WORKING WITH CHILDREN POLICY - Club Narrabri

1. PURPOSE

Club Narrabri (the Club) aims to provide a safe and secure environment for all children.
This policy promotes the safety, welfare and well-being of children and sets out
measures to protect them while attending the Club.

The Club achieves this by ensuring that background checks and Working with Children
Checks (WWCC) are completed and verified for all relevant employees, contractors and
volunteers, and by implementing the NSW Child Safe Standards.

2. SCOPE

This policy applies to all employees, contractors, labour-hire staff, subcontractors and
volunteers engaged by or on behalf of the Club who may interact with children.

Where a person under 18 years of age performs duties at the Club, the Club will follow
OCG guidance on exemptions and ensure appropriate supervision. Under-18 persons
who are exempt from holding a WWCC must never be left unsupervised in child-related
roles.

3. DEFINITIONS
For the purposes of this policy:
e The Act means the Child Protection (Working with Children) Act 2012 (NSW).

o The Regulation means the Child Protection (Working with Children) Regulation
2013.

e The Children’s Guardian Act 2019 (NSW) establishes the Office of the
Children’s Guardian (OCG) and the Reportable Conduct Scheme.

e Child or Children means a person or persons under the age of 18 years.



Child-Related Work has the meaning given in the Act and Regulation, being
work (either paid or unpaid) that involves direct physical or face-to-face contact
with children or is otherwise prescribed as child-related work.

4. POLICY STATEMENT

The Club will:

1.

Register as an employer with the Office of the Children’s Guardian (OCG) and
use the OCG employer verification portal to verify all WWCC numbers and
maintain records of verification.

Not employ or continue to employ any person in a position involving child-
related work unless that person holds a current WWCC clearance.

Verify that every newly engaged employee, contractor or volunteer in child-
related work has a current clearance or valid application before commencing.

Not engage or allow a Disqualified Person to undertake child-related work.

Implement and maintain the NSW Child Safe Standards, including staff training,
risk management, a Child Safety Code of Conduct and a child-friendly
complaints process.

Comply with the Reportable Conduct Scheme under the Children’s Guardian Act
2019 by notifying the OCG of any reportable allegation or conviction within seven
(7) business days of becoming aware of it and providing interim and final reports
as required.

5. PROCEDURE

1.

The Club will abide by the Act, which makes it an offence for a person convicted
of a serious sex offence to apply for, undertake or remain in child-related
employment.

If an employee is rostered to work in a position that requires a WWCC clearance,
they must apply for and obtain a clear WWCC before commencing those duties.
Applications are completed online through the NSW OCG website.

Employees must provide their WWCC number and date of birth to the
Operations Manager for verification through the OCG portal. Verification records
will be securely stored for a minimum of seven years after employment ends.



4. All employees must maintain a current WWCC and notify the Club of any change

to their clearance status. The Operations Manager will use the OCG employer
portal to monitor expiry dates and prompt renewals.

If verification shows that a person is a Prohibited Person or the OCG revokes a
clearance, the individual must be immediately removed from child-related
duties.

6. Reportable Conduct Procedure:

o When areportable allegation or conviction is made against an employee,
contractor or volunteer, the Head of Relevant Entity (or delegate) must
assess the child’s immediate safety and notify Police and/or the
Department of Communities and Justice if appropriate.

o A7-day notification must be submitted to the OCG using the approved
form.

o Ifthe investigation is not finalised within 30 days, an interim report must
be provided to the OCG explaining progress and timeframe.

o Allinvestigations must observe procedural fairness, confidentiality and
documentation requirements.

o Finalfindings and disciplinary outcomes must be reported to the OCG as
required.

7. Training and Awareness:

All staff, volunteers and contractors must complete child-safety training on
induction and refresher training at least every two years. Training will cover the
Child Safe Standards, the WWCC process, and recognising and reporting abuse.

6. EMPLOYEE RESPONSIBILITIES

When working with children, employees, contractors and volunteers must:

1.

Always demonstrate appropriate behaviour in line with the Club’s Child Safety
Code of Conduct.

Minimise the amount of time spent alone with a child where possible.

Identify the child’s parent or carer, record their contact details and ensure they
are informed of activities the child will undertake.

Ensure children are never left unsupervised.



5. Immediately report to Security or the Duty Manager any adult observed loitering
or behaving suspiciously near children.

6. Minimise physical contact with children.
7. Ensure awitness is present when providing first aid or personal care.

8. Complete required child-safe training and participate in risk assessments for
activities involving children.

7. RECORD KEEPING AND PRIVACY

The Club will keep confidential records of all WWCC verifications, reportable conduct
notifications and investigation documents in secure storage. Access is restricted to
authorised management staff. Records will be retained in accordance with OCG
requirements and the Club’s Record Management Policy. Personal information will be
managed in accordance with the Privacy and Personal Information Protection Act 1998
(NSW).

8. RELATED DOCUMENTATION
¢ NSW Child Safe Standards — Office of the Children’s Guardian
e Reportable Conduct Scheme Guidelines — Office of the Children’s Guardian
e Child Protection (Working with Children) Act 2012 and Regulation 2013
o Children’s Guardian Act 2019

e OCG Employer Verification Portal — https://ocg.nsw.gov.au

¢ Child Safety Handbook — JNJGF and Golf NSW

The Club will review this policy every two years, or earlier if OCG guidance or legislation
changes.

9. BREACH OF THIS POLICY

Any employee, contractor or volunteer who breaches this policy repeatedly or
intentionally will be subject to disciplinary action, which may include termination of
employment or contract and, where applicable, notification to the Office of the
Children’s Guardian or Police.


https://ocg.nsw.gov.au/?utm_source=chatgpt.com

