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Warrah Specialist School, based at Dural
in Sydney’s North West, offers quality and
individualised education for students with

moderate to severe disabilities.



Our Vision
Our Vision is for Warrah to be known for its unique approach, 
innovative delivery and outstanding results in the provision of 

support that serves the needs and aspirations of individuals with 
intellectual disability.

 Our Mission
Warrah is a Rudolf Steiner organisation providing a range of 
engaging, responsive services for children and adults with

intellectual disability that maximise each person’s capacity for self-
determination, creativity and contribution.
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Warrah Specialist School is a co-educational, non-
denominational Specialist School working out 
of the educational indications of Rudolf Steiner 
and offering educational programs for children 
with an intellectual disability and/or autism, from 
Kindergarten to Year 12. Warrah Specialist School 
is registered as a School of a Kind and continues 
as such to deliver a modern and quality education 
for students with a disability or special needs using 
the pedagogical guidelines given by Dr Rudolf 
Steiner.  

Being a ‘School of a Kind’ enables us to ensure each 
student is provided with the education suited to 
their personal needs and abilities. Warrah School 
is guided by its Vision for Warrah to be known 
for its unique approach, innovative delivery and 
outstanding results in the provision of support that 
serves the needs and aspirations of individuals 
with intellectual disability.

The “Disability Standards for Education 2005” 
articulate the rights of students with disabilities 
and the responsibilities of the school.

The student cohort is weighted to students with 
Autism with some students having multiple 
disabilities and others having Cerebral Palsy, Down 
syndrome and Vision Impairment.

Students at Morning Circle

Warrah Specialist School is an integral part of 
Warrah Society, an organisation for children and 
adults with an Intellectual Disability and as such 
upholds the following shared values. Our education 
is:

1. Based on the Anthroposophical understanding 
of human development and the principles of 
Therapeutic Education and Social Therapy.

2. We always uphold the rights and dignity of 
people with intellectual disability.

3. We uphold the National Disability Service 
Standards. 

4. We strive for the highest standard of professional 
knowledge in providing quality education, services 
and support for both children and adults with 
disabilities.

5. We strive to understand each individual’s 
disability and needs, and provide support that 
empowers each person to make choices, develop 
and contribute.

6. We acknowledge and support the innate 
capacity of each individual to know their own 
intentions and social needs, regardless of disability.

7. We recognise that although the physical body 
or soul may have a disability, the spirit of every 
individual is unique, enduring and free of disability.

8. We support individuals to build and maintain 
community networks of interest in accordance 
with their wishes, and encourage engagement 
and exchange with our local community.

9. We recognise the important principle that all 
relationships throughout Warrah carry a quality of 
mutual learning and respect.

10. We strive for clarity and transparency in 
communication and decision making as the 
foundation for trust, harmony and productive 
working relationships. 

11. We strive to be a Learning Community where 
learning and continuous improvement are 
embraced by every individual as well as by the 
organisation.

12. We enjoy the cultural diversity of the Warrah 
community and encourage its expression through 
Festivals, special events and other cultural activities. 

13. Our commitment to sound, holistic 
environmental values is inspired by Warrah’s 
unique natural environment, and Warrah 
Biodynamic Farm.

About Warrah Specialist School



2019 was an exciting year for our school. Not only 
was it our 50th birthday but it was also a year in 
which we formally embarked on a new strategic 
direction. Together with our name change to 
Warrah Specialist School, we ‘shifted focus’ to allow 
us to offer a highly differentiated and genuine 
alternative choice to parents and students by 
making hands on, traditional, craft based activities 
and skills central to our learning.

As the only Steiner based special needs school in 
Australia we have been living with the tag of ‘being 
unique’ for some time, however 2019 was really the 
year that we looked to proudly embrace our points 
of difference. 

For many children – especially those living with 
complex disabilities - a traditional classroom-based, 
concept heavy and overly instructive learning 
approach can be (at best!) counter-productive. 
Recognising this fact, we have always embraced 
a philosophy of ‘learning by doing’. By formalising 
this approach into our curriculum and aligning it 
more closely with our incredible bushland setting 
we now offer truly ground-breaking educational 
programs of which we are extremely proud! 

As we continue to build out our programs to equip 
our students with the necessary skills, knowledge 
and experience required for their journey into 
adulthood, we believe our innovative approach 

is the best way to ensure each student fully 
maximises his or her potential.

In last year’s report I described our high quality, 
thoughtfully tailored and unique therapeutic 
curriculum as arguably “one of the best kept secrets 
in special needs education”. Whilst maintaining 
quality is imperative, we have looked to become 
less of a ‘secret’ this year by working on our visibility. 
In particular, we invested in developing a new 
website and also commenced an (albeit small and 
exploratory) social media advertising campaign. 
Further improving our visibility remains one of our 
key goals.

Students engaging with weaving

Chairman’s Report

3



As a very small school in terms of enrolments 
(even at our maximum capacity!), we are always 
somewhat vulnerable. The ‘compliance burden’ for 
a small school is no different to that of a large school 
and this creates a range of challenges around our 
long-term future and sustainability. As we start to 
ramp up our efforts to raise our profile, we hope 
to establish a strong ‘pipeline’ of students that are 
looking to benefit from the learning experiences 
that we offer and ensure we have a strong platform 
to build upon.

“one of the best kept 
secrets in special needs 
education”.
Funding is always an area of focus for the board 
and we were relieved to see our state and 
federal government funding receive a small but 
meaningful uplift at the end of 2019 along with 
an expectation that similar small uplifts will also 
be received over the next two years. Whilst we 
always manage our budget very tightly to mitigate 
any solvency risks, clarity around funding helps 
us to plan more confidently for the future and 
ensures we can continue to invest in our staff and 
our programs and (somewhat modestly) in our 
infrastructure. 

Student, Danny, enjoying classtime

Last year we were also delighted to enjoy some 
fantastic ‘in kind’ support from a number of 
organisations though the incredible efforts of the 
team from Moits (who gave our outdoor areas a 

wonderful facelift) along with the contributions 
from Dural Men’s Shed are particularly noteworthy. 
Our fundraising efforts were also given a boost 
with the generous donation from Justin Hemmes 
who kindly donated an all expenses covered 
‘charity lunch’ at his spectacular restaurant Freds. 
The event raised in excess of $30,000 dollars which 
went towards enhancing our outdoor areas and 
the event was made all the more special by the 
inclusion of a range of Warrah grown farm produce 
on the lunch menu! 

Student, Cooper, helping prepare lunch

Changes to our board in 2019 saw us welcome John 
Williams, Annet van Kesteren and Andrew Rogers 
and we have already started to feel the benefit 
from their skills and experience. We look forward 
to their ongoing contributions.

The year ahead will no doubt not be without its 
challenges, but we will endeavour to continue to 
make steady progress. Of course, we could not do 
any of this without the dedication of our school 
principal, our teachers and all of our support staff. 
Their diligence, enthusiasm and commitment 
continues to be born out in the best way possible 
– through the ongoing achievements of our 
incredible students.

Steve Malin
Chairperson
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2019 proved to be a year of inspired development, 
growth and change for the school and it set the 
tone for our future goals and strategic planning to 
be realised. Student numbers were 16 at the start 
of the year closing in Term 4 at 19.

2019 was the 50th birthday for Warrah Society  and 
although the school opened some years later we 
all celebrated the founding of Warrah and the 
commitment it made to offering a purposeful and 
dignified quality of life to people with a disability. 
This moment served to remind us of our core task 
while inspiring us to take our education into the 
future.

Early in the year the Board supported the 
implementation of a new Outdoor Classroom 
education program offering students the 
opportunity to learn through practical, traditional 
crafts and skills. This work is leading edge in the 
field in Australia made possible through the 
working farm, therapeutic gardens and the bush 
environment Warrah School is nestled in.  

It is a responsibility we have as educators to be 
awake to the changing needs and longings of 
the students who come to us and to learn to 
meet them with an attitude of deep listening 

and respect. Working with the certainty that 
our students can achieve so much more when 
offered work that provides inclusive learning and is 
imbued with practical activity, thinking and feeling 
-  a natural progression – we know they will rise to 
meet the challenges presented.  As a staff we have 
committed to walk with each student offering 
them every opportunity to achieve and grow in skill 
and knowledge so they find meaning and purpose 
and their rightful place in the community.  

It was another first, and great pleasure, for us to host 
the National Steiner Education GLaM conference 
(Governance, Leadership and Management) and 
a National Steiner education delegates meeting 
which gave us the opportunity to showcase our 
school and offer our experience and knowledge to 
others working with students with disabilities.

It has been a year of learning, growth and 
development for students and staff alike and the 
beginning of meeting education for those with 
special needs in a meaningful, purposeful manner. 

Jan Fowler
Principal
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Warrah Specialist School places great value on celebrating the rhythm 
of the year offering an alternative way for students and families to 
experience the world. This year we enjoyed celebrating Easter with 
a Palm Cross parade and planting bulbs and trees for Spring, Winter 
with a much loved spiral, The Lantern festival walking through the dark 
after hearing stories and singing songs carrying lanterns made by the 
students, Spring with the Eurythmy performance, a Harvest Festival 
celebrating the fruits of our farm and gardens and closing the year 
with a vibrant, joyful concert and a Carol Service. 

Cultural
Life
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Development and Growth

First steps in the new curriculum were progressed 
and students began working more in the gardens, 
on the farm, in building through mud brick creation 
and building and with the generous support of 
members of the Master Weavers Guild we began a 
weaving program.

Students building the mud brick hut

Dural Men’s Shed members continue to support 
us and have enabled many senior students to 
gain the skill and mentoring needed to become 
adept at building and making wooden crafts. The 
confidence and skill level achieved as a result has 
been impressive to watch and we trust this very 
generous working arrangement will continue well 
into the future.

Warrah participants and student, Zac, at Dural 
Men’s Shed

In line with our curriculum development staff 
undertook training in Pole lathe work which 
offers core woodworking skills to students with 
its rhythmical actions. As was intended we are 
learning how some of our students seek certain 
of these practical activities which not only provide 
skill and learning but also assist in self regulation. 
Their deep knowing guides them to what they 
need and we believe it is our task to observe and 
accompany them to find independence and self 
direction. As our curriculum develops so will these 
possibilities.
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The inner focus of curriculum development 
and implementation was countered with the 
welcoming of two class groups who requested to 
camp at the school and participate in a week of 
working alongside our students. This was a first for 
us and one we trust we can build on and continue 
with other schools or class groups. 

Cape Byron Rudolf Steiner School and Central 
Coast Steiner School participated in camps and 
the relationships forged, the challenges faced and 
the project outcomes were impressive in quality 
and because of the collaboration and cooperation 
required. Murals, gardens, mosaics, a manger for 
the Christmas play and mudbricks were created 
with a great deal of learning and laughter being 
achieved by all. The energy was high and the 
outcomes excellent for all students and staff.

Specially designed bicycles were purchased for the 
students and bike riding became a much treasured 
activity building confidence, balance, gross motor 
and social skills. 

Student, Eric, enjoying one of our new bikes

Reaching out into the community continues to 
be a priority and this year we shared Vision Valley 
outdoor experiences with Redfield College, an art 
and sports day at Redfield School, appreciated 
the invitation to watch the Pacific Hills School 
production of Mary Poppins and enjoyed planting 
seedlings with the young children at Greenfields 
Early Childhood Centre. 

We hosted several work experience and 
community service days from Year 9 students of 
Glenaeon Rudolf Steiner School and as a result say 
understanding develop and many excellent results 
from tree planting to murals painted.

A highlight of the year was the visit from the Light 
Eurythmy Group from Switzerland. The group 
joined us in September performing on several 

occasions for school students and Warrah clients 

Glenaeon Steiner School students volunteering

and sharing a Spring picnic with us. It was a joyous 
and colourful time and one which for many was the 
first experience of a live Eurythmy performance. 

2019 celebrated 100 years of Waldorf (Steiner) 
education around the globe. Warrah school 
received many cards of greetings and warmth 
from schools far and wide. 

As part of our process to design and implement 
the outdoor and practical skills curriculum we also 
reviewed who we are and what we do. This led us to 
choose a new name which more accurately reflects 
our vision – that of offering vocational, meaningful 
skills and tasks for our students a specialised 
program tailored to meet them in their fullness. 
Thus we became Warrah Specialist School.

In looking back over 2019 we can see growth, 
activity, energy and new purpose and a sense now 
that we are embarking on a way forward that will 
prepare our students for lives of contribution, of 
belonging, respect and dignity through purposeful 
work.

“In looking back over 
2019 we can see growth, 
activity, energy and new 
purpose...”
No student at Warrah School took part in 
Standardised National literacy and numeracy 
testing at the request of parents. Parents are 
offered the possibility each year. As Warrah School 
is a registered but not accredited school, namely a 
School of a Kind, we do not offer students the HSC 
although would seek to provide opportunity to do 
so should any individual students wish to.
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Professional Development

Warrah Specialist School is committed to the ongoing 
learning of all staff and provides opportunities  for 
external professional development and internal 
training and development.

Training opportunities in 2019 included:
- PECS training
- Epilepsy and Midazolam training
- Medication training
- Manual handling
- The work of Rudolf Steiner – study
- Painting and Artistic workshop
- Auslan
- Child Protection AIS
- Art Gallery of NSW
- Weaving Course 

Perhaps our most significant commitment to 
Professional Development was the working 
relationship we have forged with John Lawry of 
Artisans Way – a craftsman, Steiner educator and 
Outdoor classroom specialist. We made a sound 
beginning in what is planned to be a long term 
program of training, development, study and skill 
building.

Workplace Composition and Qualification
This year we had teachers on staff with a Bachelor 
of Arts, Bachelor of Education, Masters of Special 
Education and Steiner Education Diplomas. Our 

assistants are well trained with the majority holding 
Tafe Certificate 3 in Education Support and/or 
training in Early Childhood Steiner Education. 

