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A

Child safe recruitment, 
supervision and training



Overview

This handbook explains how an employer can make sure they 
select and support the most suitable staff to work with children 
and young people. 

Part A looks at the child safe recruitment process. It 
explores how the Child Safe Standards can support 
employers to find, supervise and train staff. Part B looks 
at their obligations to ensure their staff have a Working 
with Children Check (WWCC) clearance. This means 
they will be meeting their legal obligations under the 
Child Protection (Working with Children) Act 2012.

Organisations should have a child-focused recruitment 
policy with procedures in place to help ensure 
that adults working with children align with the 
organisation’s intention to be child safe.

The Office of the Children’s Guardian (OCG) recognises 
it may be easier for organisations that pay their staff 
to find, supervise and train them. It can be difficult 
to implement a recruitment practice for community 
groups reliant on volunteers. This handbook will help all 
organisations understand what they can do to ensure 
people who volunteer with children are supported as 
much as possible to create a child safe environment.

Disclaimer: The information provided in this handbook is for guidance purposes only. Please always refer to the 
appropriate legislation to ensure you are meeting your child safe legal requirements and Fair Work obligations in NSW.
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Glossary

APP number If the Children’s Guardian is still processing an application, a worker or volunteer will be 
issued with an APP number. The Child Protection (Working with Children) Act 2012 allows 
a worker or volunteer to work with children while their application is processed, provided 
they have a current APP number. Like the WWC number, the APP number must be verified 
to ensure the employer receives up-to-date information about whether the staff member 
continues to be permitted to work with children.

Automatic bar An automatic determination that a worker is not permitted to work with children because they 
have convictions or pending charges for offences listed in Schedule 2 of the Child Protection 
(Working with Children) Act 2012. It is an offence for them to be in a child-related role. 

Decision bar A worker subject to risk assessment may have their WWCC application refused, or their 
WWCC clearance cancelled, if the Children’s Guardian determines they pose a risk to the 
safety of children. We can only inform you of this if you have verified them using the OCG’s 
online portal. If a person is barred it means they cannot legally work in a child-related 
position. 

Clearance The Children’s Guardian must grant a WWCC clearance unless they are satisfied the worker 
poses a risk to children or has Schedule 2 records. When a worker is granted a WWCC 
clearance, they will be given a WWC number that you need to verify. A clearance lasts for 
five years unless cancelled or surrendered.

Contractor See ‘Worker’.

Employee See ‘Worker’.

Employer portal The OCG’s database where employers can verify either a worker or volunteer’s APP or WWC 
number.

Employer registration A unique, password protected registration number employers use to verify the WWC and 
APP numbers of their workers. Once verified, the worker is linked to that employer, which 
then allows the OCG to inform the employer if the worker is cleared or barred from child-
related work.

Interim bar If the Children’s Guardian is of the opinion a worker poses a likely risk to the safety of 
children if they engage in child-related work, an interim bar will be imposed while a risk 
assessment takes place. This is a temporary bar to prevent the worker from engaging in 
child-related work until a risk assessment has been completed. It is an offence for them to 
be in a child-related role while subject to an interim bar.
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National criminal 
history check

A complete background police check, which includes all criminal proceedings regardless of 
court outcomes.

Renewal If a worker has a WWCC clearance, it will last five years. Towards the end of this period the 
worker must reapply for a clearance if they intend to continue working with children. Once 
the new clearance is obtained a new WWC number will be issued and this must be verified 
by their employer(s). 

Risk assessment The process where the OCG assesses an applicant’s or clearance holder’s relevant records 
to determine whether they should be permitted to work with, or continue working with, 
children. The process can take some time while relevant records are obtained. A staff 
member can work with children while they are being risk assessed unless the OCG has 
imposed an interim bar. This is why it is important to verify.

Staff In this handbook staff refers to both paid and unpaid workers.

Subcontractor See ‘Worker’.

Verification The process where employers (including parents engaging one-on-one services for their 
children such as tutors or trainers) are able to check the status of WWC or APP numbers 
online. It also links the worker to the employer so the OCG can contact the employer if the 
status of the worker’s WWCC clearance changes.

Volunteer See ‘Worker’.

Worker In this handbook a worker is considered to be a person in a child-related role who is 
engaged as a volunteer, paid employee, contractor or subcontractor.

Working with Children 
Check (WWCC)

An OCG assessment of relevant information to determine whether a person is permitted,  
or not permitted, to be in child-related work.

Workplace records Records that relate to misconduct with or in the presence of a child or children while in 
the workplace. (The behaviours may or may not have escalated to criminal charges.) This 
includes, but is not limited to, reportable conduct notifications and findings reported to the 
OCG as required under the Reportable Conduct Scheme.

WWC number A number issued to a worker who has received a clearance to work with children. The 
details on the WWCC need to match with the person’s identity documents. The WWC 
number lasts five years and must be verified by the employer. Why this is important is 
discussed later in this handbook.
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Human resources and the 
Child Safe Standards

The Child Safe Standards are designed to change organisational 
culture and embed child safety in everyday thinking and practice. 

An important part of a child safe culture is hiring and 
keeping workers who prioritise child safety. It’s a culture 
that also recognises the risks to child safety, and to the 
organisation more broadly, of hiring workers who don’t 
share child safe values.

By engaging workers who share a vision where child 
safety is prioritised, and by enhancing the skills of their 
existing staff, organisations can create, maintain and 
improve their child safe environments. Implementation 
of the Child Safe Standards can guide them to achieve 
both of these objectives. Organisations should ensure 
their child safe practices are guided by all 10 Child Safe 
Standards. 

For the purposes of this handbook two standards are 
particularly relevant.

Standard 5: People working with 
children are suitable and supported

Standard 7: Staff are equipped with 
the knowledge, skills and awareness 
to keep children safe through 
continual education and training
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We thought we could rely on the Working  
with Children Check to ensure our kids were safe…  

however, the more we learned, the more we realised there  
is so much more to keeping children safe than the Check. 

- stakeholder feedback



The table below describes how each Standard is relevant to recruiting and training adults who work with children.

Child Safe Standard Application to managing staff

Standard 1: Child 
safety is embedded 

in organisational 
leadership, 

governance and 
culture

How managing staff applies to the Standard
Leaders create an organisation that values children and attracts workers whose values 
align with the organisation’s intention to keep children safe. Good leaders should recognise 
the cost and implications of hiring the wrong people, and should comply in particular 
with Standards 5 and 7 when it comes to recruitment and the ongoing support of staff. 
A robust recruitment process that encourages suitable people, rather than unsuitable 
people, to work with them can help. Leaders should also recognise the value of ensuring 
their workforce is highly skilled and up-to-date with contemporary best practice child safe 
procedures so children can continue to thrive and be kept safe from harm and abuse. 

If it’s not applied
When leaders don’t champion a child safe approach to recruitment and fail to supervise and 
train their staff, they risk engaging adults who may want to harm children, or who lack the 
skills to behave appropriately around them. In these environments, children are not safe.

If it’s applied
Where leaders support the recruitment of safe and suitable adults to work with children, 
they engage suitable staff. Then, with continual governance, supervision and training, they 
ensure staff know what is required of them and understand what consequences will apply if 
they fail to meet the expectations of their engagement.

Standard 2: 
Children participate 

in decisions that 
affect them and are 

taken seriously

How managing staff applies to this Standard
Staff should demonstrate they understand the importance of children’s empowerment 
and participation. Children and young people should be given information about children’s 
rights and ongoing opportunities to provide feedback on the adults who work with them. For 
example, on what qualities they like to see in educators, youth leaders and coaches.

If it’s not applied
If children feel less confident to report situations where they feel worried, sad or upset they 
are less safe.

If it’s applied
Children are more empowered when they know they can participate, and are actively 
encouraged to participate, in the decisions that affect them. They are more likely to speak 
up if they feel unsafe and, if their opinions are sought, are also able to contribute to creating 
safer environments. In these situations, they are less likely to be harmed and better able to 
speak up about it if it does happen.

Standard 3: Families 
and communities 
are informed and 

involved

How managing staff applies to the Standard
Families know their children best and are more likely to recognise any changes that may 
indicate their children are being harmed. Staff should empower and support family and 
community members to report any concerns they have, as well as encourage them to 
contribute to creating safer environments for children. 

If it’s not applied
When staff fail to understand the importance of family and community involvement in 
organisations, communication between families and organisations regarding child safety 
concerns may not occur or may not occur in an optimal way. Where this communication 
doesn’t occur, children are at greater risk of harm or abuse.

If it’s applied
When information can flow between families, community members and organisations, a 
culture of reporting is supported. In addition, the people who know the children the most 
can share feedback for continual improvement of the organisation’s child safe systems and 
processes. Where staff are trained and supported to encourage community involvement, 
children are safer. 
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Child Safe Standard Application to managing staff

Standard 4: Equity 
is upheld and 

diverse needs are 
taken into account

How managing staff applies to the Standard
Children and young people are more likely to feel their needs and wants are understood 
when leaders champion the importance of equity and diversity. Staff should encourage 
children and young people to participate to the best of their ability and ensure they  
feel valued. Staff should be trained to understand the importance of supporting equity 
and diversity. Where possible, the organisation should ensure the workforce reflects the 
diversity of the children it provides services to.

