Safeguarding Risk Management Strategy
Children and Vulnerable Adults Safeguarding Procedures
Introduction
Fundamental to embedding the Catholic Diocese of Townsville Safeguarding Children and Vulnerable Adults
Policy, is implementing a Safeguarding Risk Management Strategy. This strategy is mandated pursuant to the
Working with Children (Risk Management and Screening) Act 2000. This strategy will reflect the priority to
protect all vulnerable people in the Diocese and therefore procedures, with the exception of the Blue Card
requirement procedure (which only applies to people under 18years) will include vulnerable adults as well as
children as mandated under the Act.
Purpose
The purpose of this strategy is to help identify potential risks of harm to children and vulnerable adults and to
implement strategies and procedures to minimise these risks and build capacity so safeguarding is promoted
as everyone’s responsibility.
Scope
This strategy comprises of eight procedures which applies to all Church personnel within the Catholic Diocese
of Townsville. Church personnel includes any cleric, member of a religious institute, lay person or other
persons who are employed by the Church, or appointed by the Church to voluntary positions, or engage in
other forms of pastoral ministry.
This strategy recognises that some agencies and ministries of the Catholic Diocese of Townsville may be
required, by statute or best practice to develop their own policy and procedures for the safeguarding of
children and vulnerable adults. These policies and procedures will be consistent with the overarching
Safeguarding Children and Vulnerable Adults Policy and this Safeguarding Risk Management Strategy.
The strategy includes the following eight procedures:
1.
2.
3.
4.
5.
6.
7.
8.

Statement of Commitment………………………………………………………………………………………………………..
Safe Conduct Standards …………………………………………………………………………………………………………….
Safe People, Safe Practices & Safe Places ………………………………………………………………………………….
Handling disclosures or suspicions of harm ……………………………………………………………………………….
Managing breaches of the risk management strategy ……………………………………………………………….
Risk management for settings, activities and physical environments …………………………………………
Compliance with the requirements of the Blue Card system ………………………………………………….….
Communication and support ……………………………………………………………………………………………………..

Pg.4
Pg.6
Pg.9
Pg.15
Pg.25
Pg.27
Pg.31
Pg.36

Responsibilities
The roles and responsibilities of Church personnel in relation to protecting children and vulnerable adults
within the Catholic Diocese of Townsville will be outlined in the procedures of this strategy.
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These roles and responsibilities will include, but are not limited to compliance, monitoring, reporting, records
management, education and the promotion of safeguarding children and vulnerable adults.
Definitions
Abuse

Grooming

Duty of Care

Exploitation
Harm

Neglect

Safe
Environment
Vulnerable
Person/Adult

Child

Church
Personnel

Is the violation of a person’s rights (usually human or civil rights) by another person or
by other people. Abuse includes, but is not limited to:
Physical, sexual, psychological, emotional, legal or financial, spiritual, neglect or
exploitation, exposure to family violence.
Is defined as befriending and establishing an emotional connection with a vulnerable
person and sometimes the family, to lower the vulnerable person’s inhibitions with
the object of sexual abuse.
Is defined by Community and Disability Services Queensland as the obligation to
provide a safe environment and to protect individuals from harm which can result
from the actions or inactions of employees or volunteers (Church personnel).
Is the act of one entity (person or organisation) taking advantage of weakness or
vulnerability of a second entity in order to use their resources for the gain of the first.
Is defined as the ‘detrimental effect of a significant nature on the person’s physical,
psychological or emotional well-being’. Harm may result from action or inaction on
the part of an individual or another entity. Harm can be caused by physical, sexual,
psychological or emotional abuse, legal or financial abuse, neglect or exploitation.
Is the failure (whether willful or passive) on the part of an adult or other responsible
person, to provide appropriate physical or emotional resources, aid or guidance to
individuals who are dependent on them for care.
Is one in which the protection of vulnerable persons from harm is a core value and
operating principle. Risks of harm are carefully identified, consciously minimised and
deliberately managed.
Any individual aged over 18 years who has or is suffering bereavement, marriage
breakdown or other such adversity making them in particular need of pastoral
support, or a person with an intellectual disability, physical illness, mental illness or
other impairment that makes it difficult for that person to protect themselves from
abuse or exploitation.
A child is an individual under 18 years. This includes reference to young people,
acknowledging that the adolescent years is the transition period between childhood
and adulthood, and therefore a young person is likely to be more independent in how
they think and behave. In this context, referring to an adolescent as a young person as
opposed to a child is considered respectful and appropriate.
Any cleric, member of a religious institute, lay person, other persons who are
employed by the Church, or appointed by the Church to voluntary positions, or
engage in any form of pastoral ministry.
*Church personnel will be exempt from these procedures where their respective
Agency (e.g.Diocese of Townsville Catholic Education and Centacare North
Queensland) have existing policy and procedures in place for safeguarding and
student protection.

Review
This strategy and its procedures has been reviewed from June 2019 to February 2020, through consultations
with parishes, ministries and agencies. Feedback has also been provided through Council of Priests meetings,
Safeguarding Committee meetings and the Queensland Provincial Safeguarding Network.
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Ongoing feedback is sought from all Church personnel, children, young people, parishioners and members of
the community through scheduled meetings with Parish Pastoral Councils, Diocesan Youth Leadership Team,
safeguarding training sessions and the Safeguarding webpage: www.tsv.catholic.org.au/safeguarding
The key changes to the procedures from the previous version include:













Amendment to wording in Statement of Commitment to include taking a zero tolerance approach to any
forms of abuse and reflecting this commitment in these procedures;
Changes to Code of Ethical Behaviour which now reflects Safe Conduct Standards, reflecting the
Archdiocese of Brisbane standards;
Introduction of the Safeguarding Recruitment Checklist for appointing new personnel working with
children or vulnerable adults as endorsed through Council of Priests meeting;
Implementation of the Volunteer Handbook and requirements for all volunteers to sign the Volunteer
Agreement as endorsed through Council of Priests meeting;
Safeguarding Practices applying the National Catholic Safeguarding Standards – including an additional
focus on private space and accommodation; transporting of children requirements; and eSafety resources
for children and their families;
ACMR clearance and forms for visiting clergy and religious;
Mandatory Reporting by Early Childhood Education and Care Professionals, and resources for staff on
reporting requirements;
New flowchart, replacing the two previous flowcharts, for reporting disclosures or suspicions of harm –
under an overarching complaint handling approach;
References to ‘Vos estis lux mundi’ - a motu proprio by Pope Francis, promulgated on 9 May 2019;
Whistleblower policy implementation for reporting concerns;
Focus on risk assessments and management plans for parish activities, events and high risk individuals;
Restricted person and restricted employment changes to the Blue Card System and implementation of
the ‘No Card. No Start” policy and an online streaming process using the Blue Card Services Organisation
Portal.

Authorisation
I hereby promulgate this Safeguarding Risk Management Strategy and its eight procedures as particular law for
the Catholic Diocese of Townsville. Given at Sacred Heart Cathedral Townsville on 21 February 2020, this
strategy replaces the previous strategy.

Page 3 of 38

1. Statement of Commitment
Procedure number
Author

001
Craig Brereton

Version
Approved by Bishop on

002
21 February 2020

Document Owner

Diocesan Safeguarding
Coordinator

Scheduled review date

December 2020

Statement of Commitment:
The Catholic Diocese of Townsville will do everything within its power to provide a safe environment for children
and vulnerable adults to minimise the possibility of any harm. The Diocese commits to a zero tolerance approach
to any forms of abuse and reflects this commitment in its procedures.
The Catholic Church is called by Jesus to give priority of place to the welfare and well-being of children and
vulnerable people. The voices of our most vulnerable in the Church should be heard and listened to so we see
reality through their eyes.
The Catholic Diocese of Townsville believes that children and vulnerable people are a gift from God with an
intrinsic right to dignity of life, respect and security from physical, emotional, spiritual and psychological harm.
The Catholic Diocese of Townsville has established a policy to help protect children and vulnerable people in our
Church. This policy applies to all Church personnel within this Diocese including any cleric, member of a religious
institute or other persons who are employed by the Church, or appointed to voluntary positions, or engage in other
forms of pastoral ministry.
The Safeguarding Children and Vulnerable Adults Policy and its procedures is governed by current legislation to
safeguard, ensure legislative compliance and to be accountable and transparent in all ministries undertaken by
the Church.
ROLE
Parish Priest or
Administrator, Agency
Director or Safeguarding
Representative
Parish Priest or
Administrator or Agency
Director to identify and
appoint who has the
responsibility
Church personnel

RESPONSIBILITIES
 Ensure Statement of Commitment is visible to the public in the Church or
agency facilities;
 Ensure a statement of commitment is published in Parish and agency
newsletters or publicly announced at identified meetings and gatherings;
 Provide a copy of Statement of Commitment to all new Clergy, Religious,
lay person, paid staff and volunteers within Parish, Ministry and Agency;
 Ensure any group, club, school etc. hiring Parish, Ministry or Agency
facilities have been made aware of the Statement of Commitment and
this is documented through third party agreements.



Ensure understanding of this Statement of Commitment and promote
this message at every opportunity;
Engage in conversation as people make comment or raise questions or
concerns about this and encourage them to discuss with Parish
Priest/Administrator or Safeguarding Representative within Parish,
Ministry or Agency.
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Diocesan Safeguarding
Coordinator






Communicate feedback, updates and changes to Statement of
Commitment in consultation with Parish, Ministry and Agency
leadership;
Encourage constructive discussion and awareness of Statement of
Commitment through Parish Council, Ministry and Agency meetings,
training and forums, consultations and promotional materials;
Ensure Statement of Commitment material is printed and provided to
parishes, ministries and agencies;
Ensure that relevant Church personnel have been trained in safeguarding
policy and procedures, have understood and agree to comply by signing
the receipt notice covering all safeguarding procedures or Volunteers
Agreement.

