
 

 
 
 
 
 
 
 

NATIONAL PRINCIPLES FOR  
CHILD SAFE ORGANISATIONS WA:  

SELF-ASSESSMENT  
AND REVIEW TOOL  

 

 

 

 

 

 

 

 

 

 



National Principles for Child Safe Organisations WA: Self-assessment and review tool 3 

Table of contents 
 

Introduction ..................................................................................................... 4 

How to use the self-assessment and review tool ................................................. 5 

Leadership, governance and culture ................................................................... 6 

Empowering children to participate .................................................................. 10 

Involving family and community ...................................................................... 14 

Equity upheld and diverse needs respected ...................................................... 17 

Managing staff and volunteers ......................................................................... 22 

Child friendly complaint process and reporting .................................................. 25 

Education and development ............................................................................ 30 

Safe environments – physical and online .......................................................... 35 

Continuous improvement ................................................................................ 38 

Child safe and friendly policies ......................................................................... 40 

 

  



National Principles for Child Safe Organisations WA: Self-assessment and review tool 4 

Introduction 
The Commissioner for Children and Young People WA first released the Child Safe 
Organisations WA Guidelines and Self-assessment and review tool in April 2016.  

The National Principles for Child Safe Organisations were developed by the 
Australian Human Rights Commission and agreed to by the Council of Australian 
Governments in February 2019, including the Premier of Western Australia. They 
provide a nationally consistent approach to embedding child safe cultures within 
organisations that engage with children and young people.   

This self-assessment and review tool has been revised to make it clear for 
organisations in WA how it aligns to and reflects the ten National Principles and the 
key action areas within each principle. 

Leaders of organisations, including board and committee members, chief executives, 
directors and managers, are responsible for creating and maintaining an 
organisational culture where the safety of children and young people is a priority.  

An ongoing cycle of assessment, action and review will assist leaders to reflect on 
their effectiveness in implementing the child safe principles and to strive for 
excellence.   

This self-assessment and review tool is designed to be used by organisations to: 

• assess current organisational culture, behaviours and practices 
• reflect on what the organisation is doing well 
• identify action areas requiring development  
• review progress over time  
• highlight positive changes 
• acknowledge challenges or barriers 
• outline what still needs to be done. 

This tool is to be used with the National Principles for Child Safe Organisations WA: 
Guidelines (2019) which provides additional information and examples of child safe 
practices. The guidelines and other Child Safe Organisations resources are available 
on the Commissioner’s website at ccyp.wa.gov.au 
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How to use the self-assessment and review tool 
This tool focuses on the key actions, culture and behaviours that are essential to 
establish and sustain a child safe and friendly organisation.  

It is recommended the following steps are taken: 

1. Consider and determine 

• Who will complete the assessment/review? More than one person is best. 
• Who will be involved in providing information on the practices?  
• Which leaders will consider the findings and approve the actions and 

timeframes? 

2. Assess and document 

Rate how the organisation performs on implementing the principles and key 
actions using the following five-point scale: 

1. Just beginning self-assessment and planning 
2. Some progress, implementation of some aspects evident 
3. Most but not all aspects of the action area are evident 
4. All aspects of the action area are evident 
5. All aspects of the action area are evident and regularly reviewed. 

In rating the key action areas, consider the following:  

• To what extent is the principle implemented?  
• What can be seen and heard? The examples within each action area are a 

guide only, detail what your organisation has in place or plans to introduce. 
• What do people say about the examples you provide (children and young 

people, parents, carers, staff and volunteers)?  
• What is evidenced in the organisation’s documents?  

3. Identify and action  

• Document the evidence (or what is in place) that supports the ratings. 
• Articulate the next steps for improvement. 
• Identify who will do the work. 
• Set timeframes for achievement.  
• Have the self-assessment and/or review ratings, actions and timeframes 

approved by leaders.  

4. Monitor and review 

• Use the review dates in the tool. 
• Check on improvements identified in previous assessments and if actions 

were completed. 
• Highlight positive changes. 
• Learn from feedback, complaints and errors. 
• Appraise all principles each time to ensure all are evident and working together.
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Leadership, governance and culture  
National Principle 1: Child safety and wellbeing is embedded in organisational leadership, governance and culture  

Agency: EMMANUEL CHRISTIAN COMMUNITY SCHOOL 
Work unit: 

Completed by:  Carol DAVIS 
Date of review:  August –October 2020 
Date of next review: April 2021 

Key action areas Rating  
1 to 5 

Evidence that 
supports rating 

Next steps for 
improvement By whom By when 

1.1 The organisation makes a public commitment to 
child safety.  
Examples 
• In public documents. 
• On websites. 
• On posters/flyers across locations. 
• In induction/welcome packs. 
• On key internal documents/intranet. 

  3 Policies on school 
website. 

Policies on intranet. 

Information on 
employment 
applications, 
enrolment forms and 
induction packs 

Display 
posters/flyers 
across locations 

Public documents 

Principal or 
delegate 

December 

2020 
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1.2 A child safe culture is championed and modelled at 
all levels of the organisation from the top down 
and the bottom up.  
Examples 
• Leaders model child safe attitudes and behaviours. 
• Leaders provide opportunities for staff and volunteers 

to ask questions and to seek further advice. 
• Inclusion of child safety messages in newsletters and 

speeches. 
• Regular agenda item in meetings and other 

communication. 
• Monitoring the use of policies and processes in 

practice. 

3 Board members 
aware of and endorse 
all related policies. 

All staff aware of and 
regularly reminded of 
related policies. 

Child Safety is a first 
consideration in staff 
decision making. 

Staff feedback and 
questioning is 
encouraged. 

Daily 8am staff 
meeting prioritises 
child safety matters 
at the start of each 
day (weather, traffic, 
special events etc). 

 

Produce an 
Accountability 
Framework. 