The table shows Overview of teaching staff, 
including relief staff, responsible for delivering the 
curriculum as described by Parts 1, 3, 7 and 8 the 
Education Act 1990

Teachers who have teaching qualifica-
tions from a higher education institution 
within Australia or as recognised within 
the National Office of Overseas Skills 
Recognition (AEINOOSR) guidelines,

100%

Teachers who have qualifications as a 
graduate from a higher education insti-
tution within Australia or one recognised 
within the AEI-NOOSR guidelines but 
lack formal teacher education qualifica-
tions,

0%

Staff (Classroom and Admin) who have 
relevant tertiary qualifications

75%

Staff (Classroom and Admin) who have 
no formal qualifications but have rele-
vant successful teaching support ex-
perience in special needs education or 
appropriate knowledge relevant to the 
education context.

25%

Rev. Rosalind Pecover continued in the school as 
chaplain offering support to students, staff and 
parents.
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Students have weekly therapeutic music sessions with a Nordoff 
Robbins teacher. Sessions are a combination of small group and whole 
school.

Remedial massage is also offered to students for individual sessions as 
is Riding for the Disabled.

External, NDIS therapists are accommodated at school so students can 
attend their therapy sessions in school time.  

Life Skills has also become an integral part of school life for some 
students and we have also been able to offer Personal Care on a regular 
basis.

Therapies
Offered
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School Community

Parent Communication
Daily communication books are our main means 
of communication between home and school. 
We value this method as it provides immediate 
information enabling us to support and work with 
families as needed for the betterment of the child. 

An initiative was taken this year to reignite the 
parent social gatherings with limited success. 
It is our wish and commitment to have a strong 
supportive parent body behind our work while also 
recognising that our families have many demands 
placed on them.

Termly newsletters are also sent out and parents 
are invited to make contact with the school at any 
time.

The school reports formally to parents twice a year 
– at the end of Semester 1 and End of Year.

Volunteers
Once again we were privileged to have 4 
volunteers from Germany for 12 months. In 
August we farewelled one group and welcomed 
4 more. These fine young people not only make a 
significant contribution to the day to day workings 
of the school but they also offer exceptional skills of 
observation and feedback into our team.

Students, Adrian and Chloe, weaving with 
volunteer Maren (centre)
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Zac will be moving on to other activities in Warrah and the community in the new year as he graduates 
from Warrah Specialist School this year, but his footprint will always be here as we remember his sparkle, 
his laughter, and conversations and activities shared.

At 12 years of age Zac started at Warrah Specialist School and since then he has continued to grow in 
confidence. A happy, sociable and busy student at Warrah, he has contributed to all aspects of school life.
Recently, Zac participated in the TAFE course and work experience where he enjoyed being part of a 
group building and creating, and showing what he is capable of. He has also spent time at the Dural Men’s 
Shed where he has made well-crafted gifts for his loved ones, such as a wishing well for the garden, a wine 
rack and a model car. 

Zac loves to chat and has made many friends. With a memory for all we’ve done, cars we’ve had and food 
we’ve enjoyed, Zac has a deep inner life not always visible to others. A special memory we will always 
have of Zac is at Advent when he is often visibly moved by the story, which he considers with respect and 
reverence.

Rachael, Zac’s mother, says, ‘We have been welcomed as a family at Warrah, which has brought us a lot of 
support and peace of mind. Zac has developed into a caring and confident young man with a good sense 
of humour and great potential. He has been provided with opportunities to develop skills that interest 
him, and that has brought him a lot of joy.’ 

Indeed, embracing all we have done at Warrah with enthusiasm – from going on excursions and day trips 
to having massages, spending time with Rosalind and Jan, and taking key roles in the annual plays, which 
he excels at – Zac’s zest for life will ensure he continues to develop skills that interest him and make many 
new friends.

Having spent time with the students at Lorien Novalis School last year making videos, Zac is now inspired 
to find his way into the world of media. We have great confidence Zac will go on to live a good life beyond 
our school and make an important contribution to his community.

Zac’s Story
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Fees, 
Policies and
Procedures
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ATTENDANCE POLICY 
 
Students are brought to school either by parents or by Assisted School 
Transport. Absences are noted first to the transport driver then to the 
school usually by SMS or phone call. Given our cohort there are occasions 
where anxiety indicates a need for a later start for a student on occasion. In 
these circumstances parents contact the School Principal to notify her of 
start time and reason.  
 
Student numbers were between 16 and 19 students over 2019.  Absences 
averaged 8% of the school population over the year. These absences were 
due to behaviour issues and illness.  
 
Two students graduated at the end of 2019 after spending the majority of 
their schooling at Warrah. One student enrolled in Warrah Society’s Youth 
Discovery Program, and the other one moved from Sydney and found a 
placement in a program providing day and life skills activities.  
 
 

Quality Management System  
Policy and Procedure   

Title  Attendance   

Version 
Number  

1.2  Status  Current  

Date last 
amended  

January  2020  Review Date  January 2023 or 
when there has 
been a change in 
legislation 

Responsible 
Person  

Principal  Approval Authority  Board  

Scope  This policy applies to all students of 
Warrah Specialist school  

 

Related  
Documents 
and 
References  

AIS NSW - Attendance Register Codes  
AIS NSW  - Attendance procedure  

 

   
Policy Statement  
  
Warrah Special School attempts to bring continuity to lessons from day to day 
and from week to week, so there may be difficulties if children are absent from 
school. It is expected that children attend school daily except in case of illness, 
and that children do not begin Holidays before the end of school term, nor return 
from holidays after the first day of the new term. Warrah School acknowledges 
that students with a disability may require additional specialist support and 



   
  
                                              
 
 

 

intervention and requests that parents advise class teachers in a timely manner 
of relevant absences for their child.   
 
The NSW Education Act (1990) sets out requirements for enrolment and 
attendance of students at the school.  
  

Quality Management System  
Policy and Procedure  

  
The Act specifies that absences must be explained within 7 days of the 
occurrence.  It is Warrah School’s policy to retain such notes from parents or care-
providers for 12 months from the date received.  Warrah School maintains a 
record of enrolments (Register of Admission) and a record of daily attendance.  
  
Warrah School acknowledges that children with a disability may require 
attendance at external specialist and other sessions to address specific learning 
and/or medical and/or family related needs and will provide formal approval for 
such leave when it is appropriate to the identified and agreed I.E.P goals of that 
student. The school will advise parents or care-providers of attendance 
requirements at the beginning of each school year.  This will normally be done 
through the first information letter of the New Year.  
 
Responsibilities of the Warrah Specialist School  
 
In addition to the obligations under the Education Act 1990, Warrah School must 
comply with the NSW Education Standard Authority (NESA) Registration 
requirements for attendance.  
These include:   

o Maintain a register of enrolments 
o Having in place and implementing Policies and Procedures to 

monitor Attendance, identify, follow up and notify absences, and keep 
relevant registers.  

 
The Warrah School adheres to using the attendance codes approved by the 
Minister of Education.  
 
It is a requirement that the Principal of Warrah School has a current register of 
enrolments and daily attendances of all children who attend the School. The 
register maybe maintained in print or electronic form.   
 
Copies of the information in the register of the enrolments and the register of 
daily attendance will be stored off site at regular intervals.  
 
Responsibilities of Parent/Guardian  
 
It is the Parent(s) or Guardian(s) responsibility to notify and explain the absences 
of their children promptly and within seven days to Warrah School.  



   
  
                                              
 
 

 

 
In the event of your child is absent from the Warrah School you will be asked 
email the Clerical Assistant on admin@warrahspecialistschool.nsw.edu.au 
 
If you child has been absent from School due to illness for more than two days, a 
medical certificate is required upon their return.  
 
In the event that extended leave such as holiday (greater than 3 days) is required 
during school term, approval must be sought in writing from the School Principal 
prior to the leave being taken. 
 
Register of Enrolment  
 
The Principal of Warrah School must: 
Maintain a register of enrolments that include the following information for each 
student:  

• Name, Age and Address 
• The name and contact number of the parent(s) and guardian(s) 
• Date of enrolment and, where appropriate, the date of leaving the school 

and the students destination. 
• For Student older than six years, previous school or pre-enrolment situation.  
•  Where the destination of a student below seventeen years of age is 

unknown, Warrah School must have evidence that the Department of 
Education has been notified (using the form Student Enrolment destination 
unknown, which is to be downloaded from RANGS. The following details 
should be completed on the form.  

o Student Full name  
o Date of Birth  
o Last known address  
o Last date of attendance  
o Parent’s names and contact details  
o An indication of possible destination  
o What efforts the School has made to locate the child  
o Other information that may assist officers to locate the student  
o Any known Work Health and Safety risk associated with contacting 

the parent, carer or student.  
 
Warrah School will retain a register of enrolments for a minimum of five (5) years 
before they are archived.  
 
Register of Daily Attendance  
 
The register of daily attendance, is maintained by the School Principal of Warrah, 
and includes the following information:  

o Daily attendance using the common code approved by the minister 
o Absences  

mailto:admin@warrahspecialistschool.nsw.edu.au


   
  
                                              
 
 

 

o Reason for absence documentation to substantiate reason for 
absence  

 
The School will retain a register of daily attendance for a minimum of seven (7) 
years after the last entry was made before they are archived 
 
Monthly Class attendance roll  
 
At the beginning of each month, the Clerical Assistant will print out the monthly 
class attendance roll for that specific class. It is the Teachers responsibility to mark 
the class attendance roll. 
 
If the teacher has been provided with any additional information regarding a 
student absence they are required to document this on the bottom on the class 
attendance roll.  
 
The teachers must inform the Principal of any student’s absences that exceeds 
more than one (1) day.  
 
Monitoring and following up attendance  
 
In the event that a child is absent from school and the school has not been 
notified of the absentee the School will make contact with the family to follow up 
when the child will be returning.  
 
If unsatisfactory school and or class attendance is recorded, the School will make 
contact with the Parent(s) or Guardian(s) to request a meeting to discuss a plan 
for the child to return to School.  Unsatisfactory attendance information will be 
recorded in the student files. 
 
In the event of a child not attending school as required, the Principal will follow 
the Department of Education guidelines on reporting the non-attendance / 
unexplained absences.   
 
 
 
 
 
 
 
 
 
  



   
  
                                              
 
 

 

POLICIES & PROCEDURES 
 
Resolving Workplace Grievances 
 
 
Title  Resolving Workplace Grievances  
Policy 
Number  

6.2.25  

Version 
Number  

2.0  Status  Current  

Date last  
amended  

February 2020 Review Date  February 2023  

Responsible 
Person  

Executive team  Approval 
Authority  

Board  

Scope  This policy applies to all Warrah staff and volunteers.  
Related  
Documents 
and 
References  

NDIS Practice Standards and Quality Indicators – Governance 
and Operational Management  

  
Authority  

• Fair Work Act 2009 (Commonwealth)   
• Fair Work Regulation 2009 (Commonwealth)   
• Industrial Relations Act 1996  
• The Disability Inclusion Act 2014 (NSW)  
• NDIS Quality and Safeguard Commission – Practice Standards and Quality 

Indicators (July 2018)  
 

Policy   
  
Policy Statement  

Warrah has a commitment to ensure that that work environment for its staff 
members and volunteers is harmonious, supportive and productive.  

This policy encourages early intervention, collaboration and a focus on solutions. 
Effective grievance management and resolution contributes to positive working 
relationships, and can prevent minor issues escalating into more serious matters.   

The intent of this policy is not to prescribe a set procedure on how workplace 
grievances are managed as the process adopted needs to be appropriate to the 
particular situation. Issues vary, and grievances can involve a range of 
circumstances, with varying levels of complexity or seriousness.   

The policy focuses on restoring effective working relationships by ensuring that 
each issue is considered individually as it arises, and is managed in the most 



   
  
                                              
 
 

 

appropriate way for the circumstances. The policy encourages early intervention, 
collaboration and a focus on solutions.   

  
Purpose of this policy  

The objective of this policy is to ensure that all workplace grievances are 
managed in a fair, timely and appropriate manner. The policy:   

• Adopts a common-sense approach, with a focus on resolution and fairness 
   

• Provides for matters to be assessed initially to determine the most 
appropriate pathway for resolution    

• Does not apply where issues are raised such as discrimination, bullying, 
harassment or misconduct which need to be managed in accordance with 
other Warrah Policies (refer to Appendix A).    

• Sets expectations for all staff to contribute to a positive workplace    

• Identifies what everyone can expect from the process, and their 
responsibilities    

• Encourages self-resolution by those directly involved where appropriate    
• Emphasises the need for confidentiality and documenting issues and 

actions taken requires those managing workplace grievances are 
competent to do so.  

  
Procedures  

  
All staff have an important role in contributing to a positive culture by working in 
a professional and productive manner.   

Supervisors and Managers have a responsibility to create a positive culture within 
their teams, identify, respond to and promptly address issues when they arise.   

Supervisors and Managers may deal with a range of workplace issues which are 
not raised as a grievance, but have some of the same features. The manager may 
choose to use some of all of the techniques suggested for workplace grievances 
to resolve those issues.   

However, when a matter is raised with the supervisor or manager as a workplace 
grievance, and the staff member seeks for it to be dealt with under this policy, 
then the manager must follow the steps set out in this policy, noting that the 
initial assessment may identify that the matter should be dealt with under 
another policy directive.   

1. Options for resolution   

The nature and seriousness of a workplace grievance and the appropriate options 
for resolution can be determined by categorising the grievance into one of three 
levels as per the diagram below.  



   
  
                                              
 
 

 

For the purposes of the policy, Level 3 relates to serious matters that do not fit 
the definition of a workplace grievance, such as bullying, harassment, misconduct 
or performance management matters. Refer to Appendix 1, which lists various 
policies that deal with these matters.   

 

  

Workplace Grievance Resolution Model  

1.1 Self-Resolution – (Level 1)   

Grievances categorised as Level 1 can generally be resolved quickly, locally 
and directly by the staff member who experienced or observed the 
issue. Features of these grievances may include:   

• One-off or irregular occurrence    

• Not serious in nature    

• A few low level minor events    
• Able to be resolved quickly and easily without requiring the manager’s 

involvement.    
  
It is expected that staff members will promptly address and resolve such 

matters early and directly with the person they are experiencing the 
issue with, rather than ignore the concern.   

