspicions of harm  
What is a disclosure of harm?  
A disclosure of harm occurs when someone, including a child, tells you about harm that has happened, is happening, or is 
likely to happen to a child. Disclosures of harm may start with:  

- I think I saw… 
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- Somebody told me that… 

- Just think you should know… 

- I‘m not sure what I want you to do, but… 

 

What is a suspicion of harm?  
A suspicion of harm is when someone has a reasonable suspicion that a child has suffered, is suffering, or is at an 
unacceptable risk of suffering significant harm. Note, there may be circumstances where there is concern for a child’s 
welfare but it does not reach the threshold to be considered a disclosure or suspicion of harm. In this case educators will 
connect families with Family and Child Connect with the family’s consent. 
 

The Approved Provider, Nominated Supervisor, employees and volunteers may suspect harm if: 
- a child says they have been harmed  

- someone else, for example another child, a parent, or an employee, says harm has occurred or is likely to occur  

- a child tells them they know someone who has been harmed (it is possible that they may be referring to themselves)  

- they are concerned at significant changes in the behaviour of a child, or the presence of new unexplained and 

suspicious injuries 

- they see the harm happening.  

Managing and recording a disclosure of harm 
If the Approved Provider, Nominated Supervisor, educators have concerns about the safety of a child they will: 

- find a private place to talk  

- remain calm and listen in an attentive, active and non-judgemental way 

- encourage the person (including a child) to talk in their own words  

- take anything a child says seriously  

- allow children to be part of decision-making processes where appropriate 

- ask just enough open-ended questions to act protectively without asking any leading questions which suggest an 

answer and could compromise later investigations 

- tell the person they have done the right thing in revealing the information and they’ll need to tell someone who can 

help keep them safe 

- not try to investigate or mediate the matter themselves 

- record their own observations as well as accurate details of any conversation with a parent (who may for example 

explain a noticeable mark on a child) 

Document as soon as possible so the details are accurately captured including:  
- time, date, location and who was present 

- full details of the (suspected) abuse 

- exactly what the person said using “I said”, “they said,” statements 

- the questions educators asked 

- any comments educators made 

- educators’ actions following the disclosure  

- ensure the managements and storage of records complies with our Privacy and Confidentiality Policy. 

- follow our reporting procedures 

Managing and recording a suspicion of harm 
The Approved Provider, Nominated Supervisor, employees and volunteers will: 

- remain alert to any warning signs or indicators 

- pay close attention to changes in the child’s behaviour, ideas, feelings and the words they use 

- make written notes of observations in a non-judgemental and accurate manner, and manage in line with our Privacy 

and Confidentiality Policy 
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- assure a child that they can come to talk when they need to, listen and believe them when they disclose information 

- follow our reporting procedures 

Making a Report  
A report will be made using the following procedure preferably on the same day there is a disclosure or suspicion of 
significant harm, and no later than 24 hours after the disclosure or suspicion.  
 
The Approved Provider, Nominated Supervisor, employees and volunteers will: 
1. Consider whether disclosure or suspicion needs to be reported to Police 

- contact the police on 000 if there is an immediate danger to a child and intervene immediately if it is safe to do so 

- contact the police where the child has been or may be the victim of a criminal offence (including where a child is at 

risk of significant harm outside the family) 

- get clear guidance from Police about who will tell the child’s parents about the disclosure and who can give ongoing 

support  

2. Consider whether the disclosure or suspicion must be reported to Department for Child Protection  

- make a report by phone to the Department for Child Protection on 131 478 (available 24 hours/7 days) or online 

using E-CARL. If unsure about reporting, ring the hotline for advice. Non-serious cases can be reported on-line. See 

guidelines on Department for Child Protection 

- make the report with the assistance or support of the Nominated Supervisor or session Director 

- get clear guidance from the person from Department of Child Protection about who will/if someone will tell child’s 

parents of the disclosure and who can give ongoing support  

3. Consider whether referral is needed to family services 

- connect families with referral agencies where concerns of abuse or neglect do not require reports to Department for 

Child Protection or the Police. Under the legislation, supporting a family where children are at risk is important. See 

Department for Child Protection for details about family support services. Family consent will be sought before 

making referrals.  

4. Consider whether you must notify ECEC Regulatory Authority  

- notify the Regulator about any incident, including any suspected or alleged incident, of child abuse that has occurred 

at the service. This includes any physical or sexual abuse that has occurred or is occurring while the child is at the 

service. 

 

Allegations against Service Personnel  
The reporting procedure above will also be followed where there are allegations of harm against the Approved Provider, 
Nominated Supervisor, employees or volunteers.  The Nominated Supervisor will: 

- complete an Incident, Injury, Trauma and Illness Record and notify the Regulatory Authority within 24 hours of 

making the report and within 12 hours to delegate from school to put on IRMS 

- provide appropriate support for any employee/volunteer who has an allegation made against them 

- protect the identity of employees/volunteers in relation to unsubstantiated complaints  

- review the person’s duties, and if they continue to interact with children, ensure they are appropriately supervised 

at all times  

- seek legal advice about restricting that person’s work activities if relevant. 

 

Confidentiality 
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It is important that any notification remains confidential, as it is vitally important to remember that no confirmation of 
any allegation can be made until the matter is investigated. The individual who makes the notification should not inform 
the suspected perpetrator (if known). This ensures the matter can be investigated without contamination of evidence or 
pre-rehearsed statements. It also minimises the risk of retaliation on the child for disclosing. 