Include child safety 
messages in 
newsletters and 
speeches 

Principal and 
Board 

December 
2020 
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1.3 Governance arrangements facilitate 
implementation of the child safety and wellbeing 
policy at all levels.  
Examples 
• A clear accountability framework is promoted to staff, 

volunteers, families, children and young people. 
• Everyone understands their own roles and 

responsibilities for child safety. 
• There are named people to discuss practices and 

concerns with. 
• Policies and procedures refer to additional information, 

support and contacts. 

3 Board members 
endorse child safety 
related policies. 

Accountability 
Framework. 

 

Board and 
Principal 

December 
2020 

1.4 A Code of Conduct provides guidelines for staff and 
volunteers on expected behavioural standards and 
responsibilities. 
Examples 
• Children, young people and their families are aware of 

the Code of Conduct and who to speak to if they are 
concerned someone is breaking the rules. 

• Children and young people are involved in developing 
team, group or class rules that outline respectful 
behaviours between children and young people. 

2 Student Code of 
Conduct provided in 
student 
documentation 
(diary, enrolment) 

Review the 
STUDENT CODE OF 
CONDUCT to ensure 
child friendly 
understanding. 

Raising a concern 
or complaint 
process to be 
promoted. 

Principal 

Deputies 

Student 
Leadership 

December 
2020 
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1.5 Risk management strategies focus on preventing, 
identifying and mitigating risks to children and 
young people.  
Examples 
• They are written into strategic/planning documents. 
• Work is planned to minimise situations where children 

may be harmed. 
• The increased level of risk associated with some 

activities is accounted for. 
• Time/funding is allocated to training/professional 

development. 

5 Regular review and 
update of Risk 
Management Process 
in response to 
regulatory 
information.  

Risk assessment for 
all extra-ordinary 
school activities using 
risk matrix. 

Allocation of time and 
funding for 
Professional 
Development of staff. 

 

 Principal 

Deputies 

 

1.6 Staff and volunteers understand their obligations 
on information sharing and recordkeeping. 
Examples 
• Recordkeeping processes meet legislated or 

contractual obligations.  
• Children and young people and their families are told 

what records are kept about them, for how long, and 
how they can access them.  

• Children and young people have a right to read their 
records and to comment on them or seek changes to 
them. 

3 Staff made aware of 
obligation and 
responsibility to 
provide professional 
record keeping. 

HANDBOOKS/gener
al information to 
state what 
information is 
collected and how it 
may be accessed. 

Principal December 
2020 
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Empowering children to participate 
National Principle 2: Children and young people are informed about their rights, participate in decisions affecting them and are taken 
seriously 

Agency:   EMMANUEL CHRISTIAN COMMUNITY SCHOOL 
Work unit: 

Completed by:         CAROL DAVIS 
Date of review:        August-October 2020 
Date of next review: April 2021 

Key action areas Rating  
1 to 5 

Evidence that 
supports rating 

Next steps for 
improvement By whom By when 
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2.1 Children and young people are informed about all 
of their rights, including to safety, information and 
participation. 
Examples  
• Talking to children and young people about 

− their right to feel safe 
− the steps the organisation takes to help keep them 

safe 
− the rules of the organisation 
− who to talk to/how to speak up if something is 

worrying them 
− what to do if someone they know is being hurt. 

• Ask their opinions through discussions, activities and 
surveys on how things could be better, what they 
like/don’t like and what makes them feel safe/unsafe 
in the organisation. 

• Children design/write child-friendly versions of policies 
and procedures.   
 

3 

KEEPING SAFE Child 
Protection Curriculum 
implemented across the 
school. (Protective 
Behaviours). 
Students are involved in 
setting and keeping 
classroom rules. 
Students are well 
informed of class and 
school rules via diaries, 
assembly reminders, 
modelled behaviour by 
staff and student leaders. 
Students leaders are 
encouraged and trained 
in leadership in both 
Primary and High School 
via attendance at special 
training events and 
leaders camp. 
 

Review the STUDENT 
CODE OF CONDUCT 
to ensure child 
friendly 
understanding. 

Provide for student 
feedback via surveys 
or anonymous 
‘suggestions box’. 

Provision of posters 
and flyers which 
promote safety, 
rights and 
responsibilities. 
 

Principal December 
2020 

2.2 The importance of friendships is recognised and 
support from peers is encouraged, to help children 
and young people feel safe and be less isolated.  
Examples  
• When a child joins the organisation, assess their needs 

(including cultural and other diversity) and help them 
build relationships. 

• Facilitate connections between children through buddy 
systems. 

• Individual support plans are in place. 

5 

ENROLMENT PROCESS is 
thorough and includes 
requirement to gather 
information from previous 
school and parents. 
Formal consideration of 
needs before students 
are allocated to classes. 
 
IEPs/ BMPs identify 
learning and 
social/emotional needs. 
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Case conferences. 
Regular feedback and 
follow-up by School 
Chaplains re student well-
being, in consultation 
with young person. 
Respect, friendship, 
kindness and care for 
others are foundational 
to our Christian School 
and modelled, promoted 
encouraged by all school 
staff. 
Regular co-curricular 
special interest and social 
events scheduled to 
promote and celebrate 
friendship and 
acceptance. 
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2.3 Where relevant to the setting or context, children 
may be offered access to sexual abuse prevention 
programs and to relevant related information in an 
age appropriate way. 
Examples  
• Protective behaviours education 
• Education regarding online safety 
• Child-friendly versions of rules/codes of conduct for 

staff and for children and young people 
• Child-friendly information about complaint processes 

3 

Implementation of the 
KEEPING SAFE: CHILD 
PROTECTION 
CURRICULUM 

 
 

PROVIDE a child 
friendly version of 
the CODE OF 
CONDUCT for staff, 
children and young 
people. 
PROVIDE external 
experts to deliver 
age appropriate 
programs for 
prevention of sexual 
abuse. 
 
PROVIDE a school 
wide program for 
online safety 
education. 

Principal  December 
2020 

2.4 Staff and volunteers are attuned to signs of harm 
and facilitate child-friendly ways for children to 
express their views, participate in decision-making 
and raise their concerns. 
Examples  
• Staff and volunteers understand the developmental 

needs of children and young people. 
• Barriers are identified and the specific needs of 

different groups of children and young people are 
responded to. 