1. Statement of Commitment - procedure outline:
1.1. All Church personnel
1.1.1. All new staff including Church Clergy, Religious, lay workers, paid staff and volunteers are to be
provided the Statement of Commitment as part of their safeguarding induction;
1.1.2. The Parish, Ministry and Agency leadership are responsible for ensuring that safeguarding
inductions occur for new staff and scheduled training occurs for all Church personnel;
1.1.3. The Diocesan Safeguarding Coordinator is responsible for facilitating safeguarding training and
seeking Church personnel understanding and agreement through a receipt notice that staff sign
when they have been trained in the relevant safeguarding procedures. Note: There will be one
receipt notice covering the relevant safeguarding procedures;
1.1.4. Parish, Ministry and Agency leadership are responsible for ensuring their staff are aware,
understand, apply and promote the Statement of Commitment in every aspect of their work
and ministry. This includes ensuring that training in this procedure occurs for all staff and
requesting the Diocesan Safeguarding Coordinator to arrange this training as required;
1.1.5. Where cultural/communication/language support is required to assist the new staff to
understand the Statement of Commitment more fully, then the Parish, Ministry or Agency will
work with the Diocesan Safeguarding Coordinator to facilitate this support.
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2. Safe Conduct Standards
Procedure number
Author

002
Craig Brereton

Version
Approved by Bishop on

002
21 February 2020

Document Owner

Diocesan Safeguarding
Coordinator

Scheduled review date

December 2020

The Safe Conduct Standards sets the standard of behaviour for all Church personnel to demonstrate across all
Church ministry and activities, supporting our children and vulnerable adults. It also identifies behaviour which is
unacceptable conduct and therefore must be avoided.
Parishes, ministries and agencies across the Diocese, when applying the Safe Conduct Standards, must take into
account the needs of all children and vulnerable adults. This includes paying particular attention to Aboriginal
and Torres Strait Islander people, people with a disability, people from culturally and linguistically diverse
backgrounds and those with particular vulnerabilities such as those who are homeless or displaced from their
home or community of origin.
Behaviours to uphold include:
 Promote the rights and safety of children and vulnerable adults;
 Comply with policies and procedures that safeguard children and vulnerable adults;
 Treat children and vulnerable adults with respect and dignity;
 Respect and protect the privacy of children and vulnerable adults;
 Comply with Diocesan protocols for communicating with children and vulnerable adults;
 Maintain proper personal and professional boundaries with children and vulnerable adults;
 Listen and respond to the views and concerns of children and vulnerable adults;
 Respect cultural and religious differences of children and vulnerable adults;
 Identify and manage risks to the safety and wellbeing of children and vulnerable adults;
 Promptly respond to any concerns or complaints of abuse or harm to children and vulnerable adults;
 Report all suspected or disclosed abuse or harm to children or vulnerable adults in accordance with
Diocesan protocols;
 Comply with legal reporting obligations in respect to suspected abuse or harm to children or vulnerable
adults;
 Report any suspected breaches of these conduct standards.
Unacceptable Conduct includes:
 Engage in any unlawful activity with or in relation to a child or vulnerable adult;
 Engage in any activity that is likely to physically, emotionally, sexually or spiritually harm a child or
vulnerable adult;
 Expose a child or vulnerable adult to sexual videos or images;
 Use harsh or offensive language towards or in the presence of a child or vulnerable adult;
 Unlawfully discriminate against a child or vulnerable adult or their family or carers;
 Be alone with a child or vulnerable adult unnecessarily;
 Engage in unnecessary physical contact with a child or vulnerable adult;
 Use physical violence or corporal discipline on a child or vulnerable adult;
 Supply liquor or a prohibited drug to a child or vulnerable adult;
 Engage with children while under the influence of liquor or a prohibited drug;
 Arrange personal contact, including online, with a child or vulnerable adult for a purpose not related to
ministry or work with the Diocese;
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Disclose or share personal or sensitive information about a child or vulnerable adult, including images,
unless proper consent and authorisation is provided, or it is legally required or required under Diocesan
policy;
Ignore or disregard suspected or disclosed abuse or harm to a child or vulnerable adult.

ROLE
Parish Priest or
Administrator, Agency
Director or Safeguarding
Representative

Parish Priest or
Administrator or Agency
Director to identify and
appoint who has the
responsibility

Church personnel

Diocesan Safeguarding
Coordinator

RESPONSIBILITIES
 Provide the Safe Conduct Standards to all new Church personnel within
Parish, Ministry or Agency (i.e. agencies who do not have their
respective Code of Conduct);
 All new Church personnel must read, acknowledge their understanding
and commitment to abide by the Safe Conduct Standards. Their
agreement will be demonstrated through the signed receipt notices
when inducted/trained in the procedures;
 Records relating to safeguarding training and signed receipt notices for
safeguarding procedures are kept on file in parishes, ministries and
agencies for reference and auditing purposes;
 Ensure that the particular needs of all those accessing a service or
engaging in ministry are taken into account in the conduct of all
personnel, aligning to the Safe Conduct Standards;
 Any serious breaches must be immediately reported to the Diocesan
Safeguarding Coordinator either through a phone call, email or using
the Safeguarding Supporting Documents/ Forms;
 Any serious breaches in conduct that may amount to a criminal offence,
must be immediately reported to the Queensland Police Service,
advising the Diocesan Safeguarding Coordinator for risk assessment
purposes.
 Ensure understanding of this procedure and promote these standards
at every opportunity;
 Engage in constructive conversation as people make comment or raise
questions or concerns about this and encourage them to discuss with
Parish Priest/Administrator or Safeguarding Representative;
 Ensure that the particular needs of all those accessing a service or
engaging in ministry are taken into account in the conduct of all
personnel, aligning to the Safe Conduct Standards;
 Any breaches must be immediately reported to Parish Priest,
Administrator, supervisor or to the Diocesan Safeguarding Coordinator
if the breaches are considered serious.
 Communicate updates and changes to this procedures and the Safe
Conduct Standards in consultation with parishes, ministries and
agencies;
 Encourage discussion and awareness of the Safe Conduct Standards
through Parish Council, Ministry or Agency meetings, training and
forums, consultations and promotional materials;
 Ensure copies of the Safe Conduct Standards are available and are
easily accessible to all Church personnel;
 Facilitate training to ensure Clergy and Religious are trained,
understand and agree to abide by the requirements of Integrity in
Ministry and this procedure;
 Monitor training and compliance for all relevant Church personnel in
this procedure.
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1. Safe Conduct Standards - procedure outline:
1.1. All Church personnel
1.1.1. All new personnel are to be provided with safeguarding procedures including this procedure
outlining the Safe Conduct Standards as part of their safeguarding induction;
1.1.2. The Parish, Ministry and Agency leadership including the Safeguarding Representative are
responsible for ensuring that safeguarding inductions occur for new staff, and scheduled
training occurs for all relevant lay workers, paid staff and volunteers;
1.1.3. The Diocesan Safeguarding Coordinator is responsible for facilitating safeguarding training and
seeking Church personnel understanding and agreement through a receipt notice that staff sign
when they have been trained in all safeguarding procedures. Note: There will be one receipt
notice covering the relevant safeguarding procedures;
1.1.4. Where cultural/communication/language support is required to assist the new staff to
understand the Safe Conduct Standards more fully, the Parish, Ministry or Agency will work
with the Diocesan Safeguarding Coordinator to facilitate this support;
1.1.5. Any breaches to the Safe Conduct Standards which are witnessed or alleged by another person,
or any concerns about the conduct of any Clergy and Religious, must be reported to their
supervisor or to the Diocesan Safeguarding Coordinator, if the breaches are considered serious.
The Safeguarding Incident Report Form should be completed for this and submitted to the
Diocesan Safeguarding Coordinator immediately. This form is available using the Safeguarding
Supporting Documents/ Forms. A phone call or email to the Diocesan Safeguarding Coordinator
is acceptable if the form cannot be accessed, however this must occur immediately.

Important things to note
Nothing that is written in these procedures prevents any Clergy, Religious, Church lay worker, paid
employee or volunteer or any other person from taking immediate action to notify Queensland Police
Service and/or the Child Safety Services (for children under 18 years), particularly if he/she believes that it is
essential to act to ensure a vulnerable persons safety.
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3. Safe People, Safe Practices & Safe Places
Procedure number
Author

003
Craig Brereton

Version
Approved by Bishop on

002
21 February 2020

Document Owner

Diocesan Safeguarding
Coordinator

Scheduled review date

December 2020

ROLE
Parish Priest or
Administrator, Agency
Director or Safeguarding
Representative

Parish Priest or
Administrator or Agency
Director to identify and
appoint who has the
responsibility

Church personnel

Diocesan Safeguarding
Coordinator

RESPONSIBILITIES
 Apply the Safeguarding Recruitment Checklist for all selection practices in
the Parish, Ministry and Agency to assist in appointing suitable lay
workers, paid staff and volunteers and fully inducting them in safeguarding
policy and procedures;
 Liaise with Diocesan Safeguarding Coordinator to ensure all existing lay
workers, paid staff and volunteers are trained in safeguarding policy and
procedures and evidence of this training is documented;
 Ensure all newly appointed lay workers, paid staff and volunteers are
inducted in the first two weeks of commencing. This includes receiving
safeguarding material, accessing, reading and signing the receipt notice of
understanding and agreeing to all safeguarding procedures;
 Liaise with Diocesan Safeguarding Coordinator to ensure all newly
appointed lay workers, paid staff and volunteers undertake safeguarding
training within three (3) months of commencing;
 Maintain records relating to safeguarding induction and training including
the signed receipt notice and these are documented for reference and
auditing purposes;
 Provide consistent messages both formally and informally, through
meetings, public announcements, newsletters, that safeguarding is
everyone’s responsibility;
 Visiting clergy must have an Australian Catholic Ministry Register (ACMR)
number or complete the 45.5 and 45.6 forms pursuant to Towards Healing
(for clergy and religious).
 Ensure understanding of the priority to protect children and vulnerable
adults, irrespective of what role it is in the Parish, Ministry or Agency.
Every lay worker, paid staff member and volunteer has a responsibility in
safeguarding and complying with this procedure.
 Commit to fully participate in safeguarding training and information
sessions and audits as they occur to ensure continual learning and
improved safeguarding practice;
 Engage in constructive conversation as people make comment or raise
questions or concerns about safeguarding and encourage them to
understand that safeguarding is everyone’s responsibility.
 Support parishes, ministries and agencies to prepare for the recruitment of
new paid staff and volunteers;
 Provide resources as required including the safeguarding policy and
procedures and information resources and tools to promote to all
personnel that safeguarding is everyone’s responsibility;
 Support Safeguarding Representatives to disseminate resources and
materials;
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Assist with supervision as required and requested, relating to safeguarding
if lay workers, paid staff and volunteers are working directly with children
and young people;
Work with the Safeguarding Representatives and other stakeholders
externally as identified to provide initial and ongoing training to all lay
workers, paid staff and volunteers.

