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Background 

Pursuant to the Victorian Child Safe Standards, Child Safe Standard 4, our parish is required to have in 
place screening, supervision, training and other human resources practices that reduce the risk of child 
abuse by new and existing personnel. 

This document outlines the policies and procedures for Our Lady Help of Christians Parish, Eltham for 
recruitment of staff and volunteers whose role brings them into contact with children.  

The principles on which this policy is based include promoting the cultural safety of Aboriginal children 

promoting the cultural safety of children from culturally and/or linguistically diverse backgrounds and 

promoting the safety of children with a disability. 
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1. Recruitment 

 Advertisements 

 Need to make reference to OLHC’s commitment to child safety; 

 Any written communication should include a statement as follows:  ‘This parish promotes 
the safety, wellbeing and inclusion of all children including those from Aboriginal and Torres 
Strait Islander backgrounds, children with a disability and those from culturally and 
linguistically diverse backgrounds.’; 

 Specifically welcome applications from Aboriginal people, people from culturally 
/linguistically diverse backgrounds and those with a disability;  

 Need to inform applicants that appropriate rigorous reference and background checking will 
be undertaken, including a Working with Children Check and where relevant police record 
check; 

 Need to advise that all successful applicants are required to sign and work within our Child 
Safety Code of Conduct. 
 

1.2 Job description  

 Should be clear about the role and responsibilities of the position; 

 set out the role’s essential or relevant qualifications, experience and attributes in relation to 
child safety; 

 Should specify the requirement for the applicant to have an understanding of and 
commitment to, child safety and the wellbeing of children; 

 Should state the employer’s expectation that staff provide a child-safe environment; 

 Should clearly specify reporting line. 
 

1.3  Selection criteria 

 Where relevant - must have experience working with children; 

 Must demonstrate an understanding of child safety; 

 Where relevant- Must be able to demonstrate an understanding of appropriate behaviours 
when engaging with children; 

 Where relevant- familiarity with legal obligations relating to child safety (e.g. mandatory 
reporting, grooming, failure to report and protect); 

 Where relevant- demonstration of the needs of children with a disability; 

 Awareness  of Aboriginal cultural issues; 

 Awareness of the different needs for safety of culturally and linguistically diverse children. 
 

1.4  Interviews 

 Ensure interview questions are asked which aim to uncover the applicant’s understanding of 
child safety; 

 Where appropriate to the role, questions might include:  
o Why do you want to work with children;  Describe a time you worked with a child 

you found difficult and how you dealt with it; Describe a time you had to comfort a 
distressed child; Outline your understanding of professional boundaries with 
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children; What do you think of our Statement of Commitment and our Code of 
Conduct? 

 Emphasise the culture of valuing child safety and the expectations of staff responsibilities; 

 Depending on the location/make-up of the congregation of the parish, it may be relevant to 
ask specific questions regarding promoting the cultural safety of Aboriginal children, the 
cultural safety of children from culturally and linguistically diverse backgrounds, and the 
safety of children with a disability; 

 Sight proof of identity, qualifications, registration and Working with Children Check (as 
relevant); 

 Confirm referee details and the relationship of the applicant to them; 

 Discuss contacting previous employers- where relevant to the position, address any gaps in 
employment history that involve work with children; 

 Advise the applicant what will happen to the information that’s provided and who will have 
access to it. 

 

1.5 Reference checking 

 Conduct at least two referee checks for the applicant, including most recent employer, and 
compile and keep a written record of each check. Establish and verify the referee’s identity 
and relationship with the applicant; 

 Verify applicant’s work history and experience 

 Where relevant to the role, verify applicant’s history of work with children and ask questions 
relating to child safety Questions might include: Are you aware whether the applicant has 
previously worked with children in an employment or volunteer setting; Have you directly 
observed the applicant working directly with children; Did you have any reason to be 
concerned about the applicant’s behaviour with children; Is the referee comfortable 
knowing the applicant may sometimes be working alone with children; Would you feel 
comfortable allowing the person to be alone with your child; Do you have any concerns 
about the applicant’s attitude towards Aboriginal and Torres Strait Islander people, people 
from culturally and linguistically diverse backgrounds or people with a disability? 

 If relevant, confirm applicant’s professional registration on registering body’s website 

 Retain documents for at least seven years and complies with privacy legislation and policies 
in relation to the storage and use of personal records. 

 

1.6 Offer of employment 

 Letter of offer should attach OLHC’s Child Safe Policy and Statement of Commitment to Child 
Safety and Child Safety Code of Conduct. 

 Where relevant, letter of offer should advise applicant that their acceptance should include 
words such as “I understand and accept that my appointment to this position requires 
compliance with OLHC’s Child Safe Policy and Statement of Commitment to Child Safety and 
Child Safety Code of Conduct.  I have read and understood both these documents.” 

 

2.0 Training 

  Induction 

 Should inform new staff and volunteers about child safety policies and processes and the 
Code of Conduct and provide copies of OLHC’s Child Safe Policy and Statement of 
Commitment to Child Safety and Child Safety Code of Conduct. Discuss these documents 
with employee/volunteer and ensure they are provided with training on legislative 
obligations of reporting, and support in identifying, assessing and reducing or removing child 
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abuse risks where relevant. Ensure new volunteer/employee has a reasonable timeframe to 
read documents and provide the contact details of key personnel in case they have any 
questions. 

 Provide a copy of the responsibilities of the employee/volunteer and discuss;  

 Provide information about communication lines within the parish; 

 Ensure pre-engagement checks have been sighted (where applicable, e.g. Drivers licence, 
Working with Children Check, National Police Certificate); 

 Inform/email relevant staff about the new volunteer’s/employee’s arrival and role; 

 Volunteers/employees should be advised that they should: 
o Not work alone with children but if unavoidable, be careful to remain visible when; 

working alone with children; 
o Not have unnecessary physical contact with children; 
o Avoid having ‘favourites’ among children; 
o Be given an opportunity to ask questions about relevant policies, procedures and 

practice; 
o Know who to contact if they have concerns. 

 

2.2  Ongoing training 

The parish will provide appropriate training as required for the duties of the position. In 
particular ensuring a child-safe environment; cultural awareness training for Aboriginal and 
Torres Strait Islander children; children with a disability and legislative requirements relating 
to child protection. 
 

3.0 Supervision 

New staff are to be closely supervised to ensure their behaviour towards children is 
appropriate. 
 

3.1  Progress 

New staff should have the opportunity to discuss their experience to date and whether their 
expectations of the role have been met. Any issues or concerns should be discussed in an 
open and frank manner. 

 

3.2  Probation 

A probation period of between 3 and 6 months is usual. Regularly ‘touch base’ to identify 
issues that may arise before they become problems.  The job occupant’s continuing 
suitability for the position’s duties and where relevant, their suitability for child connected 
work, should be monitored and assessed on a regular basis. 

 


