
 

Department of Communities and Justice | Legal 
Locked Bag 5000 

Parramatta NSW 2124 
www.dcj.nsw.gov.au 

 
5 July 2023 
  
 
By email:
 
 
Our ref: GIPA22/
 

NOTICE OF DECISION 
  
Dear 
  
I refer to your formal access application under the Government Information (Public 
Access) Act 2009 (GIPA Act).  
 
You applied for the following information: 
 

1. All documents held by the Department of Communities and 
Justice 

2. All documents held by the Department of Communities and 
Justice recording all policies and procedures to protect children from 
physical and/or sexual abuse that applied whilst our client was a 
child from 1966 to 1984; 
3. Details of any complaints regarding physical and/or sexual abuse 
perpetrated by including 
but not limited to: 

a. The dates of the complaints; 
b. The content of the complaints; 
c. Nature of the alleged abuse; and 
d. Whether the complaints were made in writing, orally or both. 

 
Following discussions to narrow the scope of your application, you agreed to the 
following scope on 19 June 2023: 

1. Child Protection Package (1986) 
2. Child Protection Policy and Procedure Manual (1982) 
3. Child Protection Policy and Procedure Manual Appendices (1984) 
4. Child Protection Guidelines Part 3 (1986) 
5. Operational Procedures for Children’s Services (1987) 
6. Operational Procedures for Children’s Services Appendices (1987) 



 
Out of scope 

In our acknowledgement letter we confirmed that records from other agencies and the 
personal information of third parties will be removed from the documents identified for 
release. These types of information therefore are considered out of scope of your 
application.  
 
Section 74 of the GIPA Act allows an agency to remove information that is out of scope 
of the original application. A number of redactions to the records of other agencies and 
the personal information of other persons and third parties have been made on the 
basis that this information is “out of scope” of your application.  
 
Decision 
  
I am authorised by the principal officer of the Department to decide your access 
application under section 9(3) of the GIPA Act. I have decided: 
 
• Under section 58(1)(a) of the GIPA Act, to provide access to the information sought 
in your access application. 
  
In this Notice of Decision I will explain my reasons. To meet the requirements of section 
61 of the GIPA Act, I need to tell you: 

a) the reasons for my decision and the findings on any important questions of fact 
underlying those reasons, and 

b) the general nature and format of the records containing the information you 
asked for, with reference to the relevant public interest considerations against 
disclosure. 

 
Public Interest Test 
 
In deciding your application, I was required to conduct a “public interest test” where 
the public interest considerations favouring disclosure of government information were 
weighed against those factors that do not favour disclosure. On this occasion, I have 
not identified any public interest factors against the disclosure of the information that 
you have requested.  
  
Therefore, in accordance with section 58(1)(a) of the GIPA Act, I have decided to 
provide you with a complete copy of the records that exist relevant to your application. 
The records are listed in the Schedule of Documents. 
 
Form of access 
 
Electronic copies of the records have been enclosed with this decision. 
 
Disclosure log 
 
If information that would be of interest to other members of the public is released in 
response to a formal access application, an agency must record certain details about 
the application in its 'disclosure log' (under sections 25 and 26 of the GIPA Act). 



 
In your application you did not object to details about your application being included 
in the disclosure log. Accordingly information that would be of interest to other 
members of the public will be included in the Departments disclosure log, excluding 
your personal information. 
 
Review rights 
  
If you disagree with any of the decisions in this notice that are reviewable, you may 
seek a review under Part 5 of the GIPA Act. You have three review options: 
  

 An internal review lodged with the Department’s Open Government, Information 
and Privacy Unit, within 20 working days of the date of this Notice; 

 An external review by the NSW Information Commissioner, within 40 working 
days of the date of this Notice; or 

 An external review by the NSW Civil and Administrative Tribunal, within 40 
working days of the date of this Notice. 

  
Further information about your review rights can be located on the Information and 
Privacy Commission’s website at https://www.ipc.nsw.gov.au/fact-sheet-your-review-
rights-under-gipa-act.  
  
If you have any questions regarding this matter, please contact myself or our office at 
infoandprivacy@dcj.nsw.gov.au.    
 
Yours sincerely, 
 

 
Gukby Sim 
Open Government Information and Privacy | Legal 
Department of Communities and Justice  

  



Schedule of Documents 

No. Description of record that 
contains the information 

Personal 
Information 

Yes/No 

Released 
or 

withheld 

Relevant public 
interest 

consideration(s) 
against 

disclosure 

1. Child Protection Package 
(1986) 

No Released None 

2. Child Protection Policy and 
Procedure Manual (1982) 

No Released None 

3. Child Protection Policy and 
Procedure Manual Appendices 
(1984) 

No Released None 

4. Child Protection Guidelines 
Part 3 (1986) 

No Released None 

5. Operational Procedures for 
Children’s Services (1987) 

No Released None 

6. Operational Procedures for 
Children’s Services 
Appendices (1987) 

No Released None 
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CHILD PHO'fECTIOII PQLlCY AND I'HOCEDUH~ MANUAL 

APPENDIXES ' 
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" 

Appe!!tdix 6 
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A~~_~a 

Appendix 9 

Appendix 10 

Appendix 11 

Appendix 12 

AppeDdU 13 

AppendiX 14 
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. :Child lit Risk Notifica tion1ol'lDs 
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Chi ld Protection Services , ~~ N;~': §86ih' ~'IJ~'i~'~ 
6a) Chart sb.9)1ing staff em'ployed in th~;f'De1>htlll{:Ot 

of Youth and Community Services C.l}ild , ' 
Protection Procrum , 

. 6b) Chart of government and commWli,\;y-'baacd 
services in New South Wales 
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'Montrose' Child Protection and ,Family Crinis Service 

Child Protection Audio Visual Catalogue 

Medical Examination Report Form - fora JIB 'to,. 

Information for Criai~ Care Wo~kers. 'Mon'trose' 
rer,arding urgent medioul treatment fnr a chilii where 
the purent refuses cnnsent. 

