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WORKING WITH CHILDREN POLICY & PROCEDURE
PURPOSE
The Australian Centre for the Prevention of Cervical Cancer Ltd, has zero tolerance of child exploitation and abuse. Adults who have a formal role in working with or supporting children are in positions of trust and authority, which is not a relationship of equals. It is a shared and collective responsibility of all ACPCC Employees, board members, representatives and associated stakeholders to prevent child exploitation and abuse in the delivery of our services, nationally and offshore. 

The ACPCC has adopted this Policy and Procedure in recognition of our responsibilities as a major provider of services supporting immunisation and cancer screening, consistent with our purpose in the elimination of cervical cancer.

While our current programs and services do not involve direct contact with children, we regularly interact with third parties who do have direct contact and exposure with children and hence, the content of this Policy and Procedure is important.  

This Policy and Procedure clearly highlights that child exploitation and abuse is not tolerated by our organisation. 

The Policy and Procedure follows the principles outlined in the Australian Government’s Department of Foreign Affairs and Trade (DFAT) Child Protection Policy, January 2018 and is consistent with the Australian Council for International Development’s (ACFID) Code of Conduct, revised 1 January 2019.
SCOPE 
This Policy and Procedure applies to anyone who represents the ACPCC, including but not limited to Employees, students, volunteers, visitors to projects and partners (local NGOs, affiliates and governments), contractors, funding agencies and Board Directors. 

These policies and/or procedures reflect the following scope and principles:
· The safety and wellbeing of children and young people are prioritised
· Consistency with relevant legislation, including compliance with mandatory reporting responsibilities, privacy, and employment law
· Protection of all parties involved in the complaint of concern
· Confidentiality (as distinct from secrecy)
· Expedient reporting
· Truthfulness
· Fairness; and
· Professionalism.

RESPONSIBILITY
This Policy and Procedure is issued under the Authority of the Executive Director.  The Executive Director is responsible for: 

· Promoting Child Safeguarding throughout the organisation including communications and facilitating access to education around the risks if the organisation does not comply. 

· Managing the response to any incidents reported under this Policy and Procedure.

The Director Corporate Services is responsible for content and review of this Policy and Procedure. 

Employees, Members of the ACPCC Board of Directors and Board Sub-Committees, contractors / suppliers, volunteers, students and other partners or representatives of the organisation either in Australia or offshore who are implementing projects or services funded by or through the ACPCC are responsible for complying with this Policy and Procedure.


DEFINITIONS
	Abuse
	Consistent with the DFAT Definition of Abuse:

· Physical abuse - the use of physical force against a child that results in harm to the child. Physically abusive behaviour includes shoving, hitting, slapping, shaking, throwing, punching, kicking, biting, burning, strangling and poisoning. 
· Neglect - the failure by a parent or caregiver to provide a child (where they are in a position to do so) with the conditions that are culturally accepted as being essential for their physical and emotional development and wellbeing. 
· Emotional abuse - refers to a parent or caregiver’s inappropriate verbal or symbolic acts toward a child, or a pattern of failure over time to provide a child with adequate non-physical nurture and emotional availability. Such acts have a high probability of damaging a child’s self-esteem or social competence. 
· Sexual abuse - the use of a child for sexual gratification by an adult or significantly older child or adolescent. Sexually abusive behaviours can include fondling genitals; masturbation; oral sex; vaginal or anal penetration by a penis, finger or any other object; fondling breasts; voyeurism; exhibitionism; and exposing the child to, or involving the child in, pornography. 
· Ill-treatment - disciplining or correcting a child in an unreasonable and seriously inappropriate or improper manner; making excessive and/or degrading demands of a child; hostile use of force towards a child; and/or a pattern of hostile or unreasonable and seriously inappropriate degrading comments or behaviour towards a child.
 
The above definition includes a child or children being present (hearing or seeing) while a parent or sibling is subjected to any of the above.

	Business Activity
	Activity of a business, educational or professional nature approved by the ACPCC.

