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Safe Working Practices
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This Child Protection Policy template has been developed by Child Matters in alignment with best practice standards and in compliance with the legislative requirements outlined in the Children’s Act 2014.  
Organisations are welcome to adapt this Policy to meet their specific needs; however, it remains their responsibility to ensure that any modifications continue to uphold current best practice and comply with all relevant legal obligations.
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[bookmark: _Toc189220343][bookmark: _Toc221542473]Safe Working Practices
[bookmark: _Toc189220345]When staff find themselves in a position of trust with children, there is always the potential for exploitation and harm of these children.  Click or tap here to enter text. staff have a responsibility to ensure that an unequal balance of power is not used for personal advantage or gratification.  All staff have a responsibility to understand what constitutes appropriate behaviour in relation to children.  All staff have a responsibility to maintain appropriate standards of behaviour and to report lapses in these standards by others.
This procedure document reinforces the need for high standards of behaviour by Click or tap here to enter text. staff in order to protect children from abuse and at-risk situations, and to protect staff from unwarranted suspicion.
Staff should always maintain appropriate professional boundaries and avoid behaviour which might be misinterpreted by others.  Staff who work with children should act in a way that is considered to be safe practice.  This includes but is not limited to:
· Avoiding situations where they are alone with a child
· Ensuring that they are visible to others when with a child
· Using an open-door policy where possible
· Treating all children with respect at all times, regardless of their gender, race, religion, political beliefs, age, physical or mental health, sexual orientation, family and social background and culture, economic status, or criminal background
· Avoiding circumstances where their behaviour (both verbal and physical) may be misinterpreted as hostile, suggestive, inappropriate, offensive, or neglectful
· Promoting an environment where children feel safe and comfortable in the care and contact of Click or tap here to enter text.
· Not transporting a child, other than their own, alone at any time, other than in an emergency situation
· Acting swiftly to ensure that any perceived risk to a child is immediately reported
· Not taking, or displaying, images of children unless they have consent to do so from the child’s caregiver(s), and the child themselves if appropriate
· Ensuring that all interaction and communication with children, by whatever means, is transparent and open to scrutiny.
[bookmark: _Toc199241597][bookmark: _Toc221542474]Responding to low-level concerns
A low-level concern is where a staff member or volunteer has acted in a way that is in conflict with the standards set by your organisation, such as specified in the organisations Code of Conduct.  Where low-level concerns exist, this could still warrant a referral or report to a statutory agency, and this should be done in line with your Child Protection Policy and with further consultation.
It is important to respond to low-level concerns as this sets the standards for acceptable behaviour and supports a culture of prioritising child safety and wellbeing. 
The Designated Person should seek advice Oranga Tamariki or the New Zealand Police if required  
All low-level concerns must be recorded in writing including:
· Details of the concern
· Who the concern relates to
· Date, times and location 
· What action has been taken.
All records must be kept confidentially and securely in line with the Privacy Act 2020.
All concerns must be regularly reviewed by the Designated Person for Child Protection, or other nominated person. 
The following steps should be taken
· Speak to all adults involved (unless advised by a statutory agency not to)
· Decide if any disciplinary or other action should be taken
· Record all actions take and decisions made
· Discuss with management whether any additional training or policy reviews are required.
[bookmark: _Toc221542475]Physical Contact 
When physical contact is made with a child or young person this should be in response to their needs at the time, of limited duration and appropriate to their age, stage of development, gender, ethnicity, and background.  Staff should always use their professional judgement, observe, and take note of the child’s reaction or feelings and use a level of contact and/or form of communication which is acceptable to the child for the minimum amount of time necessary.
[bookmark: _Toc221542476]Physical Restraint
The use of physical intervention should always be avoided unless it is necessary to prevent a student or young person from injuring themselves or others. 
Refer to the Education (Physical Restraint) Rules 2023 and the Education and Training Act 2020.
[bookmark: _Toc221542477]Communication
Any communication between children and adults, by whatever method, should take place within clear and professional boundaries.  This includes technology such as mobile phone, text messaging, emails, digital cameras, videos, webcams, websites, social media, and blogs.
Staff should not share any personal information with a child or young person.  They should not request, or respond to, any personal information form the child, other than that which might be appropriate as part of their professional role.
Staff should ensure that all communications are transparent and open to scrutiny.
All communication between staff and children should be for professional purposes only.  At no time should communication be for personal reasons or to entice a friendship or relationship with a child.
If at any time a staff member suspects that inappropriate communication has occurred between a staff member and a child, it should be reported to the Designated Person for Child Protection immediately.
[bookmark: _Toc221542478]Managing Challenging Behaviour
Click or tap here to enter text. recognises that at times there will be children or young people who have more complex needs and may present with challenging behaviours. 
When it comes to children with challenging behaviour, where practicable, individual care plans outlining specific difficulties and individual needs may need to be developed.  
Click or tap here to enter text. will ensure that staff working with children with challenging behaviour are provided with adequate, and tailored, training and support to keep themselves safe and to best support the individual child.