Medical Examination Order Form - Pora B8 49 

Departmental publication, SusPeCted Se~lD.z' Abu.se 
of ChUd'f'en - ~Guide to se.c:UElJ. examination of 
Children' • 

Pr~lcedUrlll r.\lidelin~s where cases of sexual 8SSElul t 
present to police or hosp1tuls: extract from 
S..,.,.U f.08 8 /0/' Viotim8 of' Se:rr.at A8sault~ PoHey and 
P'f'oCdduraZ ClddeZ,i~le s: (review of 1982 guidelines) 
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11IIII1III 
CIIlLD PRO'l'C;C'rlON roLICY AND PHOC~DUllE MANUAL 1599054 

APPEIDII]S, Continued 

APP'l0dix 16 

Appendix 17 

&ppelldiz 18 

Appendix 19 

Appendix 20 

, 
AppeDdix 21 

Appeudix 22 

AppeDilix 24-

AppeDdix 25 

Appendix 26 

AppeDdu 28 

Appeudu " 

11lj'(JI1I11Jtiofl to oblain Wal'l'unt Undl:f StJo1.'/:on 86 of 
the ,,'OI1Uf/wl1".ty We~fa7'e Act, 1982 (Fona CP-86) 

Warl'ont to search for and rt:move child in need of 
curt:, .)(]ct,i .ml 8d of the CommlUlity WeLfar'e Act, 1982 
(i'01 .. CP 861 W) 

Infonnlltion to obtllin Warrant under Section 104 of 
the Community WeLfare Act, 1982 (roriiaiIB104.1) 

Warrunt to sCkrch for and remove 8 child for medical 
exaD1ination under Section 104 of the Corrumglity WaLfar''' 
Act. 1982 (For. ~ 104 2V) 

Draft Action Plan for Residential Facilities based on 
the Dep!:1rtlllent of Youth and Community Services 'Principles 
for Guiding the Care of Children' 

a) Departmental Instruction No: , 1265 
b) SUIn}llo of rC}lortu }ll't:pured for Court 

Police 'Child Mistreatment Unit: Police Juvenile Crirne 
Squad 

Children's Review Panel and Boards of Review 

Official Visitors 

List of Bilingual Community Welfare Officers; Aboriginal 
Communi ty Welfare Officers; Aboriginal Communi ty Workers 
and Aboriginal Regional Community Progrum Officars, 
Department of Youth and Community Services 

Ethnic Affairs Commission of New South Wales, Community 
Interpreter and Information Service 

Nuw SOl.l1.h Wul"u OnIbudumtAn 

278 Copy of pamphlet, Ner.) South Vatu, yoarr Omblidullan: 
A SeY'Vice foro Everoy Citisum: produced by the 
Ombudsman's Office 

27b Copy of a pamphlet abQut the Ombudsman, produced by 
the Department of Youth and Community Services, for 
thE: infol'mation of children in the Department' 8 

residential facil1tiea ' 

Case Conference Procedures - WeatJllead Cent.r~, Child 
Protection Unit 

Child Abuse Unit, Royal Alexandra Hospital for Children 

Form letter for parent's ' use when notifying a school 
that the parents do not permit caning of their child. 

Qualifications required by staff employed by tile 
DtlllUl'tment of Youth Wld Commu:J1 ty Services in the 
provision of child protection and alternate care 
programs. 

" ,. 
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Appendix " 

Appendix 34 
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Appendix 38 

Appendix 39 
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1599055 

CHILD PHOTgC'l'ION POLICY AND PROCEDUHE MANUAL 

APPKlDnBS, C01ltiJulecl 

StutQmc"t ~ of Duty - stuff at 'Montrose' Child 
Prottlction and Falllily Crisis Service: 

32 f1) :.J(!ldor I';~.ecutlvtl Officor 
32 b) 8xecutive Officer, ~'LIInily Crisis Sorvice 
32 c) i';XHcutivc Officor, Child Protection Unit 
32 d) Co-ordinator, ~'Qmily Crisis Service 
32 c) Criaia Care Workers, Family Crisis Service 
32 f) Child Protection Worker, Family Crisis Service 
32 e) PsycholnHi~t, Child Protection Unit 
32 h) Sociul Wo~ker, Child Protection Unit 
32 i) Group Therapist, Child Protection Unit 
32 j) Occupational TherApist, Child Protection Unit 
32 k) Preochool Director, Child Protection Unit 
32 1) Preschool Teacher, Child Protection Unit 
32 m) Housemother, Child Protection Unit 
}2 n) Child Cure Workers (Youth Workers) Child 

Protection Unit 
32 0) Training Officer 
32 p) ~ducntion Officer 

Statements of Duty, jo~xecutive Officers, Hunter and 
Illawong Child Protection and }t'amlly Crisis Units. 

Stu tcm~1l t~ or Du ty, 1I~r,i onl11 ~taff. 

34 a) 
34 b) 
34 c) 
34 d) 

Community PrograDI Officer, Child Protection 
Community Pr~grQm Officer, Substitute Care 
Community Pr0eram Officer, Aboriginal 
Planninc and Research Co-ordinator 

Statement of Duties, Specialist Officer, Children of 
Prisoners 

Statement of Duties, Children's Employment Officer 

Statement of Duties, Program Officer, Child Protection, 
Faroily and Children's Services Policy Unit, Central 
Office 

Statements of Duties Community Welfare Office staff 

38 a) District MUIIHger 
38 b) Community Welfare Orficer (including Bilingual 

Community Welfare Officer and Aboriginal Community 
Welfare Officer) 

38 c) Community Welfare Officer, Child Protection 
38 d) Child Pl'otection Worker (Specialist Offiger, Child 

Protection) 
38 e) Alternate Care Worker 
38 f) Aboriginal Community Worker 

Statements of Duty, residential facilities st(lff 

39 a) Superintendent 
39 b) Hanager (Hostel) 
39 c) Manager (Young Offenders. Multipurpose Centre) 
39 d) Chief Youth Workor 
39 0) Sonior Youth Worker 
39 f) Youth Worker 
39 g) Matron (centre for young offenders) 
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APPKlDIXBS, Continued 

.lppellliU 40 

1. ppendix 42 

39 h) Mutron (group homes/hostelo) 
39 i) Ma tron/Housemllster (married couple), large 

cst2bliohment for school-age dependent children 
39 j) Matron, lurge e~tablishment for achool-age dependent 

children 
39 k) Matron, centre for intellectually hundicapped 

dependent children (primary, secondary school, and 
working age) 

3~ 1) Mutron, Romond Centre 
39 m) Program Supervisor 

Functions of Regional Community Program Officer, Child 
Protection 

Copy of pamphlot on child protuction, issued by Department 
of Youth and Community Services 

Community-based Specialist Child Protection Services 
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.. 1IIIII1III 
1599058 

_ ~.J_' . Some further work on the index needs to b. carried out • 

, 12. The COlMlittee has identified 3 areas in the draft which re9uire 

checking (or accuracy. 
They are: Page 2.1.5~ Paragraph 2.1.3 

Page 3.3.2. P,aragraph' l.6.3 

Page 3.S.3. Par~8raph 2;2.7 

Recommendations 

1. 