If it’s not applied
Staff need to know there are many reasons that may make some children more vulnerable 
to abuse, including, but not limited to, age, intellectual ability, physical ability and cultural 
background. Children are even more vulnerable if they’re prevented from playing an active 
role in the organisation because staff lack the skills and ability to implement culturally safe 
and inclusive practices. Children are at risk if staff are unaware of these factors.

If it’s applied
Staff should support and understand the importance of providing equitable opportunities 
for children. In these situations they are more likely to encourage changes to the 
environment so all children feel able to participate. Children are also likely to take a 
proactive role in providing input and communicating their needs.

Standard 5: People 
working with 

children are suitable 
and supported

How managing staff applies to the Standard
A robust recruitment process should be designed to assess the suitability of all adults 
working with children. The recruitment process should include suitable screening and 
reference checks, and continual oversight of the new recruits once they commence work. 

If it’s not applied
Failing to prioritise child safety when recruiting new staff can mean the organisation 
engages unsuitable workers who may not have the skills and experience required to work 
with children safely or who have a history of unacceptable behaviour. Children are less safe 
in these places.

If it’s applied
Applying child safe practices to recruitment can mean some unsuitable applicants ‘self-
select’ out of the process because they feel their inability to work safely with children is 
more likely to be exposed. Conducting suitable screening and reference checks as well as 
ongoing training and supervision minimises opportunities for harm to occur. Children are 
safer in environments where this occurs.

Standard 6: 
Processes to 

respond to 
complaints of child 

abuse are child 
focused

How managing staff applies to the Standard
Suitable and supported staff who recognise and prioritise child safety are more likely 
to report abuse. Staff are supported when they are given accessible complaint handling 
information on what and how to report. Staff who adopt a child-focused response to 
complaints of abuse will listen to, and respond to, all cohorts of children, including 
children with physical or intellectual disabilities, from linguistically and culturally diverse 
backgrounds, who are in detention, who have trauma backgrounds, who have low self-
esteem or who are otherwise vulnerable. 

If it’s not applied
When staff do not understand what they should do to prioritise the safety of children they 
send a message that children are not valued or respected. This can lead to abuse becoming 
more prevalent because someone likely to harm children will then believe their actions will 
not be noticed or, if noticed, not be recognised as harm. This places children at greater risk.

If it’s applied
Where staff understand what is involved in their role in keeping children safe, they 
proactively work to create, maintain and improve child safe environments. They make sure 
there are robust reporting processes in place that are accessible to all the children in their 
care. They understand what to do if they witness or suspect a concern. Children are safer in 
these environments.
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Child Safe Standard Application to managing staff

Standard 7: Staff 
are equipped with 

the knowledge, 
skills and awareness 

to keep children 
safe through 

continual education 
and training

How managing staff applies to the Standard
Adults who work with children and young people should be provided with information 
and training on how to recognise abuse and the behaviours that precede it. An induction 
process is important as it ensures they do have the knowledge. It helps new employees to 
understand their expected behaviours and learn the values of the organisation. Ongoing 
supervision and professional development opportunities should ensure all staff members 
continue to align themselves with the organisation’s culture of keeping children safe.

If it’s not applied
Staff who are not supported to work safely with children are less likely to recognise or 
respond to harm and abuse. They may not understand or prioritise how to keep children safe 
or know what they should do if they believe a child is at risk. They may even harm children 
themselves. In these environments children are at greater risk. 

If it’s applied
When staff are supported to understand the importance of child safety, they work to 
create child safe environments. They stay up-to-date with contemporary child safe best 
practice and are more likely to recognise and respond to incidents of harm or abuse. They 
understand and align their behaviours with the organisation’s culture, values and policies, 
and follow its child safe code of conduct. Children and young people are therefore safer.

Standard 8: 
Physical and online 

environments 
minimise the 

opportunity for  
abuse to occur

How managing staff applies to the Standard
Understanding the risks of harm to children in physical and online environments is a key 
component of keeping them safe. Adults, children and young people should be provided 
with information about how to stay safe in physical and online environments. Organisations 
should have a risk management strategy and supporting child safe policies and codes of 
conduct that guide acceptable behaviour. 

If it’s not applied
Staff who fail to recognise the safe and unsafe spaces where adults interact with children 
(in both physical and online environments) may leave children exposed to an increased risk 
of harm. When adults are unable to identify areas of risk or are not empowered to act when 
they identify a risk, children are less safe.

If it’s applied
Staff are aware of the risks to children in physical and online environments and work 
to implement protective strategies that give them more oversight of children. Staff are 
provided with training to understand the rules around online engagement between adults 
and children. They also understand the need for child safe policies, codes of conduct and 
procedures that reduce risk. In these environments, children are safer.

Standard 9: 
Implementation 

of the Child 
Safe Standards 
is continuously 
reviewed and 

improved

How managing staff applies to the Standard
The Child Safe Standards provide a framework that organisations can apply so they are 
child safe. The Standards are principle-based and outcome-focused. This means that 
organisations can be flexible in the way they implement them, and the way they’re applied 
may look different in other settings and organisations. Staff should be given opportunities 
to understand how the Standards work to keep children safe and be offered structured 
guidance in how to apply them. This Standard ensures an organisation’s child safe policies 
and practices, including its recruitment policy, are continuously improved with regular 
reviews and updates.

If it’s not applied
Organisations that do not support or train their staff to understand and apply the Standards 
are less likely to have a robust child safe framework. Where systems and policies do not exist 
to support staff to apply the Child Safe Standards, children are less safe.

If it’s applied
In a child safe organisation all staff take responsibility for the safety, welfare and  
wellbeing of children. Supporting staff to understand how the Child Safe Standards work 
to keep children safe means they are more likely to accept accountability for the safety of 
children. Staff may also feel more empowered to engage in policy review and improvement 
processes, further ensuring children are safer.
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Child Safe Standard Application to managing staff

Standard 10: 
Policies and 
procedures 

document how the 
organisation is  

child safe

How managing staff applies to the Standard
Staff need to understand the importance of having effective child safe policies and 
procedures in place to create, maintain and improve child safe environments. They need 
access to training for this to occur, including support while learning on the job as well as 
structured educational opportunities that embed the organisation’s child safe practices. 
They need to be able to easily locate and refer to the organisation’s policies and procedures.

If it’s not applied
If staff do not understand the importance of child safe policies, how to access them, or why 
or how they should be applied, children are less safe.

If it’s applied
Where staff are trained and supported to understand and follow child safe policies, the 
rights of children are prioritised. Training may include the development of child safe policies 
and risk management strategies. In places where staff understand how and why policies 
and procedures should be applied, children are safer.

	 Reflective	questions
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 • How do the leaders in your organisation model child safe behaviour?

 • How does your organisation’s recruitment processes demonstrate a focus on child safety?

 • How do children and young people participate in your organisation when it comes to staff selection?

 • How does your organisation’s workforce reflect the diversity within the community?

 • What policies exist to support the recruitment of suitable staff?

 • What training is provided to staff to support your organisation’s child safety obligations?

 • How does your organisation make staff aware of their internal and external reporting obligations, including 
reportable conduct?



Hiring the right people
Who are the ‘right’ people?
In a child safe organisation selecting people to work 
with children in either a paid or volunteer role requires 
the employer to ensure the applicant is appropriate, 
suitable and experienced.

While many community volunteer positions can be 
difficult to fill and quite often the person who puts up 
their hand first is given the position, where possible 
organisations should always consistently apply the 
Child Safe Standards, irrespective of whether a 
prospective staff member will be working in a paid  
or unpaid role. 

While some organisations would cease to exist 
without unpaid labour, that doesn’t mean those 
people shouldn’t be subject to at least some child 
safe recruitment processes. All people who work 
with children should be able to demonstrate they 
have the skills, experience and beliefs that align 
with the organisation’s child safe values. They 
should understand what child safe behaviours 
look like. Volunteering to work with children is a 
privilege, not a right.

Recruitment is an important part of a child safe 
organisation. Getting recruitment right can result in:

 • higher productivity, because the organisation has 
the right person with the right skills, values and 
behaviours 

 • reduced staff turnover (which also reduces 
operating costs) 

 • less time spent managing underperforming staff.

Failing to recruit well can mean:

 • organisations might not get the best candidate 
applying for or obtaining the role 

 • organisations hire the wrong person because the 
staff who hired them liked them and didn’t select 
them because they demonstrated child safe skills, 
values and behaviours (this is known as the ‘halo 
effect’ where anything that indicates a person isn’t 
right for the job is ignored because they seem ‘nice’)

 • the best candidate rejects the offer of the job 
because recruitment processes reflect poorly on  
the actual child safe merits of the organisation.
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Effective recruitment with a structured process increases your chances of finding appropriate staff who understand 
what it means to be child safe. The process includes the following.