This provides the best opportunity for a positive resolution, as it focuses on 
maintaining and/or improving working relationships, minimises the 
likelihood that a minor issue will escalate into a serious one, and 

  

Serious 
Level 3 

Assisted Resolution 

Level 2 

Self Resolution 

Level 1 



   
  
                                              
 
 

 

lessens the impact of the grievance on the operation of the team and 
its work.   

Where the staff member does not feel comfortable or able to resolve the 
matter personally, they should seek assistance from their supervisor. 
Where the grievance relates to their supervisor, they should discuss 
the matter with a more senior manager who is in a  
position to provide advice to them, including determining the best 
way of resolving the grievance themselves in a low-key manner.   

Options for self-resolution of grievances by a staff member include:   

• Take no immediate action, but monitor the situation    

• Seek support and advice from someone they feel comfortable with    

• Seek support from the Employee Assistance Program (EAP) provider 
   

• Seek personal development (e.g. training in resilience, having difficult 
conversations)  
   

• Have a direct conversation with the individual with whom they are 
experiencing the issue of concern    

• Have a discussion with their supervisor or manager about the matter 
(or if the grievance involves a direct supervisor, a more senior 
manager).    

The desired outcome is for the grievance to be successfully resolved by the 
staff member in a constructive manner. While documentation is not 
required, keeping some notes about the matter may be helpful 
should the situation not be resolved or recurs.  
  Generally, these types of grievances should be resolved as quickly 
as possible. If the issue is not resolved, assisted resolution (Level 2) 
options may need to be considered.  

1.2 Assisted Resolution (Level 2)   

Level 2 grievances require the involvement of the supervisor in resolving 
the matter(s) raised.   

The features of these types of grievances may include where:   

• The issue is complex    

• There are disputed views    

• There is a pattern of ongoing behaviour or concern    
• Self-resolution options have already been attempted without success 

or would not be appropriate in the circumstances.    
  



   
  
                                              
 
 

 

1.2.1 Notification of the Grievance (Level 2)  

At Level 2, the staff member should meet with their supervisor and 
advise him/her that their assistance is required to resolve a 
grievance. Where the immediate supervisor is the subject of the 
grievance, they should notify a more senior manager.   

The relevant manager should be notified as close as possible to the 
issue having occurred, or within a reasonable timeframe following 
failure to resolve the grievance at Level 1.   

The employee should provide information relating to the grievance, 
including:   

• The nature of the issue, concentrating on the facts of the situation    

• Any evidence or names of witnesses where relevant    
• Any attempts to resolve the grievance at Level 1 and the outcomes 

of those attempts    
• The outcome / resolution the staff member is seeking. Level 2 

grievances must be documented in writing by either the person 
raising the grievance or the supervisor responsible for resolving it. 
The purpose of documentation is to clearly describe the 
circumstances and severity of the grievance, and to describe the 
rationale for actions taken, or not taken in the circumstances.    

  
1.2.2 Initial assessment (Level 2)  

When a manager receives notification of a level 2 grievance, they must 
undertake an initial assessment to determine the nature and 
severity of the concern raised, and whether the issue should be 
managed according to this policy or others (See Attachment 1).   

For example, it could be unclear whether the grievance equates to 
inappropriate behaviour (such as potential bullying, harassment or 
discrimination), a potential breach of workplace policy or a potential 
performance issue.   

Considering the following will help to determine the degree of severity 
of the matter and whether it should therefore be managed by other 
policies or procedures:   

• What is the nature and severity of the grievance?    

• How often has the behaviour / issue occurred?    

• How long has the behaviour / issue been going on?    

• How long has it been since the alleged incident(s) took place?    

• How many people are involved?    

• What are the roles, responsibilities and relationships of those 
involved?    



   
  
                                              
 
 

 

• How is the behaviour / issue impacting on those involved?    

• Has the same matter been raised before?    

• What action, if any, has already been taken?    

• What are the expectations of the person raising the grievance?    

• What are the potential consequences of the matter?    
  

The manager should also carefully consider whether they are the 
appropriate person to manage the grievance. For example, if they 
consider they are unable to be objective or impartial, or maybe 
perceived as such, they should seek advice from their supervisor on 
who should assess the grievance and manage its resolution. It is 
acknowledged that it is appropriate for a staff member to be 
assisted in the resolution of their grievance by a more senior person 
who does not hold a conflict of interest.   

The initial assessment may reveal the matter or level of behaviour to be 
very minor in nature, which should be managed as a Level 1 
grievance, or where it is considered that no action is required. The 
staff member must be advised accordingly, and may choose to 
explore Level 1 resolution options or to withdraw the grievance. It 
should be noted that a staff member may withdraw their grievance 
at any stage of the process.   

Where it is determined that the matter is to be managed by other 
processes, the manager must advise the staff member (and other 
party to the issue) in writing of the alternative procedures that will 
be followed and advising that no further action will be taken under 
this policy.   

Where a matter is to be dealt with as a Level 2 grievance, then the 
process set out below will apply.   

1.2.3 Issue analysis and information gathering (Level 2)  

Once the initial assessment has determined that it is appropriate to 
manage the matter as a Level 2 grievance, the details of the matter 
need to be determined as far as possible. The Issue Analysis (see 
Attachment 2) provides guidance on what information should be 
sought to determine the most appropriate options for speedy 
resolution.   

Information gathering must:   

• Be undertaken fairly and impartially by the relevant manager, or 
some person authorised by the manager or organisation who is 
competent to do so    

• Maintain confidentiality    

• Ensure that the parties are given the opportunity to have their say    



   
  
                                              
 
 

 

• Include speaking to those identified by either party as having 
information relevant to the issue as considered necessary to form a 
view    

• Include appropriate documentation and records    

• Ensure appropriate security of any related documentation.    
  

1.2.4 Issue resolution (Level 2)  

The focus of resolution should be to repair any negative impact caused 
by the issue or behaviour through communication, openness to 
others’ views, cooperation and reasonableness. The aim is to repair 
the professional working relationship. The supervisor should attempt 
to resolve the issue within 20 working days.   

Techniques used may include:   

• Facilitated discussion    

• Mediation    

• Observation and feedback    

• Team communication and development    

• Coaching    
    The supervisor must confirm with the staff member (and other party 

to the issue) the decision in relation to resolution of the grievance. 
This confirmation shall be in writing.   

    The desired outcome is that the grievance is successfully resolved 
with no further action required, or resolved with ongoing monitoring 
to ensure the resolution is effective and sustainable.   

    Where there is no resolution, the issue should be re-assessed to 
determine if other management responses are more appropriate in 
the circumstances.   

1.2.5 Request for Review (Level 2)  

The parties directly involved in a grievance will be informed as to what 
actions are being taken, or not taken, and when the matter is regarded 
as being resolved.   

A review of an outcome can only be requested where there are grounds 
to do so. For example, where new information has become available 
that may change the outcome, or where there is an explicit deficiency 
in the process followed. Dissatisfaction with an outcome is not on its 
own a ground for a review.   

Where a review is appropriate, it will be undertaken by a senior 
member of management or an external party who was not involved in 
the original decision. This person will consider the issues raised, along 
with all relevant records regarding the matter. The parties directly 



   
  
                                              
 
 

 

involved in the grievance will be advised in writing when the review is 
to occur and of the review outcome.   

2. Restoring productive workplace relations   

Following the resolution of a grievance, the work environment, productivity and 
relationships may still be negatively affected. This can impact the parties involved, 
and may also affect others in the team. It is therefore essential that action is taken 
to restore relationships and to promote a positive work environment.   

The manager should:   

• Follow up with the parties involved and encourage respectful and 
professional interaction    

• Set and model expected standards of workplace behaviour, in accordance 
with Warrah’s Staff Code of Conduct  

• Monitor the work environment, and identify / address potential issues    
• Remain open to comments and feedback from others on ways the 

workplace can be improved    

• Consider lessons learned from workplace grievances.    

• Mentoring    

• Relevant training    

• Team values or charters    
• Other appropriate management action.   

  
Staff members should:   

• Follow expected standards of workplace behaviour in accordance with 
Warrah’s Staff Code of Conduct   

• Take responsibility for ensuring respectful and professional behaviour 
within the workplace   

• Actively contribute to positive problem solving and conflict resolution.   
  

3. Other provisions  
3.1 Expectations and Responsibilities   

3.1.1 Staff  

Throughout all stages of the grievance resolution process, staff can 
expect:   

• To be treated with respect    

• To receive advice and support from management    

• To identify desired outcomes that can be discussed with 
management    



   
  
                                              
 
 

 

• To have their grievance treated seriously and managed in a fair, 
impartial and appropriately confidential manner    

• To be provided with information on the progress of their grievance 
and on any decisions made that may affect them    

• To have a support person present, if they wish, at any meetings they 
attend relating to the grievance   

• To have access to relevant records taken at meetings they attend to 
enable them to agree that they are accurate and true    

• To be protected against victimisation or harassment because they 
have raised a grievance    

• To be able to withdraw a grievance at any stage of the process    
• To be able to request a review of a decision or action in relation to 

their grievance.   
  

Staff are responsible for:   

• Recognising their role in contributing to a positive workplace 
environment    

• Understanding their own behaviour and considering how it may be 

  perceived by, and impact upon, others at work    

• Raising matters of concern at an early stage and actively 
participating in the resolution process in good faith    

• Making themselves available to participate in relevant discussions 
and meetings to resolve the grievance    

• Not raising malicious, vexatious or frivolous issues    

• Maintaining appropriate confidentiality    

• Accepting that the resolution of the grievance may not always result 
in the   outcome they sought.  

        
3.1.2 Managers    

At all stages of the grievance resolution process, managers can expect:   

• To be treated with respect by all parties involved in the grievance    

• To receive support and assistance from senior management and HR 
as necessary    

• To be protected against victimisation or harassment for being 
involved in the management and/or resolution of the grievance.    

Key responsibilities include:    

• Ensuring that the grievance resolution process progresses as quickly 
as possible    



   
  
                                              
 
 

 

• Providing parties with relevant information about the process as it 
occurs    

• Providing appropriate support to the parties throughout the process 
   

• Protecting staff members from victimisation, harassment or 
discrimination    

• Basing any resolution, decision or action on the best available, 
relevant information   

• Documenting the process undertaken.   
  

3.2 Confidentiality    

Parties to a workplace grievance may need to discuss their concern(s) with 
someone they trust, such as a family member and / or colleague not directly 
involved in the matter, to receive advice and/or support. Wherever possible, 
these discussions should be conducted in private and away from other staff. 
   

It is important that information relating to the grievance only be provided on 
a ‘need to know’ basis and not provided to people in the workplace who have 
no legitimate involvement in the process. This includes confidentiality of the 
identity of those involved, as well as the subject matter.   

Inappropriate release of confidential information in relation to a workplace 
grievance can complicate the resolution process and violate the parties’ 
rights to privacy and procedural fairness. Breaches of confidentiality in 
relation to workplace grievances will be dealt with in accordance with 
Warrah’s Managing Conduct and Performance Policy and Procedure. Where 
a staff member has had a grievance raised against them, they must be 
provided with sufficient information to be able to adequately respond to the 
matters raise.  

3.3 Role of a support person   

During any stage of the resolution process, employees may request the 
support of another person (a support person) to assist them. A support 
person may be a friend, work colleague or union representative who can 
accompany the person to meetings to provide emotional support.   



  Disability Services 
SDA Housing Provider 

Warrah Specialist School 
Warrah Biodynamic Farm & Farm Shop 

 

Education with a Difference       
Warrah Society ABN 95 572 025 945 

20 Harris Road Dural NSW 2158 | PO Box 357 Round Corner NSW 2158 
T 02 9651 2411 | E warrah@warrah.org.au 

www.warrahspecialistschool.nsw.edu.au 

The role of the support person is to provide support to the employee 
concerned. The support person acts as a witness to the process but may not 
direct the process, nor answer questions on behalf of or act as an advocate for 
the employee.   

Definitions  
  
Grievance - Any work-related concern, complaint or problem experienced by staff 
member(s).  This may be made verbally or in writing by the staff member(s) and 
should, in the first instance, be attempted to be resolved in an informal manner. In 
those cases where the grievance is more complicated or it cannot be resolved 
informally, the Grievance Policy and Procedures will be initiated.  
  
A workplace grievance means a problem, concern, issue or incident raised by a 
staff member who believes he / she is the subject of unreasonable treatment from 
the organisation or another person(s) in the workplace. Examples may include, but 
are not limited to, interpersonal conflict between colleagues, the way work is 
allocated or managed, the physical workplace environment, application of 
management policies or perceived unfairness in the workplace.  
  
Grievances may occur from:  
• discrimination or vilification;  
• victimisation or harassment;  
• interpersonal conflict;  
• inequitable work allocations or staff development opportunities;  
• inadequate workplace communication;  
• changes in work processes, clientele or location;  
• occupational health and safety concerns;  
• performance management;  
• client management decisions  
  
Disputes concerning employment conditions should be resolved by using the 
procedures laid down by the Industrial Relations Commission.  
  
Respondent - The staff member who is alleged to have acted unfairly or in an 
unprofessional or discriminatory manner towards the grievant.  
  
Managers - The people identified by Warrah to assist in the resolution of 
grievances lodged by staff members.  
  
Conciliation - A process by which the Manager or an independent person 
nominated by Warrah discusses the matter with both parties to achieve an 
agreed resolution to the matter.  
  

    



   
  
                                              
 
 

 

Appendix 1 – Initial assessment  

  

Initial Policy Review - Depending on the nature and complexity of the matter 
raised, more than one policy may be relevant to the management of the 
grievance, and different pathways may be followed for resolution.   

  
Nature of issue/complaint   Relevant Warrah policy and 

procedures 
  

Breach of expected behaviour or 
conduct standards  

  

Bullying, harassment, threatening or 
discriminatory behaviour  

  

Complaint raised by a client, family 
member, carer etc (ie not staff, 
volunteer or Board  
Member)  

  

Allegation, charge or conviction of a 
child protection nature (ie where it 
involves a person currently 
engaged/employed and there is an 
alleged victim under the age of 18 
years of age. Note this includes non-
work related or historical matters and 
alleged child pornography offences).  

  

Allegation or concern regarding the 
treatment of a client by another client 
or a staff member.  

