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The purpose of this policy and procedure is to outline AmeCare’s commitment to maintaining a child-safe environment, preventing abuse, and ensuring the safety, wellbeing, empowerment and participation of all children and young people. AmeCare recognises its duty of care and will take all reasonable steps to protect children from harm and provide safe, nurturing environments. This policy explains organisational systems, legal requirements, behavioural expectations, processes, and responsibilities that ensure children are protected from harm in all AmeCare environments including online, in-home, community-based and organisational settings.
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This policy applies to:
· All AmeCare employees, including full-time, part-time, casual, agency and contracted workers.
· Volunteers, students, and work placement personnel.
· External contractors, consultants and organisations engaged by AmeCare.
· Participants under 18 years receiving NDIS or other supports from AmeCare.
· Families, carers, guardians, support networks and advocates involved in the care of children.

This policy applies in all AmeCare environments including workplaces, participant homes, community settings, and all online or digital interactions facilitated by AmeCare.
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	Term
	Definition

	Aboriginal and/or Indigenous Child
	A child or young person up to 18 years who is of Aboriginal or Torres Strait Islander descent, identifies as Aboriginal or Torres Strait Islander, and is accepted as Aboriginal or Torres Strait Islander by their community.

	Abuse
	An act or acts which endanger a child’s health, wellbeing and/or development. Abuse may be a single event or a series of traumatic events. It includes: physical abuse, sexual abuse, emotional abuse, cumulative harm, exposure to family violence, neglect, grooming, and multi-dimensional harm.

	Child or Children
	Any person under the age of 18 years of age

	Child Related Work
	Work requiring direct and unsupervised contact with children under the Working with Children Act 2005.

	Child Safe Organisation
	An organisation that takes deliberate steps to protect children from abuse and embed a child-safe culture across policy, practice, governance and leadership.

	Cultural Safety (ATSI)
	Ensuring Aboriginal and Torres Strait Islander children are supported to express their identity, culture and spirituality in safe, respectful, and nurturing environments.

	Cultural Safety (CALD)
	An environment that is spiritually, socially, emotionally and physically safe for children from culturally and linguistically diverse backgrounds, without challenge or denial of their cultural identity.

	Children with a Disability
	A child with any physical, sensory, neurological, intellectual disability or developmental delay that affects their ability to participate in everyday activities.

	Duty of Care
	The obligation for AmeCare employees and contractors to take reasonable steps to protect children from foreseeable risks of harm.

	Employees
	Any individual employed by AmeCare including agency workers and those on short or long-term agreements.

	Failure to Disclose
	A legal obligation under the Crimes Act 1958 (Vic) for all adults to report to police any reasonable belief that a sexual offence has been committed against a child under 16.

	Failure to Protect
	A criminal offence under the Crimes Act 1958 (Vic) applying to individuals in positions of authority who fail to reduce or remove the risk of child sexual abuse when aware of such risk.

	Grooming
	Predatory conduct involving communication (including online) with a child or their parents for the purpose of facilitating sexual abuse.

	Mandatory Reporting
	The legal requirement for certain professionals—including teachers, nurses, midwives, medical practitioners, police officers—to report concerns of child abuse under the Children, Youth and Families Act 2005.

	Reasonable Belief
	A belief formed when a reasonable person would have reached the same conclusion based on available information, disclosures, observations or evidence.
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AmeCare is committed to creating and maintaining a child‑safe organisation where the safety, rights, and wellbeing of children and young people are at the centre of our decision‑making, service delivery, culture, and leadership practices. 

AmeCare demonstrates zero tolerance for child abuse, harm, neglect or exploitation in any form.

We recognise that child safety is everyone’s responsibility. All workers—including employees, managers, executives, volunteers, students, and contractors—are required to act in ways that prioritise child safety, promote inclusion, and prevent harm. 

This includes complying with the AmeCare Child Safe Code of Conduct, mandatory reporting laws, organisational procedures, and the obligations outlined in this policy.

AmeCare acknowledges that children may experience intersecting vulnerabilities that increase their risk of harm. These may include disability, cultural or linguistic diversity, Aboriginal and Torres Strait Islander identity, family violence, trauma history, communication barriers, or experiences of discrimination. 