Understanding who 
you’re looking for

 • Role description (including from a child safe perspective and a practical one)

 • Selection criteria (including from a child safe perspective and a practical one)

Formalities  • Salary (if not a volunteer position)

 • Hours

 • Leave 

 • Benefits

 • Minimum training requirements, including around what it means to be a child safe 
organisation

Advertising  • Draft job ad

 • Consider whether to use an employment agency

 • Promote on social media

 • Use your professional networks

 • Promote your organisation as being child safe to allow for self-selection

Review applicants
 • Review written job applications

 • Short list for interview

 • Consider which candidates appear to prioritise child safety

Interviews  • Conduct interviews

 • Ensure you have questions on child safety

 • Ensure qualifications are valid

 • Consider other assessments: psychometric or skill demonstration

Checks

 • Reference checks (ask referees about the candidate’s attitude to child safety)

 • Background screening checks (such as Working with Children Check and police check)

Selection 
 • Decision on successful candidate(s)

 • Offer of a position

 • Confirmation in writing/signed contract

Induction

 • Begin induction process

 • Ensure induction emphasises child safety
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Having a child safe recruitment policy will support 
organisations to make the right hiring decisions so 
they select the most appropriate people to work with 
children. A robust recruitment process includes a 
number of steps to ensure the most appropriate people 
are hired. 

Once an organisation engages a person, there are 
other things it should do to ensure their suitability 
to work with children – these are discussed in ‘After 
employment is offered’ on page 26 of this handbook. 

Things to consider when recruiting:

 • role descriptions meet business and child 
safety requirements

 • candidates are assessed against consistent 
selection criteria at every stage

 • the recruitment process complies with all 
relevant laws*

 • the recruitment process is consistent and 
transparent

 • privacy and confidentiality considerations  
are met.

Child safe organisations will have a child safe 
recruitment policy based on principles such as:

 • respect for diversity

 • ethical decision-making

 • selection according to merit

 • equal treatment for all

 • procedural fairness.

Adherence to such a policy will not only help ensure 
job applicants are treated fairly but will also greatly 
increase an organisation’s chances of hiring and 
retaining the best possible people to work with children.

*These include federal and state laws, and regulations regarding employment and awards in general, as well as ones pertaining to child safety 
such as the Children’s Guardian Act 2019 and the Child Protection (Working with Children) Act 2012.
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Steps to successful 
recruitment 

Role descriptions
Developing a role description provides an opportunity to 
think about what the person in the role actually does. 

 • What will the successful applicant be required to do?

 • What are the tasks involved?

 • Will the position be full- or part-time?

 • When will the work be done?

 • Are weekends required?

 • What salary will attract the best candidates?

 • Are there any other benefits?

 • Who will the person in the role report to?

 • Who, if anyone, will report to the person in this 
position?

 • What skills are required to work in the role?

 • Does the position require formal qualifications?

 • What are the mandatory requirements for the role? 
(Does the applicant need a WWCC, national police 
check, driver’s licence or other qualifications?)

 • What values will the person need to have to fit into 
the organisation? 

 • How much experience will they need for this role?

Hiring managers may want to discuss the role with 
people who will interact with the successful candidate. 
What do they think the new person needs to bring to  
the role?

In a child-related role the description should  
make it clear that child safety is a priority.  
By making it clear how children are valued  
and how the successful applicant will be 
expected to uphold that commitment, 
organisations demonstrate their commitment  
to being child safe.

The role description is a critical document for every 
position. A good role description:

 • describes the skills and competencies needed for it

 • defines where the role fits within the organisation, 
including who the successful candidate will need to 
report to

 • establishes an organisation’s culture and approach 
to keeping children and young people safe

 • is used as the basis for the employment contract

 • is a valuable performance management tool

 • should mention how child safety is a critical element 
of the role.
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Good role descriptions should include more than expected duties. They should position the role within the overall 
child safe ambitions of the organisation. They should include the following.

Description of 
organisation

The organisation should describe how it values children and upholds their rights. 
Organisations that do this position themselves as the employer of choice for people 
who prioritise the safety of children and it will often deter unsuitable and unqualified 
applicants. Organisations should ask themselves:

 • What impressions would potential candidates have of them as an employer?

 • What makes the organisation special?

 • What does it do well? 

 • What is it known for?

Primary purpose  
of role This is where the organisation should describe the selection criteria such as the skills, 

values and attributes the person should have. What traits, characteristics and behaviours 
will the successful candidate be expected to demonstrate? The description should include 
how the role contributes to the organisation’s objectives. 

Objectives of role

Lists at least three (no more than 10) objectives of the role. It describes the intended end 
results or outcomes the worker is expected to meet.

Duties of role

Lists the day-to-day duties the person in the role will carry out.

Accountability
This section provides details on who the worker reports to. It names the positions that are 
responsible for the worker, including their immediate coordinator, supervisor or manager, 
as well as who may report to the role.
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Self-selection
A job ad is often the first interaction a person has with 
an organisation and is an opportunity to start attracting 
the right workers. It should encourage potential 
applicants to assess their own suitability for the 
advertised role. It should deter the wrong workers. 

 
Essentially, role advertisements should 
discourage applicants who may be a risk of harm 
to children from engaging with an organisation on 
the understanding the environment is one where 
it is harder to offend against children and where 
there is an increased chance they will be caught. 
This is known as self-selection.

Writing job ads
Before writing a job ad it is helpful to ask: 

 • Would I apply for this job? 

 • Would it appeal to me?

 • Is this an organisation I would want to work for? 

 • Is the advert too ‘wordy’ or too detailed? 

 • Is it too short and, if so, what’s missing?

 • Does it look professional (are there any spelling 
errors)? 

 • Does it contain any unlawful or discriminatory terms 
such as referring to age, gender or marital status?

 • Does it ask the applicant to respond to particular 
questions?

Effective job advertisements are appealing, well written 
and demonstrate that child safety is a priority.

Poor job advertisement

Little Platypus Child Care – Immediate start!

A position has become available in our baby room for anyone who likes to work with babies. Must be willing to 
give plenty of cuddles and squeezes.

Contrast the job advertisement above with the one below

Little Platypus Child Care – Early Childhood Educator 

Little Platypus is a place where children grow and learn in a healthy and happy environment. 

Our staff are committed to prioritising children. We are an established provider of long day care in the Sydney 
area for over 10 years. 

We are looking for a full-time, experienced early childhood educator to join a very dedicated and highly skilled 
team. 

To be successful in this role you will need: 

 • to demonstrate experience working with children

 • an understanding of contemporary child safe practices

 • a Working with Children Check 

 • relevant qualifications

 • current first aid, anaphylaxis and asthma certificates, or be willing to obtain them.

Little Platypus promotes the safety, wellbeing and inclusion of all children. Applicants are encouraged to 
elaborate on any experience they may have working with children with disability. You will be required to provide 
a minimum of two professional referees. Visit our website for further details of the role description or contact  
Marie Jones on (09) 9123 4567.
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When advertising a child-related role the following 
should be considered:

 • where the role will be advertised

 – newspaper (local/national)

 – trade papers/magazines

 – local council/ local noticeboards 

 – social media

 • whether you’ll use a recruitment agency

 • if you’ll use your own networks 

 • if you’ll ask others in your organisation to use their 
networks

 • how you’ll use your organisation’s website

 • whether you’ll advertise in colleges and universities.

A job ad is often the first  
interaction a person has with an 

organisation and is an opportunity to 
start attracting the right people.
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Written applications

Make sure there is sufficient time to properly assess written 
applications. If not, there is the potential to bring in the wrong 
people for interviews.

Interview panels must apply the same assessment 
process to every applicant, even if they’re a part of the 
organisation’s current network or have been referred 
to it. Remember the ‘halo effect’. Assessment criteria 
should be set to ensure the person has met them in their 
application prior to being selected for an interview. 

Parts of the written application
Cover letter 
The candidate will use this to describe their suitability 
for the role and may include how they align with an 
organisation’s vision, values and culture. A well written 
cover letter will demonstrate a level of motivation and 
interest in the role. The applicant’s personal attributes 
should shine through. 

Suitability for position 
This is where applicants describe their experience 
against the selection criteria (which have been 
identified from the role description). It is more formal 
than the cover letter. It will address, point by point, 
each of the criteria that has been identified as being 
necessary to work in the role successfully. Applicants 
should address each one using their previous formal 
child-related experiences (whether paid or volunteer) 
to demonstrate how they feel they are suitable. If 
they don’t have direct experience, they may use other 
aspects of their work history or examples from their 
personal or family life. 

Curriculum vitae or resume 
A good curriculum vitae (CV) should list the applicant’s 
previous experience, skills and abilities. 

 • Look at CVs in detail. Don’t just skim read. Is the 
experience relevant? (If there appear to be breaks 
in employment these should be explored during the 
interview.)

 • Does the applicant move jobs frequently in a way 
that is not normal for the sector?

 • Is it presented professionally? Some applicants use 
professional CV writers so look for the content. Don’t 
necessarily be impressed by the applicant’s skills 
in creating an impressive document if that’s not a 
requirement for the role. 

While the advertisement is an organisation’s 
opportunity to market itself as being child safe, the CV 
is the applicant’s first opportunity to market themselves 
to the organisation. Hiring panels should consider: 

 • the impressions they have formed of this person 
from their CV

 • whether it appears the person has the required 
skills, experience and values

 • whether the application was well written and, if not, 
whether the role requires excellent writing skills

 • which candidates stand out and why. 

If no candidate seems suitable for an interview, 
organisations should readvertise the position. 
The interview process can be time consuming and 
expensive. Only after organisations have considered all 
applications should they select the best candidates and 
arrange interviews. 
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Interview process
When interviewing candidates for child-related 
positions a panel of two or three people is preferable to 
one-on-one interviews. This allows for different points 
of view to be raised in the selection process as well as 
allowing greater consistency and fairness. 

A formal interview gives employers the opportunity to 
explore an applicant’s background, work history, skills 
and values to evaluate their suitability to work with 
children. 