• Proactive checking-in with children. 

4 

Annual participation of all 
staff in MANDATORY 
REPORTING & 
GROOMING PL 
 
STAFF informed of the 
school’s DISCLOSURE 
process. 
Regular item on staff 
meeting agendas. 
All support persons are 
identified on 
IEPs/BMPs/CAPs 

Inclusion of 
information in staff 
INDUCTION 
PROCESS 

Principal 
and 

Deputies 
Admin 

December 
2020 
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Involving family and community 
National Principle 3: Families and communities are informed and involved in promoting child safety and wellbeing 

Agency :   Emmanuel Christian Community School 
Work unit: 

Completed by:          Carol Davis 
Date of review:         August-October 2020 
Date of next review:  April 2021 

Key action areas Rating  
1 to 5 

Evidence that 
supports rating 

Next steps for 
improvement By whom By when 

3.1 Families participate in decisions affecting their 
child.  
Examples  
• Discuss with parents how they would like to be 

involved in the organisation. 
• Staff and volunteers are responsive to the needs of 

families, including cultural safety. 
• Parents and carers are encouraged and supported to 

talk to their children about safety and wellbeing. 

4 

Parental/guardian/support 
workers involvement in 
case conferences for IEPs, 
CAPs, BMPs. 
Pastoral care via 
educators, Chaplains.  
Complaints, concerns, 
resolution and feedback 
encouraged in policy and 
practice.  
Families informed about 
KS:CPC at class level. 
Programs available to 
families. Lesson content is 
made known to families to 
support them in discussing 
issues with their children. 
 

INCLUDE 
requirements in 
staff induction 
process 
 
RESTRUCTURE  of 
Parent Group 

Admin 
Teachers  

Board 

 
December 

2020 

3.2 The organisation engages and openly 
communicates with families and the community 
about its child safe approach and relevant 
information is accessible.  

3 
Regular NEWSLETTERS 
invite community to 
volunteer and/or 
participate in a range of 
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Examples 
• Provide timely information in a form and language that 

is accessible, including information about the 
organisation’s child safe and friendly policies and 
complaints processes. 

• There are opportunities for parents, carers and 
community members to participate in activities in the 
organisation (eg P&C committee, volunteers, elders, 
cultural advisers). 

• Open door policy for parents/carers to visit the 
organisation. 

• ‘Drop in’ sessions. 

school events or 
activities. (canteen, sport 
days, multicultural Day, 
Grandparent Day, Easter 
and ANZAC services, 
assemblies) 
 
INFORMATION sessions 
conducted for parents re 
KS:CPC in K and PP 
classes. 
 
ORIENTATION DAY for 
Kindergarten entry. 
 
COLLABORATION with 
Roseworth Parent and 
Child Centre to provide 
information about child 
safety for a variety of 
cultures and ethnic 
groups – notably 
Burmese (Chin and 
Karen), Sudanese (Dinka, 
Arabic). 
 
EXIT interviews are 
conducted by the 
Principal. 

PROVIDE KS:CPC 
information in Chin, 
Karen, Dinka and 
Arabic 
 
ENSURE that child 
related and 
concerns and 
complaints policies 
are available on the 
school website. 
 
ENSURE policies are 
easily accessible on 
the website 

 
 

Admin 
Teachers 
IT staff 

 
December 

2020 
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3.3 Families and communities have a say in the 
development and review of the organisation’s 
policies and practices.   
Examples 
• Actively invite feedback or opinions through informal 

discussions, forums, meetings and surveys. 
• Supporting several parents/carers to speak with others 

and report back to the organisation on how things 
could be better, how the organisation could work in 
more culturally appropriate ways, what they like/don’t 
like. 

• Barriers that may prevent parent, carer and/or 
community participation have been identified and 
addressed. 

• Establish connections with external agencies or 
community leaders who can support the organisation 
to build culturally respectful practices.  

2 

COLLABORATION with 
Roseworth Parent and 
Child Centre to provide 
information about child 
safety for a variety of 
cultures and ethnic 
groups – notably 
Burmese (Chin and 
Karen), Sudanese (Dinka, 
Arabic). 
 
ANNUAL Multicultural Day 
celebrations. 
 
Use of bilingual Deputy 
for parent meetings and 
liaison/interpretation with 
support services. 

 
 
 
 

ESTABLISH an 
Advisory Group of 
representatives 
from Burmese, 
Sudanese, 
Romanian and 
Vietnamese 
community leaders. 
 
ACTIVELY invite 
feedback or 
opinions about how 
the school may 
improve 
communication and  
processes. 
  
RE-ESTABLISH the 
use of parent 
representatives for 
each 
classroom/year 
group. 

Board  
Principal 
Community 
leaders 
Parent Group 

December 
2020 

3.4 Families, carers and the community are informed 
about the organisation’s operations and 
governance. 
Examples 
• Policies and information are provided in accessible 

language and formats and inform families of the 
support available to them and complaints processes.  

• Organisations seek guidance from families, elders, and 
experienced people about the needs of children and 
young people with disabilities, complex needs or from 
culturally diverse backgrounds. 

4 

Complaints Policy and 
Governance information 
available on school 
website. 
Families, support 
services, AISWA 
consultants are part of 
providing guidance for 
the complex needs of 
students. 

Provision of policy 
information at 
enrolment 

Principal 
Enrolment 
Officer 

December 
2020 
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Equity upheld and diverse needs respected 
National Principle 4: Equity is upheld and diverse needs respected in policy and practice 

Agency:   Emmanuel Christian Community School 
Work unit: 

Completed by:         Carol Davis 
Date of review:        August –October 2020 
Date of next review: April 2021  

Key action areas Rating  
1 to 5 

Evidence that 
supports rating 

Next steps for 
improvement By whom By when 
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4.1 The organisation, including staff and volunteers, 
understands children and young people’s diverse 
circumstances, and provides support and responds 
to those who are vulnerable. 
Examples 
• The organisation’s environment reflects the lives and 

identities of the children within the organisation 
through artwork; positive images, photos and role 
models; maps of Aboriginal cultural boundaries; and 
information about different countries.  