)-~. :.' 

Toat, the editing cOl1lllittee re-convene to re-write the 

Oepartmen~' s philosophy and practices of child protection with 

particular reference to:-

,:~ 1) Notification 

2) Registration-

3) Use of discretion 

' 4) Accoun,tabUlty of - ' the Department for the safety of 

'" ,chUdren , ,~_ ' 
::. , .,.:! 

2) Tha~' the editing'committee, with the assistanCe Qf .eeaional staff, 

" extract a working document from the draft Manual. Also. that there 

be,. , .. parate document dealin, with the theory' and practice of 

i I child protection. ' - -

'\ 

'. 3)~~:~'H\l1ta~to, of 

~ 
II . I QJ.Nr ' 

, I hUl1p J t,R.O.;, 

document to the Director Ceneral by final 

NEW ENGLAND RECION. 

1\ " 

Allan Maddox, R.D •• 
NONTij, COAST RECION. '~ 

" 

" Bruce Callaghan, R.Q., 
CENTRAL M~TROPOLITAN REGION. .' .... \ 

I .l./f 

" 16 AU&~!i t 19~4 
l! .. J'r .... - .. 

', ' 
J " " 

", .... . :: .. " 

"~ ' /, ' / I.,,~._o 
I ~ t -:, ~ .. IN V"'\-

\ " 
' .. 

" 

... t. 

, 

• 
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__ ~PORT FOR THE DIRECTOR-CENERAL 
" 1111111111 

:/ 1599059 

INTERIM REPORT ON THE DRAFT MANUAL FOR CHILD PROTECTION 

The Committee of Reg iona 1 Directors appointed to review tbe Chi Id 

Protection Manual sugge~ts that prior to its release as a Uepartmental 

doc:uiilent, some imporlant philosophical and practice matters be 

clarified. 

Ceneral Comments 

1. 

a) 

At aF! early part of the Manual, it is suggested that the Senior 

Executive of the department accept that staff are not infallible 

and that some children ' ~ill die. Child Protection is a "risky" 

business and it is expected that staff will make errors of 

judg«t~ent resulting in tho death or serious injury of a child. 

Providing that staff have followed guideUnesthese situations 

become the responsibility of the Department, not the individual. 

Distr~ct Hanagers were recently given a re-gradingll~d, as part of 

that re-grading they were expected to exercise ~~scretion in 

relaiion to their assessment of situations. This Manual does not 

allow for the use of discretion." Under the suggested guideltn'es, 

llMlny families will be notified and/or registered who would 

otherwise not come to the notice of 'this Department • 
. ~ , 

This is a IInet widening" situation and could have two effects: 

That staff will have insufficient time to deal with the most 

serious cases. 

b) Many people w111 be &tLgmatlzed. The literature on Young 

Offenders has shown the damage of stigmatization. 

3. Missing from the Manual h a statement of the steps of 

investigation and procedures for assessment. - -
4. 

5. 

The Manual does not emphasise the tole of Operations HAnagers 

"quality controllers" of field work. 

The Manual only refen to the COlllmunity Welfare BUI which l& 

proc laimed. 

.s·t-· . /< ~ 
/.: ~IA 

not (~{) 

6. The draft Manual is about 500' pages in length, too l~ for a 

working Manual. 

7. Much of the draft Manual requires summarising. ,../ 

8. The Committee thinks that the destruction of notification files 

needs further conSideration with regard to civil liberties. (Page 

2.1.16, Section 7). 

9. There are some funding implications if this draft man.,.al is 

implemented. This relates to funding of cOlllllunity groups and 

community education programmes. (l.3.2 •. 3.1) There is a further 

convnitment by the Departmeat to provide evaluat 10n of ,chi ld 

protection services. (4.1.1.G) 

10. There needs to be clarification of the time given 

before investigation of an allegation takes place. 

uses "as soon as possible", "promptly", "inaediately" 

,reasonable delay". 

" 

to' • worker 
The Manual 

and "minimul1l 
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CHILD PROTECTION POLICY AND PROCEDURE tlANUAL 

GUIDEL:mr::S }'OIl OF.I!'ICEnS OF THE DID.'illl'l'1lEr.T OF YO!ITIl 
AIID COITIF,TITY SG'Il.VICES, ':rilE POLICE lJEPAUTHI.'NT AnD 
THE DEI'Al,TflR:lT O]! Illli.L'l'lI TIl nESPEC'r OF HATTERS 
REL1..TlliG TO CHILD MmSE: Prepared by the 
Interdepartmental Committee on Child Abuse • 

./" . 

Current guidelines are presently 

being amended: when completed, 

copies will be forwarded for 

inclusion in the manual. 

, .. 

APPImDIX 1 

1II1IIIIII 
1599060 

NEW SOUTH WALES DEPARTHENT OF YOUTH AnD COl.n.ruNITY Sl!}RVICES. APRiL 1984 
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CHILD PROTECTION POLICY AND PROCEDURE HANUAL . APl'EJ1)IX 2 

. Page 1 

DZLEGATIOTIS OF STIlTU'fORY RESPOliSIBILITillS 1IIIII1III 
1599061 

D1l!!':W ITIOII 

1.1 The }\ini s t cr may del eg at e , to an offic er of the Depa rtm ent - in Hri ting -

any function (other than the pouer of delegation) conferred or imposed on 

the Hinister und er an Act, or any Regul ation und er the Act. "'.'here the 

Director-General similarly has pOHers conferred or imposed upon hir.l under 

the Act or Regulations, that officer may also delegate such authority: 

see Section 10, Part II of the Community Welfare Act, 1982. 
\ 

1.2 The delegation is a 'statutory duty as opposed to ••• the mere giving of 

instructions ••• the word, 'in its general sense and as geneJ1ally used, doaa 

not imply, 07' point to, a giving up of autho7"ity, but ?"ather the conferring 

of authority upon someone else': (St7'oud' 8 Judical DictioYla)'y of Words cmd 

Phrases, Fourth Edition, Sweet and Haxwell Limited, London, 1972. 