Effective interviews are structured and should be well 
prepared. Interviewers should decide which questions 
will be asked prior to the interview. They should decide 
which interviewers are going to ask which question.

Pre-interview  • Review each candidate’s application for the role and their work history, which should be listed 
on their CV

 • Attempt to establish their experience in working with children

 • Review the role description and create behavioural and scenario-based questions (see the 
interview template on page 46 for examples):

 – ensure you include some that explore their attitude towards children

 • Arrange interviews allowing enough time for:
 – a quick review of the application
 – the interview
 – post-interview discussion among the interviewers

 • Decide who will lead the interview

 • Decide who will ask each question

 • Ensure the interview room is clean and a good reflection of your organisation, and have water 
for the candidates

Interview  •  Establish how the interview will be run with the candidate:
 – let them know who will be asking questions
 – give an expected time frame in which to answer each question
 – let them know there will be time for informal questions at the end, including their own

 • Give them a couple of minutes to introduce themselves in a general sense (this often helps 
alleviate any nervousness they may feel)

 • At the conclusion of the interview explain the next steps:
 – time frame for a decision
 – the need for reference checks – ensure the names and contact details of the referees they 

nominated in their written application are still valid
 – thank them for attending

Post-interview  • Discuss candidate’s answers with the other interviewers

 • Make notes on strengths and weaknesses

 • Agree on an overall score

 • Compare what they said at the interview with what they said in their written application  
– are their any glaring omissions or discrepancies?

 • Decide on a preferred candidate

 • Contact referees

 • Make job offer

 • Sign contract
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During the interview process, it is important 
for employers to ask questions that reveal the 
applicants’ experiences of child-related work and 
their attitudes towards it.

In general, questions should cover the following:

• motivation to work with children

• work history

• skills and experience they bring to the role

• how they intend to motivate and involve children

• how they would manage difficult situations

• how they feel they respond to direction and
supervision, including when related to child safety
(they should indicate they understand that the
safety of the child is paramount).

Interview questions
Good questions will get you good answers. Your role as 
an interviewer is to obtain all the information you need 
from your short-listed candidates. 

It is important to ask both behavioural and scenario-
based questions. These allow employers to gain a 
deeper insight into the applicant’s experience and 
attitudes. These questions should demonstrate the 
applicant’s industry-based knowledge and expertise 
as well as what they’ve learned from their past 
experiences. 

The OCG has developed an interview template (see 
page 46). It can be customised to an organisation’s 
specific requirements. 

Remember, there are different kinds of questions, including the following.

Closed questions Usually answered ‘yes’ or ‘no’. Appropriate for when you want to check information. 
For example, ‘Do you have a degree in child care?’

Open questions Allow for longer and more revealing answers. ‘Why did you want to apply for this role?’ 
or ‘What makes Little Platypus a place where you’d like to work?’

Situational 
questions

Attempt to reveal problem-solving skills and industry-based knowledge or expertise. 

• Describe a time where you handled a complaint or allegation involving a child’s safety
and welfare.

• Describe a time when you disagreed with your supervisor.

• Describe a time you made a poor professional decision.

Behavioural 
questions

Attempt to reveal future behaviour.

• What would you do if a child disclosed abuse to you?

• What would you do if you witnessed a child hitting another child?

• What would you do if you did not feel supported by your supervisor?

Leading questions These questions indicate to the candidate the answer you’re expecting. They can be useful 
when you’ve seen something in a CV that the applicant hasn’t talked about and you either 
want them to explore further or support them to give the best account of themselves. For 
example, ‘You worked at Little Koala for five years, didn’t you?’ They are not useful if they 
don’t allow the candidate to express themselves fully.

Multiple questions Avoid these as they’re often confusing. ‘What experience do you have with protective 
behaviours, do you think children should learn them and, if so, which one is the best to learn?’

22  Child Safe Recruitment and the Working with Children Check

https://ocg.nsw.gov.au/sites/default/files/2022-01/T_CSS_InterviewScheduleTemplate.docx


Illegal questions 
Remember not to ask any discriminatory or illegal 
questions. This is, questions that would require people 
to reveal specific personal or health information, 
including around gender, marital status, age and 
family responsibilities. Sometimes it can be difficult to 
avoid these topics as they may form part of a general 
conversation or be mentioned in an answer to a question 
like ‘tell me about yourself’ – but where possible avoid 
questions of this nature.

Questions checklist 

• Ask things that cannot be learned from the
CV or cover letter.

• Ask for specific information needed to
evaluate whether the applicant is suitable
for the position.

• Invite the applicant to share opinions and
ideas to get a better understanding of who
they are.

• Allow the applicant to demonstrate their
knowledge, skills or practical experiences.

• Allow the applicant to reveal information
about their work style, personal values and
beliefs, and about how they function in the
workplace.

• Give the candidate an opportunity to ask
questions of the panel.

Don’t be afraid to ask follow-up 
questions to ensure consistency with 
the responses of other applicants  
to the same question.
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Applicant’s work history
Employers have the right to question an applicant’s work 
history. This includes exploring any inconsistencies  
– such as working in a management role and then a 
lower role or unexplained gaps in employment  
– as these may indicate the applicant is concealing 
something such as disciplinary action as a result of 
inappropriate behaviour. Where possible, overseas  
work in child-related roles should also be explored.

While its acceptable for people to take a career break, 
clarifying the reasons for the break in employment 
(such as for travel or maternity leave) is essential,  
in case it’s for a reason that indicates the person  
may not be safe to work with children.

Reference checking process
Reference checks allow employers to gain a deeper 
understanding of the applicant’s work history, 
experience and suitability for the position they’re 
applying for. They allow information provided in  
the application letter, and addressed in the selection 
criteria and interview, to be verified. 

It is recommended all child-related workers provide 
at least two referees from people who have directly 
supervised or managed them in child-related work. 
Character references may be acceptable if the 
applicant has never worked before or has just left 
school, but they should not be from family members or 
be given as much weight as professional references.

Referees should be asked:

 • whether or not the applicant has been the subject 
of a disciplinary action or has engaged in any 
concerning or unacceptable behaviour

 • how they know the applicant

 • what skills and characteristics the applicant is likely 
to bring to the position

 • the applicant’s strengths and weaknesses

 • the applicant’s response to supervision and direction

 • whether the employer would employ the applicant 
again.

A good way to verify that referees are genuine, 
particularly if an applicant has provided a pre-written 
reference, is to look up the organisation’s general 
contact information, call and interview the person listed 
as the referee. Pre-written references do not need to 
be accepted. Direct contact with the referee, whether 
in writing or on the phone, is preferable as it allows 
relevant information to be obtained.

The OCG has developed a referee interview template 
(see page 50 of this handbook) that your organisation 
can customise to suit its needs. 
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Screening checks
In NSW all workers in child-related work, whether paid 
or unpaid, must hold a WWCC clearance or a current 
application for a WWCC clearance (unless they are 
subject to an exemption*). More information on the 
WWCC is in Part B of this handbook. 

While a WWCC considers a person’s suitability to 
work with children based on known prior history, 
employers may also consider asking the applicant for 
a broader national criminal history check to assess 
their suitability more generally. This will alert them to 
any offences that may indicate they aren’t a ‘fit and 
proper person’ to take the role. For example, a history 
of fraud, theft, low level violence or driving offences are 
considered by the WWCC to assess pattern of behaviour 
(if any present) but they may not result in a bar. 
Organisations may want to reconsider these offences, 
however, if the position requires the applicant to fulfill 
duties that involve them handling finances or providing 
transport services.

NDIS Worker Check (NDISWC)

Certain workers delivering support or services 
under the National Disability Insurance Scheme 
(NDIS) are required to have a worker screening 
clearance, including adults who work with 
children with disability. In NSW this is called the 
NDIS Worker Check (NDISWC). If organisations 
are considering employing an applicant to work 
with children with disability, they may need to 
ask the applicant to obtain an NDISWC as well 
as a WWCC. More information is available on the 
Service NSW website.

	 Reflective	questions
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 • Do you have job descriptions of all the roles in your organisation, and are these reviewed and updated 
regularly?

 • What is your process for creating child safe job advertisements?

 • How do you select interview panels for recruitment?

 • What is your process for contacting referees?

*Unless there is an exception to the exemption. This is explained in Part B of this handbook. 
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After employment is offered

Once employment is offered, employers should monitor their 
staff to ensure the people they’ve hired are safe and suitable  
to work with children.

Organisations should include in their child safe 
recruitment policy their induction and training 
processes, including how workers are supported and 
supervised, such as:

 • probationary periods

 • induction programs

 • monitoring and supervision

 • professional development and external training 

 • ongoing mentoring and support. 

Probationary periods
A probationary period allows both the employer and 
worker to see whether the role is a good fit for them. 

Staff members should be told the date their 
probationary period will end and the possible  
outcomes. Probationary periods should include the 
option of dismissal from the position, or the ability to 
resign without repercussions, should a decision be 
made that the worker, or the role, is not suitable. 

Induction programs
An induction program that includes information on 
the organisation’s commitment to being child safe will 
assist new employees better understand their role in 
helping to provide a supportive environment for children 
that keeps them safe from harm and abuse.

Workers are a valuable asset so making 
sure they are highly skilled in their 
day-to-day work with children, and 
challenged to reflect and continuously  
improve child safe practices, is vital.
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Supporting new staff

What How 

What do workers need to know about 
the organisation?