• Respect for diversity and cultural differences is 
embedded in all policies and practices and affirms that 
children and young people’s cultural identity or 
religious beliefs are fundamental to their wellbeing. 

• Ensuring practices are in place that promote the 
inclusion and safety of children and young people with 
disability. 

• All children and families, including those from diverse 
backgrounds, are supported to give feedback and 
input into review processes. 

3 

Students’ diverse needs 
are identified at 
enrolment in discussion 
with family. 
IEPs/CAPs/BMP are 
implemented. 
Pastoral Care is 
expected of all 
educators at classroom 
level. 
 Whole school teaching 
and support staff take 
responsibility for well 
being of all students. 
Deputy Principal for 
Students is available to 
both staff and families 
for consultation, advice 
and support.  
Respect for cultural 
diversity is reflected in 
policies. 
Special Events 
celebrated: Multicultural 
Day, Reconciliation Day, 
NAIDOC Week. 

 

COMMUNITY 
REVIEW PROCESS to 
provide feedback to 
determine 
effectiveness of 
policy and practice. 
 
IMPROVE displays of 
students and their 
creative work in 
posters, photos, 
displays.  
PURCHASE and 
display artworks that 
celebrate students’ 
history and cultural 
diversity in and 
around the school. 

Principal  
Deputies 
Teachers 

December 
2020 

January 
2021 
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4.2 Children and young people have access to 
information, support and complaints processes in 
ways that are culturally safe, accessible and easy 
to understand.  
Examples 
• Strategies for promoting the participation of 

vulnerable children and young people are 
implemented. 

• Resources, activities and information reflect diversity 
across all categories.  

3 
Information is available 
on website and in 
support rooms. 

Increase the 
information 
reminding students 
of support options in 
classrooms and 
public areas. 
Produce and display 
child friendly 
information. 
Include information 
in student diaries. 
Regular update and 
review of 
information. 

Admin 
Deputies 

December 
2020 
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4.3 The organisation pays particular attention to the 
needs of Aboriginal and Torres Strait Islander 
children, children with disability, children from 
culturally and linguistically diverse backgrounds, 
those who are unable to live at home, and lesbian, 
gay, bisexual, transgender and intersex children 
and young people. 
Examples 
• Guidance is sought from experienced others in regards 

to the needs of children and young people with 
disabilities, complex needs or from culturally diverse 
backgrounds. 

• Actively promotes and supports the diversity of family 
structures and relationships. 

• Accounts for the increased level or risk associated with 
particular vulnerabilities of some children. 

• All children and young people have fair access to the 
relationships, skills, knowledge and resources they 
need to be safe, in equal measure with their peers. 

4 

Student needs are 
identified at enrolment: 
IEP, BMP, pastoral care 
support. 
PARENT input is always 
sought. 
HANDOVER of students 
at year end is 
comprehensive and 
required practice. 
Aboriginal and Torres 
Strait Islander children 
are identified via 
enrolment 
documentation. 
TEACHERS are 
supported by Education 
Assistants in years K – 4 
for students with 
disability, EAL/D, 
learning needs. 
REGULAR and on-going 
meetings with TEAMS 
responsible for children 
in the care of the 
Department of 
Communities. 
ALL students are 
treated equally and 
have the same rights in 
the school. 
EMPLOYMENT of 
Educational Psychologist 
1 day per fortnight at 
the school. 
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Managing staff and volunteers 
National Principle 5: People working with children and young people are suitable and supported to reflect child safety and wellbeing 
values in practice 

Agency:     Emmanuel Christian Community School 
Work unit: 

Completed by:          Carol Davis 
Date of review:         August – October 2020 
Date of next review:  April 2021 

Key action areas Rating  
1 to 5 

Evidence that 
supports rating 

Next steps for 
improvement By whom By when 

5.1 Recruitment, including advertising, referee checks 
and staff and volunteer pre-employment screening 
emphasise child safety and wellbeing.  
Examples 
• Multi-person interview panel. 
• Transparent short-listing process. 
• Standardised reference checks. 
• Staff and volunteers are from diverse cultures, abilities 

and identities. 

3 

WWC /Police check 
required and to be 
provided with 
application for ALL 
staff and volunteers. 
TRBWA required for 
all teaching staff. 
INTERVIEW panel 
consists of at least 2 
senior school leaders, 
Principal and Board 
Chair. 
DIVERSE cultures, 
languages and 
abilities are 
represented in the 
staff of our school. 
 
 
 

PRODUCE a 
standardised 
reference check. 
PRODUCE a 
transparent short-
listing process. 
UPDATE the 
employment 
process to ensure 
transparency. 

Principal 
Business 
Manager 
Board  

December 
2020 
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5.2 Relevant staff and volunteers have current working 
with children checks or equivalent backgrounds.  
Examples 
• Identity checks. 
• Qualification verification. 
• Working with Children Check. 
• National Police Check. 

5 

WWC, TRBWA and 
Police Checks are 
recorded in register. 
STAFF are alerted to 
expiry dates. 
HR documents record 
qualifications, 
citizenship, visas etc. 
 

   

5.3 All staff and volunteers receive an appropriate 
induction and are aware of their responsibilities to 
children and young people, including 
recordkeeping, information sharing and reporting 
obligations.  
Examples 
• Induction processes include training on child safe 

policies and day-to-day child safe practices in the 
workplace. 

• There is specific content related to respect for and 
meeting the needs of children, regardless of their 
individual characteristics, cultural backgrounds and 
abilities. 

4 

INDUCTION includes 
written information 
and signed 
documents for ethics 
and confidentiality, 
responsibilities of 
pastoral care, TRB 
Code of Conduct, 
commitment to child 
safe practices, cyber 
safety, mobile phone 
use.  
GROUP and 
Individual inductions. 
REGULAR attention to 
and update of policy 
and process at staff 
meetings (minuted) 
and daily devotional 
time as required. 
 
