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CHILD SAFE 
 

Policy: 
 
The Biz – E – Kidz Child Safety Policy demonstrates our  commitment to creating and 
maintaining a child safe and child-friendly organisation, where children and young people 
are safe and feel safe and guides our processes and practices to ensure child safety. 
As part of North Melbourne Primary School, we adhere to all the Child Safe Standards of 
Ministerial Order No. 870. This policy and procedure should be used in conjunction to the 
‘Responding to Abuse Policy and Procedure’ and other documents referred to at the end of 
this policy and procedure 
 
Statement of Commitment To Child Safety 
 
Biz-E-Kidz is committed to providing a safe environment, where the wellbeing of the 
children and young people in our care is always our first priority.  Biz-E-Kidz has zero 
tolerance for child abuse.  
As a part of North Melbourne Primary school;  
‘North Melbourne Primary School is a child safe organisation which welcomes all children, 
young people and their families. We are committed to providing environments where our 
students are safe and feel safe, where their participation is valued, their views respected, 
and their voices are heard about decisions that affect their lives. Our child safe policies, 
strategies and practices are inclusive of the needs of all children and students. We have no 
tolerance for child abuse and take proactive steps to identify and manage any risks of harm 
to students in our school environments. We promote positive relationships between 
students and adults and between students and their peers. These relationships are based 
on trust and respect. We take proactive steps to identify and manage any risk of harm to 
students in our school environment. When child safety concerns are raised or identified, we 
treat these seriously and respond promptly and thoroughly. Particular attention is given to 
the child safety needs of Aboriginal students, those from culturally and linguistically 
diverse backgrounds, international students, students with disabilities, those unable to live 
at home, children and young people who identify as lesbian, gay, bisexual, trans and 
gender diverse, intersex and queer (LGBTIQA+) and other students experiencing risk or 
vulnerability. Inappropriate or harmful behaviour targeting students based on these or 
other characteristics, such as racism or homophobia, are not tolerated at our school, and 
any instances identified will be addressed with appropriate consequences. Child safety is a 
shared responsibility. Every person involved in our school has an important role in 
promoting child safety and wellbeing and promptly raising any issues or concerns about a 
child’s safety. We are committed to regularly reviewing our child safe practice’ 
 
 

Procedure: 
 
 
Roles and Responsibilities 
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Biz - E - Kidz staff: 
 

●​ are aware of their responsibilities as they pertain to child safety.  
●​ ensure effective child safety and wellbeing policies, procedures and practices are in 

place and followed  
●​ role model best practice child safe and inclusive and respectful behaviour  
●​ enable and encourage inclusive practices and consider the diverse needs of all 

children, advocate for children and encourage full participation by all children 
●​ undertake ongoing training 
●​ identify and raise concerns about child safety issues 

 
Communication 

●​ Code of Conduct 
 
Risk Management 
 
Biz - E - Kidz recognise the importance of a risk management approach to child safety and its 
role in  minimising the potential for abuse or harm to children. Risk assessments are used to 
inform policy, procedures and program planning.  

●​ Risk assessments are developed using the risk assessment template and reviewed 
annually  

●​ Risk assessments break down hazardous activities / procedures, the risk of harm and 
that could result from that activity and the potential consequence.  

●​ The likelihood and outcome is used to determine the risk posed and if additional 
control measures are required.  

●​ If additional measures are required, the person responsible and a timeframe 
assigned 

 
 
Children’s Rights To Safety And Participation 
 
All children who attend Biz-E-Kidz have the right to feel and be safe. The core values of the 
Biz-E-Kidz Philosophy are Wellbeing, Belonging and Empowerment. Children are given 
agency to learn and develop from play in a safe, stimulating and flexible environment by    

●​ education about what to do if they feel unsafe in a variety of situations, through 
casual conversations,  when addressing behaviour and incidents, and at certain 
meeting times.  

●​ We listen to and act on any concerns children or their families raise with us.  
●​ We have “My Body Safety Rules” and “My Early Warning Signs” posters prominently 

displayed at children’s eye level to educate and empower children around their 
safety. 

●​ educators encourage children to participate in activities and their level of 
participation is respected.  
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●​ Our Code of Conduct outlines expectations of how Biz-E-Kidz staff and volunteers 
engage with each other, children, families, members of the broader community and 
other organisations. 