AmeCare actively works to eliminate barriers to safety and supports each child’s right to feel safe, heard, respected, and included.

We commit to embedding child safety across all levels of AmeCare through governance, risk management, training, transparent systems, accountability structures, and child‑focused practices.

AmeCare commits and adheres to the National Principles for Child Safe Organisations and the Victorian Child Safe Standards:

Child safety and wellbeing are embedded in organisational leadership, governance, and culture.
Children and young people are informed about their rights and participate in decisions affecting them.
Families and communities are informed and involved in promoting child safety.
Diversity is respected, including the unique rights and needs of Aboriginal children.
Equity is upheld, and barriers to child safety are removed.
People working with children are suitable and supported.
Processes for complaints and concerns are child‑focused and culturally safe.
Staff are educated and trained to identify and mitigate risks to children.
Physical and online environments minimise the risk of harm.
Child safety is continuously reviewed and improved.
Policies and procedures document and mandate the organisation’s child safety responsibilities.

VICTORIAN CHILD SAFE STANDARDS

Standard 1: Embed a culture of child safety through governance and leadership.
Standard 2: Empower children and young people and ensure they participate in decisions affecting them.
Standard 3: Involve families and communities in child safety planning and processes.
Standard 4: Respect equity, diversity, and promote cultural safety.
Standard 5: Ensure staff are suitable and supported to work with children.
Standard 6: Prevent and respond to child abuse through risk management.
Standard 7: Respond promptly to complaints, allegations and safety concerns.
Standard 8: Ensure staff understand child safety and mandatory reporting responsibilities.
Standard 9: Ensure physical and online environments minimise risk.
Standard 10: Review processes regularly and improve practices.
Standard 11: Keep child safety records and information securely.

Inter-Agency Information Sharing

AmeCare will maintain protocols for sharing information about child safety concerns with Commonwealth, State, and Territory agencies, in accordance with legal requirements and best practice. Information will be shared promptly and securely to support child safety and wellbeing, and in compliance with the Privacy and Data Protection Act 2014 (Vic) and the Health Records Act 2001 (Vic).

All AmeCare staff members, including key personnel, managers, supervisors and workers, are responsible for adhering to this Child safe policy. 

IMPLEMENTATION PLAN 

AmeCare will maintain documented evidence of child safety implementation, including:
· Completed annual risk assessments
· Staff training records and certificates
· Incident and complaint reports
· Feedback from children and families
· Audit findings and corrective actions
· Records of inter-agency information sharing

This evidence will be reviewed quarterly by management and made available for audit or regulatory review.

Implementation Steps

	Step
	Action
	Responsible
	Evidence/Output
	Frequency

	1
	Conduct annual child safety risk assessment
	Director, Senior Management
	Risk assessment report, updated risk register
	Annually

	2
	Assign mitigation actions and responsible owners
	Senior Management
	Action plan, risk register entries
	Annually/As needed

	3
	Deliver annual child safety training (including Commonwealth module)
	HR, Training Coordinator
	Training attendance records, certificates
	Annually/At induction

	4
	Maintain protocols for inter-agency information sharing
	Policy Officer, Director
	Documented protocol, records of information shared
	Ongoing/As required

	5
	Review and update complaints and incident management process (with flowchart)
	Quality & Compliance Officer
	Updated policy, accessible flowchart
	Annually/As needed

	6
	Collect and review evidence of implementation (see checklist above)
	Quality & Compliance Officer, Management
	Evidence file, quarterly review minutes
	Quarterly

	7
	Solicit and incorporate feedback from children, families, and staff
	Service Managers
	Feedback forms, meeting notes, policy updates
	Ongoing/Quarterly

	8
	Track and close corrective actions within 10 business days
	Management
	Corrective action log, audit trail
	As needed

	9
	Report on compliance and continuous improvement to Board/NDIS Commission
	Director, Quality & Compliance Officer
	Board reports, NDIS audit submissions
	Quarterly/Annually




RESPONSIBILITES

The Director and Senior Management Team:

Ensure all staff understand mandatory and voluntary reporting obligations.
Facilitate safe environments free from harm, discrimination or exploitation.
Conduct risk assessments and implement strategies to address child safety risks.
Provide induction, ongoing training, and supervision.
Ensure compliance with the NDIS Code of Conduct and Child Safe Standards.
Respond promptly to reports, allegations or safety concerns.
Ensure all incidents are recorded, escalated and investigated.
Promote organisational transparency and accountability.