 
 
 

IMPROVE  induction 
process to include 
the National 
Principles for Child 
Safe Organisations 
WA. 
Update Induction 
process to ensure 
comprehensive 
coverage and 
record of all 
matters, completion 
of on line 
documentation 
requirements, 
mentoring of new 
staff. 
 

Principal 
Deputy Principals 
HR manager 

December 
2020 
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5.4 Ongoing supervision and people management is 
focused on child safety and wellbeing. 
Examples 
• Regular training, professional development and/or 

information sessions. 
• Discussion of child safe practices and checks for 

understanding of policies and procedures. 
• Relevant aspects incorporated within performance 

plans. 
• Circulation of information about policies and 

procedures. 
• Active communication of internal and/or external 

supports. 
• Staff mentoring. 
• Clear disciplinary and grievance procedures, which are 

linked to codes of conduct and feedback/complaint 
mechanisms. 

3 

REGULAR REVIEW of 
child related polices 
at staff meetings. 
Child safe TRAINING 
undertaken annually 
and as required. 
MENTORING of new 
staff to ensure 
understanding of 
practice and 
procedure. 

INCORPORATE child 
safe policy 
understanding into 
staff appraisal 
plans. 
PRODUCE  clear 
disciplinary and 
grievance POLICY 
AND PROCEDURE 
linked to Codes of 
Conduct and school 
Complaint 
procedure. 

Principal 
Board  
Deputies 
HR 

December 
2020 
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Child friendly complaint process and reporting 
National Principle 6: Processes to respond to complaints and concerns are child focused 

Agency:      EMMANUEL CHRISTIAN COMMUNITY SCHOOL 
Work unit: 

Completed by:          Carol Davis 
Date of review:         August-October  2020 
Date of next review:  April 2021 

Key action areas 
Rati
ng  1 
to 5 

Evidence that 
supports rating 

Next steps for 
improvement By whom By when 
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6.1 The organisation has an accessible, child focused 
complaint handling policy which clearly outlines 
the roles and responsibilities of leadership, staff 
and volunteers, approaches to dealing with 
different types of complaints, breaches of relevant 
policies or the Code of Conduct and obligations to 
act and report.  
Examples  
• Multiple pathways for staff, volunteers, children, 

young people and parents/carers to provide feedback, 
raise concerns or complaints. Specifically, 
incorporating feedback into activities, anonymous 
dropbox or online system, regular invitations to talk or 
checking-in with people. 

• Designated staff role for promoting child safety (more 
than one). 

• Staff and volunteers discuss and invite complaints and 
feedback. 

• Information is accessible, age-appropriate and in 
meaningful formats and is mindful of diverse 
characteristics, cultural backgrounds and abilities. 

• Visible posters/flyers/flowcharts.  
• Information on the website. 

2 

Process for raising a 
concern or complaint is 
on school website: 

• Raising a Concern 
• Who to approach 
• Levels of concern 

or complaint 
• Response 
• Appeal 

STAFF HANDBOOK 
outlines the staff 
complaint procedure. 

IMPROVE number 
of pathways 
available to staff, 
volunteers, children, 
young people and 
parents to provide 
feedback via: 
including feedback 
into activities, 
suggestion box, 
online. 
REVIEW the 
Complaints Policy to 
ensure roles and 
responsibilities of 
leadership, staff and 
volunteers are clear. 
REVIEW Staff 
Complaint policy. 
APPOINT a 
designated child 
safety promotion 
officer. 
PROVIDE  visible 
posters, flyers, 
flowcharts for 
display around 
school and in 
classrooms. 
ENSURE all staff 
receive a copy of the 
NATIONAL 

Principal 
Board 
Deputies 
HR 

 ONGOING 
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PRINCIPLES FOR 
CHILD SAFE 
ORGANISATIONS 
WA. 

6.2 Effective complaint handling processes are 
understood by children and young people, families, 
staff and volunteers, and are culturally safe. 
Examples  
• Barriers that may prevent staff, volunteers, families, 

children and young people from providing feedback, 
raising concerns or making a formal complaint are 
identified and addressed. 

• The cultural appropriateness of processes has been 
considered. 

• There are ways for people with communication 
difficulties to raise concerns. 

• Complaints from an advocate or someone speaking on 
behalf of children are accepted. 

2 

PROMPT response to 
complaints or feedback 
from families. 
PASTORAL Care is a 
fixed item at all weekly 
Senior Leadership 
meetings. 
Advocates may raise 
concerns on behalf of 
children/young people. 

CONSIDER cultural 
appropriateness in 
developing future 
policies. 

Principal 
Deputies 

  HR 
ONGOING 
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6.3 Complaints are taken seriously and responded to 
promptly and thoroughly. 
Examples  
• Processes include approaches to dealing with 

situations in which a child may cause harm to another 
child. 

• There are several pathways to escalate concerns. 
• Complainants are kept informed of the progress and 

outcome. 
• Feedback and complaints lead to improvement in 

service planning and/or delivery. 

3 

Response to complaints 
within 24 hours with aim 
to resolve as soon as 
possible. 
Student Behaviour 
Management policy 
outlines procedures in 
dealing with children 
causing harm to others. 
Professional Training 
of 24 staff in TEAM 
TEACH in 2020 and for 
current, returning and 
new staff is planned for 
2021. 

UPDATE Student 
Behaviour 
Management Policy 
for whole school K-
12 approach. 
PROVIDE process 
whereby complaints 
can lead to 
improvement in 
service. 

Principal 
Board 
Deputies 

End term 1 
2021 

6.4 The organisation has policies and procedures in 
place that address reporting of complaints and 
concerns to relevant authorities, whether or not 
the law requires reporting, and co-operates with 
law enforcement. 
Examples 
• The complaints process prioritises the safety and 

wellbeing of children and young people.  
• The complaints process includes a recordkeeping 

system that is linked to decision making, reporting 
requirements and disciplinary processes.  

