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Procedures for the Management of
Working with Children Checks 
1. RATIONALE
The Rosehill Secondary College School Council has a responsibility to ensure the safety of all children and employees, by requiring and maintaining high standards of professional conduct from employees and volunteers.
These procedures are to be followed as per the school’s Visitors Policy and Volunteers Policy.
2. IMPLEMENTATION
· Principals and Teachers are employed pursuant to the Education and Training Reform Act 2006 and are required to be registered with the Victorian Institute of Teaching and are exempt from the Worker Screening Act 2020 (Vic), and therefore do not require a Working with Children Check.

· Casual Relief Teachers are required to be registered with the Victorian Institute of Teaching and are exempt from the Worker Screening Act 2020 (Vic) and therefore do not require a Working with Children Check.

· Employees, including Education Services and Student Support Service Officers, engaged in paid work are required to obtain an Employee Working with Children Check.
· All adult members of Home Stay families are required to obtain a Voluntary Working with Children Check.

· All Student Teachers are required to obtain a Voluntary Working with Children Check.

· All Volunteers and Visitors assessed as requiring a Working with Children Check must obtain a voluntary WWCC.
· Contractors assessed as requiring a Working with Children Check must obtain a voluntary WWCC.
3. PROCESSING AND UPDATING INFORMATION
· The Administration Officer will sight all Working with Children Checks (Employee and Voluntary) and enter the Name and Unique Number in the Working with Children Status Checker to confirm validity of check.

· The Business Manager will ensure that all current employees have a valid Working with Children Check.

· For centrally employed staff, the unique number and expiry date will be entered in eduPay, and a copy placed in the employee’s personnel file.

· The Business Manager will contact employees prior to their WWCC expiring (as per eduPay Manage Staff – WWCC Status), update details in eduPay and a copy placed in their personnel file.
REFERENCES AND RELATED DOCUMENTS:
· Ministerial Order 870
· Worker Screening Act 2020 (Vic)
· Victorian Institute of Teaching Act 2001

· Education & Training Reform Act 2006 (Vic)

· DET Human Resources Suitability of Employment (15 June 2020)
· RSC Visitors Policy

· RSC Volunteers Policy
Suitability Check Flowchart
Working with Children Check
















Rosehill Secondary College











Is the visitor/volunteer likely to have any contact with children while performing their work duties?





YES





NO





Suitable identification and screening checks, if any, relevant to the role should be undertaken and risks identified**





What is the nature of the work/engagement?





Child Connected Work


Work duties that only involve occasional direct or indirect contact with children that is incidental to the work.


(eg. Fete/fundraising activities, tradespeople, working bee, parents, and friends’ clubs.)





Child-Related Work


Work that usually involves direct contact (including phone, written and online communication) with a child as part of work duties.


(eg. Attendant care, school camps, excursions (including swimming), literacy and numeracy/classroom support, sporting/musical and other extra-curricular assistants and coaches, breakfast/lunch clubs and other student support activities, canteen assistant, Allied health/NDIS therapists, Departmental Staff who are working with children, SRI, Distance education)





A Working with Children Check is legally required


Suitable identification checks relevant to the role should be undertaken and risk identified**





The Person is exempt from a Working with Children Check due to higher level of screening for their profession*


(eg. Teachers, police officers)


Suitable identification and screening checks relevant to the role should also be undertaken and risks identified**





Requiring a Working with Children Check is at the discretion of the school Principal.


Other suitability and identification checks, if any, relevant to the role should be undertaken and risks identified**





NOTE:  Parents are legally exempt from the requirement to hold a WWC check when volunteering in an activity in which their child normally participates.  In these cases, requiring a WWC Check is at the discretion of the school – but it is recommended in most circumstances where the parent is regularly involved in the volunteer activity and working directly with children and/or the nature of the activity poses a higher risk, eg. Overnight camps, swimming, or activities involving close contact, etc.





NOTE: A Working with Children Check is recommended where the visitor/volunteer will regularly be present at the school and/or children can reasonably be expected to be present.





*For further information on who is exempt from requiring a WWCC see:


Working with Children Check – Exemptions





**For further information on appropriate suitability and identification checks see: SPAG Suitability Checks for School Volunteers and Visitors