  

Communication systems - 
inappropriate use (eg internet etc)  

  

Corrupt conduct - the dishonest or 
partial use of power or position 
resulting in one person being 
advantaged over another  

  

Criminal allegation, charge or 
conviction (that does not involve a child 
under the age of 18 years of age as an 
alleged victim)  

  

Grievance - problem, concern, issue or 
incident raised by a staff member who 
believes he/she is the subject of 
unreasonable treatment from the 
organisation or another person(s).  

  



   
  
                                              
 
 

 

Maladministration - action or inaction 
of a serious nature that is contrary to 
law; unreasonable, unjust, oppressive or 
improperly discriminatory; or based 
wholly or partly on improper motives   

  

Work health and safety concern    
Performance issue – unsatisfactory 
performance   

  

Sick leave absences - frequent and/or 
unauthorised   

  

   

Definitions  
  
Grievance - Any work-related concern, complaint or problem experienced by staff 
member(s).  This may be made verbally or in writing by the staff member(s) and 
should, in the first instance, be attempted to be resolved in an informal manner. In 
those cases where the grievance is more complicated or it cannot be resolved 
informally, the Grievance Policy and Procedures will be initiated.  
  
Grievances may occur from:  
• discrimination or vilification;  
• victimisation or harassment;  
• interpersonal conflict;  
• inequitable work allocations or staff development opportunities;  
• inadequate workplace communication;  
• changes in work processes, clientele or location;  
• occupational health and safety concerns;  
• performance management;  
• client management decisions  
  
Disputes concerning employment conditions should be resolved by using the 
procedures laid down by the Industrial Relations Commission.  
Respondent - The staff member who is alleged to have acted unfairly or in an 
unprofessional or discriminatory manner towards the grievant.  
Managers - The people identified by Warrah to assist in the resolution of 
grievances lodged by staff members.  
Conciliation - A process by which the Manager or an independent person 
nominated by Warrah discusses the matter with both parties to achieve an 
agreed resolution to the matter.  
  
  
  
 
  



   
  
                                              
 
 

 

Child Protection Policy 
 
 

Title Child Protection 
Version 
Number 

1.2  Policy Number  School 001  

 
Status 

 
 Current  

 

Date last 
amended 

January 2020 Review Date  January 2023  

Responsible 
Person 

Principal Approval Authority  Board 

Scope This policy applies to staff of Warrah Specialist School and to 
Warrah After School Program 

Related 
Documents 
and 
References 

Warrah Code of Conduct for Care and Protection of Children –
Sets out information about the standards of behaviour expected 
of all. 
 
Warrah WHS – identifies the obligations imposed by Work 
Health and safety legislation on the School and staff members.  
Warrah Discrimination, Harassment Bullying Policy – 
summarises obligations in relation to unlawful discrimination, 
harassment and bullying.  
 
Feedback and Complaints Management Policy - Provides the 
steps taken by the School in addressing feedback and 
complaints.  

 
 

 
For the purposes of this document: 
 
(a) A Child is a person under the age of 16. 
 
(b) A Young Person is a person aged 16 or 17. 
 
(c) A Young Person includes a person aged 18. 
 
(d) Reference to a Child includes a Young Person and reference to a Young Person 

includes a Child, unless specifically stated otherwise. 
 
(e) Reference to student and/or after school person, includes a Child and a Young 

Person. 
 
(f) Reference to student includes an after school Person. 
 
(g) Reference to Warrah School or school means Warrah Specialist School. 
 

Preface 



   
  
                                              
 
 

 

(h) Reference to the school environment includes the after school environment. 
 
(i) Staff refers to teachers, employees, volunteers and carers, who are employed in 

the School or in the After School Care Program. 
 
(j) Parents includes adult sibling carers and guardians. 
 
(k) DCJ is the abbreviation for the Department of Communities and Justice   
 
(l) There is a series of “Definitions” under “reportable conduct” 
 
(m) OCG is the abbreviation for Office of the Children’s Guardian  

 

(n) WWCC is the abbreviation for Working with Children’s Check  
 

 
The Child Protection Policy aims to ensure that all children and young people are 
safe from significant harm and are cared for in a way that ensures their safety, 
protection and well-being. 
 
The purpose of this policy is to provide the overall framework for child protection 
within Warrah Specialist School. The policy provides a statement of the overall 
principles of Warrah Specialist School to protect all children in the Warrah 
network and keep them free and safe from harm.  
 
The policy directs individuals to principles and procedures that must be followed 
when a child is in need of protection. The policy aims to ensure that child 
protection is a paramount consideration at Warrah Specialist School  
 
Warrah Specialist School has zero tolerance for child abuse and regards its child 
protection responsibilities with the utmost importance. Warrah is committed to 
providing the necessary resources to ensure compliance with all relevant child 
protection laws and regulations, and to maintaining a child safe culture. 
 
The safety, protection and well-being of all students is of fundamental 
importance to the School. Warrah Specialist School has clear obligations 
relating to the safety, protection and well-being of students including, but not 
limited to: 

(a) a duty of care to ensure that reasonable steps are taken to prevent significant 
harm to students 

(b) obligations under child protection legislation  
(c) obligations under work health and safety legislation 
(d) obligations to provide a safe and nurturing environment 
(e) listening to and valuing students 
(f) ensuring students feel respected  
 

Policy Statement 



   
  
                                              
 
 

 

To build and maintain a Child Safe Organisation, Warrah Specialist School has a 
comprehensive and integrated policy framework, which applies to all staff which 
includes employees, contractors and volunteers.    

 
Staff members who fail to adhere to this policy will be in breach of their terms of 
employment.  
 
Principles 
 
This policy is underpinned by Warrah Specialist School core values. The following 
principles guide the development and regular review of our work systems, 
practices, policies and procedures to ensure the safety, protection and well-being 
of Warrah students: 
 
(a) All children have the right to be safe 
(b) The welfare and best interests of the child are paramount. 
(c) The views of the child and a child’s privacy must be respected. 
(d) Clear expectations for appropriate behaviour with children are established in 

Warrah’s Code of Conduct for Care and Protection of Children policy. 
(e) Promote a culture where the children and young people are treated with 

dignity, equality and respect.  
(f) Take reasonable steps to ensure the physical, emotional and psychological 

safety and protection of children and young people. 
(g) The safety of children is dependent upon the existence of a child safe culture. 
(h) Procedures are in place to screen all staff, Direct Contact Volunteers, Third 

Party Contractors and External Education Providers who have direct contact 
with children. 

(i) Ensure we respond quickly, fairly and transparently to any disclosure, issue or 
complaint made by a child, young person or their parent/guardian or other 
advocate.   

(j) Child safety and protection is everyone's responsibility. 
(k) Child protection training is mandatory for all workers as required by legislation. 
(l) Procedures for responding to alleged or suspected incidents of child abuse are 

clear and accessible. 
(m) Children from culturally or linguistically diverse backgrounds have the right to 

special care and support including those who identify as Aboriginal or Torres 
Strait Islander. 

(n)  Children who have any kind of disability have the right to special care and 
support. 

 
  



   
  
                                              
 
 

 

4. Key legislation 
 
There are three key pieces of child protection legislation in New South Wales. 
They are covered in this document in the following three PARTS: 

PART A the Children and Young Persons (Care and Protection) Act 1998 
(NSW) (the Care and Protection Act);  

PART B the Child Protection (Working With Children) Act 2012 (NSW) (the 
WWC Act). 

PART C          the Children’s Guardian Act 2019 (Children’s Guardian Act)  
PART D          the crimes Act 1990 (Crimes act)  

 
Warrah Specialist School is committed to providing the necessary resources to 
ensure compliance with all relevant child Protection laws and regulations, and 
maintaining a child safe culture.   
 
 
Compliance and Records  
 
The Principal or their delegate monitors compliance with this policy and 
securely maintains school  
records relevant to this policy, which includes: 
 
(a)    register of staff members who have read and acknowledged that they read 

and understood this    
          policy; 
(b)    working with children check clearance (WWCC clearance) verifications; 
(c) mandatory reports to the Department of Communities and Justice (DCJ), 

previously known as Family and Community Services; and 
(d) reports of reportable conduct allegations, the outcome of reportable 

conduct investigations, and/or criminal convictions. 
 
Training  
 
School  
Warrah Specialist School provides all staff with a copy of this policy and will 
provide all staff with the opportunity to participate in child protection training on 
an annual basis.  
 
Staff Members  
All new staff members are given a copy of the Child Protection policy to read and 
sign to acknowledge that they have read and understood the policy. 
 
All staff members must participate in annual child protection training and 
additional training, as directed by the Principal. The training complements this 
policy and provides information to staff about their legal responsibilities related to 
child protection and school expectations, including: 
 
 



   
  
                                              
 
 

 

(a) mandatory reporting 

(b) reportable conduct 

(c) working with children checks, and 

(d) professional boundaries. 

 

5. Staff obligations to report 
 
While we set out below circumstances in which the legislation requires reporting 
of particular child protection issues, the School requires Staff to report any 
concern about the safety, protection or well-being of a child or young person to 
the Principal. 
 
If the allegation involves the Principal, Staff are to make a report to the Chairman 
of the School Board.  
 
This obligation to report is part of the School's overall commitment to the safety, 
protection and well-being of children. 
 
 

 
 

6. Children and Young Persons (Care and Protection) Act 1988 
 
Warrah’s Child Protection Policy aims to ensure that all children and young 
people are safe from significant harm and are cared for in a way that ensures their 
safety, protection and well-being. 
 
Child or young person at risk of significant harm 
 
Under the Care and Protection Act, a child or young person is at risk of significant 
harm if current concerns exist for the safety, protection and well-being of the 
child or young person, because of the presence, to a significant extent, of any one 
or more of the following circumstances: 

 
(a) Neglect – Is the continued failure by a parent or caregiver to provide a child 

with the basic things needed for his or her proper growth and development, 
such as food, clothing, shelter, medical and dental care and adequate 
supervision.  

(b) Sexual abuse  - Is when someone involves a child or young person in a sexual 
activity by using their power over them or by taking advantage of their trust. 
Often children are bribed or threatened physically and psychologically to 
make them participate in the activity.  

(c) Physical abuse - is a non-accidental injury or pattern of injuries to a child 
caused by a parent, caregiver or any other person. It includes but is not limited 
to injuries which are caused by excessive discipline, severe beatings or 

Procedures 



   
  
                                              
 
 

 

shakings, cigarette burns, attempted strangulation and female genital 
mutilation. Injuries include bruising, lacerations or welts, burns, fractures or 
dislocation of joints.  
Hitting a child around the head or neck and/or using a stick, belt or other 
object to discipline or     

       punishing a child (in a non-trivial way) is a crime. 
  
(d) Emotional Abuse - Can result in serious psychological harm, where the 

behaviour of their parent or caregiver damages the confidence and self-
esteem of the child or young person, resulting in serious emotional deprivation 
or trauma.  

 
Although it is possible for ‘one-off’ incidents to cause serious harm, in general it is 
the frequency,    
persistence and duration of the parental or carer behaviour that is instrumental in 
defining the   
consequences for the child.  
  
This can include a range of behaviours such as excessive criticism, withholding 
affection, exposure to domestic violence, intimidation or threatening behaviour.  
 
For further information on “significant harm” and on the “policy definition of 
significant harm”, please refer to the Mandatory reporting section of this policy.  
 
Mandatory Reporting  
 
The Care and Protection Act provides for mandatory reporting of children at risk 
of significant harm. A child is a person under the age of 16 years and a young 
person is aged 16 years or above but who is under the age of 18, for the purposes 
of the Care and Protection Act.  
 
 

7. What is the threshold for mandatory reporting? 
The threshold for mandatory reporting to DCJ for a child or young person at risk is 
“significant harm”. 
 
In the phrase “to a significant extent”, the word “significant” means circumstances 
that are sufficiently serious to warrant a response by a statutory authority, 
irrespective of a family’s consent.  
 

8. Who is a mandatory reporter under the Care and Protection Act? 
 
A mandatory reporter is any person who delivers the following services to children 
and young people as part of their paid or professional work: 

(a) health care (e.g. Doctors, therapists, nurses) 

(b) welfare (e.g. Youth workers) 

(c) education (e.g. Teachers, assistants) 



   
  
                                              
 
 

 

(d) children’s services (e.g. Childcare workers) 

(e) residential services (e.g. Refuge workers, carers) 

(f) law enforcement (e.g. Police) 

(g) disability services (e.g. Case workers, carers,) 

(h) out-of-school hours care (e.g. Teachers, assistants, carers) 

A mandatory reporter is also a person, who holds a management position in any 
of these services and whose duties include direct responsibility for, or direct 
supervision of, the provision of these services.  
 
All teachers are mandatory reporters. Other School employees may also be 
mandatory reporters. If you are not sure whether you are a mandatory reporter, 
you should speak to the Principal. 
 
A mandatory reporter is required by law to make a report to DCJ if there are 
reasonable grounds to suspect that a child or young person is at risk of significant 
harm. 
 
There are penalties for failing to make a report. 
 

9. When must a report be made to DCJ?  

A mandatory reporter must, where they have reasonable grounds to suspect that 
a child (under 16 years of age) is at risk of significant harm, report to the 
Department of Communities and Justice (DCJ) as soon as practicable. The report 
must include the name, or a description, of the child and the grounds for 
suspecting that the child is at risk of significant harm. 
 
In addition, the school may choose to make a report to the DCJ where there are 
reasonable grounds to suspect a young person (16 or 17 years of age) is at risk of 
significant harm and there are current concerns about the safety, welfare and 
well-being of the young person.  
 
 
In the Independent School sector, a mandatory reporter will meet their obligation 
if they report to the Principal in the School. This centralised reporting model 
ensures that a person in the school has all of the information that may be relevant 
to the circumstances of the child at risk of significant harm and addresses the risk 
of the school not being aware of individual incidences that amount to cumulative 
harm.   
 
  



   
  
                                              
 
 

 

Reasonable grounds 

'Reasonable grounds' refers to the need to have an objective basis for suspecting 
that a child or young person may be at risk of significant harm, based on: 
 

(a) first-hand observations of the child, young person or family 
(b) what the child, young person, parent or another person has disclosed 
(c) what can reasonably be inferred based on professional training and / or 

experience. 