 

Safeguards for reporters 

Reports made Department of Child Protection or Police are kept confidential. Under the Children’s Protection Act 1993 if 
the report is made in good faith: 

- the report will not breach confidence or standards of professional conduct 

- the report can’t incur civil or criminal liability 

- the identity of the person making the report is protected.  (However, the Court may grant leave to reveal the 

person’s identity if the evidence is critically important.)  

A report is also an exempt document under the Freedom of Information Act 1991. 
 
Support after disclosure, the Approved Provider and Nominated Supervisor will provide assistance to access appropriate 
support and counselling services for all parties affected by a disclosure of harm.  

 
Procedures for Managing Breaches 
All employees and volunteers working with children have a duty of care to support and protect children which is breached 
if a person: 

- does something that a reasonable person wouldn’t do in a particular situation 

- fails to do something that a reasonable person would do in the circumstances 

- acts or fails to act in a way that causes harm to someone owed a duty of care. 

 

In relation to our Child Protection Risk Management Strategy, a breach of that duty of care includes any action or inaction 
by an employee, volunteer or child that fails to comply with any of the eight components of the Strategy. 
 

Employees, volunteers or families should report the breaches to the Nominated Supervisor or Approved Provider who will 
manage an investigation into the breach in a fair, unbiased and supportive manner in line with our Grievance Policy and 
Procedure (see Report Breach template at Appendix D). For example:  

- those involved in the breach will be able to provide their version of events  

- matters discussed in relation to the breach will be kept confidential  

- an appropriate outcome will be decided 

- everyone affected will receive a clear written statement (letter, email or SMS) of the outcome 

- records will be kept about the details of the breach, including the versions of all parties and the outcome of the 

breach  

Depending on the nature of the breach outcomes may include:  
- emphasising the relevant component of the Child Protection Risk Management Strategy, for example, the Code of 

Conduct  

- providing closer supervision  

- professional development and training  

- mediating between those involved in the incident (where appropriate)  

- disciplinary procedures if necessary  

- reviewing current policies and procedures and developing new policies and procedures if necessary 

- termination of employment. 
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Risk Management Plan for High Risk Activities and Special Events 
The Nominated Supervisor and educators will analyse the risk of ‘harm’ to children for all relevant events including 
purchase of new equipment as well as high risk activities where there is an increased risk of harm to children for example: 

- water based activities  

- special events like service concerts and family information days where there will be a large number of visitors or 

people present 

- events or activities where visitors will be present 

- excursions 

- playground renovations 

- activities using dangerous equipment 

The Nominated Supervisor and educators will: 
1. Identify all the elements of an activity (eg objectives, location, participants, transportation, toileting/change room 

procedures, appropriate supervision and adult to child ratios, photography policy, managing medications, managing 

illness and injury, procedure applying to visitors, physical environment)  

2. Identify the risks 

3. Analyse the likelihood and consequences of the risks 

4. Evaluate the level of risk (eg low, moderate, high, extreme) 

5. Implement strategies to eliminate or minimise the risk 

6. Review the activity to determine how it could be improved 

See Appendix E for a Risk Management template.  
 
 

Service Approved Devices 
Hawthorndene OSHC has 8 service iPads and 1 service mobile phone, all used solely by the service and stored onsite. 

These are the only authorised devices to be used to photograph/film children. All personal devices of staff and students 

are not permitted to be used to capture or store images of children at the service.  

 

As part of our enrolment process, parents/caregivers are required to sign permission for approval of their child’s photos 

being taken and their use on the third-party company site SPIKE to share learning experiences with families. When 

parents sign up to SPIKE and the Hawthorndene OSHC service they are required to agree not to share the photos or 

information of other children. This ensures confidentiality of all involved.  

 

As per our Student Phone Use Policy, children are not permitted to take photos or videos of other students. They are 

supervised at all times when allowed personal device time while attending the service. Student devices are stored in a 

mobile phone box located in the OSHC office.  

 

Refer to Code of Conduct Policy for staff use of phone in emergency.  
 

Education children about protective behaviour 
Our program will educate children and young people  

- about acceptable and unacceptable behaviour, and what is appropriate and inappropriate contact at an age-
appropriate level and understanding  

- about their right to feel safe at all times  
- to say ‘no‘ to anything that makes them feel unsafe or uncomfortable  
- about how to use their own knowledge and understanding to feel safe  
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- to identify feelings that they do not feel safe  
- the difference between ‘good’ and ‘bad’ secrets  
- that there is no secret or story that cannot be shared with someone they trust  
- that educators are available for them if they have any concerns  
- to tell educators of any suspicious activities or people  
- to recognise and express their feelings verbally and non-verbally  
- that they can choose to change the way they are feeling.  
 

 

Approved by Hawthorndene School Governing Council 12th May 2025 

Review  
The policy will be reviewed annually by: 

- Management 

- Employees 

- Families  

- HPS Governing Council  
 
Date for Next Review: March 2026 

 

Last reviewed By who Changes made 

March 2025 Lauren, Ashleigh,  
OSHC Committee and 
Governing Council  

- Added in Legislations  
- Added in definitions 
- Grammatical changes 
- Added in more in-depth responsibilities  
- Added in Educating children about protective behaviour  

 

Related Documents/ Sources 
 
Children and Young People (Safety) Act 2017 
Department for Education and Child Development 
Department for Child Protection 
Education and Care Services National Law and Regulations  
Child Safe Environments (2015): Families SA 
Relevant history assessments (Working with children checks) Fact Sheet April 2015: Registration and Standards 
Boards of SA 
 
 
 