1.3 This Appendix details Ministerial delegations to Departmental Staff under 

the Child Welfare Act, 1939 and the Maintenance Act, 1964 as amended, es 

they relate to officers gcn~rally, who have statutory responsibilities for 

specific child protection matters (Section 2), ~d to specific officers 

1.4 

. employed in the Department's ehild protection program; that is, those 

officers employed in Child Protection Units and Family Crisis Services and 

t~e Specialist child protection officers Section 3). 

It is the responsibility of all officers to ensure they are aHare of their 

delegated responsibilities at any time. 

1.4.1 Copies of up-to-date Delegation lists are held in every Departmental Unit • 

.' 

.. 
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CHILD PROTEC'rION POLICY AND PROCEDURE HAHUAL 
APPEIIDIX 2 
Page 2 

2 DELEGATIONS TO OFFICERS GEI1ERALLY. Fon SPECIFIC ClITLD PROTECTION J.UI.T:l'foTS 

l'inTICUL.t.nS OF POInms, l\UTTIORrl'I 
DUTY OR FUNCTION DELEGATED 

DELEGATES 

I 
I CHILD Wl?LFARE 

Ac:r, 1939 

Section 9 

Act as surety in respect of any 
recognisance required to be entered 
into a secure the release from 
custody of any ward or other person 
subject to the Hinister's guardianship. 

~. , 

Section 23' (l)(b) 

1rovide for the accommodation and 
maintenance of any child or young 
person admitted to State Control 
until he is boarded out, placed out 
or placed as an adopted bo~rder. 

Director General, Deputy 
Director General, Director 
(Operations), Regional 
Directors, Operations Managers, 

__ ~District Managers, Assistant 
District 'Hanagers, Team Leaders, 
Community Welfare Offices , S~~o, 

Executive Officar (' J.!cnt.!::o:Je ' 
Child P:rote~tien and Jr:::'l.Uy C~.-5i:­
Service), Er.cC".l1.-ive ai-:i:iC;'r 
('Mon~se' ChiJ.o Pr~~~~tiG~ 
Se1."vi.c~ ). h~ecn:\'.-ive OiYi~r 
( ·1'I on.tl."o~e I Pamil~ Crizi!'l 
SeT.\"dce ), Community \'Ielfare 
Offi cers, OfficerE-in---cJu:l'~ 
(Child Pl",yi;c c1;J.CJ1.'I and P;;.!ilily 
Crisis Uni.ts) , (; ommuni ty 
Counsellors, O.I.C. 's Resiuential 
Care Facilities, Executive Office~ 
Community Service Order Scheme, 
Seni~r SpeCialist District Offic e:' 

Director General, 
Deputy Director General, 
Directo·r (Operations), 
Director (Policy Development), 
Director (Policy Planning & 
Research) Director (Nanagement 
Services), Director 
(Administration), Regional 
Directors, Operations Managers, 
Senior Exe~1'.tive Officer 
('llou\;ro3c' 5 Chil.d Prot2~tion 
and l?~"ilily Cri:da Serdca) . 
Ex ecut:-,ive Oi':ficc:r:" t L.~ll"CT"ze 

ClJil cl Prntcctitm. Serti.cc) , 
ErCt.. : '!ivt~ Of:fi~:r:" t ri':r::;:1;I."03e 
Fruil':Uy C:rjctz Sel"'lic.:: ). 
Offic",r-.::-:iYI-{''h.nl·1~e t Child 
P rotcc:Jdcm. mJ.d F~:r3.1:<! Crif3ia 
linItO) ' . Officer-in-Chs.rge,-

.;~~.::~ ::~.,:,~ ;':.:;~~<~~f.~S\J;·~: ;;~:j~{':~;j;,:.::: ;/;.;;:;;~?~ /-:;~~.;j:~.;.~ ~.;.~: ,~~\;;/ ~;.;.~;:<~ ~!,:» ~?\:.:; ~;} .~ f~t ~!:~{/i ~[~~~~::~~~~ ~~h~~;;~; ~-? .:.-> ~} 
District Managers, Team Leaders, 
Communi ty "lelfare Offices, 
O.I.C. 's Residential Cure Faciliti 
Senior Specialist District Officer 
Executive Officer Community Servic 
Order Scheme. 
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CHILD PHOTEC'l'ION roLlCY AND PiWCEDUHE I-;AIWAL 

Sec t ion 23 (1 )(c) 

Pay foster parents such rates as 
may be prescribed. 

I 

Section 23 (1)(d) 

Direct removal or transfer of any 
llax:d (other than a ward ~,'ho has 
been committed to an institution 
for a specified term). 

11IIIIIIII1 
1599063 

Director General, 

APPImDIX 2 
Page 3 

Deputy Director General, 
Director (Operations), 
Director (Policy Development), 
Director (Policy Planning & 

Rt::search) , 
Director (Management Services), 
Director (Administration), 
Regional Directors, Operations 
Hanagers, District l·janagers,' 
Assistant District Nanagers, 
Team Leaders, Community "[elfare 
Offices, Office Managers, Graded 
Clerk, Seni or Cl erica l Ass i stant 
(Country) , Community Welfare 
Officers, Community Counsellors, 

' . Senior Exccu ti ve Officer (n:mt ro::;e 

Child Protection nnd }!fl~-..ily C:r.l3is 

Service ), D:r.ecutive Oificer 

' (Non'l;rosf:! Child Protection 
Sen-ice), F!'..:ecutive Officer 
(llontrose Ilf>..!ri.l:1' Crisis Se:>.:Yice ) , 

OZficers-iu-Cil.ar~ (Chl :td 
Protcctio!1 e.nCl J.i·l'~~ily Crisis 
Units ), O. I. C.'s Resicientia l Ca:'e 
Fa cili t ies, $enior Specialist 

~ District Officer , Executive ' 
Officer, Community Service Order 
Scheme. 