	Child or Children
	In accordance with the United Nations Convention on the Rights of the Child, ‘child’ means every human being under the age of 18 unless under the law applicable to the child, majority is attained earlier. For the purposes of this Policy and Procedure, the ACPCC considers a child to be a person under the age of 18 years.

	Child Exploitation
	One or more of the following: 
· committing or coercing another person to commit an act or acts of abuse against a child 
· possessing, controlling, producing, distributing, obtaining or transmitting child exploitation material 
· committing or coercing another person to commit an act or acts of grooming or online grooming  
· using a minor for profit, labour, sexual gratification, or some other personal or financial advantage.

	Child Safeguarding
	The duty of care and responsibility of private and public organisations to adopt preventative and responsive systems, policies and practices to safeguard from harm and abuse all the children they come into direct and indirect contact within their day-to-day operations and work.

	Employee
	Any person employed by the ACPCC whether on a permanent, temporary or casual basis.

	ACPCC
	Australian Centre for the Prevention of Cervical Cancer Ltd. – a public company limited by guarantee registered in Victoria under the Corporations Act 2001 and trading as the Australian Centre for the Prevention of Cervical Cancer (ACPCC), responsible for the management and administration of VCS Pathology, VCS Population Health and VCS Digital Health. 

	QPulse 
	QPulse is the quality management system where policies and procedures are stored including compliance monitoring with set review dates for policies included which triggers a requirement to have a policy reviewed. 

	Working with Children
	Engagement in any program, service or activity which: 

· Specifically targets or offers direct services for children, or 
· Where there is direct contact with children (i.e. frontline workers) or contact with children is reasonably expected to occur as a normal part of the program, service or activity and is not incidental (for example, setting up and administering a screening clinic for women where children are likely to attend).

Note that access to data or sensitive information of children is covered in other policies including Corp-HR-PP National Police Check Policy and Procedure, Exec-PP-16 Privacy Policy and Exec-PP-4 Policy on the Management of Health and Personal Information. 

Consistent with our National Police Check Policy, the ACPCC reserves the right to request Working with Children Checks from Applicants, Employees, Board Directors, Contractors, Students and Volunteers if relevant to the position/role with the organisation which requires interaction with children, if access to identifying data concerning children or if otherwise contractually required by our stakeholders. 




POLICY PRINCIPLES 
This Policy and Procedure follows the principles identified in the DFAT Child Protection Policy:
https://dfat.gov.au/international-relations/themes/child-protection/Documents/child-protection-policy.pdf  

	Principle
	ACPCC Position

	Zero tolerance of child exploitation and abuse
	· The ACPCC has a zero tolerance approach to child exploitation and abuse. Child exploitation and abuse will attract criminal, civil and disciplinary sanctions.  
· The ACPCC has recruitment policies and procedures in place which involve staff police checks and other pre-employment checks (including working with children checks). The organisation will not knowingly engage, directly or indirectly, with anyone who poses a risk to children based on the results of these checks. 
· The ACPCC commits to train its staff and relevant stakeholders on the obligations under this Policy and Procedure.

	Assess and manage child protection risk and impact
	· The ACPCC is committed to risk management which can identify, mitigate, manage or reduce the risks to children that may be associated with our services, programs or interactions with the community.

	Sharing responsibility for child protection
	· To effectively manage risks to children, the ACPCC requires the commitment, support and cooperation of partner organisations and individuals who help to deliver our services and programs.

	Procedural fairness
	· We will apply procedural fairness when making decisions that affect a person’s rights or interests. 
· Our global partners are expected to adhere to this principle when responding to concerns or allegations of child exploitation and abuse.

	Recognition of the best interests of the child
	· Australia is a signatory to the United Nations Convention on the Rights of the Child. 
· The ACPCC committed to upholding the rights of the child and Australia’s obligations under this convention. In all actions concerning children, the best interests of the child shall be a primary consideration.


Expected ACPCC Professional Behaviours when contact with Children occurs during Business Activities 

Consistent with the ACPCC Code of Conduct, the organisation expects adherence to the following behaviours and attributes when undertaking Business Activities that involve direct contact with children. This includes events or screening clinics where children may be present (i.e. children accompanying their mother to a screening clinic. Expected behaviours during Business Activities (which extends to Business Travel) are:

· Treat all children with respect. 