1. Safe People, Safe Practices & Safe Places - procedure outline:
1.1. Pre-employment Recruitment
1.1.1. Parish, Ministry or Agency management must be familiar with the safeguarding policy and
procedures before any new paid or volunteer is recruited and appointed;
1.1.2. The Safeguarding Recruitment Checklist must be completed, signed off and securely filed for all
new personnel working with children and vulnerable adults;
1.1.3. Applicants must be informed that they will be subject to Blue Card screening if their work is
directly working with children or making decisions for children (as part of their role). Applicants
must be warned that it is an offence for a ‘disqualified person’ to sign a Blue Card application
form or a renewal form. It is an offence for an employer not to provide this warning to a
potential paid staff or volunteer. For more information on Blue Card requirements, see
Compliance with the requirements of the Blue Card system Procedure.
1.1.4. Applicants for all paid positions must be informed that, as part of their employment agreement,
they may be required to be in receipt of a positive National Police Check prior to
commencement of employment. Consideration must also be given to undertaking this check for
volunteers, especially if they are working with vulnerable adults and there are no other risk
controls in place. The Diocesan Safeguarding Coordinator will facilitate checks being undertaken
through Catholic Commission for Employment Relations (CCER) and a fee is charged for each
check submitted. Clergy and Religious (with the Diocese of Townsville as the Church Authority)
and Safeguarding Representatives must have a National Criminal History Check in addition to
the Blue Card screening as their work comes with a high degree of responsibility. Costs for
National Police Checks will be costed back to the respective parish, ministry or agency. A
consent form for the National Police Check is available at: National Police Check consent form
1.1.5. All Church lay workers, paid staff and volunteers, prior to their appointment working with
vulnerable people, must complete a Safeguarding Declaration Form which serves as a
safeguarding measure for suitability to the role.
1.2. Pre-employment Selection
1.2.1. An interview process, in line with the Safeguarding Recruitment Checklist requirements, when
selecting new paid staff and volunteers must be considered for staff when the role is working
directly with children, as it is an important safeguarding measure to appointing a suitable
person;


Questions should include scenario and open-ended questions; and probing questions where
required (if an applicant should elaborate on their answer);



For examples of safeguarding questions in interviews see: Blue Card Services useful tips and
sample interview questions

1.2.2. Referee checks are a vital part of the selection process and checks should be carried out with
the applicant’s most recent employer. If a written reference is provided, then contact should
be made with the referee to verify the information and authenticity. Referee checks for
applicants working with children must be carried out and documented;
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1.2.3. A probationary period of employment to allow assessment on performance and suitability of a
new paid staff member or volunteer should be made clear in writing to the applicant prior to
their appointment. A probationary period of six (6) months is recommended. A meeting to end
the probationary period should occur and documented with a plan for ongoing supervision to
maintain safeguarding standards in employment.
1.3. Post-employment Induction and Training
1.3.1. Safeguarding material including policy and procedures will be made available to all new paid
staff and volunteers on their appointment and can be accessed through the safeguarding
webpage;
1.3.2. Training (on-line training or face-to-face training) in safeguarding policy and procedures must
occur for all new staff and volunteers within the first three (3) months of employment and then
every two years for existing staff as an ongoing arrangement;


Targeted training on safeguarding policy and procedure may occur after a critical incident or
if a significant risk or breach is identified, or on the directive of the Bishop;

1.3.3. A Volunteer Handbook has been introduced in the Diocese and all volunteers are to be
provided this for their induction and then to sign the Volunteer Agreement. Volunteer
Agreements are to be managed and maintained on file by the respective Parish, Ministry or
Agency. This is to comply with all relevant policies including safeguarding and work, health and
safety requirements;
1.3.4. All induction and training which occurs will be documented by the Parish, Ministry or Agency
and filed for reference and auditing purposes. A diocesan training register will be maintained
by the Diocesan Safeguarding Coordinator in partnership with parishes, ministries and agencies;
1.3.5. Parishes, ministries and agencies are responsible for collecting and filing an acknowledgement
of receipt notice from all paid staff and volunteers when staff have been inducted in the
relevant safeguarding procedures and this includes this procedure. Note: There will be one
receipt notice covering the relevant safeguarding procedures.
1.4. Post-employment management in safeguarding
1.4.1. Parishes, ministries or agencies when supporting children and vulnerable adults must promote
their voice and participation in making the environment safe and to identify how the Church
can better support and protect them. This can be done formally or informally through
engagement opportunities with them, their family or significant others and noting feedback;
1.4.2. The views and feedback of children and vulnerable adults should be valued and documented so
safeguarding policy and procedures take their feedback into account when being reviewed. It is
important to ensure the Diocesan Safeguarding Coordinator receives this feedback as soon as it
is provided and when reviewing procedures;
1.4.3. Supervision and goal setting for paid staff and volunteers is an important part of creating a
healthy and safe environment as it promotes inclusion and good performance; supports
development and positive working relationships; addresses concerns as they arise; and can help
protect children and vulnerable adults if concerning behaviours or patterns emerge.
Supervision should always document the points of discussion including any issues raised and
agreed actions. The value of general discussions and check-ins (i.e. informal supervision) should
also be acknowledged and supported.
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Safeguarding Practices applying the National Catholic Safeguarding Standards
1.4.4. Two Adult Rule: General safe practice in all activities, recommends the application of the Two
Adult Rule which serves to keep children and vulnerable adults, as well as Church personnel
supporting them safe. Wherever practical no fewer than two adults should be present at all
times during any Church sponsored program involving children or vulnerable adults. It would
best that these two adults are not directly related. This approach is an important safeguarding
measure because it:







Significantly reduces the risk of an incident of abuse occurring;
Protects Church personnel against malicious allegations;
Reduces the possibility of a claim of negligence;
May encourage other people to volunteer if they know there will be assistance on a
regular basis;
Provides help to Church personnel if there is an accident or emergency;
Sends a clear statement from the Church that children and vulnerable adults are valued
and we are committed to protecting them.

In some smaller parishes there may be a capacity issue where this rule is not possible, or it
may be that the timing of support provided does not allow for two adults to be present. In
such circumstances, communication with the Parish, Ministry or Agency leader is important
or talk with the Diocesan Safeguarding Coordinator or Safeguarding Representative (if one is
appointed). Implementing a risk management plan with protective strategies will help
safeguard. These include:





Invite a parent or other suitable adult to join the activity to be the second supervising
adult, following the recruitment procedures;
Engage the child or vulnerable adult in open spaces or leave building doors open;
Communicate with Parish Priest/Administrator to detail the activity prior to it starting,
call-in throughout the activity and call again after activity to ensure your time and location
is accounted for;
Take notes after the activity to document the events such as time, call-ins, witnesses etc.
This will help provide confidence and reassurance that good practice in safeguarding is in
place and risks are mitigated.

Note: These are just some examples of protective strategies to consider if the Two Adult Rule is not
possible. You should discuss with your supervisor, Parish Priest/Administrator, Safeguarding
Representative or Diocesan Safeguarding Coordinator if you are unsure or worried and they can
undertake a risk assessment and management plan.
1.4.5. Physical Contact – Physical contact with children may be required in some circumstances.
These may include; management of an injury or to assist with toileting for example.
Parent/guardian consent must always be provided in writing and this consent should always be
provided prior to any child commencing an activity. If physical contact is required, then the Two
Adult Rule must apply and an explanation provided to the child as to what physical contact will
be and why. If there are any worries expressed by the child then the parent/guardian should be
immediately contacted or further advice sought;
1.4.6. Transport of children – Church personnel must not transport children in their vehicles without
written consent from the child’s parent or guardian and they must have approval from their
supervisor. In the event that a child needs to be transported, for safety reasons the Two Adult
Rule must apply with approved Church personnel, including the required working with children
checks and having completed the required safeguarding training. For any work involving the
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transportation of children, a log book must be maintained of the details, including the names of
the children, ages, and pick-up and drop-off time. This log book must be signed by the
supervisor at the completion of the activity for that day. All people travelling in a vehicle must
wear seat belts, the driver should be appropriately licensed and the vehicles registered, insured
and safe to drive;
1.4.7. Parent or guardian consent for Parish, Ministry or Agency activity or events – Children under 18
participating in any activity or event which occurs as a one-off event or occurs away from
Church facilities in public areas or private property, must have written consent from the child’s
parent or guardian. This should include information to the parent or guardian on where the
event is held, duration, pick-up and drop-off details, medical conditions identified and what the
management plan is for these conditions, and emergency contact numbers. Transport of
children consent also applies if required. A Safeguarding Activity Parent Guardian Consent form
is available using the Safeguarding Supporting Documents/ Forms.

Important things to note
Ensure a risk assessment has been undertaken for the activity or event and this is documented. If the
risk is assessed as high, a risk management plan must be completed. The Diocesan Safeguarding
Coordinator is able to assist with this assessment and plan. To better support safer places, the Diocese
has established a specific risk management procedure

1.4.8. Visiting clergy must have an Australian Catholic Ministry Register (ACMR) number; or complete
the 45.5 and 45.6 forms pursuant to Towards Healing (for clergy and religious). Visiting clergy
and religious must also comply with these procedures and be inducted and attain a Positive
Notice Blue Card if required, as per the Compliance with the requirements of the Blue Card
system Procedure. This especially applies to clergy and religious who are providing ministry in
the Diocese to children, and clergy who are supplying for a Priest on leave in a Parish;
1.4.9. Change Rooms/Toilets – Children should be afforded privacy when using toilets and change
rooms. Responsible practice requires that adequate and appropriate supervision be given to
children in these circumstances. Where an adult needs to assist a child, the direction is as per
1.4.6. of this procedure regarding Physical Contact. Supervising adults must work to maintain
the privacy and respect of all individuals, such as announcing entry to the room;
1.4.10. Photography/Video – During any ministry or activity it is not uncommon for parents, guardians
or other children to take photos (of their children or friends) at celebrations. Church personnel
should be aware that there is a risk that some people may attend to take inappropriate photos
or video footage of children. At each event or activity it should be announced by the
designated leader that sensitivity when taking photos applies and parental or guardian written
consent to take photos of their respective children must always be sought. Church personnel
must not publish any photographs or videos of children without authorisation from their
supervisor and without written parent or guardian consent, detailing what the publication is
being used for.
1.4.11. Use of private space in accommodation – Priests, Religious, lay workers, paid staff or volunteers
from time-to-time may need to share facilities with each other and therefore the Code of Ethical
Behaviour and Integrity in Ministry principles always applies. Any shared accommodation or
facilities between Church personnel and children and/or vulnerable adults must always
undertake a risk assessment and risk management plan for the protection of all involved,
including Church personnel – see risk management procedure . Risk management plans must
also be completed and reviewed for any physical environments under the Diocese’s control or
management, including buildings, structures, open spaces, grounds, homes of religious and
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clergy, and arrangements for live-in carers/caretakers. Any concerns or worries prior to the
event or accommodation arrangement should be shared in writing with the Diocesan
Safeguarding Coordinator;
1.4.12. ‘Social media’ is the term commonly given to web-based tools which allow users to interact
with each other in some way by sharing information, opinions, knowledge and interest online.
Social media builds online communities or networks to encourage participation and
engagement. When using social media, Church personnel are bound by the Safe Conduct
Standards and Integrity in Ministry (for Clergy and Religious) and other relevant policies;
1.4.13. Parishes, ministries and agencies should consider making available resources and educational
material for children and for vulnerable adults which will provide information to help keep
them safe. The Diocesan Safeguarding Coordinator will facilitate these resources being made
available as requested. For example a useful link is from the Office of the eSafety
Commissioner which promotes safer online experiences. The safeguarding webpage has useful
links to resources and portals to assist. Such resources should be regularly made available to
children and families through Parish Newsletters or the Parish website.
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4. Handling disclosures or suspicions of harm
Procedure number
Author