5 

ANNUAL Mandatory 
Reporting and Grooming 
training of staff. 
STAFF are reminded 
and informed of the 
procedure for reporting 
complaints and concerns 
at minuted staff 
meetings. 
Process for 
RECORDING A 
DISCLOSURE by a 
student is in place. 
Policies follow legal 
requirements. 
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6.5 Reporting, privacy and employment law obligations 
are met. 
Examples 
• Complaints processes and disciplinary proceedings are 

clear and facilitate procedural fairness and natural 
justice for all parties involved in the complaint. 

• Translation services and bicultural staff with 
knowledge of child abuse issues are used when 
needed to facilitate reporting and complaint handling. 

3 

Bi cultural staff are used 
to assist in complaint 
handling. 
Policies and procedures 
reflect attention to 
procedural fairness. 
 

REVIEW and 
improve the 
Complaint Policy to 
ensure transparency 
of process. 

Principal 
Board 

December 
2020 
ONGOING 
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Education and development 
National Principle 7: Staff and volunteers are equipped with the knowledge, skills and awareness to keep children and young people safe 
through ongoing education and training 

Agency:     EMMANUEL CHRISTIAN COMMUNITY SCHOOL 
Work unit: 

Completed by:         Carol Davis 
Date of review:        August-October 2020 
Date of next review: April 2021 

Key action areas Rating  
1 to 5 

Evidence that 
supports rating 

Next steps for 
improvement By whom By when 
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7.1 Staff and volunteers are trained and supported to 
effectively implement the organisation’s child 
safety and wellbeing policy. 
Examples 
• Training addresses the needs of the whole 

organisation, including leaders and governing bodies, 
to ensure they have the knowledge and information 
required to understand their responsibilities. 

• Training and resources provided to staff/volunteers 
are accessible, evidence-based and reviewed regularly. 
Where necessary/applicable, external experts support 
or provide training. 

• Resources, or information about resources, are 
prominently displayed in staff areas or on an intranet. 

• Resources are from organisations that have expertise 
in the safety of children and young people. 

• Ongoing professional development/training is provided 
to support ongoing responsiveness to, and application 
of, child safe and friendly practices in the workplace. 

4 

ANNUAL training 
of all staff in: 
Mandatory 
Reporting and 
Grooming. (bi-
annually) 
Code of Conduct 
Professional 
Boundaries 
Policies and 
resources on the 
intranet. 
Delivery of 
relevant PL via 
AISWA consultants.  
TEAM TEACH in 
2020 and 2021 
KEEPING SAFE 
(KS:CPC) 
curriculum K-12. 
INCLUSION of 
child safe policy 
and procedures at 
induction. 

BOARD 
MEMBERS to 
undergo 
Mandatory 
Reporting and 
Grooming training 
ATTENDANCE of 
2 staff members 
for Train the 
Trainer in 2021 
for ‘Keeping Safe’ 
curriculum. 

Board 
Leadership 

2021 and 
ongoing 
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7.2 Staff and volunteers receive training and 
information to recognise indicators of child harm, 
including harm caused by other children and young 
people.  
Examples  
• Training and information on the dynamics of child 

abuse. 
• How to identify and respond to behaviour by others 

that is considered risky or harmful to children. 

5 

KEEPING SAFE 
(KS:CPC) 
Curriculum 
implemented K-12. 
ANNUAL training 
of all staff in: 
Mandatory 
Reporting and 
Grooming.  
Code of Conduct 
Professional 
Boundaries 
Policies and 
resources on the 
intranet. 
Child Safe policies 
provided and 
outlined at 
INDUCTION. 
 
 
 

KS:CPC Train the 
Trainer in 2021 
KS:CPC refresher 
training every two 
years thereafter 

Leadership April 
2021 
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7.3 Staff and volunteers receive training and 
information to respond effectively to issues of child 
safety and wellbeing and support colleagues who 
disclose harm. 
Examples  
• The process of disclosure and responding to children 

and young people. 
• Policies, procedures and reporting within the 

organisation, and legal reporting obligations. 
• Where to access further support internally and/or 

externally, including what do to if concerns are not 
acted on appropriately. 

4 

KEEPING SAFE 
(KS:CPC) 
Curriculum 
implemented K-12. 
RECORD OF 
DISCLOSURE 
form and process 
explained at staff 
meetings at least 
once per year. 
Clear procedure 
and reporting lines 
following 
disclosure. 
Support and 
Pastoral care for 
staff in place. 

REVIEW  of 
policy to ensure 
clarity of action if 
concerns are not 
acted on 
appropriately. 

Leadership 
December 
2020 and 
on going 

7.4 Staff and volunteers receive training and 
information on how to build culturally safe 
environments for children and young people. 
Examples  
• Supporting the participation of all children and young 

people, families and communities. 
• Training is culturally responsive to the needs of 

Aboriginal, migrant, refugee and multi-faith 
communities and to the needs of people with 
disability; for example, by being delivered jointly by 
bilingual and/or bicultural workers. 

• Information on education opportunities for children, 
young people and parents and carers about child 
abuse, protective behaviours and online safety is 
provided in accessible formats. 

2 

KEEPING SAFE 
(KS:CPC) 
Curriculum 
implemented K-12 

TRAINING which 
is culturally 
specific/targeted. 
MONITOR and 
ADAPT the 
delivery of the 
KS:CPC in our 
school to be more 
culturally 
appropriate and 
informed. 
ITEMISE the 
KS:CPC program 
for discussion at 

Leadership 
Parents and 
Friends. 
Chaplains 
 

April 2021 
and on 
going 
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staff meetings for 
2021. 
INVESTIGATE 
the formation of a 
group of leaders 
or spokespersons 
for ethnic and 
cultural groups 
within our school. 
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Safe environments – physical and online 
National Principle 8: Physical and online environments promote safety and wellbeing while minimising the opportunity for children and 
young people to be harmed 

Agency:     EMMANUEL CHRISTIAN COMMUNITY SCHOOL 
Work unit: 

Completed by:            Carol Davis 
Date of review:           August-October 2020 
Date of next review:    April 2021 

Key action areas Rating  
1 to 5 

Evidence that 
supports rating 

Next steps for 
improvement By whom By when 

8.1 Staff and volunteers identify and mitigate risks in 
the online and physical environments without 
compromising a child’s right to privacy, access to 
information, social connections and learning 
opportunities.  
Examples  
• Particular attention is given to safety and diverse needs 

of children in closed or segregated environments, such 
as out-of-home care, boarding schools, youth 
detention, specialist education facilities and disability 
support settings. 