· Ensure the safeguarding of children by ensuring the banning of alcohol, drugs and gifts to children

· Not use language or behaviour towards children that is inappropriate, harassing, abusive, sexually provocative, demeaning or culturally inappropriate. 

· Not engage children under the age of 18 in any form of sexual intercourse or sexual activity including paying for sexual services. 

· Wherever possible, ensure that another adult is present when working near children. 

· Not invite unaccompanied children into private residences, unless they are at immediate risk of injury or in physical danger. 

· Not sleep close to unsupervised children unless absolutely necessary, in which case the supervisor’s permission must be obtained, and ensuring that another adult is present if possible (noting that this does not apply to an individual’s own children). 

· Never use any computers, mobile phones, video cameras, cameras or social media to exploit or harass children, or access child exploitation material through any medium. 

· Not use physical punishment on children. 

· Not hire children for domestic or other labour: which is inappropriate given their age or developmental stage; which interferes with their time available for education and recreational activities; or which places them at significant risk of injury. 

· Comply with all relevant Australian and local legislation, including labour laws in relation to child labour. 

· Immediately report concerns or allegations of child exploitation and abuse and policy non-compliance in accordance with appropriate procedures. 

· Immediately disclose all charges, convictions and other outcomes of an offence that relates to child exploitation and abuse, including those under traditional law, which occurred before or occurs during association with the ACPCC.

· Be aware of behaviour and avoid actions or behaviours that could be perceived by others as child exploitation and abuse these behaviours are not intended to interfere with normal family interactions.

Photographing or Filming a Child or Using Children’s Images for Business Activities

The ACPCC follows DFAT Policy for activities involving the photography or filming of a child or using children’s images for our work-related purposes.

When photographing or filming a child or using children’s images for the ACPCC purposes, Employees must:
 
· Obtain informed consent from the child and parent or guardian of the child before photographing or filming a child. As part of this, it must be explained how the photograph or film will be used. A consent form is available from the Executive Assistant to the Executive Director.  

· Assess and endeavour to comply with local traditions or restrictions for reproducing personal images before photographing or filming a child. 

· Ensure photographs, films, videos and DVDs present children in a dignified and respectful manner and not in a vulnerable or submissive manner. Children should be adequately clothed and not in poses that could be seen as sexually suggestive. 

· Ensure images are honest representations of the context and the facts. 

· Ensure file labels, meta data or text descriptions do not reveal identifying information about a child when sending images electronically or publishing images in any form. 

· Ensure that photographs or films taken by the organisation are not distributed to other parties without approval from the Executive Director. 
PROCEDURE – RECRUITING
The ACPCC has a commitment to providing child safeguarding training for personnel at induction and regularly thereafter depending on the risk profile. 
Recruitment screening processes for all personnel in contact with children include the following: 
· Criminal record checks before engagement
· Statutory declarations or local legal equivalent where criminal record checks are unavailable or unreliable. 
· Checks must be conducted for each country in which the individual has lived for 12 months or longer over the last 10 years, and for the individual’s countries of citizenship.
· Verbal referee checks.
The following additional screening measures for all personnel working with children:
· Behavioral-based interview questions
· Risk assessments of all activities including identification of risks and outline of mitigations measures, which are regularly re-assessed.
Employment contracts which contain:
· Provisions for the prevention of a person from working with children if they present an unacceptable risk to children.
· Suspension or transfer to other duties for any employee who is under investigation and provision to dismiss any employee after an investigation.
· Child safeguarding training is provided to all personnel, including on reporting procedures.

PROCEDURE – REPORTING 
In Australia, the sexual and physical abuse of a child is a crime. It is a crime for Australian citizens, permanent residents or bodies corporate to engage in, facilitate or benefit from sexual activity with children (under 16 years of age) while overseas. It is also an offence to prepare for or plan to commit a child sex tourism offence, or to groom or procure a child for sexual activity overseas. 