●​ Staff encourage children to express their views and make their own decisions. 

Suggestions and feedback about the service are regularly sought from children and 

families in a variety of ways including: during daily meetings; via suggestion boxes 

(decorated by children); through surveys conducted by staff and other children, and 

via group brainstorms. Suggestions and feedback are incorporated into the daily 

session or raised for discussion and implementation in weekly program planning or 

leadership meetings.  

 

Valuing Diversity 
 
We value diversity in all respects at Biz-E-Kidz and do not tolerate any discriminatory 
practices. Cultural safety of Aboriginal and Torres Strait Islander children is prioritised and 
promoted wherever possible. To achieve this we ensure that: 
 

●​ Equal opportunity is promoted by staff. We aim to interact with children and families 

without prejudice or discrimination relating to ethnicity, gender, sexuality, ability or 

other bias. 

●​ All staff encourage children and support children to express their cultural identity 

and enjoy their cultural rights, particularly Aboriginal and Torres Strait Islander 

children. For more information on cultural safety, refer to the ‘Equipment Required’ 

section of this policy.  

●​ Staff in Leadership positions (Coordinator, Assistant Coordinators, Acting Assistant 

Coordinators) have a responsibility to help everyone involved with the organisation 

to acknowledge and appreciate the strengths of Aboriginal culture and understand 

its importance to the wellbeing and safety of Aboriginal children.  

●​ Staff actively role model behaviours to help children recognise and challenge 

discrimination and prejudice. Staff model and give positive reinforcement for 

inclusive attitudes and behaviours. 

●​ Staff and volunteers must actively support and facilitate inclusion within the 

organisation by Aboriginal and Torres Strait Islander children and families. 

●​ Program planning includes activities that provide children from a range of social, 

cultural, linguistic and ability backgrounds with a variety of experiences, based on 

children’s developing interests, abilities and cultural and social contexts. 

●​ Resources are checked for inclusiveness. Our aim is to have a wide range of 

non-stereotypical cultural representations and experiences displayed and available. 

●​ When required, an individual care plan is prepared between the Biz-E-Kidz 

Coordinator, the family and the School Wellbeing Team to cater for a specific child’s 

care. This helps the service and family identify and provide for a child’s individual 

needs. 
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●​ When required, a translation/interpreter service is used to provide specific 

information to families who do not communicate easily in English. 

●​ Cultural safety of Aboriginal and Torres Strait Islander children is prioritised and 

promoted wherever possible. A culturally safe environment is an environment in 

which the strengths of a culture and its importance to the wellbeing and safety of 

those who belong to it are understood and promoted. All staff and volunteers 

adhering to all the above points will create an environment of cultural safety for 

Aboriginal and Torres Strait Islander children as well as all children of diverse cultural 

backgrounds.  

 
Recruiting, Training And Supporting Staff 
 
Biz-E-Kidz applies best practice standards in the recruitment and screening of all staff.  

●​ Biz - E - Kidz interviews, conduct referee checks and offer potential educators the 
opportunity to visit before commencement. 

●​ A valid Working with Children Check or Victorian Institute of Teaching card must be 
supplied before employment is confirmed.  

●​ Before commencing, each recruit is provided with a copy of the Biz-E-Kidz 
Philosophy, Educator position description, Staff Handbook, Code of Conduct, 
routines, duties lists and menus.  

●​ There are  clear duty statements (Educator position description and Code of 
Conduct) and clear statements of our commitment to Child Safety (Code of Conduct) 
included in the above documents provided to recruits.  

●​ Biz-E-Kidz uses values-based interviewing, exploring the values and beliefs of the 
applicant and assessing whether they align with those of the service. We also pose 
theoretical caregiving scenarios and assess the suitability of the applicant by the 
alignment of their answer with the service’s expectations of staff and the service’s 
beliefs and values around caring for children.  

 
Post induction and ongoing training 

●​ New Educators are inducted into Biz-E-Kidz by the Coordinator who may ask an 
Assistant Coordinator to assist with some of the induction tasks. Ongoing training 
and induction is also provided during daily briefings, on-shift and during Educator 
Meetings. The Leadership Team provide support, supervision and feedback to ensure 
staff feel valued, respected and fairly treated.  