 
'Reasonable grounds' does not mean a person is required to confirm their 
suspicions or have clear proof before making a report. 
 
Significant Harm  
 
A child or young person is 'at risk of significant harm' if current concerns exist for 
the safety, welfare or well-being of the child or young person because of the 
presence, to a significant extent, of any one or more of the following 
circumstances: 
 

(a) the child’s or young person’s basic physical or psychological needs are not 
being met or are at risk of not being met,  

(b) the parents or other caregivers have not arranged and are unable or 
unwilling to arrange for the child or young person to receive necessary 
medical care,  

(c) in the case of a child or young person who is required to attend school in 
accordance with the Education Act 1990 —the parents or other caregivers 
have not arranged and are unable or unwilling to arrange for the child or 
young person to receive an education in accordance with that Act,  

(d) the child or young person has been, or is at risk of being, physically or 
sexually abused or ill-treated,  

(e) the child or young person is living in a household where there have been 
incidents of domestic violence and, as a consequence, the child or young 
person is at risk of serious physical or psychological harm,  

(f) a parent or other caregiver has behaved in such a way towards the child or 
young person that the child or young person has suffered or is at risk of 
suffering serious psychological harm,  

(g) the child was the subject of a pre-natal report under section 25 of the Care 
and Protection Act and the birth mother of the child did not engage 
successfully with support services to eliminate, or minimise to the lowest 
level reasonably practical, the risk factors that gave rise to the report. 

 
What is meant by 'significant' in the phrase 'to a significant extent' is that which is 
sufficiently serious to warrant a response by a statutory authority irrespective of a 
family's consent. 
 
What is significant, is not minor or trivial and, may reasonably be expected to 
produce a substantial and demonstrably adverse impact on the child or young 
person's safety, welfare or well-being. 



   
  
                                              
 
 

 

 
The significance can result from a single act or omission or an accumulation of 
these. 
 

10. What should you do if you consider that a mandatory report is 
required? 

 
Reporting by the School about these matters to DCJ and, where necessary, the 
police, is generally undertaken by the Principal. This is in accordance with best 
practice principles and is the expectation of the School. 
 
If you have a concern that a child or young person is at risk of significant harm you 
should contact the Principal as soon as possible to discuss whether the case 
reaches the threshold of 'risk of significant harm' and the steps required to report 
the matter. 
 
Before making a report, mandatory reporters should consult the mandatory 
reporter guide to assess whether a child or young person is at risk of significant 
harm. The Mandatory reporter guide can be found on the “Child story” website 
under the online mandatory reporter guide tab https://www.childstory.net.au  
 
However, if there is an immediate danger to the child or young person and the 
Principal or an Executive member of staff is not contactable you should speak to 
the Police and/or the DCJ mandatory reporter helpline on 132 111.   
 
A Child Protection Caseworker will take the information from you and guide you 
through the reporting process. The kind of information which is useful and may 
be asked of you includes:  
 
(a) risk of significant harm information,  
(b) information about the child or young person, the family, the reporter, and  
(c) the context of the report.   
(d) Once a report is made to the Child Protection Helpline, no further report needs 

to be made unless new information comes to hand.  
 
You must ensure that you advise the Principal or an Executive member of staff as 
soon as possible.  
 
You are not required to, and must not, undertake any investigation of the matter 
yourself. 
 
In the event that a report has been made, you are not required to inform the 
parents or caregivers that a report to Community Services has be made. You are 
required to deal with the matter confidentially and only disclose it to the 
persons referred to above or as required to comply with your mandatory 
reporting obligations. Failure to maintain confidentiality will not only be a 
breach of this policy, but could expose you to potential civil proceedings for 

https://www.childstory.net.au/


   
  
                                              
 
 

 

defamation. 
11. What should you do if you have a concern that is below the mandatory 
reporting threshold? 

 
While the Care and Protection Act outlines a mandatory reporter’s obligation to 
report to DCJ, as an employee of this School, any concern regarding the safety, 
protection and well-being of a student must be reported to the Principal. 
 
If the allegation involves the Principal, a report should be made to the Chairman 
of the Warrah School Board.  
 
You are required to deal with all reports regarding the safety, protection or well-
being of a student with confidentially and only disclose it to the Principal and any 
other person the Principal nominates. Failure to do so will be a breach of this 
policy. 
 

12. Reporting children at risk 
 
Keep them safe – Online mandatory reporting 
 
(a) Before making a report, mandatory reporters should consult the Mandatory 

Reporter Guide to assess whether a child or young person is at risk of 
significant harm.  

(b) The Mandatory Reporter Guide can be found on the “Child Story” Website 
under the Online Mandatory Reporter Guide Tab http://www.childstory.net.au 
This Guide is intended to complement rather than replace critical thinking and 
does not prohibit a mandatory reporter from any course of action he/she 
believes is appropriate.  

(c) All mandatory reporters should also seek direction from their supervisor prior 
to making a child protection report.  

(d) In the event that both the Mandatory Reporter Guide and Supervisor suggest 
that the child or young person is not at risk of significant harm, consider what 
additional services or supports could be provided locally. Services offered 
should assist in addressing identified problems and minimising the risk of 
future harm. 
 

Reporting Risk of Significant harm to DCJ  
(a) To make a report, call the DCJ Mandatory Reporter Helpline on 132 111.  A Child 

Protection Caseworker will take information from you and guide you through 
the reporting process.  

(b) The kind of information which is useful and may be asked of you includes: risk 
of significant harm information, information about the child or young person, 
the family, the reporter, and the context of the report.   

(c) Once a report is made to the Child Protection Helpline no further report needs 
to be made unless new information comes to hand 

 
Reportable Conduct  
 

http://www.childstory.net.au/


   
  
                                              
 
 

 

Section 29 of the Children’s Guardian Act 2019 requires the Heads of Entities, 
including non-government schools in New South Wales, to notify the OCG of all 
allegations of reportable conduct and convictions involving an 'employee' and the 
outcome of the School's investigation of these allegations. Under the Children’s 
Guardian Act 2019, allegations of child abuse only fall within the reportable 
conduct jurisdiction if the involved individual is an employee of the relevant entity 
at the time when the allegation becomes known by the Head of Entity. 
 
Reportable Conduct:  
 

(a) involves a child (a person under the age of 18 years) at the time of the 
alleged incident; and  

(b) involves certain defined conduct as described in the Act (see below). 
 

The OCG: 
(a) must keep under scrutiny the systems for preventing reportable conduct 

by employees of non-government schools and the handling of, or response 
to, reportable allegations (including allegations which are exempt from 
notification) or convictions; 

(b) must receive and assess notifications from non-government schools 
concerning reportable conduct or reportable convictions;  

(c) is required to oversee or monitor the conduct of investigations by non-
government schools into allegations of reportable conduct or reportable 
convictions; 

(d) must determine whether an investigation that has been monitored has 
been conducted properly, and whether appropriate action has been taken 
as a result of the investigation; 

(e) may directly investigate an allegation of reportable conduct or reportable 
conviction against an employee of a non-government school, or the 
handling of or response to such a matter (eg arising out of complaints by 
the person who is the subject of an allegation); and 

(f) may investigate the way in which a relevant entity has dealt with, or is 
dealing with, a report, complaint or notification, if the OCG considers it 
appropriate to do so. 

 
Reportable Conduct  
 
Under the Children’s Guardian Act 2019 reportable conduct is defined as: 

(a) a sexual offence  
(b) sexual misconduct 
(c) an assault against a child 
(d) ill-treatment of a child  
(e) neglect of a child  
(f) an offence under section 43B (failure to protect) or section 316A (failure to 

report) of the Crimes Act 1900; and 
(g) behaviour that causes significant emotional or psychological harm to a child.  

 



   
  
                                              
 
 

 

Reportable conduct does not extend to:  

(a) conduct that is reasonable for the purposes of the discipline, management 
or care of children, having regard to the age, maturity, health or other 
characteristics of the children and to any relevant codes of conduct or 
professional standards; or  

(b) the use of physical force that, in all the circumstances, is trivial or negligible 
and the circumstances in which it was used have been investigated and the 
result of the investigation has been recorded in accordance with 
appropriate procedures; or 

(c) conduct of a class or kind exempted from being reportable conduct by the 
Children’s Guardian Act under section 30. 

 
Definitions  
 
The following definitions relate to reportable conduct: 
 

(a) Sexual offence: an offence of a sexual nature under a law of the State, 
another State, a Territory, or the Commonwealth, committed against, with 
or in the presence of a child, such as:  

• sexual touching of a child;  
• a child grooming offence;  
• production, dissemination or possession of child abuse material. 

 

Definitions of ‘grooming’, within child protection legislation, are complex. 
Under the Crimes Act, grooming or procuring a child under the age of 16 
years for unlawful sexual activity is classed as a sexual offence. The Crimes 
Act (s73) also extends the age of consent to 18 years when a child is in a 
‘special care’ relationship. Under Schedule 1(2) of the WWC Act, grooming is 
recognised as a form of sexual misconduct. The Children’s Guardian Act 2019 
and this Child Protection Policy reflect these definitions within the context of 
the Reportable Conduct Scheme (Division 2). 
 
An alleged sexual offence does not have to be the subject of criminal 
investigation or charges for it to be catagorised as a reportable allegation of 
sexual offence.  

 
(b) Sexual misconduct: conduct with, towards or in the presence of a child 

that is sexual in nature (but not a sexual offence). The Act provides the 
following (non-exhaustive) examples: 
 

• descriptions of sexual acts without a legitimate reason to provide the 
descriptions; 

• sexual comments, conversations or communications; 
• comments to a child that express a desire to act in a sexual manner 

towards the child, or another child. 
 



   
  
                                              
 
 

 

Note – crossing professional boundaries comes within the scope of the 
scheme to the extent that the alleged conduct meets the definition of sexual 
misconduct. That is, the conduct with, towards or in the presence of a child 
that is sexual in nature (but is not a sexual offence). 

 

  



   
  
                                              
 
 

 

(c) Assault: an assault can occur when a person intentionally or recklessly (ie. 
knows the assault is possible but ignores the risk): 

• applies physical force against a child without lawful justification or excuse – 
such as hitting, striking, kicking, punching or dragging a child (actual 
physical force); or 

• causes a child to apprehend the immediate and unlawful use of physical 
force against them – such as threatening to physically harm a child 
through words and/or gestures regardless of whether the person actually 
intends to apply any force (apprehension of physical force) 
 

(d) lll-treatment: is defined as conduct towards a child that is:  
• unreasonable; and  
• seriously inappropriate, improper, inhumane or cruel. 

 
Ill-treatment can include a range of conduct such as making excessive or 
degrading demands of a child; a pattern of hostile or degrading comments 
or behaviour towards a child; and using inappropriate forms of behaviour 
management towards a child. 

 
(e) Neglect: defined as a significant failure to provide adequate and proper 

food, supervision, nursing, clothing, medical aid or lodging for a child that 
causes or is likely to cause harm - by a person who has care and/or has 
responsibility towards a child.  
 
Neglect can be an ongoing situation of repeated failure by a caregiver to 
meet a child’s physical or psychological needs, or a single significant 
incident where a caregiver fails to fulfill a duty or obligation, resulting in 
actual harm to a child where there is the potential for significant harm to a 
child. Examples of neglect include failing to protect a child from abuse and 
exposing a child to a harmful environment.  

 
Behaviour that causes significant emotional or psychological harm to a 
child is conduct that is intentional or reckless (without reasonable excuse), 
obviously or very clearly unreasonable and which results in significant 
emotional harm or trauma to a child. 
 
For a reportable allegation involving psychological harm, the following 

elements must be present: 
(a) An obviously or very clearly unreasonable or serious act or series of acts that 

the employees knew or ought to have known was unacceptable, and 
(b) Evidence of psychological harm to the child that is more than transient, 

including displaying patterns of ‘out of character behaviour’, regression in 
behaviour, distress, anxiety, physical symptoms or self-harm, and 

(c) alleged causal link between the employee’s conduct and the significant 
emotional or psychological harm to the child. 

 
(d) Reportable allegation is an allegation that an employee has engaged in 

conduct that may be reportable conduct. 



   
  
                                              
 
 

 

 
(e) Reportable conviction means a conviction (including a finding of guilt 

without the court proceeding to a conviction), in NSW or elsewhere, of an 
offence involving reportable conduct. 
 

(f) Employee of an entity includes: 
• an individual employed by, or in, the entity 
• a volunteer providing services to children 
• a contractor engaged directly by the entity (or by a third party) where the 

contractor holds, or is required to hold, a WWCC clearance for the purposes 
of their work with an entity; and 

• a person engaged by a religious body where that person holds, or is 
required to hold, a WWCC clearance for the purposes of their work with the 
religious body. 
 

(g) PSOA (Person Subject of the Allegation). 
 
 

13. Your obligations for reporting of reportable allegations or Convictions  
 
Staff members 

Any concerns about any other employee engaging in conduct that is considered 
inappropriate, or reportable conduct, or any allegation of inappropriate or 
reportable conduct made to the employee or about the employee, themselves 
must be reported to the Principal.  
 
If you are unsure, whether the conduct is reportable conduct but consider that it 
is inappropriate behaviour you must still report it. 
 
Staff must also report to the Principal if they become aware that an employee has 
been charged with or convicted of an offence (including a finding of guilt without 
the court proceeding to a conviction) involving reportable conduct. 
 
 
If the allegation involves the Principal, you are required to report to Board 
Chairman of the Warrah School Board.  
 
Parent, Carer and Community Members  
 
Parents, carer’s and community members are encouraged to report any conduct 
that is in their view inappropriate, reportable or criminal conduct to the Principal 
or their delegate. All such reports will be dealt with in accordance with the 
School's complaint handling procedures. 
 
The Principal is the contact point for parents if they wish to report an allegation of 
reportable conduct against an employee. 
 