Director G~neral, 

, Deputy , Di rector Gener al.) 
' Director (Operations ), 
Dire ctor (Policy Davelopment ), 

:' ]>i tector', (Policy Pl anning , &. 

.Resea-rchL Di rec to r (t·la ll ogemimt 
Services ), ' Directo l' 
'(Administration ), Re'giona l 
Di r ectors , Operations BanaGers , 
Di strict Jilanagers , Assistant 
Distric t Manager s , Team Leaders , 
Community Helfare Offices, 
Superintendents Re s iden t ia l Care 
Facilit:i.es, Senior Exec'J,tive 
Officer ( I-'outrose Child l:'ro tection 

and llau:i.ly GrisL<; S~rvice ) , 
lli"c c-.t ti va Officer l; 'iDntro~e Chil3. 

Protecti on Sorvice ). E~0cutive 
Officer (1 ::;;7,:';;1'0 3 8 1!'~,ly C-ri:J is 
Ser vice ) . O ,r:~iC'3 rs-:Lu-Gh3.r,;e 
{Child i';-otection nd },~~:il}~ 
Cr.Lsis Untts), S.:-:nior E-pecialist 
District Offi ce l' , Ex~cuti ve 
Officer Communi t y Se~vi ce Order 

~,::~, ,~~ -: ;~~'l ~,' ~il!; i~~'>"::\ii;':£'~· :: ~.:-:~~~~;/,:~~, ~~.::': ~':'-';:«, ;;;1:,: -\ ::::}~.~,~;<,~.,~: ~ :"::~'f:;; ' i:<'i . ..;.~~:;~ ~~1:~r;~,,;,~, ::>~;>;:',,~,,:i,; ;: :"-, :::~:~:j ~~ ~>":,:!,;:;: ,;~!.~:;~ ,-': ~~, ' '.;: 
. ' 
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APPRL'DIX 2 
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CHILD PHOTECTlON roLlCY AND PROCEDqm HANUAL 

Section 23 (1)(e) 

Board out, ' place out or place as an 
adopted boarder, any ward (other 
than a ward who has been committed 
to an institution). / 

Section 23 (1)(f) 

Approve of persons applying for the 
custody of wards and the homes of 
such persons. 

.' 

Director General, 
Deputy Director General, 
Director (Operations), 
Director (Policy Development), 
Directo~ (Policy Planning & 

'Research), Director (Managem~nt 
Services), Director 
(Administration), Regional 
Directors, Operations Managers, 
District Hanagers, Assistant 
District Managers, Team Leaders, 
Communi ty vlelfare Offices, 
Community Vlelfare Officers, 
Community Counsellors, Senior 
Exec."Utive Oi'ficer (Hontrc;::e (;hild 

Protac tion and l~c:::lil:v Cri:~i..s 

Service ), lli:ocutive 6f:ficer 
(CJntrose VLrlld Protection 

·Scn"T'ice ) , iI:r.:ecu'l;i\7 e OZficer 

(Uootrosc f':O'J!!l C:dsis tier-n.ce) , 
Oflicers-iu-Char~e ( ~nilu 
Prote-ction a:nd. llD.::d.l; Cs isis 
Units , Offi cer-in-Charge Adoption 
Branch ,. Second Officer Adoption 
Branch, Senior Specialist District 

Officer, Executive Officer, 
Community Service Order Scheme. 

Director General, 
Deputy Director General, 
Director (Operations), 
Director (Policy Development), 
Director (Policy Planning & 
Research), Director (Management 
Services), Director 
(AJministration) Regional 
Directors, Operations Hanagers, 

-District Hanagers, Assistant 
District Managers, Team Leaders, 
Community Welfare Offices, Sc~or 

Executive Officer (nolltrose Child 

Protection and Ji'mti1..v Crinis 
Service ), ~xecuttve Ol:ficer 

.. - (l3ont:rose Child l'ro1:ection 

Sen-l.ce ). g:ze eu -:;i"t.'e Officer 

- (I-iontro:;e Fmrily Cri:-;i3 S0rvi,ce), 

Officers-iD-Cl1!lrr:e (CiliJ.u 

Protection end r&~ly Criois 
Ui1Tb) _ Officer-in-ClIarge J\doption 

Branch , Second Officer Adoption 
Branch, Senior Specialist District 

Officer. 
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CHILD PROTEC'l'IOH FOLlCY AND l"rtOCEDURE l1ANUAL 

Sec tion 23 (1)( g) 

Arrange tlie terms and conditions of 

the custody of any ward. 

/ r 

Section 23 (1 )(h) 

Direct the restoration of any ward, 

other than a ward detained in an 

institution ~lhere:-

(a) There is agreement of aIr 

parties invovled including 

foster parents 

Al'PF.1IDrx 2 
Page 5 

1599065 

Director General, 

Deputy Director General, 

Director (Operations), 

Director (Policy Development), 

DirBctoi (Policy Planning & , 

Research), Director (Hanagement 

Services), Director 

(Administration), Regional 

Directors, Operations Nanagers, 

District Hanagers, Assistant 

District Hanagers, Team Leaders, 

Community "]elfare Offices, Senior 

Executive Of ficer (J:ontr0:39 Cll 'ld 

Protecti on and 1'D:;::lJ.~! Cn ,s in 

Service ), Dze ("llth 'c Officer 

{1~on'i;ro8e Ch.ild Fl"oi,ect;-:i,o:rl 

Serri.co), ~":e c:utivc Officer 

(r:ontror.e P~ly Crh:io Service) . 

Of ficera - i n-Char :;-e (Cl.rild 

Protection and, J~al:ti.l:r Cris is 

Units), Officerin- Cnarge Aaoption 

Dranch, Second Officer Adoption 

Branch. Executive Officer ' 

Community Service Order Scheme, 

Senior Specialist District 

Officer,. 