[bookmark: _Toc221542479]Supervision of Children
All efforts are made to ensure that the Click or tap here to enter text. environment is safe for children.  Any visitors to Click or tap here to enter text. should sign in and be supervised.  No visitors are to be left alone with children or young people.  
[bookmark: _Toc221542480]Private Spaces
Staff are not permitted to enter a private space, such as a toilet, bathroom, dorm room, or changing facility while it is being used by a child or young person. 
In the event that an adult is required to enter a private space that is being used by child or young person, they must ensure that they have at least one other adult with them and that they knock, announce themselves, and wait for permission prior to entering.
Staff will ensure that they are not alone with a child or young person. If it is not practicable to have another adult or staff member present, an “open door” policy should operate, ensuring that the child and the staff member are visible to others.
Except in emergency situations, no child is to be removed from the premises by anyone other than the child’s parents or caregivers without written permission. 
[bookmark: _Toc221542481]Photographs, videos, images, and recordings
Written consent should be obtained for all photographs to be taken and/or displayed of children, whether they are intended for internal or external use.  This includes, but is not limited to, the posting of images on social media.  
Where possible, all photographs and recordings should be carried out using Click or tap here to enter text. equipment and not with personal devices.  Where this is not possible, photographs and/or recordings taken on personal devices should be transferred to Click or tap here to enter text. equipment and deleted from the personal device at the earliest opportunity.  
[bookmark: _Toc221542482]Transportation
All precautions should be taken to ensure that when transporting children, their safety and wellbeing is paramount.
Only approved, fully licensed adults will be responsible for transporting children.  All adults must be free from alcohol and non-prescription drugs.
All vehicles transporting children must be roadworthy, with a current Warrant of Fitness and registration, and the maximum passenger number should not be exceeded.  Safety belts must be used.
Parents and caregivers must give written consent for their child to be transported by a designated member of Click or tap here to enter text. staff.
Drivers should not deviate from the agreed route and should carry a mobile phone with them at all times in case of emergencies.
Children should not be transported alone, except in an emergency, or as necessary for the health and safety of the child.
In circumstances where transporting a child is unavoidable due to an emergency situation or where it is required for the health and safety of the child, staff should:
· Let the child’s caregiver know what is happening, where they are going, and when they will be back
· Let the Designated Person for Child Protection know the situation
· Ensure that the child sits in the back seat of the vehicle.
[bookmark: _Toc221542483]Trips and Excursions
Before any trip, caregivers will be informed by written notice of the details of the trip, including but not limited to:
· The venue
· The method of transport
· The date
· The time
· The contact details of the trip organiser.
Caregivers must give written consent for their child to attend any planned trip.
All adults taking part in the trip or excursion should be appropriately safety checked prior to the trip or excursion taking place.
[bookmark: _Toc221542484]Programmes and Events
At all times children participating in Click or tap here to enter text. programmes are to be treated in a way that is both physically and verbally safe and respectful – actively encouraging participation and engagement, mutual respect, and support.
At no time will children participating in a Click or tap here to enter text. programme be punished or disciplined, either physically or verbally, or treated in a way that is degrading, humiliating, or causes unreasonable fear or anxiety.
[bookmark: _Toc221542485]Suicidal Concerns and Self-Harm
It is important to be aware that children or young people can harm themselves or attempt suicide.  When a child or young person identifies thoughts of suicide, or self-harming behaviour, this must be taken seriously and the Designated Person(s) and/or Click or tap here to enter text. notified immediately. 
If an immediate response is required to ensure their safety, contact the NZ Police or (local mental health services) 
Contact details
Name of crisis response service:
Phone: 
Self-harm, suicide and child protection issues can be distressing for everyone involved.  It is important that staff consider their own care and seek help and support from their line manager, or member of the leadership team. 
[bookmark: _Toc221542486]Boarding or Residential Facilities 
Boarding and residential facilities present a high risk in terms of abusive behaviour between adults and young people, and between young people. 
Staff working in the boarding or residential facility need to balance providing a relatively informal ‘home-like’ environment for young people in ways that do not compromise their strict professional boundaries, or the welfare of any young people involved. 
[bookmark: _Toc221542487]Historical Allegations 
Click or tap here to enter text. regards its child protection responsibilities with the utmost importance and is committed to acknowledging, and apologising for, any abuse to anyone entrusted in its care.  Click or tap here to enter text. is committed to providing redress and taking all steps to prevent any possible recurrence of abuse. 
Any person, collective group of persons, or advocate or support person may submit an allegation of historical abuse, either verbally or in writing, directly to Click or tap here to enter text..
[bookmark: _Toc221542488]Support and Supervision
It is recognised that working with cases involving abuse of children can have an impact on the wellbeing of staff.  Dealing with these situations can be challenging and has the potential to trigger all kinds of thoughts and feelings and therefore, self-care is important.  Click or tap here to enter text. will ensure, wherever possible, that staff involved with protection cases receive the necessary support.
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