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ATTACHMENT 1: GUIDELINES FOR INCORPORATION OF CHILD SAFETY INTO THE 
RECRUITMENT AND MANAGEMENT OF STAFF  
The following guidelines and processes for the incorporation of child safety into the recruitment and 
management of staff demonstrate Shine Bright EYM’s commitment to maximising the safety of 
children and deterring unsuitable and inappropriate persons from attempting to work at our service.  

Preparation for recruitment 

• Include a statement of Shine Bright’s commitment to maintaining a child safe environment in the job 
description 

• Job description clearly outlines responsibilities and accountability 

• Job advertisements clearly state our commitment to child safety 

• Include requirement for a current Working with Children Check (WWCC) or Victorian Institute of Teaching 
registration 

• The template letter of offer includes a statement about what is expected of the staff member in terms of 
commitment and responsibilities for child safety. 

Selection process 

• At least three people are on the interview panel including, where possible, a gender mix and a person 
external to the service or someone with human resource/interviewing experience 

• Questions are behaviour-based and ask the interviewee to provide examples of their past behaviour in 
specific situations relevant to the job being applied for 

• Questions regarding relationships with children are values-based and include a consideration of issues 
such as professional boundaries, resilience and motivation, teamwork, accountability and ethics 

• Questions are based on key selection criteria 

• More detail is asked for when answers seem incomplete 

• Confirm identity by sighting (and taking a copy of) a driver’s licence or a passport 

• Verify qualifications and, where relevant, Working with Children Clearance or Victorian Institute of 
Teaching registration 

• Thorough reference checks: 

o at least two referees are contacted (including the current or most recent employer or direct line 
manager) in person or via telephone  

o all referees must have observed the applicant working with children first-hand 
o referees are asked about the candidate’s past behaviour including relationships with children, 

professional boundaries, resilience and motivation, teamwork, accountability and ethics. 

• Orientation and induction covers information about values, attitudes, expectations and workplace 
practices in relation to maintaining a child safe environment 

• Information provided to the new staff member on commencing work at the service includes Child Safe 
Environment and Wellbeing Policy, Code of Conduct Policy, Complaints Policy and Staffing Policy 

• New staff must update their organisation details with the Victorian Government Service Victoria online 
portal https://service.vic.gov.au/find-services/work-and-volunteering/working-with-children-
check/update-your-working-with-children-check-details and provide proof of update upon 
commencement. 

• Regular meetings are held between staff members and the approved provider or the person with 
management or control 

• A mentoring or buddy system for staff members is in place 

• Training and education with regard to child safety and child protection is provided for all staff 

• Resources and support are provided for all staff to ensure a child safe environment. 

https://service.vic.gov.au/find-services/work-and-volunteering/working-with-children-check/update-your-working-with-children-check-details
https://service.vic.gov.au/find-services/work-and-volunteering/working-with-children-check/update-your-working-with-children-check-details
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Ongoing Management 

• Regular meetings are held between staff and the approved provider or person with management or 
control and child safety is a regular item on the agenda 

• Provide supervision to ensure clear expectations about the role, adequate support as well as on-the-job 
monitoring of their performance 

• Performance reviews consider the staff member’s contribution to creating a child safe environment 

• Regular training and education with regard to child safety, child protection and inclusive practices is 
provided for all staff 

• Resources and support are provided for all staff to ensure a child safe environment 

• Have a process to ensure that the registration of all early childhood teachers with Victorian Institute of 
Training remains current 

• Maintain a register of all staff with a WWCC card and regularly check the status of the WWCC cards of all 
staff to ensure that no one has been given a Negative Notice or had their card revoked or suspended or 
that it has expired 

• Develop processes to deal with a staff member who is given a Negative Notice including ensuring that 
they do not do any child-related work. 

 