004
Craig Brereton

Version
Approved by Bishop on

002
21 February 2020

Document Owner

Diocesan Safeguarding
Coordinator

Scheduled review date

December 2020

ROLE
Parish Priest or
Administrator or Agency
Director
Parish Priest or
Administrator or Agency
Director to identify and
appoint who has the
responsibility
Church personnel

RESPONSIBILITIES
 Ensure this procedure is discussed at scheduled Parish Council, Ministry or
Agency leadership meetings and documented in Minutes;
 Support and provide direction to Church personnel on concerns (if
concerns are disclosed to them or they suspect a vulnerable person has
been or is at risk of being harmed) as per this procedure;
 Utilise the Child Protection Guide to assist with decision-making and advise
and liaise with the Diocesan Safeguarding Coordinator
 Ensure compliance with legislated mandatory reporting requirements;
 Be familiar with the Complaints Policy and procedures and have it easily
accessible for all Church personnel in the Parish, Ministry or Agency.
 Be aware of signs of possible abuse and be alert to any possible abuse or
neglect of those who are vulnerable in parishes, ministries or agencies;
 Utilise the Child Protection Guide to assist with decision-making and advise
and liaise with the Diocesan Safeguarding Coordinator;
 Report concerns to authorities such as Queensland Police Service if there is
immediate risk of harm or a life-threatening situation and ensure
compliance with legislated mandatory reporting requirements;
 Inform key contacts within the Church including Parish
Priest/Administrator, Agency Director, Safeguarding Representative,
Diocesan Safeguarding Coordinator on any concerns received or observed
– provided the concerns are not implicating that key contact person.
Note: If there is a key contact person implicated in a concern received or
observed, immediately contact the Diocesan Safeguarding Coordinator or call
Queensland Police Service if the matter is urgent or of a criminal nature.

Diocesan Safeguarding
Coordinator







Support parishes, ministries and agencies to understand this procedure
and the responsibility of all Church personnel to be informed on possible
abuse and neglect;
Appropriately respond to disclosures or suspicions of harm received and
support Church personnel to facilitate a notification to authorities as
required;
Support Safeguarding Representatives (where appointed) to be clear on
this procedure and refer to it as required, including providing training to
relevant staff and volunteers;
Disseminate and educate on reporting using the complaints management
flowchart;
Ensure completed disclosures or suspicion of harm reporting documents
are confidentially filed and maintained in the Diocesan Office for
referencing if required by authorities.
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1. Handling disclosures or suspicions of harm - procedure outline:
1.1. Defining Harm
1.1.1. Harm is defined as ‘any detrimental effect of a significant nature on the vulnerable person’s
physical, psychological or emotional wellbeing’. Harm can be caused by physical, psychological,
or emotional abuse or neglect; or sexual abuse or exploitation;
1.1.2. Considerations when forming a reasonable suspicion about harm to a vulnerable person
include:




Whether there are detrimental effects on the person’s body or psychological state or
emotional state which are evident or likely to become evident in the future;
In relation to any detrimental effects mentioned above, considering the nature and
severity and the likelihood that they will continue;
The age of the person and if they are a child under 18 years (section 13C of the Child
Protection Act 1999).

1.1.3. Harm can be caused by a single act or omission or a series of acts or omissions.

1.2. Identifying Harm

Types of Abuse


















Actions/behaviours by perpetrator
Physical Abuse
Hitting
Shaking
Burning/scalding
Biting
Causing bruise or fractures by excessive
discipline
Poisoning
Giving children alcohol, illegal drugs or
inappropriate medication
Domestic and family violence
Psychological or Emotional Abuse
Scapegoating
Persistent rejection or hostility
Constant yelling, insults or criticism
Cultural affronts
Teasing/ bullying
Domestic and family violence
Neglect
Not giving a vulnerable person sufficient
food, housing, hygienic living conditions,
health care and adequate supervision
Leaving children unattended
Children missing school
Sexual Abuse or exploitation

Resulting Harm
Impact experienced by the vulnerable person

Physical
Refers to the body





Bruising
Fractures
Internal injuries
Burns

Psychological
Refers to the mind and cognitive processes
 Learning and development delays
 Impaired self-image







Emotional
Refers to the ability to express emotions
Depression
Hypervigilance
Poor self esteem
Self-harm
Fear/anxiety
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Kissing or holding a vulnerable person in
a sexual manner
Exposing a sexual body part to a
vulnerable person
Exposing vulnerable people to sexual acts
or pornography
Having sexual relations with a child or
young person under the age of 16 or any
behaviour of a sexual nature against a
person (no matter their age) which is
unwanted and takes place without the
consent or understanding of that person.

Note: This is not a complete list of the types of abuse and resulting harm, however this should be used as a tool
for potential signs of harm and in such cases, ensure a report is made to the Diocesan Safeguarding Coordinator.
1.2.1. Disclosure of Harm – A disclosure of harm occurs when someone, including a child, tells you
about harm that has happened, is happening, or is likely to happen.
Disclosures of harm may start with:





‘I think I saw…’
‘Somebody told me that…’
‘Just think you should know…’
‘I’m not sure what I want you to do, but…’

It is important to act quickly and in the best interest of the vulnerable person after a
disclosure of harm is received, irrespective of the alleged source of harm and especially if the
vulnerable person is a child;
1.2.2. Suspicion of harm – A suspicion of harm is when someone has a reasonable suspicion that a
vulnerable person has suffered, is suffering, or is at unacceptable risk of suffering significant
harm. This includes circumstances which relate to an unborn child who may be in need of
protection after he or she is born. A vulnerable person who has been, or may be experiencing,
abuse may show behavioural, emotional of physical signs of stress and abuse;
1.2.3. There may also be other circumstances where there is concern for a person’s welfare but it
does not reach the threshold to be considered a disclosure or suspicion of harm;
1.2.4. You have a duty of care to follow up on any suspicions of harm or potential risk of harm to
children and vulnerable adults in your care. You can do this by observing and recording the
actions of children or vulnerable adults who might be at risk, and reporting your concerns to
the Diocesan Safeguarding Coordinator or relevant authorities if you have immediate concerns.
You can suspect harm if:
 A child or vulnerable adult tells you they have been harmed;
 Someone else, for example another child, a parent, or an employee, tells you that harm has
occurred or is likely to occur;
 A child or vulnerable adult tells you that they know someone who has been harmed (it is
possible that they may be referring to themselves);
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You are concerned at significant changes in the behaviour of a child or vulnerable adult, or
the presence of new unexplained and suspicious injuries;
You see harm happening.

1.3. Managing and recording a disclosure or suspicion of harm – refer to Flowchart and follow the detailed steps
in this procedure
1.3.1. Disclosure of harm – how to manage and record
Important things to consider when receiving and managing a disclosure of harm
All Church personnel have a responsibility to be informed on what to do when managing a disclosure of
harm. Key steps to note and apply are:
Receive:
 Remain calm and be welcoming to the person.
Respect:
 Listen attentively, supportively and non-judgmentally;
 Ensure a private conversation occurs, respecting confidentiality, whilst remaining in an open space if
possible.
Record:
 Encourage the person to talk in their own words and ensure just enough open-ended questions are
asked to act protectively (e.g. ‘Can you tell me what happened’… or ‘Can you tell me more about
that’). Don’t ask leading questions which tend to suggest an answer.
 Document the disclosure as clearly as possible – it may be more appropriate to wait until after the
person has disclosed before documenting or they may give you permission to take notes. You
should try and accurately record:
o The relevant dates, times, locations of alleged offences and who was present;
o Exactly what the person disclosing said, using ‘I said,’ ‘they said’ statements;
o The questions you asked;
o Any comments you made;
o Your actions following the disclosure.


Do not attempt to investigate or mediate an outcome. The Queensland Police Service may want to
know the following:
o Name, age and address of the vulnerable person making the disclosure;
o Whereabouts of the vulnerable person at that point in time;
o Any identifying information of the alleged perpetrator;
o Details of person reporting the harm.
Reassure:
 If the person is a child ensure you advise and reassure them that the disclosure cannot remain a
secret and it is necessary to advise someone in order to get help for them;
 Reassure the person they have done the right thing by telling you;
 If the person is over 18 years, explain that you would like to tell someone else who can help and
seek their consent to report the concerns and to provide them support.
Refer:
 If the child or vulnerable adult is in a life-threatening situation, you should immediately notify
Queensland Police Service on 000.
 If the person is over 18 and is not at risk of immediate harm, but does not seek assistance, provide
the person with the details for the Queensland Professional Standards Office: 1800 337 928 – 9am5pm Mon-Fri. If you have concerns about their mental health or decision-making capacity refer to
1.5. of this procedure;
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For a child under 18 years, refer to 1.4. of this procedure for reporting a disclosure of harm,
considering mandatory reporting requirements to the Queensland Police Service or Child Safety
Services;
In all cases you should advise the Diocesan Safeguarding Coordinator and complete a Disclosure or
suspicion of harm reporting form. The Diocesan Safeguarding Coordinator can assist you to
complete this document.
1.3.2. Suspicion of harm – how to manage and record

Important things to consider when managing a suspicion of harm
All Church personnel have a responsibility to be informed on what to do when managing a ‘suspicion’ of
harm. Key steps to note and apply are:
 Remain alert to any warning signs or indicators as outlined in this procedure;
 Pay close attention to changes in the vulnerable persons behaviour and the words they use;
 Make written notes of observations in a non-judgmental and accurate manner;
 Utilise the Child Protection Guide to assist with decision-making and advise and liaise with the
Diocesan Safeguarding Coordinator;
 Follow this procedure for reporting a suspicion of harm, considering mandatory reporting
requirements to the Queensland Police Service or Child Safety Services (for children under 18 years)
1.3.3. Key Contacts to notify when managing and recording a disclosure or suspicion of harm
 There are key contacts within the Catholic Diocese of Townsville who should be contacted
once you have received and recorded a disclosure of harm or suspicion of harm, however if
you think the vulnerable person is in a life-threatening situation, you should immediately
notify Queensland Police Service on 000.
If you assess that the vulnerable person is not in immediate risk of being harmed, you should
immediately notify the key contacts who are:





Parish Priest/Administrator/ Ministry or Agency Director – if appropriate and not implicated
in the concerns; or
Safeguarding Representative (where appointed) – if appropriate and not implicated in the
concerns; and
Diocesan Safeguarding Coordinator (Professional Standards)
Whistleblowers STOPline phone number or email