• Guidelines are in place to reduce risk during activities 
such as toileting, showering and changing clothes 
between an adult and children and young people, and 
also the risk of inappropriate or harmful contact 
between children. 

4 

RISK 
ASSESSMENTS 
required for all 
excursions, 
prioritising student 
needs. 
TRAINING 
provided for staff 
responsible for 
special needs 
students. 
On going support 
and contact with 
support services: 
OT, Speech, 
Nursing services, 
disability support 
workers. 
IEPs for every 
supported student. 

  ON GOING 
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8.2 The online environment is used in accordance with 
the organisation’s Code of Conduct and child safety 
and wellbeing policy and practices.  
Examples 
• Guidelines are in place about the taking and storage of 

photos of children. 
• Guidelines are in place for staff and volunteers about 

communication with children via personal phones, 
emails and social media.  

• Guidelines and education about cybersafety and online 
security for children and young people is provided, or 
links to education resources are provided. 

4 

 
 
 
 
 
 
 
 
 
CONSENT for use of 
photos/videos 
required at 
enrolment. Right to 
withdraw at any time. 
CYBER SAFETY 
programs for parental 
use encouraged and 
provided by school. 
CYBER SAFE 
POLICY in place. 
Student and Staff 
Codes of Conduct 
address safety, 
responsibility and 
risk. 
Student Behaviour 
Management 
addresses 
breaches. 
 

Update policies 
Principal 
Deputies 
HOLAs 
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8.3 Risk management plans consider risks posed by 

organisational settings, activities and the physical 
environment.   
Examples  
• Strategies are adapted for the different settings in 

which the organisation works and the particular needs 
of the children and young people. 

• Visibility has been considered and activities planned 
accordingly, or other practices are strengthened. 

• Access to the organisation is actively monitored. 
• Off-site activities are planned to take into account the 

physical environment. 
• Procedures and guidelines for managing toilet breaks, 

changing clothes and personal care are in place. 

 
5 

All incursions and 
excursions have risk 
assessments 
completed using a 
risk matrix. 
Planned events 
consider 
environment, 
weather, activities. 
Benefit/Risk 
assessment 
undertaken for both 
on and off site 
activities. 
Sign in and sign 
out procedure bor 
all visitors and 
managed by 
administration. 

PL provided to all 
primary educators 
via AISWA for 
Benefit/Risk 
analysis and 
production of an 
Assessment 

All educators in 
Primary school 

Completed 
September 
2020. 

8.4 Organisations that contract facilities and services 
from third parties have procurement policies that 
ensure the safety of children and young people. 
Examples 
• Contracts specify implementation of child safe 

principles. 
• Contracted agencies have child focused complaints 

systems and report to the funding organisation on 
complaints received. 

3 

Sign in and out 
procedure includes 
agreement to child 
safe practices 
 

Add request for 
WWC to the sign in 
and out procedure 
Provide 
contractors with 
document outlining 
safety requirements 
Regular 
contractors to 
provide copy of 
WWC card 

Business 
Manager 
Operations 
Manager 

February 
2021 
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Continuous improvement 
National Principle 9: Implementation of the National Principles for Child Safe Organisations WA is regularly reviewed and improved 

Agency:         EMMANUEL CHRISTIAN COMMUNITY SCHOOL 
Work unit: 

Completed by:          Carol Davis 
Date of review:         August-October 2020 
Date of next review:  April 2021 

Key action areas Rating  
1 to 5 

Evidence that 
supports rating 

Next steps for 
improvement By whom By when 

9.1 The organisation regularly reviews, evaluates and 
improves child safe practices.  
Examples  
• Reviews check for enactment of policies and 

procedures and are informed by a range of 
information/data sources from the organisation. 

• There is regular proactive discussion/input about 
practice as part of general meetings and informed by 
general feedback, input from staff, volunteers, 
children, young people, carers and parents. 

• The organisation is attentive and responsive to new 
challenges, such as changes of children in the 
organisation or to the diverse needs of children and 
families.  

• If serving children who are at risk, more vulnerable or 
hard to reach, the organisation gives attention to the 
evolving evidence base in relation to the safety of all 
children, being mindful of their individual 
characteristics, cultural backgrounds and abilities. 

3 

Review of policies 
and practices in 
response to the 
needs of diverse 
students at our 
school 
Reminders and 
updates about child 
safe and duty of care  
matters at daily staff 
meetings and formal 
end of term meetings 
Staff Participation 
in TEAM TEACH 
programme in 
primary school in 
2020 and 2021. 

Implement and 
diarise regular 
and systematic 
updates, 
reminders and in 
school training for 
staff around child 
safe practices and 
procedures 
throughout the 
school year. 
Add the regular 
evaluation of 
policies to 
leadership meetings 
to ensure 
organisational 
change to improve 
practice 

Leadership April 2021 
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9.2 Complaints, concerns and safety incidents are 
analysed to identify causes and systemic failures 
so as to inform continuous improvement.  
Examples  
• A thorough review is undertaken at the earliest 

opportunity when a complaint has occurred and is 
finalised to identify the cause of the problem, systemic 
issues and failures, organisational risks and areas for 
improvement or changes required. 

• The organisation fosters open and positive 
relationships with other organisations to share lessons 
learnt, experiences and practices. 

• An external expert conducts an independent review of 
complaint handling. 