●​ All staff undertake the Department of Education and Training’s online training 
module: Protecting Children – Mandatory Reporting and Other Obligations for the 
Early Childhood Sector eLearning Module on a yearly basis and are paid for their time 
taken to complete it.  

●​ The Child Safe Standards and the Reportable Conduct Scheme are also covered 
annually in a staff meeting. 

 
 
 
Reporting A Child Safety Concern Or Complaint 
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For further information, see the ‘Responding to Abuse Policy and Procedure’ 
 
Biz - E - Kidz encourages staff to raise concerns and complaints and fosters a culture of 
awareness, discussion and raising complaints or concerns early 

●​ Biz-E-Kidz staff members are familiar with common indicators of physical, sexual and 
emotional harm and neglect to children and can easily access this information. Child 
safety is covered at least annually during a dedicated staff meeting and this Child 
Safe Policy is included in the induction pack for new staff. 

●​ If a staff member has reasonable grounds to suspect a child is at risk of harm they 
record the information in the confidential Communications Book or in an email to 
the Coordinator and notify the Coordinator as soon as possible.  

●​ They should maintain the privacy and confidentiality of all paries involved  
●​ The Coordinator may notify the School Principal, School Wellbeing Team and/or the 

Child Protection Service (Department of Health and Human Services) and/or the 
Police.  

●​ If, after raising the matter with the Coordinator, a staff member feels the matter has 
not been handled appropriately and the staff member believes, on reasonable 
grounds, that a child is in need of protection from abuse, they may notify the Child 
Protection Service (Department of Health and Human Services).  

●​ Complaints and grievances are taken very seriously, acknowledged and investigated 
promptly with confidentiality and respect for the parties involved. Care is given to 
follow-up and inform the relevant party of any outcomes, while respecting the 
privacy of any other parties involved. The Coordinator is always made aware of any 
complaints or grievances. Records are kept of all issues, suggestions and grievances. 
The method for raising issues is clearly outlined in the Issues, Suggestions and 
Grievances Policy and Procedure, the Family Handbook, the Staff Handbook and 
explained at staff inductions. 

●​ Children are supported to provide feedback, suggestions and complaints verbally to 
staff or in writing via the suggestions box. Children understand this as it is outlined 
on their first day induction session, explained by staff when relevant, and promoted 
visually on posters and displays.  

●​ For further information, see the ‘Responding to Abuse Policy and Procedure’ and  
 
 
Communication 

●​ The code of conduct clearly outlines expectations regarding relationships and 
behaviour of all staff, volunteers, students and visitors.  

●​ Biz-E-Kidz has several posters relating to the subject of Child Safety on display, 
including one in the office (for staff access) titled Mandatory reporting: Four Critical 
Actions for Responding to Incidents, Disclosures, and Suspicions of Child Abuse.  ​
For children and families, we have the aforementioned “My Body Safety Rules” and 
“My Early Warning Signs” posters to facilitate discussion.  

●​ Our Family Handbook includes a section on Child Safety and Parents and families are 
strongly encouraged and supported to raise issues, suggestions or grievances at any 
time.  
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Reportable Conduct Scheme 

●​ As the Nominated Supervisor and Approved Provider, the Coordinator is the Head of 
Organisation for the purposes of the Reportable Conduct Scheme. ​
The Head of the Organisation is responsible for ensuring their organisation complies 
with the Scheme. However, the Commission does not expect heads to carry out their 
responsibilities alone. In this role, the Coordinator can get help from other people 
within the Service to fulfil their obligations under the Scheme. While the Coordinator 
can seek internal support and assistance from within their organisations, it is 
ultimately their responsibility to ensure the Commission for Children and Young 
People is notified of any reportable allegations they become aware of. 

●​ Processes to report reportable conduct internally within the Service follow the same 
steps as those in place for reporting an issue, suggestion or grievance (refer Handling 
Issues, Suggestions and Grievances policy and procedure). In investigating an 
allegation of reportable conduct under the scheme, the Coordinator notifies the 
Management Committee and School Principal as well as the Scheme, the local 
regulatory authority and Victoria Police if relevant. If the allegation is against the 
Coordinator, the investigation is led by the Management Committee instead, with 
the Management Committee reporting the allegation to the Scheme, or nominating 
the School Principal or an Assistant Coordinator to make the report.  