Important things to note
Nothing that is written in these procedures below prevents any Clergy, Religious, Church lay person, paid
employee or volunteer or any other person from taking immediate action to notify Queensland Police
Service and/or the Child Safety Services (for children under 18 years), particularly if he or she believes that
it is essential to act to ensure a vulnerable persons safety.
Any issues relating to suspected or alleged harm to children or vulnerable adults is highly sensitive and must
be treated in such a way. The matter should only be discussed with relevant key contacts in the Catholic
Diocese of Townsville including the Diocesan Safeguarding Coordinator and Officers of statutory authorities
such as Queensland Police Service, Child Safety Services and Office of Public Guardian.
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1.4. Reporting a disclosure or suspicion of harm – for children under 18 years
1.4.1. Reporting a disclosure or suspicion of harm requires key considerations. These are:
Consider whether the disclosure or suspicion needs to be reported to Queensland Police
Service. Actions are:
 Contact Queensland Police Service immediately on 000 if there is immediate danger or a
life-threatening situation;
 Advise your key contact person for consideration and direction before making contact with
the parent or guardian. In some cases, the parent or guardian may be implicated in the
concerns and therefore police will need to be advised immediately;
 If any reporting on a disclosure or suspicion of harm occurs without first speaking with the
key contact person/s, the Diocesan Safeguarding Coordinator must be immediately notified.
Consider whether the disclosure or reasonable suspicion of harm needs to be reported to Child
Safety Services (for children under 18 years). Actions are:






Advise your key contact person for consideration and direction. If a report to authorities is
determined as necessary, immediately notify the Diocesan Safeguarding Coordinator;
Mandatory reporters must report to Child Safety Services if there is a reasonable suspicion
that a child has suffered, is suffering, or is at unacceptable risk of suffering significant harm
caused by physical or sexual abuse AND does not have a parent able and willing to protect
the child from the harm. Mandatory reporters should immediately report through the
Agency Director;
If the Agency does not have a specific reporting procedure to follow, then this procedure
applies and the Diocesan Safeguarding Coordinator must be advised in writing as soon as
possible;
If any reporting on a disclosure or suspicion of harm occurs without first speaking with the
key contact person, the Diocesan Safeguarding Coordinator must be immediately notified.

Consider whether referral is required to other support services, including Family and Child
Connect services. Actions are:
 Advise your key contact person for consideration and direction. The Diocesan Safeguarding
Coordinator can assist;
 Encourage the family to access supports if suitable;
 The Family and Child Connect website provides useful materials, including Training
resources in relation to family support services, which can assist you further.
Important things to note for children under 18 years
Section 13C of the Child Protection Act 1999 provides guidance when forming a reasonable suspicion about
whether a child has suffered significant harm, is suffering significant harm, or is at an unacceptable risk of
suffering significant harm. The matters that a person may consider include:
 Whether there are detrimental effects on the child’s body or the child’s psychological or emotional
state—
(i) that are evident to the person; or
(ii) that the person considers are likely to become evident in the future; and
 In relation to any detrimental effects mentioned in paragraph (a) —
(i) their nature and severity; and
(ii) the likelihood that they will continue; and
 The child’s age.
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Mandatory Reporting in Queensland Legislation:
People with mandatory reporting obligations include doctors, registered nurses, approved teachers, early
childhood education and care professionals; and police officers with child protection responsibilities.
Mandatory reporters MUST report to Child Safety Services a reasonable suspicion that a child has suffered, is
suffering, or is at unacceptable risk of suffering significant harm caused by physical or sexual abuse AND does
not have a parent able and willing to protect the child from the harm.
Mandatory reporters should also report to Child Safety Services a reasonable suspicion that a child or unborn
child may be in need of protection where the harm or risk of harm relates to any other type of abuse or
neglect under s13A of the Child Protection Act 1999. Making a report to Child Safety
Mandatory Reporting by Early Childhood Education and Care Professionals
Early childhood education and care (ECEC) professionals are now mandated by law to report child safety
concerns to the department, where there is a reasonable suspicion that the child has suffered, is suffering, or
is at unacceptable risk of suffering, significant harm caused by physical or sexual abuse, and there is not a
parent willing and able to protect the child from harm.
ECEC professionals under the National Quality Framework and Standard 2.2.3 “Child Protection”, must ensure
they are aware of their roles and responsibilities to identify and respond to every child at risk of abuse and
neglect.
ECEC professionals include staff from family day care, kindergarten, limited-hours care, long day care and
after-school hours care. Individuals who are volunteers or under 18 years of age are not mandatory reporters.
ECEC professionals are not prescribed entities and cannot refer families to Family and Child Connect or an
intensive family support service without their consent. If concerns about a family do not meet the legislative
threshold for reporting to the department, ECEC professionals are encouraged to refer families to support
services, with their consent.
Information resources are provided below to assist mandatory reporters and other professionals in better
understanding when and how to report their worries regarding children’s safety and wellbeing. The
resources include four short videos and a range of information sheets and resources which cover aspects of
child protection and prevention.
Information Resources for Reporting


Video 1 - About Family and Child Connect



Video 2 - Mandatory reporting, Child Protection



Video 4 - Information Sharing, Child Protection



Presentation - Mandatory reporting by early childhood education and care professionals (PDF, 1.1 MB)



Information sheet 1 – Mandatory reporting by early childhood education and care professionals (PDF,
475 KB) Information sheet 1 – Mandatory reporting by early childhood education and care professionals
(DOCX, 17 KB)



Information sheet 2 - The Child Protection Guide (PDF)



Information sheet 3 - Principal Child Protection Practitioner (PDF, 89 KB) Information sheet 3 - Principal
Child Protection Practitioner (DOCX, 17 KB)



Information sheet 4 - Sharing information with Family and Child Connect (PDF, 167 KB) Information
sheet 4 - Sharing information with Family and Child Connect (DOCX, 769 KB)



Information sheet 5 - What is Family and Child Connect? (PDF, 211 KB) Information sheet 5 - What is
Family and Child Connect? (DOCX, 774 KB)



Information sheet 6 - Frequently asked questions (PDF, 490 KB)
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Information sheet 7 - Understanding domestic and family violence (PDF, 453 KB)



Information sheet 8 - Impact of parental substance misuse on children (PDF, 357 KB)



Information sheet 9 - How to have a difficult conversation (PDF, 370 KB)



Information sheet 10 - Understanding children's sexual behaviour (PDF, 482 KB)



Family and Child Connect - information for professionals (PDF) Family and Child Connect - information
for professionals (RTF, 67 KB)



A guide to reporting child protection concerns and referring families to support services (PDF) A guide to
reporting child protection concerns and referring families to support services (RTF, 168 KB)



Contact sheet (PDF, 274 KB)



Mandatory reporting A3 poster (PDF, 218 KB)

Determining if there is a parent willing and able to protect the child:
A parent may be willing to protect a child, but not have capacity to do so and therefore they are not
considered ‘able’. This may include parents suffering from a severe mental health condition or physical
illness/injury.
Alternatively, a parent may have the capacity to protect a child (i.e. they may be able), but may choose not to
do so (i.e. they are not willing). This may include a parent continuing a relationship with a person who is
sexually abusing their child.
In some circumstances, a parent may be both not able and not willing to protect the child from harm.
In some cases, the circumstances in which the harm occurred will be so serious that it can be presumed there
is no parent able or willing to protect the child.
If there is considered to be at least one parent both ‘able’ and ‘willing’ to protect the child, the child is
considered to not be in ‘need of protection’.
The information which must be provided to Child Safety Services if reporting is:
Under section 13G(2) of the Child Protection Act 1999, the written report about a ‘reportable suspicion’ must
contain the following details:
• The basis on which the person has formed the reportable suspicion,
• The information prescribed by regulation, to the extent of the person’s knowledge.
Non-Mandatory Reporting:
Child protection is everybody’s responsibility and every person SHOULD report to Child Safety Services if that
person forms a reasonable suspicion that a child (including an unborn child) has suffered, is suffering, or is at
unacceptable risk of suffering significant harm AND does not have a parent able and willing to protect the
child from the harm.
Making a Report to Child Safety Services:
• See below for online reporting:
Making a report to Child Safety

• After hours and on weekends - contact the Child Safety After Hours Service Centre on 1800 177 135 or (07)
3235 9999. The service operates 24 hours a day, seven days a week.
A person making a report is protected from liability under the Child Protection Act 1999 from civil or criminal
legal actions and is not considered to have broken any code of conduct or ethics.

Page 22 of 38

1.5. Reporting a disclosure or suspicion of harm – for a vulnerable adult over 18 years
1.5.1. Reporting a disclosure or suspicion of harm must consider:
Whether the disclosure or suspicion needs to be urgently reported to Queensland Police
Service. If so, the actions are:


Contact Queensland Police Service immediately on 000 if there is immediate danger or a
life-threatening situation;



Monitor safety of the vulnerable adult, others and your own safety until emergency
assistance arrives;



Advise your key contact person for consideration and direction as soon as is practical
(ensuring immediate safety is prioritised).

If there is no immediate risk of harm to the vulnerable adult, engage and seek their consent to
report the disclosure or suspicion of harm. Complete the Safeguarding Disclosure and
Suspicion of Harm Reporting Form and send to the Diocesan Safeguarding Coordinator. This
form is available in the Safeguarding Supporting Documents/ Forms;
With consent of the vulnerable adult, the family members (if appropriate and not implicated in
the suspicion of harm) should be notified and requested to provide immediate assistance and
support. If it is known that the vulnerable adult has an appointed Adult Guardian, then the
Office of the Public Guardian will need to be notified;
Support services should be identified, with the consent of the vulnerable adult, if there are no
family available and there is no Adult Guardian appointed. The Diocesan Safeguarding
Coordinator can assist to consider available support services;
If there are serious concerns for the vulnerable adult’s mental health or decision-making
capacity, you should notify your key contact person immediately to assist you. Remember to
call Queensland Police Service immediately on 000 if there is immediate danger or a lifethreatening situation.
Important things to note
Situations may become volatile very quickly for all involved and may place everyone in that situation at risk of
harm if not considered carefully. Safety to Church personnel, specifically the person engaging with the
vulnerable adult must take first priority and Queensland Police Service should be called without hesitation on
000 if there is an escalation in behaviour and if safety for any person is compromised.
Debriefing and pastoral care after a disclosure or suspicion of harm is reported is very important for the selfcare and well-being of all personnel impacted.
1.6. Effective Complaints Management including reporting current concerns and historic allegations of abuse
1.6.1. The Catholic Diocese of Townsville is formalising a complaint handling process. The following
flowchart will apply for when a disclosure or suspicion of harm complaint is received, pursuant
to National Safeguarding Standard Six, for effective complaints management.
1.6.2. Pope Francis has issued ‘Vos estis lux mundi’ - a motu proprio by Pope Francis, promulgated on
9 May 2019, which is an official order on mandatory reporting within the Catholic Church. A
specific policy for the Australian Catholic Church will likely be developed however the below
flowchart will direct any complaints received on the Bishop, clergy or religious to the
Queensland Professional Standards Office (Queensland Provincial Office). All complaints which
may be criminal in nature should be directly reported to Queensland Police Service.
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Complaints Management Flowchart
Receive: Remain calm and
let the person explain
what has happened.

Has someone told you they wish to make a complaint or
report a concern?