How the organisation prioritises  
child safety

Organisational structure – who works 
in which role

Policies and procedures 

Who the key stakeholders are 
(including children with disability and 
those from diverse backgrounds)

Tips:
Consider having an annual or 
biennial ‘re-induction’ session for 
all employees to reinforce and 
remind them of the importance of 
demonstrating child safe values.

Find opportunities for less formal 
training as well such as ‘toolbox 
talks’ or ‘tips and tricks’.

 • Organise a tour of the organisation
 • Organise a visit to any other settings the organisation operates in
 • Arrange a meeting with the head of the organisation, where child safety 

and how the organisation prioritises it is addressed
 • Arrange meetings with other relevant staff and managers
 • Give staff an induction handbook
 • Ensure child safety is featured in all discussions and meetings

Provide the following.

 • Organisational chart
 • Statement of Commitment to Child Safety (or your service or 

organisation’s statement of values that shows a commitment to child 
safety)

 • Child Safe Code of Conduct
 • Child Safe Reporting Policy (and a reporting obligations and processes 

cheat sheet if available)
 • All other policies and procedures 
 • Contact details of child safe contact officers or anyone in your 

organisation who, as part of their role, has oversight of child safety

What do new workers need to know 
about their department or team?

Explain to new staff members the 
context in which they will be working

 • Explain team structure and give role descriptions of other team 
members

 • Discuss expectations of team meetings
 • Provide stakeholder lists or conduct handovers if new staff are 

replacing existing ones – consider letting the new staff member 
shadow the existing one if possible

 • Invite new staff to informal social gatherings if the organisation has 
them – these can be very good for team building

What do workers need to know about 
their role?

Describe the support new staff 
members will be offered on how 
to perform their role, including 
information on probationary periods, 
induction and training

 • Provide a starter pack with employment contract, role description and 
payroll details

 • Organise computer login 
 • Discuss hours, overtime, leave application and payroll processes  

– ensure all relevant paperwork is completed
 • Discuss role description in detail, current priorities and performance 

expectations, including prioritising child safety – set clear expectations 
of acceptable and unacceptable behaviour

 • Organise training on specific policies and procedures required for the 
role (including child safe policies and procedures) 

 • Organise work shadowing if necessary (where the new employee 
watches how an existing employee works until they are confident to 
perform their duties alone) – it may also involve a formal handover

How will new workers get help and 
feedback when needed?

Acknowledge positive behaviour

Coach new staff on how to improve

Have easy systems and processes so 
they feel welcome to ask for help

 • Assign a buddy
 • Have weekly meetings between the manager and the new worker
 • Book in two probationary reviews at six and 12 weeks – review their 

work to prepare and provide feedback on how their work aligns with 
the organisation’s values (you may also obtain feedback from other 
stakeholders, including the children the organisation engages with)
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Monitoring and 
supervising workers
When workers are properly supervised and monitored 
organisations put themselves in a position to efficiently 
and effectively identify, prevent and respond to 
unacceptable, harmful or offending behaviour as it 
occurs. Supervising workers and monitoring their 
work with children also ensures workers know they are 
responsible and accountable for their actions. 

Confidential records should be kept which include 
the worker’s responses to supervision, their 
strengths and any perceived weaknesses, time 
frames for formal evaluations (such as one-on-
one interviews with managers), their response to 
opportunities for promotion and any workplace 
complaints made against them.

Professional development
Ongoing professional development ensures workers 
are up-to-date with the latest and most effective 
techniques and work practices for their role. Some of 
the benefits for workers include:

 • the opportunity to reflect on their work practices 
and incorporate new and effective strategies

 • the appropriate education to complete higher level 
tasks and provide higher quality services with less 
need for supervision

 • further motivation to do a good job because they feel 
valued by their peers, manager and the organisation 
as a whole.

Providing workers with in-house education and 
training on the key messages and procedures in policy 
documents is integral to ensuring policies are easy to 
understand and relevant to the day-to-day experiences 
of workers. On the job training, ongoing support and 
guidance by peers and supervisors are just as useful 
and important as external training.

Organisations should consider offering regular 
education and training in:

 • identifying, assessing and minimising risks, including 
how to identify and respond to harm and abuse

 • organisational policies, procedures and codes of 
conduct

 • complaint handling, in particular handling a 
disclosure or suspicion of harm

 • reporting obligations. 

Organisations should encourage staff to undertake 
external training as necessary. This may be: 

 • compulsory training from a registered training 
organisation (RTO) as required by industry standards 
or legislation

 • training to enhance their career prospects – and the 
overall level of skills in the organisation – through 
TAFE, private college or university study. 

Ongoing mentoring 
and support 
Education sessions, either formal or informal, are only 
effective if the skills learnt, or information given, is 
applied to day-to-day practices and reinforced with 
ongoing support and guidance.

Ways to provide ongoing mentoring, support and advice 
include:

 • holding regular team meetings where the safety of 
children is a standard agenda item

 • encouraging workers to ask questions, voice 
concerns or give feedback about the organisation’s 
child safe practices

 • ensuring senior role descriptions include a 
responsibility for providing staff with ongoing 
support and guidance about child safe practices

 • conducting regular performance appraisals and 
collecting feedback from workers on their strengths 
and weaknesses 

 • assigning less experienced workers a mentor, and 
scheduling regular meetings between workers and 
their mentors

 • encouraging workers to develop internal child safe 
initiatives and contribute, where appropriate, to child 
safe initiatives on a local, state or even national level.
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B

The Working with  
Children Check



The Working with Children Check (WWCC) involves a national 
criminal history check* and a review of reportable conduct 
findings or other forms of workplace misconduct.

A clearance to work with children can be used across a 
wide range of child-related environments. The WWCC 
is an important tool in an organisation’s recruitment 
practices.† It has limits, though, because it can only 
detect people who have been reported previously or 
are known to authorities. It does not detect those who 
haven’t been caught or are yet to offend. A reliance 
on the WWCC in the absence of any other child safe 
practices can be harmful to children’s safety because  
it ignores other risk management options.

Part B of this handbook describes how HR management 
involves a holistic and integrated child safe approach 
that includes the WWCC along with ensuring all Child 
Safe Standards are embedded into the organisation’s 
day-to-day practices. In other words, child safe 
organisations use the WWCC but also implement a 
range of other strategies guided by the Child Safe 
Standards.

*The OCG looks for things that may indicate a person is a risk of harm to children. A broader national criminal history check will also look for things like a history of 
fraud, theft, low level violence or driving offences. 

†Some organisations engage people under 18 to work with other young people. While they don’t require a WWCC, they should still be supported and supervised to 
ensure they support the organisation’s intention to be child safe. 
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WWCC employer and 
employee obligations

Legal responsibilities
Employers have a legal responsibility to ensure workers 
who work with children, and are 18 years old and over, 
have a WWCC or a current application. They must 
verify each worker’s Working with Children (WWC) 
or application (APP) number.* Except in some cases, 
workers can work with children with a verified APP 
number. Once they get their WWC number, it will also 
need to be verified. There are penalties for having 
workers in child-related roles who are not legally 
permitted to work with children. Employers can also be 
penalised for not verifying their workers’ WWC or APP 
numbers.

Definition of employer

Section 5 of the Child Protection (Working with 
Children) Act 2012 defines an employer as:

(a)  a person who, in the course of business,
arranges for the placement of a person in
employment with others, or

(b)  a person who engages a person under a
contract to perform work, or

(c)  a person who engages a worker to
perform work as a volunteer for the
person under an agreement (whether
written or unwritten).

Employers not only have a legal responsibility to  
verify the WWC number of all child-related workers in 
the organisation, but they also need to verify the worker 
has the correct class of clearance (paid for employees 
or free for volunteers). The letter at the end of the WWC 
number indicates the class of clearance. E indicates it is 
an Employed paid class and V a Volunteer unpaid class. 
For example, WWC9234567E or WWC9234567V.  
(APP numbers do not indicate the class of clearance.)

Record keeping
Section 9A of the Child Protection (Working with 
Children) Act 2012 also requires employers to create 
and retain records of all workers’ Check clearances. 
This includes their full name, date of birth, WWC or APP 
number, and the expiry date of each clearance. 

To assist organisations maintain the correct records 
the OCG has developed a template that tables the 
information that needs to be kept. This is available on 
page 58 of this handbook and can also be downloaded 
from the OCG website. Organisations can choose how 
to maintain these records (whether electronically or on 
paper) but they need to have them available for auditing 
and monitoring purposes if required. Organisations 
can be penalised for failing to create and retain these 
records. 

Employers will verify their workers in the OCG’s 
employer portal, where they will learn whether a 
worker is legally allowed to work with children or not. 
To gain access to the portal, the employer must first 
register as an employer (see ‘Definition of employer’ in 
the left-hand column). The organisation self-manages 
this registration, and updating the information is the 
responsibility of the employer. 

Before registering, it is important to establish which 
workers are in child-related work as there is no 
requirement for them to hold a WWC number if they  
are not. 

When workers who do not need a Check are asked 
to have one it puts increased pressure on the WWCC 
processing system. Only child-related workers need  
a WWCC.