It is mandatory for anyone falling under the scope of this Policy and Procedure to report immediately any suspected or alleged case of child exploitation, abuse or policy non-compliance for work performed in connection with our Business Activities. All reported concerns will be taken seriously, and any assessments of such concerns will have regard to the best interests of the child.  

The ACPCC will treat all parties fairly and handle all reported matters expeditiously and in the strictest of confidence. 

The organisation will take appropriate measures to ensure that the interests and safety of both the child and the person making the report are protected throughout any subsequent investigation.

What must be Reported 

ACPCC Employees must report any behaviour that is suspected of being child exploitation or abuse (including possession of child exploitation material) or non-compliance of this Policy and Procedure by: 
 
· An ACPCC Employee

· Any ACPCC. contractors, suppliers or other representatives

· A volunteer associated with any ACPCC program or service, regardless of its location

· An employee of a Government or State or Territory agency  

· Any Australian citizen, Australian permanent resident or Australian company, or international partner/collaborator. 
 
Behaviour/actions which must be reported include but are not limited to the following: 

· Any behaviour that is in breach of this Policy. 

· Inappropriate use of images, including evidence of child pornography.  

· Behaviour or actions that could be associated with sexual exploitation or trafficking. 

· Any disclosure or allegation made by a child, partner or stakeholder, member of the community or ACPCC representative regarding the safety, welfare, abuse, neglect or exploitation of a child. The appropriate processes should be considered when receiving a complaint directly from a child.

Where an individual has already reported, but becomes aware of additional information, the individual must also report that information.

Any Employee who intentionally makes false and malicious allegations will face disciplinary action under Corp-HR-PP-47 Disciplinary Policy and Procedure.

Reporting Method – Within Australia

Any concerns relating to child abuse, exploitation, neglect or the welfare and safety of a child must be reported directly to the ACPCC Executive Director or the Chairman of the Board. 

Child abuse must be reported to the local police and/or child protection authorities in the relevant State or Territory. The ACPCC must report:

· Any allegations or suspicions of child abuse or neglect by an the ACPCC Employee or representative to the State police and/or child protection authorities in the relevant State or Territory

· Any allegations or suspicions of child abuse or neglect by someone external to the ACPCC to the State police and/or child protection authorities in the relevant State or Territory.

All reports must be recorded in the Child Protection Incident Report Form (Appendix A). 

Direct reports can also be made to the Australian Centre to Counter Child Exploitation (ACCCE) which is led by the Australian Federal Police (AFP). Refer to the link in References. 

Also included is a commitment to report to any donors that require reporting under any funding agreements.  This commitment reflects the zero-tolerance approach to child exploitation and abuse and is consistent with compliance with mandatory reporting responsibilities.  

Reporting Method – Outside of Australia

Any concerns relating to child abuse, exploitation, neglect or the welfare and safety of a child from activities outside of Australia must be reported directly to the ACPCC Executive Director or the Chairman of the Board. The ACPCC must report: 

· Any allegations or suspicions of an offence by an ACPCC Employee or representative to the AFP, or the State police and/or child protection authorities in the relevant State or Territory if the matter does not fall within the jurisdiction of the AFP. The AFP actively monitors and prosecutes those involved in child sexual exploitation in travel and tourism, and works in conjunction with relevant State, Commonwealth and international law enforcement partners.

· Any allegations or suspicions of an offence by someone external to the ACPCC to the Australian Federal Police (AFP), or the State police and/or child protection authorities in the relevant State or Territory if the matter does not fall within the jurisdiction of the AFP. 

The ACPCC uses the internationally recognised Virtual Global Taskforce to report on-line child sexual abuse incidents, supporting a coordinated international law enforcement response. Details of the on-line VGT portal are provided in the References. This portal provides specific details of country-specific reporting processes.

Child Protection Incident Reporting Form

The Child Protection Incident Report Form in Appendix A must be used for the reporting of all incidents under this Policy and Procedure. 

Reports should be submitted to the ACPCC Executive Director or the Chairman of the Board.