 
 



   
  
                                              
 
 

 

 
The School  
The Principal, as the Head of Entity under the Children’s Guardian Act 2019, must: 

(a) Ensure specified systems are in place for preventing, detecting and 
responding to reportable allegations or convictions 

(b) Submit a 7-day notification form to the OCG within 7 business days of 
becoming aware of a reportable allegation or conviction against an 
employee of the entity (unless the Head of the Entity has a reasonable 
excuse),  

 
The notification should include the following information:   

(a) that a report has been received in relation to an employee of the School, 
and 

(b)  the type of reportable conduct, and 
(c) the name of the employee, and  
(d) the name and contact details of School and the Head of Entity, and  
(e) for a reportable allegation, whether it has been reported to Police, and 
(f) if a report has been made to the Child Protection Helpline, that a report 

has been made, and 
(g)  the nature of the relevant entity’s initial risk assessment and risk 

management action,  
 
The notice must also include the following, if known to the Head of Entity: 
 

(a) details of the reportable allegation or conviction considered to be a 
reportable conviction, 

(b)  the date of birth and working with children number, if any, of the 
employee the subject of the report, 

(c) the police report reference number (if Police were notified), 
(d) the report reference number if reported to the Child Protection 

Helpline, 
(e) the names of other relevant entities that employ or engage the 

employee, whether or not directly, to provide a service to children, 
including as a volunteer or contractor. 

 
Maximum penalty for failure to notify within 7 business days —10 penalty units. 
 
Process for investigating an allegation of reportable Conduct  
 
Once an allegation of reportable conduct against an employee is received, the 
Principal is required to: 
 

(a) determine on face value whether it is an allegation of reportable conduct; 
(b) assess whether DCJ or the Police need to be notified (ie, if reasonable 

grounds to suspect that a child is at risk of significant harm or  a potential 
criminal offence. If they have been notified, seek clearance from these 



   
  
                                              
 
 

 

statutory agencies prior to the school proceeding with the reportable 
conduct investigation.  

(c) notify the child's parents (unless to do so would be likely to compromise 
the investigation or any investigation by DCJ or the Police); 

(d) Notify the OCG within 7 Business days of receiving the allegation  
(e) carry out a risk assessment and take action to reduce/remove risk, where 

appropriate; and 
(f) provide an initial letter to the PSOA advising that an allegation of 

reportable conduct has been made against them and the School’s 
responsibility to investigate this matter under Section 34 of the Children’s 
Guardian Act 2019; and 

(g) investigate the allegation or appoint someone to investigate the allegation. 
 

14. Investigation principles 
 
During the investigation of a reportable conduct allegation, the School will: 
 

(a) Follow the principles of procedural fairness; 
(b) inform the person subject of the allegation (PSOA) of the substance of any 

allegations made against them, at the appropriate time in the 
investigation, and provide them with a reasonable opportunity to respond 
to the allegations:  

(c) make reasonable enquiries or investigations before making a decision; 
(d) avoid conflicts of interest; 
(e) conduct the investigation without unjustifiable delay; 
(f) handle the matter as confidentially as possible; and 
(g) provide appropriate support for all parties including the child/children, 

witnesses and the PSOA. 

 
15. Investigation steps 

 
In an investigation the Principal or appointed investigator will generally: 
 

(a) interview relevant witnesses and gather relevant documentation; 
(b) provide a letter of allegation to the PSOA; 
(c) provide the PSOA with the opportunity to provide a response to the 

allegations either in writing or a the interview; 
(d) consider relevant evidence and make a preliminary finding in accordance 

with the OCG guidelines; 
(e) inform the PSOA of the preliminary finding in writing by the Head of Entity 

and provide them with a further opportunity to respond or make 
submissions prior to the matter moving to final findings; 

(f) consider any response provided by the PSOA; 
(g) make a final finding in accordance with the OCG Guidelines; 



   
  
                                              
 
 

 

(h) decide on the disciplinary action, if any, to be taken against the PSOA; 
(i) If it is completed, send the final report to the OCG within 30 days after 

having received the allegation, as per section 36 of the children’s Guardian 
Act 2019 

 
(j) should the final report is not finished  within 30 days, the Head of Entity 

must provide, at minimum, an interim report to the OCG within 30 days of 
having received the allegation, as per section 38 of the Children’s Guardian 
Act 2019.  

 
Submission of an interim report must include; 
(a) a reason for not providing the final report within 30 days and an 

estimated time frame for completion of the report.  
(b) specific information, including (if known); the facts and circumstances of 

the reportable allegation; any known information about a reportable 
conviction; action taken since the OCG received a notification about the 
reportable allegation or reportable conviction; further action the Head of 
Entity proposes to take in relation to the reportable allegation or 
reportable conviction; including if the Head of Entity proposes to take no 
further action; the reasons for the action taken and the action proposed 
to be taken or the reasons for the decision to take no further action; other 
information prescribed by the regulations; and  

(c) be accompanied by copies of documents in the School's possession, 
including transcripts of interviews and copies of evidence. 

  

The steps outlined above may need to be varied on occasion to meet particular 
circumstances. For example, it may be necessary to take different steps where the 
matter is also being investigated by the DCJ or Police. 
 
A PSOA may have an appropriate support person with them during the 
interview process. Such a person is there for support only and as a witness to 
the proceedings and not as an advocate or to take an active role. 
 

16. Risk management throughout an investigation of a reportable conduct 
allegation  

 
Risk management means identifying the potential for an incident or accident 
to occur and taking steps to reduce the likelihood or severity of its occurrence. 
 
The Principal is responsible for risk management throughout the investigation 
and will assess risk at the beginning of the investigation, during and at the end 
of the investigation. 
 

17. Initial risk assessment 
 
One of the first steps following an allegation of reportable conduct against an 
employee is for the Principal to conduct an initial risk assessment. The purpose of 



   
  
                                              
 
 

 

this initial risk assessment is to identify and minimise the risks to: 
 

(a) the child(ren) who are the subject of the allegation; 
(b) other children with whom the employee may have contact; 
(c) the PSOA; 
(d) the School, and 
(e) the proper investigation of the allegation. 

 
The factors which will be considered during the risk assessment include: 
 

(a) the nature and seriousness of the allegations; 
(b) the vulnerability of the child(ren) the PSOA has contact with at work; 
(c) the nature of the position occupied by the PSOA; 
(d) the level of supervision of the PSOA; and 
(e) the disciplinary history or safety of the PSOA and possible risks to the 

investigation. 

 
The Principal will take appropriate action to minimise risks. This may include the 
PSOA being temporarily relieved of some duties, being required not to have 
contact with certain students, being asked to take paid leave, or being suspended 
from duty. When taking action to address any risks identified, the School will take 
into consideration both the needs of the child(ren) and the PSOA. 
 
Please Note: A decision to take action on the basis of a risk assessment is not 
indicative of the findings of the matter. Until the investigation is completed and a 
finding is made, any action, such as an employee being suspended, is not to be 
considered to be an indication that the alleged conduct by the employee did 
occur. 
 
18. Ongoing Risk Management 
 
The Principal will continually monitor risk during the investigation including in 
the light of any new relevant information that emerges. 
 
Findings  
 
At the completion of the investigation, a finding will be made in relation to the 
allegation and a decision made by the principal regarding what action, if any, is 
required in relation to the PSOA, the child (ren) involved and any other parties. 
 
19. What information will be provided to the PSOA? 
 
The PSOA will be advised: 

(a) that an allegation has been made against them (at the appropriate time 
in the investigation); and 

(b) of the substance of the allegation, or of any preliminary finding and the 



   
  
                                              
 
 

 

final finding. 

(c) The PSOA does not automatically have the right to: 
(i) know or have confirmed the identity of the person who made the 

allegation; or 

(ii) be shown the content of the OCG notification form or other 
investigation material that reveals all information provided by other 
employees or witnesses. 

 
The WWC Act enables a person who has a sustained finding referred to the OCG 
to request access to the records held by the School in relation to the finding of 
misconduct involving children, once final findings are made. The entitlements of a 
person to request access to information in terms of section 46 of the WWC Act is 
enlivened when a finding of misconduct involving children has been made.  
 

20. Disciplinary Action 
 
As a result of the allegations, investigation or final findings, the School may take 
disciplinary action against the PSOA (including termination of employment). 
 
In relation to any disciplinary action the School will: 
 

(a) give the PSOA details of the proposed disciplinary action; and 
(b) give the PSOA a reasonable opportunity to respond before a final decision 

is made. 
 

21. Confidentiality 
 
It is important when dealing with allegations of reportable conduct that the 
matter be dealt with as confidentially as possible. 
 
The School requires that all parties maintain confidentiality during the 
investigation including in relation to the handling and storing of documents and 
records. 
 
Records about allegations of reportable conduct against employees will be kept 
in a secure area and will be accessible by [the Head of Entity or with the Head of 
Entity’s express authority]. 
 
No employee may comment to the media about an allegation of reportable 
conduct unless expressly authorised by the Principal to do so. 
 
If you become aware of a breach of confidentiality in relation to a reportable 
conduct allegation you must advise the Principal. 
 
Criminal Offences  
 
In 2018, the Crimes Act was amended to adopt recommendations of the Royal 
Commission into Institutional Responses to Child Sexual Abuse. The new offences 



   
  
                                              
 
 

 

are designed to prevent child abuse and to bring abuse that has already occurred 
to the attention of the Police 
 
Failure to protect offence  
 
An adult working in a school, therefore all staff members, will commit an offence if 
they know another adult working there poses as serious risk of committing a child 
abuse offence and they have the power to reduce or remove the risk, and they 
negligently fail to do so either by acts and/or omissions. 
This offence is targeted at those in positions of authority and responsibility 
working with children who turn a blind eye to a known and serious risk rather 
than using their power to protect children. 
 
 
Failure to report offence 

Any adult, and therefore all staff members, will commit an offence if they know, 
believe or reasonably ought to know that a child abuse offence has been 
committed and fail to report that information to Police, without a reasonable 
excuse. A reasonable excuse would include where the adult has reported the 
matter to the Principal and is aware that the Principal has reported the matter to 
the Police. 
 
 

22. Working With Children (WWC) Act 
 

23. General  
 
The WWC Act protects children by requiring a staff member to have a WWCC 
clearance or current application to engage in child related work. Failure to do so 
may result in a fine or imprisonment.  
 
The Office of the Children’s Guardian (OCG) is responsible for determining 
applications for a WWCC clearance. It involves a national criminal history check 
and review of reported workplace misconduct findings. The result is either to: 

(a) grant a WWCC clearance (generally valid for 5 years); or 
(b) refuse a WWCC clearance (further applications cannot be made for 5 

years) 

In addition, the OGC may impose an interim bar on engaging in child related 
work for both applicants and WWCC clearance holders. 
 
WWCC clearance holders are subject to ongoing monitoring by the OCG. 
 
Individuals are responsible for their own application for certification and are also 
legally required to update their contact details, including any name or address 
changes within three months. Employers must verify that their workers or 
volunteers who work with children have had a check or applied for one. 
Employers operating within a child-related industry are required to register online 
with the NSW Office of the Children's Guardian (OCG) and are required to 



   
  
                                              
 
 

 

subsequently conduct online verification of new paid employees' clearance. 
Existing paid workers and all volunteers (new and current) also need to have their 
clearance validated online. 
 

24. Responsibilities 
 
The object of the WWC Act is to protect children: 
 

(a) by not permitting certain persons to engage in child-related work; and 
(b) by requiring persons engaged in child-related work to have working with 

children check clearances. 
 

Schools are required to: 
 

(a) verify online and record the status of each child-related worker’s WWCC 
Clearance ; 

(b) only employ or engage child-related workers or eligible volunteers who 
have a valid WWCC Clearance ; and  

(c) advise the OCG of the findings they have made after completing a 
reportable conduct investigation, including whether they have made a 
finding of reportable conduct. A finding of reportable conduct in relation to 
sexual misconduct, a sexual offence or a serious physical assault must be 
referred to the OCG's Working with Children Check Directorate (WWCC 
Directorate). It is an offence for an employer to knowingly engage a child-
related worker who does not hold a WWCC clearance or who has a bar. 
 

 
 
Child-related Work: 
 
Child-related work involves direct contact by the worker with a child or children 
and that contact is a usual part of and more than incidental to the work. Child 
related work includes, but is not limited to work in the following sectors: 

(a) early education and child-care including education and care service, child-
care centres and other child care; 

(b) schools and other educational institutions and private coaching or tuition 
of children; 

(c) religious services; 
(d) residential services including boarding schools, homestays more than three 

weeks, residential services and overnight camps;  
(e) transport services for children including school bus services, taxi services for 

children with disability and supervision of school road crossings; and 
(f) counselling, mentoring or distance education not involving direct contact. 

 
Any queries about whether roles/duties engage in child-related work should be 
directed to the Principal.  
 
 



   
  
                                              
 
 

 

Child – related workers and eligible volunteers are required to:  
  

(a) hold and maintain a valid WWCC Clearance; 
(b) not engage in child-related work at any time that they are subjected to an 

interim bar or a bar; and 
(c) report to the Principal if they are no longer eligible for a Check, the status of 

their Check changes or are notified by the OCG that they are subjected to a 
risk assessment ;  

(d) notify the OCG of any changes to their personal details within three (3) 
months of the change occurring. Failure you do so may result in a fine.  

 
It is an offence for a staff member to engage in child related work when they do 
not hold a WWCC clearance or if they are subject to a bar.   
  
All volunteers are required to: 
 

(a) sign the Volunteer Statutory Declaration. Some volunteers engaged in high 
risk roles maybe required to have a Check; 

(b) to be aware and follow the expectations of conduct expressed in the School 
Staff Code of Conduct. 

 
Working with Children’s Check Clearance:  
 
A WWCC clearance is authorisation under the WWC Act for a person to engage in 

child-related work.  

Application / Renewal  
 
An application or renewal can be made through Service NSW or its replacement 
agency.  The process for applying for and renewing a WWCC clearance with the 
OCG involves a national police check and a review of findings of misconduct. If the 
OCG grants or renews a WWCC clearance the holder will be issued with a number 
which is to be provided to the School to verify the status of a staff member’s 
WWCC clearance. 
 
Refusal/Cancellation 

The OCG can refuse to grant a WWCC clearance or cancel a WWCC clearance. The 
person is then restricted from engaging in child-related work and not able to 
apply for another clearance for five years. The School will be notified by the OGC 
and instructed to remove such persons from child-related work. 
 