Direct Service Delivery Workers:

Adhere to the AmeCare Child Safe Code of Conduct.
Act professionally, respectfully, and without discrimination.
Promote safe and inclusive practices for all children.
Immediately report concerns of abuse, harm or neglect.
Participate in training, supervision and compliance activities.
Follow all organisational procedures relating to child safety.
Maintain appropriate professional boundaries at all times.
Support children to express themselves and feel heard.
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Child Participation and Empowerment
AmeCare values the perspectives and voices of children. Children are encouraged to participate in decisions that affect them and are supported to express their views freely and safely.
Children are consulted about safety, service changes, and program design.
AmeCare ensures children understand their rights and know how to raise concerns.
Tools such as surveys, suggestion boxes, consultations, and youth committees are used to gather feedback.
Children are supported to participate in investigations at a level they choose.

Recruitment and Screening
AmeCare is committed to employing skilled, safe, and suitable people to work with children. All staff, contractors, volunteers, and students must undergo appropriate screening to ensure their suitability for child-related work.

· All staff must hold a valid Working With Children Check (WWCC).
· National Police Checks are required and renewed every 3 years.
· At least two reference checks must be completed, including questions about professional boundaries and child safety.
· Staff must disclose any criminal history or ongoing legal matters relevant to child safety.
· AmeCare conducts 6‑monthly WWCC verification checks to ensure compliance.
· Recruitment advertisements state AmeCare’s commitment to child safety.
· Induction includes child safety training, Code of Conduct overview, and reporting obligations.
Respect for Diversity
AmeCare recognises the diverse needs of children and is committed to creating inclusive and culturally safe environments. We prioritise the safety and wellbeing of children with disability, Aboriginal and Torres Strait Islander children, children from culturally and linguistically diverse backgrounds, LGBTQIA+ children, and children facing social or economic disadvantage.

· All staff must demonstrate respect for cultural identity, disability, language, and background.
· Services must be accessible and responsive to individual needs.
· Staff must actively prevent discrimination and challenge discriminatory behaviours.
· Cultural safety and disability inclusion principles must be embedded in planning and service delivery.
Involving Families and Community
AmeCare recognises the critical role of families and communities in supporting child safety. We engage parents, carers, guardians, and support networks in decision‑making and keep them informed about our policies, practices, and child safety responsibilities.

· Families are consulted when significant decisions are made about a child.
· Information about AmeCare’s child safety approach is made publicly available.
· Newsletters, portals, and accessible communication channels are used to share updates.
· Feedback from families is actively encouraged and incorporated into service design and review.
Safeguarding Online Environments
AmeCare ensures that digital and online environments used for communication, service delivery, or engagement with children are safe and monitored. Staff must follow AmeCare’s Social Media Policy and Code of Conduct.

· Only approved platforms may be used for communication with children.
· Private communication between staff and children is prohibited unless authorised for service delivery.
· Staff must not use personal devices or accounts to contact children.
· Online risks must be assessed and managed as part of AmeCare’s risk management process.

Privacy, Protection and Confidentiality
AmeCare expects all staff, contractors, and volunteers to maintain strict confidentiality when handling personal and sensitive information relating to children and young people. Information is only shared when required by law, to prevent harm, or in accordance with organisational policy.

· All records are stored securely and protected from unauthorised access.
· Child safety information is only shared with authorised personnel or agencies.
· Confidentiality must never prevent reporting concerns for a child’s safety.
· Information is managed in compliance with the Privacy and Data Protection Act 2014 (Vic) and the Health Records Act 2001 (Vic).

NDIS Obligations
As an NDIS provider, AmeCare adheres to the NDIS Code of Conduct, NDIS Practice Standards, and all Quality and Safeguarding requirements relating to child safety.