Respect the person: Listen
carefully to their story but
avoid expressing your
views.
Record: Write down what
the person is saying and
request their contact
details.
Reassure: Reassure the
person that their
Complaint will be provided
immediately to your
Supervisor/Safeguarding
Coordinator.
Refer: Speak to your
Supervisor about the
Complaint; or immediately
call the Diocesan
Safeguarding Coordinator
if the matter is urgent; or
call Police if the Complaint
has criminal implications.
Complete Reporting Form
and notify Safeguarding
Coordinator the same day
(email and phone call).
The Safeguarding
Coordinator will follow
policy and legislative
requirements (including
mandatory reporting).

No / not
sure

Yes

Is the Complaint
about a disclosure
or suspicion of
harm; or about
historic abuse?

No

Yes

Is the Complaint on an
agency such as Cath Ed,
Centacare, MMC, Saints
Catholic College?

In a life threatening situation or if
alleged abuse has just occurred:
Call 000
Then immediately advise your key
contact person: Parish
Priest/Supervisor/ Safeguarding
Coordinator
Is the Complaint an expression
of dissatisfaction about a
decision; Conflict of Interest;
Church personnel behaviour;
or policy breach?

No

No
Yes
Yes

Sometimes it may not be clear
that a person wants to make a
Complaint (e.g. due to their
vulnerability, age, culture).
If you think it may be a
Complaint or a concern of
some type, write down what
they have said to you; what
they would like to see happen
next; who they identify as a
support person for them.

Advise your Supervisor and
ensure your notes are filed in
line with the Privacy Policy;
Supervisor/Manager meets
with complainant (and
support person) to receive
concerns and resolve; or refer
if Complaint is serious;
Outcome and actions are
documented on file in line
with the Privacy Policy.

Advise your Supervisor who will:
Advise your Supervisor
who will:

Record on Complaints Register and report to regulatory authority (if
required);

Refer to identified agency
CEO/Director;

Consider the specific needs and support required for the complainant
(e.g. age, culture);

Notify Human Resource
Manager to record on
Complaints Register;

Ensure the Complaint is investigated by authorised delegate or Human
Resource Manager;

Advise Safeguarding
Coordinator if there has
been a breach in
safeguarding procedures.

Advise Safeguarding Coordinator (if it is a safeguarding matter);
Ensure feedback is provided to complainant;
Provide independent review mechanism or referral avenues to
complainant if there is no resolution.

Safeguarding Coordinator facilitates next steps which may include:
-

If an immediate report to Police, Child Safety Services or Public Guardian is required;
If an immediate risk assessment and management plan is required to ensure safeguard measures are in place;
Apply the National Response Protocol and its procedures where required;
Referral avenues for the complainant are provided;
Determine with Bishop (where required) to convene his Consultative Panel to ensure all safeguarding steps are in
place for all involved; including pastoral care for the complainant as well as the respondent facing allegations;
Investigation process undertaken by the relevant authority, monitor progress and await outcome;
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Findings and recommendations are considered and an action plan developed (Consultative Panel
if required);
Undertake review on relevant policy, procedures and systems; implement and report back to relevant
stakeholders.

5. Managing breaches of the risk management strategy
Procedure number
Author

005
Craig Brereton

Version
Approved by Bishop on

002
21 February 2020

Document Owner

Diocesan Safeguarding
Coordinator

Scheduled review date

December 2020

ROLE
Parish Priest or
Administrator or Agency
Director
Parish Priest or
Administrator or Agency
Director to identify and
appoint who has the
responsibility

Church personnel

Diocesan Safeguarding
Coordinator

RESPONSIBILITIES
 Ensure this procedure is included when all new lay people, paid staff and
volunteers within a Parish, Ministry or Agency receive their induction;
 When considering if a breach has occurred, work through the issue using
the Just & Fair Decision Making Matrix to determine the level of individual
or organisational responsibility;
 Report any significant breaches of the Safeguarding Risk Management
Strategy to the Diocesan Safeguarding Coordinator or Human Resource
Manager by completing the Safeguarding Incident Reporting Form;
 The Just & Fair Decision Making Matrix and Safeguarding Incident
Reporting Form can be accessed using the Safeguarding Supporting
Documents/ Forms.
 Ensure understanding of the priority to protect children and vulnerable
adults, irrespective of what role it is in the Parish, Ministry or Agency.
Every lay person, paid staff member and volunteer has a responsibility in
safeguarding and complying with this procedure. Any breaches must be
reported to the supervisor or to Diocesan Safeguarding Coordinator if the
breaches are considered serious;
 Engage in constructive conversation as people make comment or raise
questions or concerns about safeguarding or this procedure specifically
and encourage them to discuss with Parish Priest/Administrator or
Safeguarding Representative within Parish, Ministry or Agency.
 Liaises with Human Resource Manager on matters relating to complaints
or disciplinary action on Church personnel;
 Communicate updates and changes to this procedure in consultation with
parishes, ministries and agencies;
 Encourage discussion and awareness of this procedure and to make time
available to meet and discuss any concerns of breaches or potential
breaches, working proactively and in partnership with the parishes,
ministries and agencies;
 Ensure that all Church personnel are aware of this procedure, have
understood and agree to comply by signing the receipt notice covering all
safeguarding procedures;
 Liaise with Queensland Professional Standards Office and consider
appropriate referral pathway including reporting to relevant authorities or
the Bishop’s Consultative Panel (in consultation with Bishop) if the matter
is serious.
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1. Managing breaches of risk management strategy - procedure outline:
1.1. Any breaches in safeguarding policy and procedures will be considered by the person with the responsibility
to supervise the person who has or is alleged to have breached the policy and its procedures. For example, if
a volunteer has breached the Safe Conduct Standards in a Parish, the Parish Priest or Administrator will
consider the seriousness of the breach and refer accordingly;
1.2. For any breach or potential breach of the safeguarding policy and its procedures, the supervisor of the person
responsible must complete the Safeguarding Incident Reporting Form and send on to the Diocesan
Safeguarding Coordinator or Human Resource Manager as soon as practical;
1.3. For any disciplinary discussions, the Human Resource Manager must be notified to ensure procedural fairness
and legislated requirements are followed;
1.4. An outcome of any disciplinary discussion or formal meetings should be documented including an action plan,
and filed in a confidential and secure file to respect the privacy of those impacted. The action plan if required
must be reviewed and outcomes documented accordingly;
1.5. An outcome can vary depending on the determined breach in the policy and its procedures. This may include:








Re-emphasising the relevant requirements of the procedure, for example, the Code of Ethical Behaviour;
Providing closer and more regular supervision;
Providing further education and training;
Mediating between those involved in the incident (where relevant and appropriate);
Disciplinary/ complaints handling processes (if necessary);
Reviewing current policies and procedures;
Developing new policies and procedures (if necessary).

1.6. The Diocesan Safeguarding Coordinator must be advised of the breach or alleged breach if the safeguarding
policy and its procedures is considered serious so that additional support and direction can be provided. The
Just and Fair Decision-Making Matrix should be utilised to assist in helping to determine the cause and
responsibility. This matrix is available using the Safeguarding Supporting Documents/ Forms.
1.7. Any person can notify on a breach or suspicion of a breach applying the Whistleblowers Policy and its
guidelines. This can be done using the STOPline number. All whistleblower reporting must be done in
accordance with its guidelines.
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6. Risk management for settings, activities and physical environments
Procedure number
Author

006
Craig Brereton

Version
Approved by Bishop on

002
21 February 2020

Document Owner

Diocesan Safeguarding
Coordinator

Scheduled review date

December 2020

ROLE
Parish Priest or
Administrator, Agency
Director or Safeguarding
Representative
Parish Priest or
Administrator or Agency
Director to identify and
appoint who has the
responsibility

Church personnel

Diocesan Safeguarding
Coordinator

RESPONSIBILITIES
 Ensure this procedure is included when all relevant paid staff and
volunteers within a Parish, Ministry or Agency receive their induction
training and they acknowledge their understanding and commitment to
abide by this procedure;
 Maintain records relating to safeguarding training of this procedure and
signed receipt notices for safeguarding procedures are kept on a file in
parishes, ministries and agencies for reference and auditing purposes;
 Lead and monitor to a high standard, risk management practice within the
Parish, Ministry and Agency to ensure risk assessments are continually
undertaken and risk management plans in safeguarding are in place for
high risk activities and special events, and these plans are being reviewed
regularly;
 Ensure risk assessments and management plans are undertaken for any
person (other than personnel) attending any service or activity if that
person is the subject of a substantiated complaint of any form of abuse, or
has been convicted of an offence relating to any form of abuse;
 Ensure risk management plans are completed and reviewed for any
physical environments under the Diocese’s control or management,
including buildings, structures, open spaces, grounds, homes of religious
and clergy, and arrangements for live-in carers/caretakers;
 Ensure that risks are being managed for any third party arrangement and
that entity has completed the Third Party Agreement
 Ensure understanding of the priority to protect children and vulnerable
adults, irrespective of what role it is in the Parish, Ministry or Agency.
Every lay worker, paid staff member and volunteer has a responsibility in
safeguarding and understanding obligations to undertake risk assessments
for activities and events;
 Engage in constructive conversation as people make comment or raise
questions or concerns about safeguarding or this procedure specifically
and encourage them to discuss with Parish Priest/Administrator or
Safeguarding Representative within Parish, Ministry or Agency.
 Communicate updates and changes to this procedure in consultation with
parishes, ministries and agencies;
 Encourage discussion and awareness of this procedure and to make time
available to meet and assist in developing risk assessments and
management plans with the responsible supervisors;
 Ensure that relevant Church personnel have been trained in this
procedure, have understood and agree to comply by signing the receipt
notice covering all safeguarding procedures.
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1. Risk management for settings, activities and physical environments - procedure outline:
1.1. Forward planning to identify risks and implement strategies can assist to reduce the possibility of children and
vulnerable adults being harmed. It is important to recognise that in order for a child or vulnerable adult to
suffer harm, there must be an opportunity for harm to arise. These opportunities can be reduced by
developing specific plans to manage high risk activities and special events.
1.2. Risk assessments and management plans must be completed for any setting, activity or environment if it:
• Involves the participation of volunteers or people who are external to the Parish, Ministry or Agency;
• Is to take place at an external venue or destination with a large amount of people and/or hazards (e.g.
involving water hazards such as ponds, lakes or pools);
• Is to take place overnight or for a lengthy period of time;
• Involves activities, ministries or services provided to other vulnerable, complex needs children or adults;
• If the Parish, Ministry or Agency becomes aware that a person is participating or is intending to
participate in a service or activity and they are subject of;
o a substantiated complaint of abuse to a child or vulnerable person;
o has been convicted of an offence relating to any form of abuse to a child or vulnerable person;
There may be other activities or special events such as retreats, conferences, celebrations which may
require development of a risk management plan. If you are unsure, you should contact the Diocesan
Safeguarding Coordinator.
1.3. Risk Management Process
1.3.1. There are six (6) key steps to consider in the development of an effective risk management
plan. They are:
1