Interim bar 

The OCG may issue an interim bar, for up to 12 months, to high-risk individuals to 
prevent them from engaging in child-related work whilst a risk assessment is 
conducted. If an interim bar remains in place for six months or longer, it may be 
appealed to the Administrative Decisions Tribunal. 



   
  
                                              
 
 

 

Not all individuals who are subject to a risk assessment will receive an interim bar; 
only those representing a serious and immediate risk to children. 
 

25. Disqualified person 
 
A disqualified person is a person who has been convicted, or against whom 
proceedings have been commenced for a disqualifying offence outlined in 
Schedule 2 of WWC Act. A disqualified person cannot be granted a WWCC 
clearance and is therefore restricted from engaging in child related work.  
 
26.1 Ongoing monitoring 

 
The OCG will continue to monitor criminal records and professional conduct 
findings of all WWCC clearance holders through a risk assessment process 
 
Risk assessments 
 
A risk assessment is an evaluation of an individual’s suitability for child-related 
work.  
 
The OCG will conduct a risk assessment on a person’s suitability to work with 
children when a new record is received which triggers a risk assessment. This may 
include an offence under Schedule 1, pattern of behaviour or offences involving 
violence or sexual misconduct representing a risk to children and findings of 
misconduct involving children. 
 
26.2 Process for reporting to OCG 
The school:  

As Warrah is an Independent School, they are defined as a reporting body by the 
WWC Act.  
 
The School is required to advise the OCG of the findings they have made after 
completing a reportable conduct investigation, including whether they have 
made a finding of reportable conduct. A finding of reportable conduct in relation 
to sexual misconduct, a sexual offence or a serious physical assault must be 
referred to the OCG's WWCC Directorate. Information must also be referred 
internally to the OCG's WWCC Directorate if it meets the threshold for 
consideration of an interim WWCC bar, as per Section 17 of the WWC Act, 
pending a formal risk assessment.  
 
 
The School may also be obliged to report, amend or provide additional 
information to the OCG as outlined in the WWC Act and the Children’s Guardian 
Act. 
27. Finding of misconduct involving children 
The School will report any finding of reportable conduct to the OCG. 
When informing an employee of a finding of reportable conduct against them, 
the School should alert them to the consequent report to the WWCC Directorate 



   
  
                                              
 
 

 

in relation to sustained findings of sexual misconduct, a sexual offence or a serious 
physical assault. 
 
The WWC Act enables a person who has a sustained finding referred to the OCG 
to request access to the records held by the school in relation to the finding of 
misconduct involving children, once final findings are made.  The entitlements of 
a person to request access to information in terms of section 46 of the WWC Act 
is enlivened when a finding of misconduct involving children has been made. 

 
Other information 

The School may also be required to provide information to the OCG that is 
relevant to an assessment of whether a person poses a risk to the safety of 
children or the OCG monitoring functions. 
 

28. REFERENCES 
NSW Department of 
Communities and Justice 

    
https://www.dcj.nsw.gov.au 

The Office of the Children’s Guardian  
 www.kidsguardian.nsw.gov.au 
Department of Premier and Cabinet – 
Keep Them Safe 
www.keepthe,safe.nsw.gov.au 
 

 
 
 
 
 
 
 
  

https://www.dcj.nsw.gov.au/
http://www.kidsguardian.nsw.gov.au/
http://www.keepthe,safe.nsw.gov.au/


   
  
                                              
 
 

 

 
ACKNOWLEDGEMENT 
 
Staff are required to sign the following acknowledgement: 
 
 
I have read, understood and agree to comply with the terms of this “Child 
Protection Policy”.  
 
Name ………………………………………………………..……………………………………………………………..…………. 
 
 
Signature ………………………………………………………………………………………………..……………..……………. 
 
 
Position …………………………………………..….………………...…… Date ……………………………..………………. 
 
 
Principal:   Name …………………………………………………………………………………………………….…… 
 
 
  Signature ……………………………………………………………………………………………………… 
 
 
  Date………………………..………………………… 
 
  



   
  
                                              
 
 

 

 
The Code of Conduct for the Care and Protection of Children 
 

Title Code of Conduct for Care and Protection of Children 
Version 
Number 

1.2  Policy Number  School 002  

 
  Status  

 
Current  

  

Date last 
amended 

January 2020   Status  Current  

Responsible 
Person 

Principal (School) 
Executive Manager 
(After School 
Program) 

Review Date January 2023, or 
when legislations 
changes  

Scope This policy applies to 
Warrah school staff 
and to Warrah After 
School Program 
staff 

Approval Authority Board  

Related 
Documents 
and References 

Warrah Child Protection Policy 
Warrah Behaviour and Discipline Policy 
Warrah Behaviour Management  
School’s internet, Email and Computer Usage Policy  
 

  

 
For the purposes of this document: 
 
(o) A Child is a person under the age of 16. 
 
(p) A Young Person is a person aged 16 or 17. 
 
(q) Reference to a Child includes a Young Person and reference to a Young Person 

includes a Child, unless specifically stated otherwise. 
 
(r) Reference to student and/or after school person, includes a Child and a Young 

Person. 
 
(s) Reference to student includes an after school Person. 
 
(t) Reference to the school environment includes the after school environment. 
 
(u) Staff refers to teachers, employees, volunteers and carers, who are employed in 

the School or in the After School Care Program. 
 
(v) Parents includes adult sibling carers and guardians. 
 

(w) For information about ‘reportable conduct’ see the School’s Child Protection 

Preface 
 



   
  
                                              
 
 

 

Policy. 
 
(x) The policy entitled “Code of Conduct for Care and Protection of Children” is 

referred to herein as “Code of Conduct”, or just as “Code”. 
 
 

 
Warrah Specialist School is committed to the achievement of the highest 
standards of education in which the safety, security, protection and comfort 
of students is a high priority. 

 
The aim of this Code of Conduct is to provide a high -level statement, which 
delivers clear boundaries and expectations of acceptable behaviour for all 
employees of the school, when interacting and engaging with children in our 
school environment.  
 
The Code places an obligation on all employees to take responsibility for their 
own conduct and to work with colleagues cooperatively to achieve a 
consultative and collaborative workplace.  
 
When everyone is educated about the Code of Conduct and the reasons why 
it’s so important to uphold, the school environment becomes much more 
transparent and people are accountable for their behaviour. Above all, a Code 
of Conduct for care and protection of children policy helps to protect children 
from harm.  
 
The Code serves to protect students, reduce any opportunities for abuse or 
harm to occur, and promote child safety whilst in the Warrah Specialist School 
environment. It provides guidance on how to best support students and how 
to avoid or better manage difficult situations. Where a staff member breaches 
the Code, Warrah Specialist School may take disciplinary action, including in 
the case of serious breaches, dismissal.  Warrah Specialist School revises the 
Code of conduct every three (3 years) or when legislation changes.  
 
It is our policy that: 
(a) Staff exercise their responsibilities in a way that recognises professional 

boundaries with 
       regards to their relationships with students at all times 
(b) Staff identify, discourage and reject any advances of a sexual nature 

initiated by a student; 
(c) Staff interaction with students is professional at all times, including inside 

and outside of 
       school hours; 

Policy Statement 



   
  
                                              
 
 

 

(d) Conflict of interest issues must be reported to Principal as soon as 
practicable; 

(e) Equal learning opportunities are given to each student without 
discrimination; and 

(f) Appropriate consequences will be applied to staff who breach the 
requirements of this Code of Conduct and Disciplinary Proceedings 2001 

 
Resources :  

(a) Responding to Allegations: Protocols for Investigations, www.aisnsw.edu.au 
 
  (b)   The Working with Children Employer Guidelines: Latest version is at: 

www.kids.nsw.gov.au 
 

(c) NSW Ombudsman – Child Protection in the Workplace Guidelines 
Responding to allegations       
against employees www.ombo.nsw.gov.au/publication 

 
(d) Office of the Children’s Guardian – Code of Conduct Samples 

www.kids@kidsguardian.nsw.gov.au  
 

 
29. Introduction 

 
The care and protection of children according to the parameters set out in 
NSW legislation is both complex and sensitive. Since the NSW Government 
introduced its legislation in 1998 there have been a number of significant 
developments which have resulted in the passing through both Houses of 
Parliament the ‘Child Protection Legislation Amendment Act 2014'. Both the 
NSW Ombudsman and the Commission for Children and Young People have 
re-drafted their guidelines in relation to child protection as a result of these 
amendments. 

 
The child protection legislation required agencies to develop a Code of 
Conduct which will apply to its staff Such a Code should help establish 
parameters for staff  
who work in child related employment.  
 
This Code of Conduct has therefore been formulated to identify to staff of 
Warrah School the type of conduct that is required of them in the way they 
deal with children in the performance of their duties. It is also intended to 
provide practical assistance for staff if they encounter ethical problems. 

 
30. The Legislative Context 

 
Everyone who is concerned in a professional capacity with the care and 

Procedures 

http://www.aisnsw.edu.au/
http://www.kids.nsw.gov.au/
http://www.ombo.nsw.gov.au/publication
http://www.kids@kidsguardian.nsw.gov.au


   
  
                                              
 
 

 

protection of children needs to have a clear understanding of the essential 
elements of the law as it applies to the care and protection of children. 

 
Legislation in NSW relating to the care and protection of children is 
currently contained in the following Acts of Parliament: 

 
(a) Children and Young Persons (Care and Protection) Act 1998 

 
(b) Children and Young Persons (Care and Protection) Regulation 2012 

 
(c) Commission for Children and Young People Act 1998 

 
(d) Commission for Children and Young People Regulation 2009 

 
(e) Ombudsman Act 1974 (Part 3A) 

 
31. Duty of Care and Legal Liability 

 
Staff can be deemed legally liable if they have been negligent in relation 
to their responsibilities under the legislation as it pertains to the care and 
protection of children. 
Generally speaking, a person owes a duty not to injure another as a result of 
his or her own  
negligent act or omission. The duty does not usually extend to the taking of 

steps to prevent    
injury where one has not caused or contributed to the risk giving rise to the 

injury. 
 
There exists, however, special duty relationships between some members of 
our society which give  
rise to more onerous duties of care. The relationship between teacher and 
student is one of these. 

 
The general law of negligence provides that a person, who owes a duty of care, 
may be negligent if: 
(a) S/he owes a duty of care to the person injured, that is, the standard judged 

reasonable in all of the circumstances, and 
(b) S/he did not carry out that duty to the legal standard required, and 
(c) The person suffered damage as a result of the failure of the person, who 

owes the duty of care, to observe the duty of care. 
 

With regard to care and protection the following general principles apply: 
 

(a) Staff must take reasonable care to ensure that their students are not 
harmed. They have a duty to protect their students against foreseeable 
risks of personal injury or harm. 

 



   
  
                                              
 
 

 

(b) The standard of care and protection is that of a reasonably prudent 
parent. 

 
(c) The degree of care and protection depends on such factors as the age 

and ability of the students. 
 

(d) There must be an efficient system of supervision in operation in the school to 
ensure care and protection of all students. 

 
Duty of care applies while the students are under the care of the school. This 
applies equally to school based activities and out of school activities. The 
same duty of care applies to staff who volunteer their services to the school. 

 
The following core objectives are to be adopted for the care and protection of 
students and staff. 

 

Core Objectives 

All staff share the responsibility and have an obligation to meet our Core 
Objectives to:  
 
(a) Uphold Warrah Specialist School’s Code of Conduct for Care and Protection of 

Children. 
(b) Report any breaches of this Code of Conduct for Care and Protection of 

Children. 
(c) Uphold Warrah Specialist School’s Child Protection Policy at all times. 
(d) Conduct themselves in a manner that is consistent with Warrah Specialist 

School culture and values.  
(e) Report concerns about child safety to the School Principal and  
(f) Ensure that your legal obligations to report allegations externally are met. 
(g) Promote practices where the protection, safety and wellbeing of children and 

young people is paramount at all times. 
(h) Promote a culture where children and young people are treated with dignity, 

equality and respect. 
(i) Listen to and respond appropriately to the views and concerns of children and 

young people. 
 

(j) Take all reasonable steps to ensure the physical, emotional and psychological 
safety and protection of children and young people. 

(k) Ensure children and young people know of, have easy access to, and have 
confidence in various communication channels and people who will listen to 
and act on their concerns. 

(l) Ensure staff and Warrah Specialist School respond quickly, fairly and 
transparently to any disclosure, issue or complaint made by a child, young 
person or their parent/guardian or other advocate. 

(m) Identify, assess and manage risks to ensure continuous, safe, responsive and 
efficient services are provided by Warrrah Specialist School. 

(n) Ensure the privacy and confidentiality of student information. 
(o) Act in accordance with all relevant state laws and regulations. 



   
  
                                              
 
 

 

(p) Provide services and programs in an effective, safe and responsive way to 
ensure positive outcomes for children.  

(q) Provide services and programs in a culturally safe and appropriate manner. 
(r) Provide services and programs in a way that strengthens the rights of 

children, empowers them and is ethical. 
(s) Establish a culture that empowers children, and their families to be 

knowledgeable of their rights, to know what is acceptable and unacceptable 
and to know what they can do when there is a perceived failure to meet this 
“Code of Conduct”  

 
Staff must not:  
 
(a) Engage in any form of inappropriate behaviour towards students or expose 

students to such behaviour. 

(b) Use prejudice, oppressive behaviour or inappropriate language with students. 
(c) Express personal views on cultures, race, ethnicity, sexuality or disability in the 

presence of students or discriminate against any student based on culture, 
race, ethnicity, sexuality or disability. 

(d) Engage in open discussions of an adult nature in the presence of students. 
(e) Engage in any form of sexual conduct with a student including making 

sexually suggestive comments and sharing sexually suggestive material. 
(f) Engage in inappropriate or unnecessary physical conduct or behaviours.  
(g) Engage in any form of physical violence towards a student including 

inappropriate rough physical play. 
(h) Use physical means or corporal punishment to discipline or control a student. 
(i) Engage in any form of behaviour that has the potential to cause a student 

serious emotional or psychological harm. 
(j) Develop ‘special’ relationships with students that could be seen as favouritism 

(for example, the offering of gifts or special treatment for specific students). 
(k) Engage in undisclosed private meetings with a student who is not your own 

child. 
(l) Engage in inappropriate personal communications with a student or their 

parent/ guardian through any medium, including any online contact or 
interactions with a student. 