· All workers must act with respect, integrity, and accountability.
· Services must be delivered safely, competently, and in a manner that upholds the rights of children.
· All reportable incidents involving children must be reported to the NDIS Commission within required timeframes.
· Restrictive practices may only be used when authorised and must be reported to the NDIS Commission.
Mandatory Reporting
Mandatory reporters must make a report to child protection authorities when they have a reasonable belief that a child is in need of protection from physical or sexual abuse.

· Mandatory reporters include medical practitioners, nurses, midwives, teachers, school principals, and police officers.
· Mandatory reports must be made as soon as practicable when concerns arise.
· Mandatory reporting obligations apply in addition to internal reporting requirements.
Voluntary Reporting
Any person who reasonably believes a child may be at risk of harm can make a voluntary report to appropriate authorities, even if they are not a mandatory reporter.

· Reports may be made to Child Protection, Victoria Police, the Commission for Children and Young People (CCYP), or the NDIS Commission.
· Voluntary reporting can help prevent harm and ensure early intervention.

Information Handling
AmeCare complies with the Privacy and Data Protection Act 2014 (Vic) and the Health Records Act 2001 (Vic) in the management of personal and sensitive information. Child safety records are retained until the child reaches at least 25 years of age.

· Child safety documentation is stored securely and confidentially.
· Information is only disclosed when legally required or necessary for child safety.
· Records relating to allegations, incidents, or investigations must be complete and accurate.

Process for Employees
When staff suspect a child may be at risk of harm, they must follow the procedures outlined below.
· Ensure the child's immediate safety.
· Report concerns to their manager immediately.
· Make a mandatory or voluntary report where required.
· Complete an internal incident report.
· Cooperate with all investigations and follow instructions of authorities.

Child-Focused Complaints and Incident Management
Complaints and incident management processes at AmeCare are child-focused and culturally safe. 

All complaints, allegations, and safety concerns are responded to promptly, with the child’s safety and wellbeing as the highest priority. 

Processes are accessible to children, families, and staff, and feedback is actively sought to improve practices. 

AmeCare incorporates child safety risk assessment into its organisational risk management processes. Risks are assessed across physical, environmental, service delivery, and online contexts to identify and reduce any factors that may contribute to the likelihood of child abuse.

· Identify environmental and situational risks where abuse could occur.
· Assess risks associated with specific activities, staff roles, or service settings.
· Monitor compliance with legislative and organisational child safety requirements.
· Implement strategies to minimise identified risks and regularly review risk controls.
· Ensure staff are trained to recognise indicators of abuse and risk factors.
Process Steps Explained
1. Concern or Complaint Raised - Anyone (child, family, staff, or other) can raise a concern or complaint.
2. Immediate Safety Check -  Assess if the child is currently at risk. If so, take immediate action to ensure safety.
3. Report to Manager or Designated Officer - All concerns must be reported to the appropriate person as per policy.
4. Record Complaint/Incident - Document the complaint or incident in the internal system.
5. Assess Complaint/Incident - Review the nature and seriousness of the complaint.
6. Mandatory Reporting Check - Determine if the issue requires mandatory reporting to authorities.
7. Report to Authorities - If required, make a report to Child Protection, Police, or the NDIS Commission.
8. Internal Investigation/Follow-up - Conduct an internal investigation or follow-up as appropriate.
9. Provide Support - Offer support to the child and any other affected persons.
10. Communicate Outcome - Where appropriate, inform the complainant of the outcome.
11. Implement Corrective Actions - Take steps to address any issues identified.
12. Review and Close Case - Ensure all actions are completed and close the case.
13. Feedback and Continuous Improvement - Use feedback and outcomes to improve policies and practices.

Conducting Investigations
AmeCare responds to all allegations, disclosures, or suspicions of abuse promptly, fairly, and in accordance with legal and organisational requirements. Investigations may involve internal processes or external agencies.

· All allegations must be reported immediately to the Director.
· The safety of the child is prioritised above all other considerations.
· Police or external authorities may lead investigations where criminal conduct is suspected.
· Internal investigations follow principles of fairness, confidentiality, and procedural integrity.
· Staff must fully cooperate with all internal and external investigations.

Disciplinary Action
Where investigations identify misconduct, breaches of policy, or criminal behaviour, AmeCare will take appropriate disciplinary action. This may include suspension, termination, or referral to external authorities.