Director General, 

Deputy Director General, 

Director (Operations), 

Director (Policy Development), 

:Director ' (Policy Planning &' 

Research), Director (J.lanagement 

"Services) I ,'Director " 

(Administra'tion), Regi0I1ai 

' Directors, Operat ions Nanager s , 

"District Nanagers, Assistant 

District !>lanagers, 'Team L-eaders, 

Communi ty vlelfare Offices, Senior 

Erecutive Off icer (Eontro~e Chlld 

Protectio~ and ~cp~ly Crisi s 

Service ) . Exccuti~c O£ficer 

(Uont r os e Cl!.ilG Protectioll 

Service) . fu CC l.1tive Officer 

(l' oDtrose PtmilV Cri.:3 i s Service). 

Officers-in-G.b.ru:r.e (Chil d 

Pro tnction anti. f ::l;"ll.ly Cr:isitJ 

Unitsj. Senior Spccialis " ri stric~ 

Officer. 

(b) \-ih ere there is no agre emen t. Di rec t or Gene r a l , 

" , 
Deputy Di r ectoJ' General , 

;»' :;::( :; ;:)~~:;~~~;:,;, .::'::;,.:; :;~?i~';/;:;':;';:;<:;:/":;:i~:),// ';i;:;'~;f£~~nE. t~J~ ~ :~i.~~;~~ i ;:~:~:~::, ~ 0 :.:~; 
Her;0a rcll), Di)'~: ctO l' (1',a,n1lt;c:::':-:1;; 

Services ), Director 

(Administra t i on), Region~l 

Directors. 
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CHILD PRO'l:EC'rION roLlCY AND PHOCEDUJ1E HANU1.L · 

1IIIIII111 APrnrmrx 2 
Page 6 

Sect i on 23 (1)(i) 

Direct the absolute discharge of any 

ward, other than a ward detained in 

an insti tu tion 

/ 

... : 

Section 23 (4 ) 

Place a ward as an adopted boarder. 

1599066 

Director General, 
Deputy Director General, 

Director (Operntions ) , 

Director ( Policy Development), 

Directo.r (Policy Planning & 

Re~earch), Director (Hanagem.ent 

Services), Director 
(Administration), Regional 

Di rectors, Operations l1anagers, 

Senior Ez:ecuti "t"C Officer (I!~Dtros3 

(''hilc1 Prote c tion and rc.::::ilv Crisia 

Service ), llii:ecutive Ofil c er 

(Bontrose Ch i lcl l' ro tection 

Service). b'xecutive O:fi'i cc)'" 

(NontTos e i" c!'li ly Crj.s i R Serl."ict'!) , 

O:fficer B-in-{''1L:lX'Ge (Ch ild 

Protect~on and Fa~ly Cris is 

Units), Distri c t Nanager s , 

Ass istant .District l1anagers, :.l:eam 

) .. eaders, Community "lelfars 

Offices, Senior Specialist 

District Office·r. 

Director General, 
Deputy Director General, 

Director (Operations ), 

Director (Policy Development), 

Directo r (Policy Planning and 

Research ) , Director (Nanagerr.ent 

Services ) , Director 

.(Administration), Regional 

_ Directors, :Operations J.1anagers, 

- District Managers, ' Assistan't 

.Distri.ct Managers, Team Leaders, 

;. :CoiamUl'lity )~ elfl?re Offices" 

CQminuni ty Counsellors, Community 

W.elfare Officers, Ofn cer:-in­

'Charge Adoption Branch, Second 

Officer, Adoption Branch, Senior 

Al lotment Officer, Senior 

E:J::e c1.\ti va Officer (~~ontTcse Child 

Protection ru1d Fm:ril~r Crisi s 

Service), E~ecutive Oi~icer 

( I'!OIltro:;)e Ch iJ_d l.>rot cction 

Se rvice). ~.ec\l t i ve Of ficsr 

(Hontros e l-'~1Hy Crisi s Sm."v1.ce ) , 

Officern -in-Churg0 (ClJilu. 

Prote ction und Fw~ly Crisis 

Unj_ts). F,); ecuti ve Offi ce r 

Community Servi.ce Order ~'!heme, 

Senior Specialist District 

Officer. 
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CHHD PROTECTION roLlcr AND PROCEDURE HAHUAL 

Section 48G (f)(b) 

Pay foster' parents of intellectually 

handicapped persons such rates as 

prescribed. 

/ 

~ection 48G (1 )(d) 

, ... 

Board out, place out, or place as an 

adopted boarder, any intellectually 

handicapped person. 

..:: ,. 

. ' 

APFlillDIX 2 
Page 7 

Director General, Deputy 
Director General, Director 

(Operations), Director (Policy 
Developwcnt), Direclor 
(Policy,. Planning and Research), 

.. Dir",otol' (J':anagement Services) 
Director (Administration ), . 

Regional Directors, Operations 
l'!anagers, District f.ianagers, 
Assistant District Hanagers, TeaID 

Leaders, Community Welfare 

Offices, Office Managers (District 

Offices), Graded Clerk, Senior 
Clerical Assistant (Country), 

Communi ty "lelfare Officers, S<:m..iol" 

Executive Officer, (l:1cntroze CSIid 
Protection und Fm~y Cri!:liB 

Se~~ce). ~ccuti~c Officer 

( Montrose Chl.ld ;Protuction . 
Service), E:ecutive Officer 

(r~ontrOfJe Jl'an:i.ly Crisis Servica) r 

Officcrs-in-Glrnrr';'':;- r Child 

Protection und l?u...'"lily Crisis 
Units, Community Counsel l ors, 
Senior Specialist District 

Officer . 
. . '. ' 

Director General, Deputy 
D~re~tor General, Director 
(Operations), Director 
(Policy Development), 
.D:lrector. "(Policy Planning and 
'Research), "Director (l-ianagem"ent 

. Services), Director 
,tAdlniJlistra,\;ioU') , Region{ll 

Directors', Operations J·lanagers , 

D:Lstrict j·ianagers, Assistant 
District ~lanagers, Team Leaders, 

Communi ty vie lfare Offi ces, 

Community Welfare Officers, Senior 
Executive Orrico!." (Hontrose Child 
Protection ana FC3il~ Cri~is 
Service), I:!:;.:ccuti ve Ui'fic3r 
(l10:117.\-00e Chilli l~r.otectiCln­

Service:). E:z::ecn ti vo Ofn.cer 

(Eon'W:03c Fn.oily Crl.sis ~brvice) , 

O'fficers -in-Cll.;n:f,G I Child 

Protection s.n:J. J..'cri..ly Cri::;j s 
Units, Officer-in-Charge, ~eoptio~ 

Branch, Second Officer, Adoption 

Branch, Community Counsellors, 

Senior Specialist District 
Officer. 