2 

Accident and 
Incident file is 
maintained  
All accidents and 
incidents are logged 
Safety review 
following and 
accident or incident 

Appointment and 
training of a 
school Safety 
Officer 
Establishment of 
a OHS committee at 
Board level 
Engagement of 
an independent 
arbiter to review 
complaints handling 

Leadership 
Board 
Operations 
Manager 
Business 
Manager 

April 2021 

9.3 The organisation reports on the findings of relevant 
reviews to staff and volunteers, community and 
families and children and young people. 
Examples 
• Self-assessment and review of all child safe 

organisation principles and strategies are undertaken 
regularly and leaders in the organisation are aware of 
the outcomes, any areas requiring attention and the 
completion of necessary tasks. 

• Policies and procedures are dated, and new 
versions/changes are brought to the attention of staff, 
volunteers, parents, carers, children and young people 
and supported by relevant information and/or training 
as required. 

3 

Child safe self-
assessment and 
review is presented 
to governing body 
Policies are dated 
Provision of Training 
when required by 
changes or updates 
of policy or procedure 
 

Presentation of self 
assessment review 
to Board 
Systemmatic and 
regular reporting 
of reviews and 
changes to policy or 
procedure to staff  
New or changed 
policy and 
procedure reported 
to parents/families 
and students where 
needed 

Principal December 
2020 
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Child safe and friendly policies 
National Principle 10: Policies and procedures document how the organisation is safe for children and young people 

Agency:          EMMANUEL CHRISTIAN COMMUNITY SCHOOL 
Work unit: 

Completed by:          Carol Davis 
Date of review:         August – October 2020 
Date of next review:  April 2021 

Key action areas Rating  
1 to 5 

Evidence that 
supports rating 

Next steps for 
improvement By whom By when 

10.1 Policies and procedures address all National Child 
Safe Principles.  

Examples 
• A coherent framework of policies and procedures 

outlines the organisation’s commitment to child safety 
and the proactive steps taken to address this.  

• There is a code of conduct, a risk management 
strategy, and feedback and complaints procedures. 

• Clear procedures for staff and volunteer management 
(including recruitment, education and development), 
ongoing supervision and disciplinary procedures. 

3 

Policies support 
National Child Safe 
Principles or are 
undergoing edit 
Code of Conduct is 
required reading for 
all staff and 
volunteers 

Implementation 
of outcomes of self 
assessment and 
review audit  
Require the 
signing by all 
staff of Staff Code 
of Conduct and TRB 
Professional 
Boundaries 
handbook 
Develop a 
framework of 
policies which 
supports the 
Principles 

Leadership  2021 

10.2 Policies and procedures are documented and easy 
to understand.  

Examples 
• Staff are trained in the policies and they are discussed 

in supervision, meetings and reviews.  

3 

All policies are 
documented and 
placed on school 
intranet and website 
where required. 

Provide versions 
of policy that are 
easy to understand 
for our school 
parents, children 
and young people 

Leadership 2021 
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• Policies and procedures are clear, easy to understand 
and accessible to all stakeholders, including staff, 
volunteers, families, children and young people. This 
may mean there are separate versions for each 
stakeholder group.  

• Policies and procedures make clear reference to 
additional considerations or specific strategies for 
Aboriginal and Torres Strait Islander children, children 
with disability, children from culturally and 
linguistically diverse backgrounds, those who are 
unable to live at home, and lesbian, gay, bisexual, 
transgender and intersex children and young people, 
to ensure their safety and participation. These 
strategies are implemented, and outcomes monitored. 

Policies and 
Procedures, IEPs 
and BMPs to 
consider needs of 
our culturally and 
linguistically diverse 
school family 
 

10.3 Best practice models and stakeholder 
consultation informs the development of policies 
and procedures.  

Examples  
• Everyone in the organisation, including staff, 

volunteers, children and young people and families 
can describe what the organisation has in place to 
keep children and young people safe or what to do in 
particular circumstances, such as how to make a 
complaint. 

• A variety of methods are used to involve stakeholders 
in development of policies and practices (eg surveys, 
informal discussions, focused meetings). 

3 

Staff, parent and 
student surveys 
are undertaken 
Feedback is 
analysed to inform 
change and 
improvement and this 
is shared with staff 
and parents. 
Re establishment 
of school Parent and 
Friends group 

Develop a 
Framework to 
detail how the 
school keeps 
children and young 
people safe 
Up date and 
improve the 
Complaints 
Procedure for staff 
and 
parents/families. 

Principal 2021 
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10.4 Leaders champion and model compliance with 
policies and procedures.  

Examples  
• Leaders put the best interests of children first at all 

times. 
• Leaders support anyone to safely disclose their 

concerns and are responsive. 
• Leaders are open to suggestions and complaints. 

3 

Undertaken the Self 
assessment and 
review tool 
Leaders are 
responsive to 
complaints and 
concerns raised. 
Disclosure Policy 
and procedure 
regular reminder at 
staff meetings 

Update policy and 
procedure for 
dealing with 
complaints and 
concerns 
Provide an 
independent 
arbiter for 
complaint resolution 

Principal 2021 

10.5 Staff and volunteers understand and implement 
policies and procedures.  

Examples  
• Child safe practices within the organisation are 

consistent across the board and compliant with 
policies and procedures, including culturally safe work 
practices. 

• Surveys of executive, staff and volunteers 
demonstrate high levels of understanding of policies, 
procedures and practices of the organisation. 

3 

Staff are aware of 
the Staff Manual in 
hard copy and on the 
intranet 
 

Improve and 
update induction 
process for new 
staff to reflect child 
safe practices and 
responsibilities 
Use PL sessions 
and staff meetings 
to workshop policies  
Staff to complete 
questionnaires 
related to child safe 
policies and 
practices 

Principal 2021 

 

 
 
Completed by   ___Carol Davis______________            Date: _2/11/20__________ 
 
Approved / Noted by  ___________________________   Date: ___________ 
 
Approved / Noted by  ____________________________   Date: ___________ 
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Approved / Noted by  ____________________________   Date: ___________ 
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