· Workers subject to allegations may be stood down while investigations occur.
· If an offence is confirmed or likely, disciplinary action will be proportionate to the severity.
· AmeCare will notify relevant authorities including CCYP, NDIS Commission, or police.

Supporting Affected Persons
AmeCare ensures children, families, staff, and others affected by incidents of abuse receive appropriate support. A trauma-informed approach is used to ensure sensitivity, respect, and empowerment.

· Provide children with access to support services including medical or psychological care.
· Ensure children feel heard and respected during all processes.
· Children may choose the level of participation in investigations.
· Provide interpreters or communication aids as required.
· Maintain privacy while ensuring necessary reporting is completed.

Reporting Contacts 

The following reporting contacts are available for immediate assistance:

	Organisation
	Contact Details

	Victoria Police (Emergency)
	000

	Victoria Police (Non-emergency)
	131 444

	CCYP – Commission for Children and Young People
	1300 78 29 78

	Child Protection North Division
	1300 598 521

	Child Protection South Division
	1300 555 526

	Child Protection East Division
	1300 360 452

	Child Protection West Division
	1300 360 462

	Child Protection After Hours
	13 12 78

	NDIS Commission
	1800 035 544

	AmeCare Main Office
	03 8418 3307

	AmeCare After Hours
	0451 953 307




Training and Supervision

AmeCare fosters a culture where all workers are committed to child safety. All staff receive training on the rights of children, the prevention of abuse, identifying and responding to harm, and mandatory reporting obligations. 

All AmeCare staff, contractors, and volunteers will complete annual refresher training on child safety, including the Commonwealth Child Safe Framework eLearning module. 

Training records will be maintained and reviewed to ensure compliance. Training will cover the rights of children, prevention of abuse, identifying and responding to harm, and mandatory reporting obligations.

Continuous Improvement

AmeCare is committed to continuous improvement in child safety. 

Feedback from children, families, staff, and audits is used to update policies, procedures, and practices. 

Systemic issues or unresolved risks are added to the organisational risk management register, and corrective actions are tracked to completion within 10 business days.

Audit Program and Performance 

AmeCare uses an Audit Program to review organisational systems, processes, and compliance relating to child safety. Audits identify gaps and areas for improvement and ensure that child safety practices are applied consistently across the organisation.

· Audit findings requiring corrective action must be addressed within 10 business days.
· Systemic issues or unresolved risks are added to the organisational risk management register
· Performance metrics include: number of reports, incident trends, feedback from children and families, staff training compliance.
· Data is reviewed quarterly by the management team.
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1. Incident Management Policy and Procedures
2. Incident Analysis 
3. Training register
4. Quality and Continuous Improvement Register 
5. AmeCare website
6. Staff Portal
7. Participant Portal
8. Human Resources Policy and Procedure
9. Privacy and Confidentiality Policy
10. Code of Conduct
11. Complaints Management Policy and Procedure
12. Staff training plan and register
13. Participant Support Plan
14. Individual Risk Assessmemt
15. Risk Management Policy and Procedures
16. Restrictive practices policies and procedures
17. Feedback and Complaints policies and procedures 
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· Disability Services and Inclusion Act 2023
· Disability Discrimination Act 1992
· Equal Opportunity Act 2010
· Charter of Human Rights and Responsibilities Act 2006 (Vic)
· Getting the NDIS back on track (2023) 
· NDIS Act 2013 (Cth) and NDIS Practice Standards
· NDIS Code of Conduct and Reportable Incidents rules
· Victorian Child Safe Standards and Reportable Conduct Scheme
· Disability Act 2006 (Vic) and oversight by the Office of the Senior Practitioner (OSP)
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LINKS
· National Principles for Child Safe Organisations (https://humanrights.gov.au/our-work/childrens-rights/projects/child-safe-organisations)
· Commonwealth Child Safe Framework (NDIS Commission)
· NDIS Practice Standards (NDIS Commission)
· Victorian Child Safe Standards (Commission for Children and Young People)
· Office of the Senior Practitioner (Vic) (https://www.vic.gov.au/office-senior-practitioner)
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