:~:;>i?~:~;.:/.:;~~·~:'::::~~.\::~.:~;:~/:.>:\~·;.«.~~·J.; .. ·.;;·F>~;t/:;>;y;:~:}.~·;·}~~;;f?:~?C:;·::·.;;(::J~i;}i· "·~l:,: .. ·;·~';·f3.{;:.;·:i;~<·.:(\,:: ;'·:·::;·.:~::~~;" ~ .. >'-;.;:;::';"~/'~:\J:~.::'~.:.: 
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Section 48G (1 )(e) 

Approve of persons applying for the 
care of intellectually handicapped 
persons, and of the accommodation 
to be made available by such persons. 

/ 

\ , 

' Section 48G (Y)(f) 

Arrange the terms and conditions upon 
which persons may have the care of any 
intellectually handicapped person. 

, ', 

0" •• 

.. .. 

Direetor General, Deputy· 
Director General, Director 
(Operations), Director (Policy 
Development), Director (Policy 
Planning and Research), Director 
(J.!anagement Services), Director 
(Administration), Regional 
Directors, Operations Hanagers, 
District Hanagers, Assistant 
District Managers, Team Leaders, 
Community Welfare Offices, Senior 
Executiyc Officer ( ~~Intr(l:<e Child 
Pro ·t;(~ctioll und l!'f.:.':lil:r Cri::;is 
Service), Bxecuti\'0 Of ficer 
(Hontrcsc Child L~otccti'm 
Service), Ex ecutive OI'ficcr 
'O!':>lltrosc It''!:lil:v Crisis Service) , 
Officern-iri-Ch a 1'(.;'0 , Child 
Protection and lI~v GriSiB 
Units, Officer-in-Cha rge, Ad option 
Branch, Second Officer, Adoption 
Branch, Senior Specialist District 
Officer. 

Director General, Deputy 
Director General, Director 
(Operations), Director (Policy 
Development), Director (Policy 
Planning and Researcl l), J)irector 
(ManaCGlncmt Services) , Directo_ 
(Administration), Regional 
Directors, Operations Managers, 
.District Hanagers, Assistant 
District Han-aeers, Team Leaders, 
Community \'lelfare Offices, Senj.ol:' 
Executi va Officer. (ncmtr(l~~e Child 
Protection una Funilv ~ri3is 
Service). Rxecu'i;j.-ve Off ic31" 
( Iilnntrose Chilll l"r.otectic::l 
Service). e;:ecu ti '~e Offi eer 
(Hontros8 J:,'n,'~i.l:v Cris:Ls SC1'rice) , 
Officc~8-in-CharGe. Child 
l'Totoctioll tim1 Fmril:v Crisis 
Units, Officer-in-Charge, Adoption 
Branch, ,Second Officer, Adoption 
Branch, Senior Specialist District 
Officer. 
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CHILD PROTECTION FOLlCY AND PROCEDUHE HANUAL 

Section 400 (:~) 

Place an. intellectually handicapped 

person as an adopted boarder in the 

care of a foster parent. 

Section 65 (1) 

Grant a licence for a male child to 

engage in street trading. 

.. 

Section 65 (4 ) 

API'IDmn 2 
Pace 9 

Director General, Deputy " 
Director GeneTal , Director 
(Operations), Director (Policy 
Development), Director (Po lic:; 

Planning a)1d Research), Director 

(Hanagement Services), Director 
(Administration), Regional 
Directors, Operations Hanagers, 

District J.\anagers, Assistant 
District Nanagers, Team Leaders, 

Community Welfare Offices, 
Communi ty Hel fare Officers, SeJ):).or 

Executi ve Officer (nontro"'e cSIrr­
Protection v.!'ld Fc.ui.J.v Cr:'..cis 
Service) r E:;:ecutive Ot"i'i c3r 
(nontrose (;:15.1(1 Protect5.on 

Sendee), r~zecuti va Officer 
Erecutive On'lcer (Hon-r.:::~::e r. !"'.il' 

Cris~1:l Servico) r Senior -~i~'r 
District Offic~r, Officers-in­

Charge, Child Protection and 
Family Crisis Units, Officer-in­

Charge, Adoption Branch, Second 

Officer, Adoption Branch, 
Commun1ty Counsellors. 

Director General, Deputy 
Director General , Director 
(Operations), Director (polic,,' 

Development), Director (~o licy 
Planning 8Jld Research) , llirect"r 

(J~anagement Services), Director 

(Adn\inistra tion) , Regione 1 

"Directors, Operations Joianagers, 
District )·lanagers, Aasis tent 

" District Hanagers, Team Leaders, 

Community yrelfare Offices , Office 

Managers (Cottrnuni ty \4e Ifare 

Offices), Senior Specialist 
District Officer. 

Cancel a licence. Director General, Deputy 
Director General, Director 
(Operations), Director (Policy 

Development), Director (Poli cy 

Planning ana Research), Direct~~ 

(J.1anagement Services), Directo' 

(Admillistration), Regiona l 
Directors, Operations ]-:,'megers, 

District li,:m agers, Assistant 
District ~:,1Il2gers , Tee:'l Leade:' !; I 

. ..-, .• "::' .. t,. ..•.. ". o'-' •. ~ •••• , •• __ • '. .' '. _. • • Com'Cluni t.y \~e lfE.ru Oflices, Oi :::ic: 

,-".<.{··j,::'X~~!:,-,,:;;:<.·:i;.~:<:~;?;:~:;:;:;.:.:.:~).:":~;,!;:::~~:,·:;::.,~<~";}:<~::;>:~'.:~~~~:.;.:)2:?·:!~,~:~:::\.~~.'~.~~; ~):~':~~~~;?~~~,t~ .. g.;~~~}:·.;: : ~:·",\, 
District Officer. 
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CHILD PHOTECTlON PO I,lC Y MiD PROCEDURE ~lANUAJJ 

AP:l.'QiDIX 2 
Page 10 

Section 69 (1) 

Grant a licence authorising any child 

over seven years of age to be employed 

in any place of public entertainment. 