Describing the setting or activity - should be outlined from start to finish and include the
purpose of the activity, where its taking place, who is involved (i.e. children and/or vulnerable
adults) and if there are external people assisting etc;

2

Identifying the risks - should focus on how harm might occur and to whom. Involving and
encouraging children and vulnerable adults to assist in identifying risks should occur where
appropriate. For example, you may enquire with a group of children the things you as leaders
may need to watch out for, to help them feel safe during the activity or event. They may
provide information you have not considered;
Other factors you may need to consider when identifying risks are:
• If children will need to be transported;
• If it is possible that a person could be injured or become ill;
• What to do if an emergency occurred;
• Considering any risks presented by the physical environment or location of the activity;
• If there will be people external to the Parish, Ministry or Agency involved in the activity;
• Are there specific persons of interest who are known and may present as a risk to children
and vulnerable adults;
• If there are accommodation requirements and who will sleep where;

3

Analysing the risks - is important to determine the action and even if the activity is practical.
There are two key steps to analysing risk:
• How likely will harm occur? (Likelihood);
• What would happen if harm did occur? (Consequences).
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Likelihood

Almost Certain

Almost certain to occur in most circumstances

Likely

Likely to occur frequently

Possible

Possible and likely to occur at some time

Unlikely

Unlikely to occur but could happen

Rare

May occur but only in rare and exceptional circumstances

Critical



Critical incident. (e.g. Death or permanent disability of adult or
child; high level of distress to other parties)
Sustained negative publicity or damage to reputation from a
national perspective or from the community welfare perspective.
Multiple injuries requiring specialist medical treatment or
hospitalisation; and/or major occupational health safety &
welfare liability incident / issue.
Major incident which damages public or parent confidence.
One or more children are lost from the main group.
Serious injuries and/or illness.
Complex welfare and/or health care issue.
Serious disruption or incident, resulting in distress to children
and adults.
Minor first aid or minor occupational health safety & welfare
liability incident / issue (e.g. minor cuts, bruises, bumps).
Minor behavioural issues.



No treatment required.




Major







Consequences
Moderate


Minor

Insignificant

4

Evaluate the risk - it will depend on your answers in step 3. For example, if a risk is likely to occur
and the consequences could result in major harm to a child or vulnerable adult, then this would
be considered high risk. See below matrix.

Consequence
Likelihood
Almost Certain

Insignificant

Minor

Moderate

Major

Critical

Medium

Medium

High

Extreme

Extreme

Medium

Medium

High

High

Extreme

Possible

Low

Medium

Medium

High

High

Unlikely

Low

Low

Medium

Medium

High

Rare

Low

Low

Low

Medium

Medium

Likely

5

Manage the risk - is a cyclical process comprising of:
 Assessing a risk treatment;
 Deciding whether residual risk levels are tolerable;
 If not tolerable, generating a new risk treatment;
 Assessing the effectiveness of that treatment.
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Risk management options should consider the values and perceptions of people involved in your
Parish, Ministry, Agency and the wider community. Risk assessment and planning is a key
element to not only helping to protect children and vulnerable adults, but also to protect Church
personnel who are providing ministry and service; and to the Church itself so people can be
confident that the Church is a safe place for our most vulnerable;
You now should consider how likely it is for the risk to occur after control measure have been put
in place, and how significant the outcome would be if the risk were to occur. If you assess that a
risk is still highly likely to occur and the outcome could result in harm to a child or vulnerable
adult then you need to rethink the activity and notify the Diocesan Safeguarding Coordinator;
The Safeguarding risk assessment and management plan form should be used when documenting
your risk assessment and risk management plan. The plan must be signed off by the authority in
that relevant Parish, Ministry and Agency and a copy sent to the Diocesan Safeguarding
Coordinator for record keeping, safeguarding and auditing purposes.
There is a specific risk assessment and management plan for high risk persons of interest and the
Diocesan Safeguarding Coordinator must be notified before a high risk person commences or
continues in a service or ministry. A person is considered high risk if they are subject of a
substantiated complaint of abuse to a child or vulnerable person; or they have been convicted of
an offence relating to any form of abuse to a child or vulnerable person;
6

Review - ongoing review is essential to ensure that the risk management plan is effective.
Reviewing can be useful for future planning. A nominated person should be tasked with
reviewing the risk management plan after the event or activity and the Diocesan Safeguarding
Coordinator is able to assist in this review.
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7. Compliance with the requirement of the Blue Card system
Procedure number
Author

007
Craig Brereton

Version
Approved by Bishop on

002
21 February 2020

Document Owner

Diocesan Safeguarding
Coordinator

Scheduled review date

December 2020

ROLE
Parish Priest or
Administrator, Parish
Secretary, Agency Director
or Human Resource
Manager

Parish Priest or
Administrator or Agency
Director to identify and
appoint who has the
responsibility

Church personnel

RESPONSIBILITIES
 Ensure this procedure is included when all relevant paid staff and
volunteers within the Parish, Ministry or Agency receive their induction
and they acknowledge their understanding and commitment to comply
with this procedure;
 Maintain records relating to safeguarding training of this procedure and
ensure signed receipt notices for safeguarding procedures are
documented for reference and auditing purposes;
 Identify nominated contact person for Blue Cards and Exemption Cards to
work with Diocesan Safeguarding Coordinator. The Human Resource
Manager has been nominated as the contact person for Mary Mackillop
Childcare North Queensland and will maintain the safeguarding register,
working with the Diocesan Safeguarding Coordinator as required;
 Employee (Personnel) and Blue Card registers are to be maintained and
filed in a secure location;
 Ensure any concerns received on any personnel, or negative notices,
cancellations or suspension notices received from Blue Card Services are
reported to the Diocesan Safeguarding Coordinator for an immediate risk
assessment.




Diocesan Safeguarding
Coordinator






Ensure understanding of the priority to protect children irrespective of
what role it is in the Parish, Ministry or Agency. Every lay worker, paid staff
member and volunteer has a responsibility in safeguarding and complying
with blue card requirements. Any breaches must be reported to the
supervisor or Human Resource Manager. The Diocesan Safeguarding
Coordinator if the breaches are considered serious;
Engage in constructive conversation as people make comment or raise
questions or concerns about safeguarding or this procedure and
encourage them to discuss with Parish Priest/Administrator or
Safeguarding Representative within Parish, Ministry or Agency.
Communicate updates and changes to this procedure in consultation with
parishes, ministries and agencies;
Encourage discussion and awareness of this procedure and to make time
available to meet and discuss any concerns of breaches or potential
breaches, working proactively and in partnership with the parishes,
ministries and agencies;
Monitor Parish, Ministry and Agency Employee and Blue Card Registers for
compliance, working with the nominated person and process applications
as requested, maintaining an overarching diocesan register;
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Liaise with relevant authorities on any clarification required with this
procedure.

1. Compliance with the requirement of the Blue Card system - procedure outline:
(Working directly with children under 18 years)
1.1. The Blue Card system is one important factor in a suite of strategies to safeguard children as they participate
in ministry within the Catholic Diocese of Townsville. Blue Cards determine a person eligibility to work with
children and young people. It does not determine their suitability and that is why compliance with all
safeguarding policy and procedures are important. Church personnel should ensure they are aware of this
throughout their ministry as it will help to identify risks as they arise and will direct the steps to follow to best
safeguard our most vulnerable;
1.2. The parishes, ministries and agencies welcome and invite people to volunteer their time to support ministries
and activities involving children. It is the Parish, Ministry and Agency’s responsibility to ensure that a
volunteer is appropriate for the role, by following the recruitment and selection processes contained within
the safeguarding procedures. Not all volunteers will require a Blue Card as part of their ministry. However,
where a Blue Card is not required by legislation; parishes, ministries and agencies should consider a National
Criminal History (Police) Check to safeguard, in addition to complying with the recruitment and selection
procedure. This will assist in determining if the volunteer is suitable where they may have some contact with
children as part of their ministry or they are working with vulnerable adults. Some volunteers with
Commonwealth subsidised aged care services are required under the Aged Care Act 1997 to have a National
Police Check;
1.3. The Blue Card system is regulated by specific categories of employment or business which are outlined in
the Working with Children (Risk Management and Screening) Act 2000. To apply for a Blue Card, an individual
must have an agreement to work (either in a paid, voluntary or student capacity) or carry on a business that
falls within the scope of one of the categories of employment or business regulated by the Act;
1.4. Restricted Person and Restricted Employment legislation has been introduced in Queensland. A restricted
person must not start or continue in restricted employment under these changes. This change excludes a
limited range of people from being able to carry out regulated child-related work in particular circumstances.
Parishes, ministries or agencies must not employ or continue to employ a person in restricted employment if:



The person is a restricted person; and
The parish, ministry or agency knows, or ought to know, the employee is a restricted person.

1.4.1. A restricted person means:





A person who has a negative notice;
A person with a suspended blue card;
A disqualified person;
A person charged with a disqualifying offence.

1.4.2. Restricted employment means:




Employment which does not meet the minimum frequency (7 days in a calendar year);
Unpaid employment of a person under the age of 18;
Volunteers parents in certain categories of regulated employment. This includes employing a
volunteer parent, a volunteer under 18 years of age or a person who work 7 days or less in a
calendar year under the following categories of regulated employment:
o School employees other than teachers and parents;
o Education and care services and similar employment;
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o
o
o
o

Child Care and similar employment;
Churches, clubs and associations involving children;
Sport and recreation;
Health, counselling and support services.