 
 
Additional Child care Subsidy 

●​ If service staff believe a family may be eligible for additional childcare subsidy as the 
result of temporary financial hardship, transition to work or as a grandparent they 
are referred to and encouraged to apply at Services Australia 

●​ The coordinator is responsible for certifying ACCS (child wellbeing). The certification 
is made when the coordinator believes that a child is at risk of serious abuse or 
neglect and defined in the ‘Child Care Provider handbook’. 

●​  The decision is made in conjunction with other leadership staff and the school 
wellbeing team or at the referral of other school or service staff. 

●​ To make this certification for ACCS (child wellbeing), the coordinator must believe 
that a child is at risk of serious abuse or neglect and document these concerns. 

●​ The coordinator, an assistant coordinator or school wellbeing staff discuss the 
situation with the family and refer them to any additional support that may be 
appropriate to the situation. 

●​ The concerns for the child's wellbeing need to be reported to child protection and a 
record of this report recorded. 

●​ A certification is made in Smartcentral under the child's enrolment and any 
documents uploaded, including information about the child situation, any referrals 
made to other agencies and when a report was made to child protection. 

●​ A certification can be made for one six-week period every 12 months. If further ACCS 
(child wellbeing) is required, a ‘determination’ is made by the Coordinator 

●​ ACCS (child wellbeing)  and child wellbeing in general is discussed regularly during 
the services weekly leadership meetings that include a member of the school’s 
wellbeing team. 
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Reviewing this Policy 
 
This policy is reviewed every year, with input sought from children, parents/carers, staff 
and/or the wider school community. 

 

Relevant Legislation:  

 
National Law:  

●​ 161 Offence to operate education and care service without nominated 
supervisor 

●​ 161A Offence for nominated supervisor not to meet prescribed minimum 
requirements 

●​ 162 Offence to operate education and care service unless responsible person 
is present 

●​ 162A Child protection training 
●​ 165 Offence to inadequately supervise children 
●​ 166 Offence to use inappropriate discipline 
●​ 167 Offence relating to protection of children from harm and hazards 
●​ 168 Offence relating to required programs 
●​ 169 Offence relating to staffing arrangements 
●​ 170 Offence relating to unauthorised persons on education and care service 

premises.  
 
National Regulations:  

●​ 83 Staff members and family day care educators not to be affected by alcohol or 
dugs 

●​ 84 Awareness of child protection law 
●​ 84A Sleep and rest 
●​ 84B Sleep and rest policies and procedures 
●​ 85 Incident, injury, trauma and illness policies and procedures 
●​ 86 Notification to parents of incident, injury, trauma and illness 
●​ 87 Incident, injury, trauma and illness record 
●​ 88 Infectious diseases 
●​ 90 Medical conditions policy 
●​ 91 Medical conditions policy to be provided to parents 
●​ 98 Telephone or other communication equipment 
●​ 99 Children leaving the education and care service premises 
●​ 102AAB Safe arrival of children policies and procedures 
●​ 107 Space requirements - indoor space 
●​ 108 Space requirements - outdoor space 
●​ 109 Toilet and hygiene facilities 
●​ 111 Administrative space 

 

Child Safe Policy​ - 7 - 
Last updated: November 2024 ​ ​  



Biz – E - Kidz​ ​  Policies and Procedures 
_____________________________________________________________________ 
 

●​ 115 Premises designed to facilitate supervision 
●​ 117A Placing a person in day-to-day charge 
●​ 117B Minimum requirements for a person in day-to-day charge 
●​ 117B Minimum requirements for a nominated supervisor 
●​ 122 Educators must be working directly with children to be included in ratios 
●​ 123 Educator to child ratios - centre-based services 
●​ 126A Illness or absence of a qualified educator who is required to meet the 

relevant educator to child ratio 
●​ 145 Staff record 
●​ 146 Nominated supervisor 
●​ 147 Staff members 
●​ 148 Educational leader 
●​ 149 Volunteers and students 
●​ 150 Responsible person 
●​ 151 Record of educators working directly with children 
●​ 152 Record of access to early childhood teachers 
●​ 152A Record of replacement of educator 
●​ 152B Record of replacement of early childhood teacher or suitably qualified 