*Verifying means confirming online the worker has a valid Working with Children Check. How to do this is explained later in the handbook. 
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What is child-related work? 
Section 6 of the Child Protection (Working with Children) Act 2012 and Part 2 of the Child Protection (Working with 
Children) Regulation 2013 describe child-related work.

What follows is an overview to assist organisations determine if a worker is required to obtain a WWC or APP number 
before commencing work. If they are still unsure if a particular role is child-related they should refer to our website or 
seek legal advice. 

First, organisations should determine if their work or sector is defined by the Act as being a child-related setting.

Child-related settings

• Child development and family
welfare services

• Child protection

• Children’s health services

• Clubs or other bodies providing
services for children

• Disability services

• Early education and child care

• Education

• Entertainment for children

• Youth centres

• Out-of-home care facilities

• Justice centres

• Religious services

• Residential services

• Transport services for children

• Schools

If the organisation engages with children and has legal obligations under the Act, it must then establish which role (or 
roles) within it are considered child-related. Not all roles in a child-related organisation are child-related. For example, 
workers who do not have direct face-to-face contact with children would not require a WWCC, including cooks, 
cleaners and administrators (who do not have access to confidential children’s records*).

A worker is engaged in child-related work for the purposes of the WWCC if the worker:

• has direct contact with children in one of the child-related settings above (direct contact means physical or
face-to-face contact that is a usual part of the work; it can also mean direct contact that occurs online or
over the phone)

• works in a child-related role specified in the legislation that may or may not always involve direct contact
(this includes the heads of child safe organisations as well as counsellors and people providing education
services online such as tutors).

Note: Only the entity considered the ‘employer’ can legally verify the WWCC. Where sub-contractual arrangements 
exist, the contractor should ensure the subcontractor has verified the WWCC of all staff in child-related roles. 
Relationships between entities, contractors and subcontractors are nuanced. If clarification regarding verification is 
needed, please contact us. 

*An employer would need to put in an application to the OCG to have the work deemed ‘child-related’. If it’s approved, an employer can, in writing, ask the worker to get 
the check. 
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https://legislation.nsw.gov.au/view/html/inforce/2022-09-01/sl-2013-0156?query=VersionSeriesId%3D%223fba69de-c6b8-4d62-b866-ac5ea4cc77b7%22+AND+VersionDescId%3D%2235749d5c-a8c2-4f0f-b84d-a75e38de2783%22+AND+PrintType%3D%22reprint%22+AND+(VersionDescId%3D%2235749d5c-a8c2-4f0f-b84d-a75e38de2783%22+AND+VersionSeriesId%3D%223fba69de-c6b8-4d62-b866-ac5ea4cc77b7%22+AND+PrintType%3D%22reprint%22+AND+Content%3D(%22child-related+work%22))&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3ERegulations%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3EEPIs%3C%2Fspan%3E%22%2C+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3EAll+Content%3C%2Fspan%3E%22%2C+Exact+Phrase%3D%22%3Cspan+class%3D%27dq-highlight%27%3Echild-related+work%3C%2Fspan%3E%22%2C+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E01%2F09%2F2022%3C%2Fspan%3E%22#pt.2
https://ocg.nsw.gov.au/contact-us


Non child-related work
Under Part 2 of the Child Protection (Working with 
Children) Regulation 2013 there are defined roles that 
are not considered child related, which means they do 
not require a Working with Children Check. They include 
the following.

 • Section 6 (4) Work as a student in the course of a 
student clinical placement in a hospital or other 
health service. 

 • Section 7 (3) Work as a referee, umpire, 
linesperson or otherwise as a sporting official or a 
groundsperson if the work does not ordinarily involve 
contact with children for extended periods without 
other adults being present.

 • Section 8 (2) Work in providing respite care or other 
support services if the work does not ordinarily 
involve contact with children for extended periods 
without other adults being present.

 • Section 11 (3) Providing food or equipment at or for 
a sporting, cultural or other entertainment venue or 
providing a venue.

Exemptions
The Act exempts certain workers from requiring a 
WWCC who would ordinarily fall within the definition 
of child-related work. The exemptions are listed in 
Part 4 of the Child Protection (Working with Children) 
Regulation 2013.

The exemptions are listed below as a general overview. 
For further clarification please refer to the legislation.

 • A person under the age of 18

 • A parent or close relative who volunteers:

 – in an activity of which their child usually 
participates or is a member of

 – in an activity in their child’s school, education 
and care service or other educational institution 
unless:

 • the work involves personal care services to 
children with disabilities involving intimate 
contact with children e.g. toilet or bathroom 
services; or

 • the parent volunteer provides mentoring 
services as part of a formal mentoring program

 • A police officer (in their role as a police officer)

 • An ancillary worker who provides administrative, 
clerical or maintenance services – if the work does 
not include contact with children for extended 
periods

 • Work that is not more than a total of five working 
days in a calendar year, if the work involves minimal 
direct contact with children or the worker is 
supervised when children are present

 • A worker visiting NSW for a one-off event such as a 
jamboree, sporting or religious tour and the work is 
less than 30 days in any calendar year

 • A visiting speaker, adjudicator, performer, assessor 
or similar visitor at a school or other child-related 
setting

 • A health practitioner:

 – in a private practice (where the work does not 
ordinarily involve the treatment children without 
one or more adults present)

 – who is working and visiting NSW and the work 
does not exceed 5 days in any 3 month period 

 – who holds a clearance interstate (or is exempt 
from holding a clearance in their home state) and 
who works in NSW for less than 30 days in any 
calendar year 

 • Work that is carried out in an informal or domestic 
arrangement

 • The co-worker or supervisor of a child worker  
(i.e. a person under the age of 18 who is employed)

 • A home care worker as defined by the Aged Care Act 
1997 where the clients are not primarily children

 • A worker whose work involves direct contact only 
with children who are a close relative of the worker, 
other than a worker who carries out the work in the 
capacity of an authorised carer

 • The birth parents of a child who are in the household 
of an authorised carer.

Please refer to the Regulation for further clarification of 
all exemptions.

Exceptions
The following are exceptions to the exemptions  
(which mean the person must hold a valid WWCC):

 • providing personal care services to children with 
disabilities (that is, services that involve intimate 
contact with children such as assistance with 
toileting, bathing or dressing)

 • mentoring services as part of a formal mentoring 
program provided by a government or  
non-government agency

 • attending an overnight camp for children.
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WWCC requirement flow chart

Is the person: 

 • an approved provider or manager of an 
education and care service

 • a certified supervisor of an education and 
care service

 • an authorised carer

 • an assessment officer (within the 
meaning of section 27A of the Children 
and young persons (Care and Protection) 
Act 1998)

 • the principal officer or member of a 
governing body of a designated agency

 • the principal officer of an accredited 
adoption service provider 

 • a prospective adoptive parent, guardian  
or adult residing with them or kinship 
carer

 • an adult person residing in the home of a 
person authorised to provide home care 
services including family day care

 • in a role deemed child-related by the 
Children’s Guardian because of the nature 
of the records the worker has access to 
about children.

Needs  
WWCC

Is the work of the 
organisation defined 

as a child-related 
setting?

Does the work include 
direct contact with 
children either in a 
physical setting, on 
the phone or online?

Is the nature of  
the work subject  
to an exemption?

Do you provide 
personal care 

services to children 
with disabilities or 
mentoring services 
to children, or are 
you intending to 

attend an overnight 
camp for children?

Does 
not need 
WWCC

Y Y

Y

Y

Y

N

N

N

N

N

Note: If organisations require workers to apply for a WWCC when they are not in child-related work, the value of 
the Check is diminished and may contribute to community complacency. The WWCC is not intended to be used in 
situations where it is not legislatively required.
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WWCC responsibilities
Worker (paid or unpaid) Employer

• Worker applies for the check online and discloses
all names or aliases

• Receives an application number that starts with
APP (this number is not active until the next step is
completed)

• Provides proof of identity (and payment if required)
to Service NSW

• Someone with an active APP number is legally
allowed to be in a child-related role despite
organisations perhaps having their own policies that
do not allow this

• Provides WWC number to employer once it is
received

• Renews WWCC when they receive their reminder
three months from expiry - information should be
kept up to date so the OCG knows where to send the
reminder to

• If barred from working with children (including
automatic bar, decision bar or interim bar) the worker
cannot be in child-related work – see page 42 and
the Glossary on page 6 for more information on bars

• Using the online employer portal*, the employer
creates an account (known as employer registration)

• The registration process requires the employer to
nominate two contact people to receive information
about barred workers

• When employer registration is complete, the
employer will receive a registration number that they
can then use to verify the APP or WWC numbers of
every worker, paid or unpaid, in child-related work,
to ensure they can legally work in a child-related role
(some organisations do not allow APP holders to be
in child-related work, including the NSW Department
of Education and NSW Health)

• Keeps records of the WWCC status of all its
child-related workers and monitors expiry to ensure
WWC numbers remain valid

• Ensures any barred person does not start or continue
to work in a child-related role

It is the responsibility of the worker to obtain a WWC or APP number. A WWCC clearance lasts five years. After this 
time it will expire and the employee will need to renew it if they want to continue in child-related work.

Penalties apply to adults in child-related work who do not hold a current APP or WWC number. Penalties also 
apply to employers who engage adults without a current APP or WWC number in child-related work, or they fail 
to verify the WWCC status of their adult workers.†

*Employers should use the employer portal. Parents and carers verifying tutors and other people working one-on-one with children should use the parent’s portal. 
(See page 39 for more information.)