1.5. Roles Requiring Positive Notice Blue Cards
1.5.1. Any Parish, Ministry or Agency role which works with children as part of their role description,
or has a leadership or decision-making role on a committee, board or council requires a Positive
Notice Blue Card. Parish roles which are likely to provide ministry directed mainly towards
children include:
 Safeguarding Representative;
 Sacramental Coordinator;
 Sacramental Leader;
 Children’s Liturgy of the Word leaders;
 Youth Ministry Coordinator;
 Youth Ministry Leaders;
 Altar Servers trainer;
 Sacristan if they are in contact with children;
 Choir Leader – where children are included in the general choir and for children’s choir,
 Nativity Play Leader
 Holiday Activities Leader;
 Parish Pastoral members (if their role is decision-making on children/youth programs such
as recruiting ministry leaders or coordinating children’s/youth events etc);
 Any other role that involves working closely with children and young people through any
Church ministry.
1.6. Exemptions
1.6.1. Police officers and registered teachers do not apply for a Blue Card and should instead apply for
an exemption card under this category if they are providing child-related services in a Parish,
Ministry or Agency which are outside of their professional duties.
1.7. Certain people are prohibited from applying for or renewing a Blue Card. The Working with Children (Risk
Management and Screening) Act 2000 (the Act) details who is a disqualified person and what disqualifying
offences are by accessing their webpage on disqualified people from applying for a blue card.
A disqualified person must not:
 Sign a Blue Card application, or
 Make an application to run a regulated child-related business, or
 Work in child-related employment or carry on a child-related business that is regulated by the
Act.
1.8. Each Parish, Ministry and Agency should have a nominated contact person for managing Blue Cards and
Exemption Cards. Each Blue Card or Exemption Card application form for a paid employee or volunteer has a
space in the ‘Organisation details’ section for a ‘contact person’. This is the person who Blue Card Services will
send all notifications to and this is the only person who Blue Card Services can discuss the person’s Blue Card
status with unless additional authorisation is provided.
Some parishes have decided to hand over responsibility for managing their blue card system to the Diocesan
Safeguarding Coordinator. A nominated contact person for the Parish should still be identified to ensure there
is a cross-checking of personnel who are accurately reflected on the overarching diocesan blue card register.
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2.0. Blue Card Processes
2.1. Managing Blue Card applications:
2.1.1. Parish, Ministry and Agency leaders including Parish Priests or Administrators must ensure paid
persons or volunteers identified as requiring a Positive Notice Blue Card or Exemption Card,
have a current Blue Card; have applied for a Blue Card; or have an Exemption Card and these
details are reflected on a register in each Parish, Ministry and Agency. The Diocesan
Safeguarding Coordinator must be notified of all people requiring a Positive Notice Blue Card or
Exemption Card;
2.1.2. Managing existing Blue Card holders – If a person joins a Parish, Ministry or Agency and already
has a Positive Notice Blue Card, the following must occur:
 Verify the validity of the Blue Card;
 Link the Blue Card to the Parish, Ministry or Agency organisation number and to the
overarching Catholic Diocese of Townsville organisation number registered with Blue Card
Services.
2.1.3. If the person holds a volunteer Blue Card and will be undertaking paid employment lodge a
Volunteer to paid transfer form with Blue Card Services. This will transfer their card from
volunteer to paid status;
2.1.4. If a person ceases working with the Diocese, an Applicant/cardholder no longer with
organisation (for organisations) form must be lodged to advise Blue Card Services immediately.
2.2. Managing changes in police information:
2.2.1. Parish, Ministry or Agency management must ensure that individuals understand their
obligation to advise if there is a change in their police information. Employees/volunteers are
not required to disclose the specific nature of the change, only that a change has occurred;
2.2.2. If there has been a change in police information received by the Parish, Ministry or Agency, the
Diocesan Safeguarding Coordinator must be notified to discuss the next steps and to ensure
safeguarding measures are in place where deemed necessary.
2.3. Managing high risk individuals:
2.3.1. Relevant notices must be kept in a confidential and secure file for notifications from Blue Card
Services in relation to high-risk individuals, and that a copy of these notices are provided
immediately to the Diocesan Safeguarding Coordinator. For example:
 An employee/volunteer receives a negative notice or is a known disqualified person; or
 An employee/volunteer has their Blue Card or Exemption Card cancelled or suspended; or
 An employee/volunteer has their Blue Card application withdrawn; or
 A notification in relation to a serious change in criminal history is received from Blue Card
Services.
2.3.2. If an employee/volunteer has had a card cancelled or suspended or receives a negative notice
after a change in police information, the Diocesan Safeguarding Coordinator must be
immediately advised for a risk assessment to be undertaken. The employee/volunteer must not
continue to undertake child-related work within the Church until a determination is made on
how the risk can be managed and if authority to manage the risk has been provided;
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2.3.3. Any consideration to the employee/volunteer undertaking non child-related work within the
Church must be discussed with the Diocesan Safeguarding Coordinator and documented
accordingly. Consideration will be on a case-by-case basis as circumstances and the context of
risk can vary. Blue Card Services may also provide advice on specific cases as required.
Important things to note
All information, including notices from Blue Card Services on high risk individuals, disqualified persons, Blue
Card cancellation or suspensions or any notices or information received which could impact on a person’s
eligibility or suitability to work with children, must be immediately provided to the Diocesan Safeguarding
Coordinator. All documents received by the Diocesan Safeguarding Coordinator will be confidentially
documented in a secure file for monitoring and auditing purposes.

3.0. Future Changes in 2020
3.1. The ‘No Card. No Start’ policy will be introduced and an online streaming process will be in place using the
Blue Card Services Organisation Portal;
3.2. Change to the existing frequency (threshold) test;
3.3. Change to the existing 30 day rule for volunteer, student and business renewals;
3.4. Change to the volunteer guest exemption;
3.5. Police and Teacher exemption cards will have a 3 year expiry date and not be subject to the NCNS policy;
3.6. Changes to how Change in Criminal History (CCH) are managed;
3.7. Restricted person/ Restricted employment
This procedure will be reviewed and amended pursuant to these changes coming into effect.
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8. Communication and support
Procedure number
Author

008
Craig Brereton

Version
Approved by Bishop on

002
21 February 2020

Document Owner

Diocesan Safeguarding
Coordinator

Scheduled review date

December 2020

ROLE
Parish Priest or
Administrator, Parish
Secretary, Agency Director
or Safeguarding
Representative

Parish Priest or
Administrator or Agency
Director to identify and
appoint who has the
responsibility

Church personnel

Diocesan Safeguarding
Coordinator

RESPONSIBILITIES
 Ensure this procedure is included when relevant Church personnel receive
their induction training and they acknowledge their understanding of this
procedure;
 Maintain records relating to safeguarding training of this procedure and
signed receipt notices for safeguarding procedures are kept on a file in
parishes, ministries or agencies for reference and auditing purposes;
 Participate in self-audits on the National Catholic Safeguarding Standards
and discuss at scheduled council or leadership meetings to provide
ongoing monitoring of safeguarding procedures and practice;
 Ensure that as feedback on the Risk Management Strategy (these
procedures) are received, it is recorded and provided in a timely way to
the Diocesan Safeguarding Coordinator. For significant matters which may
require an immediate revision of safeguarding procedures, the Diocesan
Safeguarding Coordinator should be advised immediately.
 Ensure understanding of the priority to protect children and vulnerable
adults, irrespective of what role it is in the Parish, Ministry or Agency.
Every paid staff member and volunteer has a responsibility in safeguarding
and complying with this procedure. Any breaches must be reported if the
breaches are considered serious;
 If any discrepancy arises with safeguarding procedures, notify supervisor
or the Diocesan Safeguarding Coordinator;
 Engage in constructive conversation as people make comment or raise
questions or concerns about safeguarding procedures and encourage them
to discuss with Parish Priest/Administrator or Safeguarding Representative
within Parish, Ministry or Agency.
 Communicate updates and changes to this procedure in consultation with
parishes, ministries and agencies;
 Encourage discussion and awareness of this procedure and to make time
available to meet and discuss any concerns or feedback, working
proactively and in partnership with the parishes, ministries and agencies;
 Ensure that all relevant Church personnel have been trained in this
procedure and have understood it by signing the receipt notice covering all
safeguarding procedures;
 Support each Parish, Ministry and Agency to complete the CPSL self-audit
checklist so they are aware of their responsibilities to ensure compliance
and to embed effective safeguarding practice;
 Continue to work collaboratively with all Church personnel, parishes,
ministries and agencies, Professional Standards colleagues and report
feedback accordingly to Safeguarding Committee.

Page 36 of 38

1. Communication and support - procedure outline:
1.1. The Catholic Diocese of Townsville has appointed a fulltime and permanent Diocesan Safeguarding
Coordinator to ensure communication and support on safeguarding policy and the Risk Management Strategy
is established and embedded in parishes, ministries and agencies;
1.2. Consultation is ongoing with parishes, ministries and agencies in the continual improvement of the
Safeguarding Children and Vulnerable Adults Policy. This includes documented meetings and reviews which
are being reflected through self-audit checklists pursuant to the National Catholic Safeguarding Standards.
1.3. The Risk Management Strategy for the safeguarding of children and vulnerable adults is available on the
website below, which is linked to parish and agency websites:
Catholic Diocese of Townsville Safeguarding webpage
1.4. Safeguarding policy and procedures are reviewed annually and feedback from across the Diocese is facilitated
by the Diocesan Safeguarding Coordinator. This occurs through:
 Consultations, including children, young people and vulnerable adults, Safeguarding
Representatives, Parish Council meetings, Children’s and Youth Ministry leaders, Council of
Priests meetings, survivors of child sexual abuse;
 Safeguarding Committee meetings occur quarterly and its purpose is to monitor systemic
safeguarding practices throughout the Diocese. The Safeguarding Committee’s responsibility
include:
o appraising safeguarding practices, responses and resources in the Diocese;
o reviewing information from this appraisal in order to develop a way forward for the
Diocese, in relation to all safeguarding matters;
o making recommendations to the Bishop, based on the above mentioned, as to the best
structure and practices for safeguarding in the Diocese, incorporating strategies for risk
management and mitigation;
o providing to the Bishop, systemic advice and counsel on safeguarding matters as required.


Monitor and undertake self-audits against the National Catholic Safeguarding Standards and
discuss at Safeguarding Committee meetings as well as Council of Priests meetings as required;



Ongoing communication and support also occurs through the Queensland Provincial
Safeguarding Network meetings across Queensland.

1.5. Safeguarding Representatives in parishes, ministries and agencies
1.5.1. The role of the Safeguarding Representative is a critical role where parishes, ministries and
agencies have been asked to consider, identify and nominate a person who is willing and able
to assist with safeguarding practices within their Parish, Ministry or Agency. It is not mandated
to have a Safeguarding Representative appointed however it is highly recommended to assist
with the effective implementation, communication and support of safeguarding policy and
procedures;
1.5.2. The Diocesan Safeguarding Coordinator, through consultation meetings with Priests, Parish
Councils, ministries and agencies, has received consistent feedback that having a Safeguarding
Representative is an important step in safeguarding. This position is not a paid position,
however paid staff of the Church, may want to volunteer to be the Safeguarding
Representative. Key responsibilities for this role include:
 Be conversant with the Diocesan safeguarding policy and procedures;
 Attend appropriate meetings as required;
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Assist in ensuring that any person involved in work with children and vulnerable adults
within the Parish is aware of and understands their responsibilities to protect children and
vulnerable adults and to provide them with the safest environment possible;
Help promote safe recruitment practices for all paid and volunteer Church personnel
following safeguarding policy and procedures;
Work with the respective Parish Priest, Administrator or Manager to ensure that clear role
descriptions exist for all Church personnel including volunteers;
Ensure that support is provided for all staff and volunteers working with children and
vulnerable adults and inform the Diocesan Safeguarding Coordinator if further support is
required;
Liaise with the Parish Priest, Administrator or Manager to have external third parties (i.e.
community groups) that use parish premises to be aware of their responsibility for the
welfare and safety of children and vulnerable adults in their care.

1.5.3. The Safeguarding Representative should be:
 Reliable, a good communicator, trustworthy, discreet and sensitive to the needs of children
and vulnerable adults;
 Prepared to seek advice and draw on others experience;
 Must have a current Positive Notice Blue Card and National Criminal History Check.
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