person 
●​ 155 Interactions with children 
●​ 156 Relationships in groups 
●​ 157 Access for parents 
●​ 158 Children’s attendance record to be kept by approved provider 
●​ 160 Child enrolment records to be kept by approved provider and family day care 

educator.  
●​ 161 Authorisations to be kept in enrolment record 
●​ 162 Health information to be kept in enrolment record 
●​ 168 Education and care service must have policies and procedures 
●​ 170 Policies and procedures to be followed 
●​ 171 Policies and procedures to be kept available 
●​ 172 Notification of change to policies or procedures 
●​ 173 Prescribed information to be displayed - education and care service other 

than a family day care service. 
●​ 174 Time to notify certain circumstances to Regulatory Authority 
●​ 175 Prescribed information to be notified to Regulatory Authority 
●​ 176 TIme to notify certain information to Regulatory Authority 
●​ 177 Prescribed enrolment and other documents to be kept by approved provider 
●​ 181 Confidentiality of records kept by approved provider 
●​ 183 Storage of records and other documents 

For more information, refer to ACECQA Policy Guidelines:  
 
National Law: 

●​ Part 6 Operating an Education and Care Service 

 

Child Safe Policy​ - 8 - 
Last updated: November 2024 ​ ​  



Biz – E - Kidz​ ​  Policies and Procedures 
_____________________________________________________________________ 
 
 
National Regulations:  

●​ Part 4.2 Children’s health and safety 
●​ Part 4.3A Minimum requirements for persons in day to day charge and 

nominated supervisors 
●​ Part 4.4 Staffing arrangements  
●​ Part 4.5 Relationships with children 
●​ Part 4.6 Collaborative partnerships with families and communities 
●​ Part 4.7 Governance and leadership 

 
 
 

Equipment required:  

 
●​ Biz-E-Kidz Philosophy 

 
●​ Parent Handbook 

 
●​ Staff Handbook 

 
●​ Biz-E-Kidz  

 
●​ Code of Conduct 

 
●​ “My Body Safety Rules” poster https://e2epublishing.info/posters#postersuk  

 
●​ “My Early Warning Signs” poster https://e2epublishing.info/posters#postersuk  

 
●​ “Mandatory reporting: Four Critical Actions for Responding to incidents, Disclosures, 

and Suspicions of Child Abuse” poster 
https://www.education.vic.gov.au/Documents/about/programs/health/protect/Four
CriticalActions_ChildAbuse.pdf​
 

●​ Commission for Children and Young People Tipsheet: Child Safe Organisations 
“Cultural Safety for Aboriginal Children”  

●​ https://ccyp.vic.gov.au/assets/resources/tipsheet-cultural-safety-aboriginal-children.
pdf  

 
 
 
 

Further Information:​
 

●​ Commission for Children and Young People: The Child Safe Standards ​
https://ccyp.vic.gov.au/child-safety/being-a-child-safe-organisation/the-child-safe-st

andards/   
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●​ National Principals for Child Safe organisations 

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https://www.childsafety.gov

.au/system/files/2024-04/national-principles-for-child-safe-organisations.PDF  

●​ Commission for Children and Young People: The Reportable Conduct Scheme 
https://ccyp.vic.gov.au/reportable-conduct-scheme/about-the-reportable-conduct-sc

heme/  

●​ The Early Childhood Australia Code of Ethics 

http://www.earlychildhoodaustralia.org.au/our-publications/eca-code-ethics/  

●​ The United Nations Convention on the Right of the Child 

http://www.ohchr.org/EN/ProfessionalInterest/Pages/CRC.aspx   

●​ Child Protection Service (DHHS) Contacts: ​
https://services.dhhs.vic.gov.au/child-protection-contacts  

●​ PROTECT - Identifying and responding to all forms of abuse in Victorian Schools 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/Child

SafeStandard5_SchoolsGuide.pdf  

●​  PROTECT - Identifying and Responding to all forms of Abuse in Early Childhood 

Services 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/Early

Childhood_Guidance.pdf  
​
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