†Employers are obligated to ensure their staff have a Working with Children Check clearance and they’re liable for penalties if they fail to comply. Employees are 
required to hold a relevant WWCC clearance. As these obligations apply to employers/employees separately, and liability applies separately, an employer cannot meet 
an employee’s legal obligations under the Act.
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Employer registration 
and verification

How to register as an employer
The following steps explain how to register as an employer. Registering as an employer allows nominated personnel 
in the organisation to access the register of clearances. 

Step 1: From the OCG homepage, click ‘Working 
with Children Check’ then scroll down to ‘Employer 
login and verify’, or head straight to the login page 
where you can register as an employer.

Step 2: Under the login details, click ‘Register as 
an employer’ to open up the online registration 
form.

Step 3: Complete the registration form, which will 
ask for:

• organisation details

• username and password

• the names and contact details of two people
in the organisation authorised to speak to the
OCG about WWCC matters

•  service profile.

An organisation’s details are the responsibility of the organisation to maintain. If contact details change the 
organisation must update the information.
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Step 4: Submit the online form to be registered 
with the OCG. Organisations can then log into 
the system to verify workers using their chosen 
username and password.

Before you submit the form you will need to complete 
a security screening - simply enter the numbers or 
letters displayed.
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Once registration is complete organisations will need to remember the nominated username and password as these 
will be needed to access the register of clearances for verification of WWCC statuses.

Employers have a legal responsibility to verify their workers’ APP or WWC numbers. 

Only after an organisation has verified its workers’ WWC or APP numbers will the OCG know who to notify if 
one of its workers becomes barred.



Username and password requirements 
Organisations choose their usernames and passwords, and if they need to reset a password an email will be sent to 
the email address the organisation nominated when they registered.

Requirements for a username include the following.

Username requirements Password requirements 

Must contain between five and 15 characters Must contain five and 10 characters

Must start with a letter Must contain at least one letter

Must not contain spaces or special characters Must contain at least one number 

May contain numbers or underscores Must contain at least one special character 

For example: 

Username: sydney_kids

Password: sydney_kids1!

Nominated contacts
Organisations are asked to nominate two contact people when they register. The OCG will contact these people 
if a worker the organisation has verified is subsequently barred. It is therefore very important these contacts be 
authorised to respond to a bar and be the appropriate people in the organisation to receive that information. 

Important!

If either one of the two people nominated as contacts change, or both do, organisations should immediately 
update the system with the new details of who has replaced them. If the status of a worker changes these 
are the only people the OCG is authorised to talk to. This is particularly important to remember in volunteer 
organisations where there is often a high turnover of staff as parents come and go each year.

38  Child Safe Recruitment and the Working with Children Check



All workers with a verified WWC number are continually monitored for any new police or workplace records that may 
indicate they are a risk of harm to children, and they can be barred at any time. 

Apart from it being a legal obligation, the following figures further illustrate why verifying is important.

Between 2016 and 2022, over 4,800 people have been barred from working with children. Of these, 52 per 
cent were never verified by an employer, which means the OCG had no one to contact to make sure that person 
wasn’t working with children.

Of these people, over 2,400 were WWCC clearance holders whose clearance was rescinded because of 
information the OCG received.

This is why it’s important that child safe organisations don’t solely rely on the Check but also have robust risk 
management strategies in place.

Simply being shown a WWC number is not enough to ensure the worker is cleared to work with children. Accessing 
the WWCC database to verify workers is the only way to legally confirm a person is cleared to work with children in 
NSW, and that can only be done through employer registration online.

Note: Parents and carers employing tutors, trainers or other adults for one-on-one time with their children are 
also able to verify the person’s WWCC clearance online. If the tutor or other person engaged to work with a 
child has linked their WWCC clearance to their Service NSW account, the parent or carer can ask them to show 
it on their phone. It will generate a QR code (valid for 15 minutes) that the parent or carer can scan to verify the 
person’s WWCC status. (It will only indicate if their clearance status is current and clear.) 

Employers should verify workers using the employer portal on the OCG website. Only parents and carers 
should use the parent and carer portal.

Office of the  
Children’s Guardian

Worker

Employer
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When to verify workers?
The WWCC status of workers needs to be verified when:

 • they engage with your organisation with an APP 
number

 • they engage with your organisation with a WWC 
number

 • they renew their WWC number.

When verifying, ensure the worker has the right  
class of Check. A volunteer with a ‘V’ (volunteer) WWC 
suffix cannot work in a paid role. Initial verifications  
of APP and WWC numbers should be done as a  
pre-employment screening. That is, before they 
commence in their new role. New workers need to be 
verified before they can begin working with children.

How to verify a WWC  
or APP number
Once a worker has applied for a WWCC clearance 
they will initially be given an APP number while their 
application is processed. This number will only appear 
in the database once the applicant has provided proof 
of identity at a Service NSW service centre and paid for 
their application if they are in paid work. In more than 
85 per cent of cases the worker will receive their WWC 
number within 48 hours. However, there are instances 
where this can take longer.

A worker can begin working in a child-related role with 
an APP number. However, organisations must comply 
with their legal obligations to verify the WWCC status 
of their workers. If the person is barred, and their APP 
number has been verified, the OCG will get in touch with 
the nominated contacts at the organisation to let them 
know to remove the person from child-related work. 

A WWC or APP number is not proof of identity. 
Organisations must still be satisfied that the 
person presenting with a WWC or APP number is 
the person named in their identifying documents.

Verifying a person’s identity should form part of 
the pre-employment screening process.

A WCC number will only be issued in a person’s 
legal name. If they are known by any other name, 
organisations will not be able to search this name 
in the database. 
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Verifying the APP number before the WWC number is 
issued means an organisation has already registered 
with the OCG. However, organisations still have an 
obligation to verify the WWC number as soon as it is 
assigned to the applicant. 

From time to time a person will fail to declare all 
previous names or aliases. Once the OCG becomes 
aware of an undeclared alias, the person’s application 
will be terminated. The person will have to re-apply, 
making sure they declare all previous names. If the 
person has paid for their application they will need to 
pay again. 

If an organisation has verified the WWC or APP number 
of an applicant whose matter is then closed, it will have 
to re-verify their new WWC number.

WWCC clearances expire after five years. At that time, 
workers apply to renew their clearances. Organisations 
then need to verify they have received the renewal.

Remember, a paid WWCC has a number ending in an E 
and a volunteer WWCC has a number ending in a V. 

As an employer you have a legal obligation to ensure 
the worker has the correct class of clearance.

Organisations can verify up to 50 numbers at once.  
You will need the workers’:

 • APP or WWC numbers

 • family names (surnames)

 • dates of birth.



How to verify a WWCC

Step 1: Log into the employer portal using the 
username and password that was created when 
registering.

If you’ve forgotten your username or password, click 
on ‘Reset your password’ and enter your email address 
to retrieve your login details.

Step 2: The organisation’s online profile will open 
up. Click on the ‘Verify Working with Children 
Check status’ tab.

By using the ‘add’ button to create additional fields, 
organisations can verify more than one person at a 
time.
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WWCC statuses
Status Meaning

Application in progress A Working with Children Check application is being processed and the applicant may 
work with children if they provide their APP number. (Legislative requirements for the 
NSW Department of Education and NSW Health mean it is mandatory for workers to 
have a WWCC clearance to work with children. This means they cannot work with an  
APP number.)

Cleared The applicant has a Working with Children Check clearance that is valid until the expiry 
date unless the OCG gets in contact before that time.

Barred The applicant has been barred from working with children and it is an offence to engage 
this person in a child-related role.

Interim barred The applicant has been temporarily barred from working with children while further 
information is obtained and a determination is made. It is an offence to engage this 
person in a child-related role.

Not found The database cannot find a matching Working with Children Check because:

 • the data entered for verification (name, date of birth, and WWC or APP number) has 
errors

 • the person’s application has been withdrawn or terminated without an outcome

 • the person has not completed an application for a Working with Children Check  
(that is, they haven’t paid or provided proof of identity).

It is an offence to engage this person in a child-related role.

Expired The person’s WWCC clearance has expired and they haven’t renewed it. It is an offence 
to engage this person in a child-related role.

Closed The person applied for a WWCC clearance but the application has been closed. This 
might happen if a person is being risk assessed and they fail to provide requested 
information, fail to declare an alias or a name they’ve previously been known as, provide 
a duplicate application or wish to surrender their clearance.
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Ongoing monitoring
Unless the person becomes barred or their WWCC is 
closed, a Working with Children Check clearance will 
remain valid for five years. During this time clearance 
holders will be subject to ongoing monitoring for any 
new offences.

If a relevant new record comes from the police or a 
workplace, it may lead to the worker becoming barred 
before the five-year expiry date. If this happens, the 
employer will be notified using the information supplied 
during the employer registration process.

If an organisation has not verified a worker online and 
that person becomes barred, the OCG will not be able to 
notify the organisation about it.

If an organisation is notified that someone has 
become barred

Only the current status of the Working with 
Children Check will be shared with an employer. 
Information, including details of the reason for a 
bar, criminal records or workplace records will not 
be shared.

In most circumstances notification will initially occur 
over the phone to one of the contacts the employer 
nominated during registration. This is then confirmed in 
writing and addressed to the relevant officer. The letter 
will outline the legal implications of a barred status and 
the action the employer is required to take.

