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Working With Children Check Policy

RATIONALE 
At Mountain Gate Primary School we are safe, friendly and organised. Mountain Gate Primary School creates an enjoyable learning environment where students and staff can flourish and prosper. Mountain Gate Primary School values and respects the important and responsible role the community has in the success and long-term viability of Mountain Gate Primary School  Primary School.

Student safety is of paramount importance at Mountain Gate Primary School. Accordingly, it is important that all staff and volunteers that interact with the students are suitable and will not compromise the safety of students. Mountain Gate Primary School will implement a robust process that aligns and complies with the Department’s standards, requirements and guidelines and will maintain a Working With Children Check Register for all staff and volunteers at our school. Volunteers at the school must also have completed parent helper training to assist with school programs. 

This procedure applies to all positions at the school including staff, volunteer, honorary, consultant and contractor positions. (This policy does not include teachers as this is a component of the VIT Registration process)
AIM
· To ensure children under our care are protected from being exposed to inappropriate people.

· To provide a safe and secure environment for the students of our school. 

· To ensure staff and volunteers approved to work with children at Mountain Gate Primary School meet the legal requirements of the Working with Children Act 2005. 
IMPLEMENTATION 
Working with Children Check (WWWC) 

A WWCC verifies a person’s history to ensure they do not have any relevant criminal offences or findings from professional disciplinary bodies. 

The check is valid for 5 years (unless revoked) and during this time, the cardholder continues to be monitored for new offences or findings. 

The WWCC is administered by the Department of Justice. It is the responsibility of each Staff member, and other workers and volunteers to ensure that their registration is current. This information can be accessed by visiting: https://online.justice.vic.gov.au/wwccu
When is a WWCC required? 

Individuals who engage in ‘child-related work’ must have a Working with Children Check (WWCC). ‘Child-related work' is any work that involves ‘direct contact’ with a child that is part of the person’s work. It does not include occasional direct contact with a child that is incidental to the work the person is performing at the school (whether or not that work is paid). 

The definition of ‘direct contact’ with children includes oral, written or electronic communication as well as face-to-face and physical contact. 
Definitions:

· Child: a person who is under the age of 18 years.

· Student: any child who is enrolled at the school.
A WWC Check is now required for anyone engaging in ‘child-related work’ regardless of whether contact with a child is supervised by another person or not. This means that a volunteer or visitor who is supervised by a teacher must have a WWC Check if they engage in ‘child related work’. WWCC Register
Mountain Gate Primary School will keep a hard copy register to record WWCC information.
Staff and volunteers must provide their card, which will be photocopied prior to commencing at the school. 
Volunteers at the school must also complete the parent helper program training sessions. 
Application Process

The candidate must complete a Working With Children Check application form. The forms are available online or at Australia Post outlets in Victoria.
Under the section marked ‘Details of Organisation’, candidates should ensure they state the school.
If the applicant passes the check they will be sent a successful Assessment Notice, followed by a WWC Check card 2-3 weeks later.

Further information about the application process is available on the Department of Justice webpage.

Commencement in the school is conditional upon receipt of a successful Assessment Notice or WWC Check card. Any queries should be directed to the principal.

If the applicant does not pass the check they will be given an Interim Negative Notice. The applicant can then make a submission to the Department of Justice to explain why they believe they should pass. If this submission is not successful the applicant will be issued with a Negative Notice. This means they have failed the WWC Check and cannot undertake ‘child-related work’ or work in the school.
WWCC Register
The WWCC Register will be checked each term to ensure volunteers and staff have up-to-date registration and/or training and will be notified by email or phone if it needs to be updated. 
It is the responsibility of teaching staff to check that all volunteers who are involved in interactions with the students of Mountain Gate Primary School are entered on the register and have up-to-date registration. 
Related policies: Visitors & Volunteers Policy  http://www.education.vic.gov.au/hrweb/Documents/Suitability_for_employment.pdf https://www.youtube.com/watch?v=crGp02yLnqQ http://www.workingwithchildren.vic.gov.au/ 
RESPONSIBILITIES

The school must:

· Identify all staff who require a Working With Children Check 

· Ensure existing staff and volunteers are informed of the requirement to undergo the check 

· Ensure prospective staff and volunteers have passed a WWC Check before commencement 

· Check the card’s validity on the Department of Justice webpage 
· Have a photocopy of the WWC card and with details updated on the school register (if individual is a staff member, copy to be kept on the staff member’s personnel file) 

· Ensure suitable monitoring procedures are in place to ensure all persons WWCC are valid. 

The community member (eg visitor, contractor etc) must:

· Provide the successful WWC Check card prior to commencement at the school

· Notify the office if there has been a relevant change in circumstances; for example, if they have been charged or found guilty of a new relevant offence. 

· Apply for a new WWC Check before their card expires. 

Further information is available from the Department of Justice Working With Children webpage or the Working With Children information line on 1300 652 87
Related policies: Volunteers & Visitors Policy
Policy and Advisory Guide: www.education.vic.gov.au: http://enewswwcc.justice.vic.gov.au
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