PROCEDURE – COMPLIANCE MONITORING
Compliance with this Policy and Procedure will be monitored by the Director of Corporate Services to CEO, and this may include independent audits and reviews.  ACPCC checks that the Working with Children Policy and Procedure is fully implemented and being followed.  This includes monitoring compliance by contractors and service providers undertaking child-related work. 
It also includes making sure our leaders champion and model compliance by taking a proactive, outspoken approach on the importance of child safety and wellbeing.  

The compliance monitoring includes ensuring that there is a process in place in QPulse for the regular review of the policy, at least every two years. 









AFFILIATIONS
ACNC 
The ACPCC is registered as a charity with the Australian Charities & Not-for-profit Commission (ACNC) and complies with its ongoing obligations including reporting to the ACNC annually.

Australian Council for International Development (ACFID)
The ACPCC is a full member of the ACFID and a signatory to the ACFID Code of Conduct. The ACPCC subscribes to the values of this Code, which set out the minimum standards of management, accountability and governance for international development organisations. The ACPCC promotes transparency, respect and ethical standards, and accountability in all forms of communication.  The ACPCC prioritizes the safeguarding of children, to ensure we are working in ways that protect children from harm and exploitation. This includes the following:
· Commitment to child protection
· Risk management 
· Staff and volunteer screening 
· Training and capacity building 
· Reporting and responding to concerns 
· Child-centred approach; and 
· Collaboration with authorities 
The ACPCC acknowledges that it is not just a requirement but a moral responsibility, central to maintaining trust and credibility in the sector. The ACPCC adheres to the ACFID Code of Conduct where it is expected to ensure that child safeguarding principles are embedded in all aspects of its work, from program design to implementation and monitoring.
ATTACHMENTS

Appendix A – Child Protection Incident Reporting Form


REFERENCES

Child Wellbeing and Safety Act 2005 (Vic) and the Child Safety Standards made pursuant to the Act; 

Worker Screening Act 2020 (Vic)

ACFID Code of Conduct ACFID_Code_Dec 2019_published_high res_0.pdf

DFAT Child Protection Policy:
https://dfat.gov.au/international-relations/themes/child-protection/Documents/child-protection-policy.pdf
https://dfat.gov.au/international-relations/themes/child-protection/Documents/child-protection-policy.pdf

Corp-HR-PP-7 National Police Check Policy and Procedure

Corp-Fin-PP24 Travel Policy and Procedure 

Corp-HR-PP-47 Disciplinary Policy and Procedure

Exec-PP-4 Policy on the Management of Health and Personal Information

Exec-PP-16 Privacy Policy

Exec-Gov-PP23 Code of Conduct
 
Report abuse | ACCCE

Virtual Global Taskforce – Combating Online Child Sexual Abuse


APPENDIX A – CHILD PROTECTION INCIDENT REPORT FORM

DETAILS OF PERSON MAKING THE REPORT

	Date of Report: 
	

	Time:
	

	Person making this Report:
	

	Address:
	

	Contact phone no: 
	

	Email:
	



DETAILS OF CHILD INVOLVED IN THE INCIDENT

	Child’s Name:
	

	Description of Child if name is unknown:
	

	Age or Date of Birth, if known:
	

	Gender
	

	Cultural Identity:
	

	Country of Residence:
	

	Address, if known:
	

	Language spoken at home (i.e., will an interpreter be needed):
	

	Details of the immediate concern for the Child’s safety:
	

	Have any injuries been observed or reported? Provide details:
	

	Are local police or other local authority aware of the incident\allegation?
	





DETAILS OF THE PERSON ALLEGED RESPONSIBLE FOR ABUSE, EXPLOITATION OR HARM

	Name
	

	Address, if known:
	

	Contact phone no: 
	

	Email:
	

	Relationship to the Child:
	

	Employer, if known:
	



REPORT DETAILS







































SIGNATURES

Signature of person completing this report

	Name
	Signature 
	Date

	
	
	



Signature of Executive Director or Board Chairman

	Name
	Signature 
	Date
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