(m) Take or publish (including online) photos, movies or recordings of a student 
without 

parental/guardian consent. 
(n) Post online any information about a student that may identify them such as 

their: full name; age; e-mail address; telephone number; residence; school; or 
details of a club or group they may attend. 
 

(o) Ignore or disregard any suspected or disclosed child abuse. 
 

In the event of ceasing employment with Warrah Specialist School, a staff 
member is bound to maintain privacy and confidentiality of the school and 
students.  

 



   
  
                                              
 
 

 

32. Supervision of Students 
 

1. Staff must take all reasonable care to ensure that no student is exposed to 
any unnecessary risk of injury. Staff are to remember that they are in loco 
parentis - the standard of care required is that of a skilled professional. 

 
2. Staff should be familiar with and adhere strictly to the school’s evacuation 

procedures. 
 

3. Ill or injured students should be attended to by the supervising staff 
member. Should additional assistance be required contact should be made 
with Warrah’s central office or nominated person such as the school 
Principal. 

 
4. Students should not be left unsupervised either within or outside of class. 
Staff are reminded of their duty of care obligations in this regard. Staff should 
be punctual to class and allocated supervision. Students in assisted travel 
programs should be released from their car within 5 minutes of arrival 
wherever feasible. 

 
5. Individual tutors e.g. music, may need to work with students alone in 
enclosed studios. External monitoring is made possible with a window 
in each studio door. All classrooms shall have and maintain visibility 
through windows. 

 
6. Staff should remain with students at after school activities until all 
students have been collected. In the event that a student is not collected 
staff should remain with the student until collected, or seek advice from the 
appropriate supervisor. 

 
7. Staff should ensure that they are familiar with and adhere to the school’s 
policy in regard to the storage and administration of medical products for 
students. 

 
8. Playground supervision is an integral part of the responsibility of staff. It 
must take precedence over other activities. It is unacceptable for staff to be 
late for, or leave early from, playground duty. Staff should actively supervise 
their designated area, being vigilant and constantly moving around, with 
the focus on the students’ safety and wellbeing. 

 
9. Staff should be alert to bullying or any other form of discriminatory 
behaviour, respond appropriately and immediately and report 
incidences to the appropriate staff member. 

 
10. Staff are expected to be proactive in addressing any conflict or 



   
  
                                              
 
 

 

communication difficulties with colleagues and if necessary to ask 
for the assistance of the Principal or relevant HR and Payroll Officer.  

 
11. Non-teaching staff are required to refer parents to teachers or 
the school Principal. 

 
 

33. Professional relationships between staff and students 

1. Staff should avoid situations where they are alone in an enclosed space 
with a student. Where staff are left with the responsibility of a single 
student they should ensure that this is in an open space in view of others. 
Where this is not possible or practical it should be discussed with the 
immediate supervisor. 

 
2. Staff should never drive a student in their car unless they have specific 
permission from their supervisor to do so. In the event of an emergency 
staff should exercise discretion but then report the matter to the 
appropriate supervisor. 

 
3. When staff wish to conduct a private conversation with a student they 
should consider the time and venue carefully to avoid placing themselves in a 
vulnerable situation. It is preferable to leave the door open. The staff member 
should not locate themselves between the student and the door. 

 
34. Physical contact with students 

 
1. Staff must not impose physical punishment on a student in the course of their 

professional duties. 
 

2. When physical contact with a student is a necessary part of the 
teaching/learning experience staff must exercise caution to ensure that the 
contact is appropriate and acceptable. Staff should seek consent/approval 
from the student by asking for a volunteer to demonstrate a particular 
activity. 

 
3. Attention to the toileting needs of the “children” or “young people”  
should be done with respect and caution. It may be appropriate to have 
the door open. In respect to students with a disability, the management 
of toileting needs should be included in the student’s individual 
management plan. 

 
4. When congratulating a student, a handshake, pat on the shoulder or brief 
hug are acceptable as long as the student is comfortable with this action. 
Kissing of students is not acceptable. 



   
  
                                              
 
 

 

 
5. Assessing a student who is injured or ill may necessitate touching. 
Always advise the student of what you intend doing and seek their 
consent. 

 
6. Sometimes in ensuring duty of care staff may be required to restrain a 
student from harming him or herself or others using reasonable force. Any 
such strategy must be in keeping with the school’s behaviour management 
practices or individual student management plans. Staff should report and 
document any such incidents. 
 

35. Relationships with students 
 
(a) Staff must not have a romantic or sexual relationship with a student. It is 

irrelevant whether the relationship is homosexual or heterosexual, 
consensual or non-consensual or condoned by parents or Guardian Staff are 
reminded of: 

1) the law prohibiting sexual relations with a person under the age of consent 
(16 years); and 

2) the law prohibiting sexual relations between a teacher and their 
student under the age of 18 years. 

 
(b) Staff must not develop a relationship with any student that is, or that can be 

interpreted as having a personal rather than a professional interest in the 
student. An overly familiar relationship with any student that staff are 
responsible for teaching, tutoring, advising, assessing, or for whom they 
provide pastoral or welfare support raises serious questions of conflict of 
interest, trust, confidence, dependency, and of equality of treatment. Such 
relationships may also have a negative impact on the teaching and learning 
environment for other students and colleagues, and may carry a serious 
reputational risk for the school. 
 

(c) If a staff member considers that a student is being overly familiar, seeking to 
establish a personal 

relationship or has developed a ‘crush’ on them, they should report their 
concerns to the Principal as soon as possible so that a plan can be developed 
to manage the situation effectively and sensitively. 

 
(d) Staff must always treat students with respect and without favouritism. 

There is no place for sarcasm, derogatory remarks, inappropriate 
familiarity or offensive comments. 

 
(e) Staff may as part of their pastoral care role engage in discussion with 

students. This is entirely appropriate. However, staff must be cautious of 
making personal comments about a student or asking questions that probe 



   
  
                                              
 
 

 

their own or a student’s sexuality or relationships. Staff must not hold 
conversations with a student of an intimately personal nature where they 
disclose information about themselves. 

 
(f) Social relations between staff and students outside the school can be 

problematic. Staff should refrain from inviting students to their home, 
visiting students at their home or attending parties or socialising with 
students unless they have the expressed permission of the Principal. Staff 
must be alert to the risk involved in social relations with students and be 
conscious that their position places extra obligations on them. 

 
(g) Staff should not engage in tutoring or coaching students from the school for 

monetary return. Any tutoring arrangements with students should be 
reported to the Principal prior to agreement with the student and his/her 
family/guardians. 

 
(h) Staff must not invite students to join their personal electronic social 

networking sites or accept students’ invitations to join their social 
networking sites. 

 
 
 

(i) Staff who communicate with students electronically must abide by the 
terms of the school’s computer/Internet policy. Transmission of messages 
or files which are sexually explicit or offensive are prohibited. All electronic 
communication must be using the assigned Warrah email address. 

 
(j) Sometimes during the course of their work staff may be in receipt of a gift 

from a student. In such circumstances where the receipt of a gift could be 
considered outside of usual custom staff are to inform their immediate 
supervisor. 

 
(k) Staff should be aware of, and sensitive to, children with culturally 

diverse or indigenous backgrounds and cultural practices that may 
influence the interpretation of their behaviour. 

 
36. Child protection 

 
(a) Staff must be aware of and comply with the School’s Child Protection Policy. 
 
(b) Staff should notify the Principal (HOA)  immediately if they suspect a 

situation involving any form of reportable conduct. It is not a staff 
responsibility to investigate.  

 
(c) Similarly staff should report to the Principal (HOA) if there are any suspected 



   
  
                                              
 
 

 

case of neglect. This includes self-disclosure if the allegation involves the staff 
member 

 
For further information about ‘reportable conduct’ see the school’s Child 
Protection Policy.  
 

37. Appropriate use of electronic communication and social networking 
sites 

 
    Staff must comply with the school’s Internet, Email and Computer Usage Policy. 
This includes: 
 

(d) exercising good judgment when using electronic mail, following 
the principles of ethical behaviour; 

(e) using appropriate and professional language in electronic mail messages; 
(f) not sending messages that are harassing, discriminatory, defamatory, 

threatening, abusive or obscene; 
(g) being aware that Warrah may inspect any and all files stored on Warrah 

resources to the extent necessary to ensure compliance 
(h) using their Warrah email address and Warrah phones only for any 

School business purpose. Personal email addresses and/or phones are 
not to be used for any School business. 

(i) not using their Warrah email address for any personal purposes. All 
information associated with a staff member’s Warrah email address is the 
property of Warrah, and is backed up regularly. 

 
 

1. Staff must not invite current students or school leavers within 2 years into 
their personal social networking sites such as Facebook, or accept an 
invitation to students’ personal social networking sites. 

 
2. Staff should not communicate with students on social networking 
websites for purposes unrelated to their employment without the 
knowledge and permission of the Principal or Head. 

 
3. Staff must not give their email addresses and/or phone numbers to 
any student. Any student found to have accessed and/or used same is 
to be asked to remove it immediately and the parents and Principal 
informed. 

 
4. Staff must never use the school’s networks to view, upload, download 
or circulate any of the following materials: 
a) sexually related or pornographic messages or material; 
b) violent or hate-related messages or material; 
c) Racist or other offensive messages aimed at a particular group or individual; 
d) Malicious, libellous or slanderous messages or material; or 



   
  
                                              
 
 

 

e) Subversive or other messages or material related to illegal activities. 
 

38. Discipline of Students 
 

(a) All staff should be familiar with and adhere to the School’s Discipline Policy. 
 

(b) Smoking is not permitted on the school premises. Further more 
smoking is not permitted at any school function or activity whether 
these functions/activities are on the school premises or not. 

 
(c) Staff should not supply or condone the use of alcohol, tobacco or other 

drugs for   
           themselves or any student in their care. 
 

(d) Alcohol is not to be consumed on the school premises or at school 
camps or excursions. The only exceptions will be those occasions deemed 
appropriate by the Principal, but in any case will not include occasions 
where students are in attendance. 

 
(e) No student should be allowed to leave or be sent from a class other 
than for personal hygiene matters. In extreme cases students can be sent 
to the Principal’s office. Should a student need “time out” to manage 
behaviour, anxiety or stress he/she must be accompanied by a staff 
member. 

 
(f) At all times when speaking with students care must be taken to use 
appropriate language. Please refer to the School’s Discipline Policy. 

 
39. Communication Issues 

 
(a) Staff are required to respect and adhere to the established lines of 

communication in the school. 
 

(b) Staff should be mindful of confidentiality when in discussion with 
parents 

 
(c) Staff should not speak about another staff member to students or parents. 

 
(d) Staff should present a courteous professional manner to students, parents, 

visitors and other staff members. Confrontation and criticism in public is 
to be avoided at all times. 

 
(e) All matters discussed in staff meetings and staff memos are to be 

treated confidentially and not discussed with students or parents. 
 

(f) The media should not be given access to students or allowed entry to 



   
  
                                              
 
 

 

the school without the   
         expressed permission of the Principal. No staff member may speak to 
the media without the     
         expressed permission of the Principal.  
 

(g) Staff must only use confidential information for the work-related purpose it 
was intended. 

 
(h) Unless authorised to do so by legislation, staff must not disclose 

or use any confidential information without the express 
permission of the Principal. 

 
(i) Staff must make sure that confidential information, in any form, 

cannot be accessed by unauthorised people. 
 

(j) Staff should always exercise caution and sound judgment in discussing 
the personal information    

           of students, parents, staff and other people with other school employees. 
Normally information     
           should be limited to those who need to know in order to conduct their 
duties, or to those who    
           can assist in carrying out the school’s work because of their expertise. 
 

40. Camps/Billets/Excursions 
 
(a) In the case of activities involving overnight accommodation of boys and 

girls, both genders should be represented in the group of supervisors. 
 
(b) Excursion information must be communicated to parents. 
 
(c) A school mobile phone must be taken on all excursions. The teacher in 

charge must always have a complete list of student contact numbers with 
them on the excursion. 

 
(d) A co-ordinator will be appointed to oversee billeting arrangements. The co-

ordinator will ensure that lines of communication are known to all 
students, their parents and host families. 

 
 
(e) Students being billeted should have access to supervising staff. The 

overriding principle is ‘to act in the best interests of the child’. If the child 
expresses discomfort, or unease the child should be removed from the 
situation immediately. 

 
(f) Parents of students to be billeted must complete consent forms and 



   
  
                                              
 
 

 

medical information forms. Host families must complete a 
Volunteers/Student Worker Declaration Form. 

 
41. Duty to Disclose 
(a) Staff are required to report to the Principal any allegation of reportable 

conduct. 
 

(b) Staff who are the subject of an Apprehended Violence Order or a 
Reportable Conviction are required to inform the Principal 
immediately they are in receipt of such an Order or Conviction. 

 
(c)    Staff are required to report to the Principal any concerns relating 
to the safety, welfare   

            or wellbeing of a student. 
 

(d) If, through their employment with the school, a staff member becomes 
aware of a serious    

       crime committed by another person, they are required to report it to 
the Principal, who may be    
       required to inform the police. 

 
Disciplinary Procedures 
Where a staff member breaches the code of conduct for care and 
protection of children policy, Warrah Specialist School may take 
disciplinary action, including in the case of serious breaches, dismissal.  
Acknowledgement 
Staff are required to sign the following acknowledgement:   
 

41.1 I ____________________________ have read, understood and agree to 
comply with the terms of this “Code of Conduct for Care and Protection of 
Children” Policy.  

 
Name ………………………………………………………..……………………………………………………………………….…… 

 
 

Signature ………………………………………………………………………………………………..………………………….… 
 
 

Position …………………………………………..….………..…… Date ……………………………..…………….   
 
 
 Principal: Name …………………………………………………………………………………………………….……………… 
 
 
   Signature …………………………………………                   
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