Organisations are then required to confirm, in writing, 
that the worker has been removed from child-related 
work.

Managing a barred worker
A person who is barred cannot work in a child-related 
role. It is an offence to continue to employ a person in 
a child-related role if they do not hold the appropriate 
clearance. Section 9 of the Child Protection (Working 
with Children) Act 2012 states employers must require 
clearance or current application.

(1)  An employer must not commence employing, 
or continue to employ, a worker in child-
related work if the employer knows or has 
reasonable cause to believe that:

 (a)  the worker is not the holder of a working 
with children check clearance that 
authorises that work and that there is no 
current application by the worker to the 
Children’s Guardian for a clearance of a 
class applicable to that work, or

 (b) the worker is subject to an interim bar.

Penalties exist for organisations that fail to ensure a 
person in child-related work has a WWC number. The 
OCG may also consider further legal action. 
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Record keeping requirements 
The OCG may audit an employer’s Working with 
Children Check records at any time. 

Section 40 of the Child Protection (Working with 
Children) Act 2012: Power to compel production 
of information for monitoring or auditing 
purposes

If an organisation is selected for audit it will be sent a 
notice that includes a form to complete and return. 

At the time of printing audits take place either in person 
or online. As well as questions about how it is meeting 
its WWCC obligations, an organisation’s nominated 
representatives may be asked how it meets other 
obligations of the Child Safe Scheme.

It will be asked about the WWCC records it is required 
to keep such as: 

 • workers’ full names

 • workers’ dates of birth

 • workers’ WWC and APP numbers 

 • expiry dates of WWCCs

 • the dates APP and WWC numbers were verified

 • the class of all WWCC clearances (paid or volunteer).

Organisations can choose how to keep these records 
(either on paper or a database) but they are obligated to 
provide records to the Children’s Guardian when asked.
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Appendices



You can download a range of templates relating to child safe human resources at ocg.nsw.gov.au/our-resources

Appendix A: Interview template

 

Interview template 

Place your 
organisation’s 

logo here 

Place your organisation's name here 

Interview template 

Adapt this template to suit your organisation’s requirements. 

Position title       

Name of applicant       

Interviewers       

Date       

 
Welcome applicant, introduce interviewers, and describe the organisation and the role. 
 
1. What interests you about the role? 

      
 
 
 
 

2. What skills and experience can you bring to our programs, activities or services? 
      
 

 
 
 
3. Can you tell me what you understand about our Child Safe policies? What do you think of them? 
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Interview template 

Sample behavioural questions 
4. Can you describe a time when you have worked well with children. What happened and what was 

the outcome? 
      
 
 
 
 

5. Can you describe a time when you have had to respond to a child with challenging behaviour, what 
happened and how did you deal with it? 
      

 
 
 
 
6. Can you describe a time when you have helped a child, what happened and what was the outcome? 

      
 
 
 
 

7. Have you had to work with a child you found uncooperative? What did you do? 
      
 
 
 
 

8. Have you worked with someone who you thought was a good child-related leader? What 
characteristics did they model that particularly impressed you? 
      
 
 
 
 

9. Can you describe your understanding of 'child safe' as opposed to 'child protection'? 
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Interview template 

 
10. How do you think children you've worked with in former roles would describe you? 

      
 
 
 
 

11. Have you ever had to respond to a worker whose behaviours around children concerned you? What 
did you do? (Or what would you do if you experienced this?) 
      
 
 
 

Sample scenario-based questions 
12. You’ve entered a room and witnessed two children becoming increasingly frustrated with each other 

over the ownership of a piece of equipment. One of the children has behavioural issues and is known 
to bite other children. What do you do? 
      

 
 
 
 
13. A colleague, who is great with children, has told you that they take pictures of them while at the 

centre and send them to their parents using their phone. How would you respond? 
      

 
 
 
 
14. Your co-worker has just strongly disciplined a child for what you believe to be a minor matter. How 

do you deal with it? 
      

  
 
 
 
 
15. You've been asked to support the engagement of a child-related organisation with your local 

community - how would you go about this? 
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Interview template 

16. How would you go about ensuring children in a child-related organisation are able to participate in 
the decisions made by the centre? 
      

 
 
 
 
17. Can you describe three things you'd do if you were asked to review a policy or procedure? 

      
 

 
 
 

Other comments: 
      
 
 
 
 
 
 
 
 

Surname       First Name       

Role applied for       WWC number*       

Date verified       Outcome (cleared, 
barred etc) 

      

 
*If someone has just applied for a WWCC, they will have an APP (application) number not a WWC number. They are allowed to work in  
child-related roles. You should verify their APP number, and then their WWC number when they obtain it. More information on this is in the 
WWCC section of this resource. 
 
 
 

Panel member Position Signature Date 

Name                   

Name                   

Name                   

 

This template was developed by the NSW Office of the Children’s Guardian.  
For more free child safe templates and other resources, please go to ocg.nsw.gov.au/our-resources 
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Appendix B: Referee interview template

Referee interview template 

Place your 
organisation’s 

logo here 

Place your organisation's name here 

Referee interview 
template 

Adapt this template to suit your organisation’s requirements. You are 
not required to ask every question, however the more you ask the more 
knowledge you’ll have of the prospective employee. 

Candidate name 

Referee name 

Organisation 

Referee position Date 

Referee email Phone 

Engagement period Reference check 
conducted by 

Suggested introduction. Please replace the word 'candidate' with the person's name. 

‘Candidate’ has provided your name, as a referee, and I’d like to obtain some information from you about 
them. Under privacy laws, ‘candidate’ can now access the information you give us. Equally, you may 
gain access to the information that you give me by contacting our Human Resources unit. Are you happy 
to proceed? 
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Referee interview template 

Introductory 
1. Describe the nature of your relationship to ‘candidate’. (Are they ‘candidate’s’ manager, etc?) 
2. Can you please confirm their employment record (including position, responsibilities, start, and finish 

dates) 
3. Can you please confirm remuneration details where possible (confirm base, superannuation, bonus/ 

commission). 
4. What were the key technical aspects of the role and how well did ‘candidate’ perform them? 
5. What key behaviours and personal attributes were required to successfully perform this role and how 

well did ‘candidate’ demonstrate these? 

Candidate’s skills 
6. Who did this role require the candidate to liaise with on a regular basis, and how well did they 

communicate with them? 
7. As far as you're aware, has the candidate been subject to any disciplinary action regarding children, 

or been engaged in any concerning or unacceptable behaviour? 
8. Was ‘candidate’ responsible for managing people? If so, please comment on their management skills 

and style of management. 
9. What do you consider to be ‘candidate’s’ main strengths (explore technical skills, personal attributes 

and anything else of relevance)? 
10. Please describe any areas of improvement you observed (such as where support and training was 

required). 
11. What were ‘candidate’s’ most significant achievements in your organisation? 
12. To what level do you think they met the desired objectives of the role (explore and ask for 

examples)? 
13. What management style does ‘candidate’ respond to best? 
14. What was the level of drive and motivation ‘candidate’ displayed while working in your organisation? 
15. Please comment on ‘candidate’s’ attendance record (including punctuality and reliability). 
16. Please comment on ‘candidate’s’ honesty and integrity. 
17. Work, health and safety is a critical component of every workplace. Please describe ‘candidate’s’ 

commitment and approach to work, health and safety (explore in further detail if applicable). 
18. Please explain, as you understand it, ‘candidate’s’ reasons for leaving (where unsure, attempt to 

determine whether the parting was amicable). 
19. What roles do you think candidate would be suitable for in the future? 
20. Please comment on how suitable you think they are for the job they’ve applied for (where 

appropriate). 
21. Do you have any further comments that would assist us in considering ‘candidate’ for this role? 
22. Hypothetically, would you or your company re-employ ‘candidate’? 
23. Do we have permission to disclose your comments to selected potential employers if required? 
24. May we contact you again for any further clarification? 
 

This template was developed by the NSW Office of the Children’s Guardian.  
For more free child safe templates and other resources, please go to ocg.nsw.gov.au/our-resources 
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Appendix C: Role description template

 

Role description template 

Place your 
organisation’s 

logo here 

Place your organisation's name here 

Role description  
template 

Use this template to help develop role descriptions for your 
organisation. 

Role title 

 
Description of organisation (brief description of the organisation and its activities) 

 
Primary purpose of role (Brief description of how the role contributes to the overall work of the 
organisation) 

 
Duties of this role (Outline the duties the worker will carry out on a day-to-day basis) 

 
Objectives of this role (List 3 or 4 key objectives – at least one should refer to how the role contributes 
to maintaining a Child Safe environment) 
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Role description template 

 
Accountability (Identify the role title the worker reports to e.g. Manager, Director etc.) 

 
Conditions of appointment (Specify if the position is full-time or part-time, and what hours will be 
worked. Mention whether it is a volunteer or paid position, and detail pay and conditions) 

 

Performance criteria 

Qualifications       

Knowledge and skills       

Experience       

Personal qualities       

Availability       

Other requirements       

Policy expectations       

Pre-engagement checks       

This template was developed by the NSW Office of the Children’s Guardian.  
For more free child safe templates and other resources, please go to ocg.nsw.gov.au/our-resources 
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Appendix D: Working with Children Check checklist
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Appendix E: Working with Children Check record keeping template
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