Section 69 (2) 

Refuse a licence if the child is not 

fi t to be employed in any such place 

and if 110 provision has been made to 

safeguard the hea lth, welfare and 

education of the child. 

Section 69 (4) 

Vary or cancel a licence. 

Section 70 (1) 

Ensure that the restrictions and 

conditions Qf any licence under 

Section 69 are observed. 

.. 

Section 70 (2) 

Enter and inspect any circus or place 

or premises mentioned under Section 68 

(1,)(.) to de:crmine whether any chilo 

is employed in contravention of Part 

XIII of the Act. 

IIIII 
15990 

Director General, Deputy· 
Director General, Director 
(Op e r ati ons), Di rector (Po l icy 

De velopment ), D:Lre ctor ( Policy 

Planning Blld Re s ea r ch), Direc t or 

(Ha nagemGn t Sr; rv ices ), Dir ector 
( Ad mi nistration ), Reg i onal 

Directors, Operations NailD.gers. 

Director General, Deputy 
Director General, Director 
(Ope r a t i ons ), Di r ecto r ( Po licy 

Development), Director ( Poli~y 

Planning an1 Research), Director 

( J.lan agemen t Se rv ices ), Di r ec to r 

(Admin i s tra't i on), Reg i oD.al 
Directors. 

Director General, Deputy 
Director General , Di r ector 
(Operations ), Di r ector (Pa l tcy 
De velopment), Dire ctor ( Po licy 

Planning and Research), Di rector 

(lolanBGem ent Services ), Di r e c t or 

(Admin i stra t ion), Reg iona l 
Directors. 

Director General, Deputy 
Director Ge ne r a l , Di rector 
(Ope-r a tions ), Ditecto)" ( Policy 

'De vE! lopm ent ), Direc to r (PoHcy 

Pllmnin g 8lJd Research), Director' 

( Managem ent Servi ces ), Director 

(Admini s tra t i on), RegionA l 
.Directors, Operations Nanagers, 

District Managers, Assistant 
District Hanagers, Team Leaders, 

Communi ty \felfare Office s , 

Community Welfare Officers, Senior 

Specialist District Officer. 

Director General, Deputy 
Dire ctor Ge nera l , Di r e c to r 

(Ope rat i ons ), Di re c tor ( Po licy 

De ve lopmen t ), Dire c t o r ( Policy 

PlBhnir!g and Ra Gearch), Direct.or 

( J.ia nagemen t Services), Direotor 

( Adm in iutra1ion ) , Region~l 

:'>':'-:·>',<\: · :~:·i'~: ~;:,;~'~.':i~;.~~:~t.:./:~:,:·:) ~::'::;,~;~;;?:~'S·~~~·::,;:·~,~>~ :~;~r\' .. /~~·:,·i:: .,:;\ >;.,);~:;.~::,~, tH1tt.irig~,rri:~~,:~~'~: ~f;\~~z£I:':i ;~: : ,_-
Community ~clfare Office s , 
Communi ty \~elfare Officers, Senie:­
Specialist District Officer. 
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CHILD PROTEC'rION roLlCY AND PROCEDURE lolANUAI 

.: .. 

Section 73 

Lay a complaint that, having made due 

inquiry, he believes any child or 

young person to be neglected or 

uncontrollable. 

Section 74 

Apprehend a child or young person for 

whose apprehension a warrant has been 

. 'issued under Section 73 of the Act, 

'although the "larrant may not be in his 

possession at the tLne. 

.. . . 

1IIIIIII11 
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APPml'DIX 2 
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Director General, De})uty . 

Director General, Director 
(Opera tions) , Directol' (Policy 

Development) I Director (Policy 

Planning and Research), Director 

(Hanagement Services), Director 

(Administration), Regional 
Directors, Operations Hanagers, 

District Managers, Assist~nt 
District Hanagers, Team Leaders, 

Communi ty tie lfare Offices, 
Communi ty \velfare Officers, 

Community Counsellors, Child 

Protection Officers , Cri~C~~a 

\fm:kc:;:os, l:; el1iol'" Dxecllt)Xe O:L"fic l:!r 

(I~olltrosc ChUd J:'r'otecUoTJ rrIul 

Fru:!ily Criciu Sl'!rvicc ) T E::ecu ti ,-a 

O.f:fict:: r (IO::'l'i:ro3e Chnd IToteot.iu~ 
SeT'dee), l~-;;:ecu'tive Offic~r 
(Jio!ltrose l:::mil;v CtiSj.fl Service) , 

O:fficcrs-; n-m.!llr~e. Cbild 
Protection and Ys.oily Crisis 
Units. 1i:xecutive Officer Commun ity 

Order Scheme, Senior Specialist 

Jistrict Officer, Senior 
Counsellors, Youth ' Counsellors, 

Specialist Counsellors. 

Director General, Deputy 

Director Gener al , Director 
(Operat i ons ), Director ( Policy 

Development ), Director (Policy 

P.lanning and Hesearch), Director 

(Jl.anagement Services), Director 

(Administration) , ' Regional 

Directors, Ope r ations Nanager s , 

District Managers, Assistant 
Dis,trict I";anagers, Team Leaders, 

Community \'lelfare Offices, 
Communi ty \~elfare Off.icers, 

Community Counsellors, Child 

Protection Officers, Crisis Cnrc 

liorl:c:}ro, Semier B:::ecntive Offic-;r 

(llontruso Cuild Protection unu 

J!ctil.'I" CJ~i~is Service), L'l.:8 (.:\1 ti ve 

O:1"f: eel' (i:on"t;-rose C,hiltl Protcc'C~.(ln 

Sen-;,cc) . Execu ti \"13 O:i:"ficcr 

Oiontrof.;c l'r..::!ily Crinis 5"31',,1.,c8). 

Off'icer-~I-in-Cllur{r,l:l , C;~ild 

Pro'i',ec'i;inn and }'[,;:lil:' C:Lisis 
Units, Executive Ofi'icer CO!;ll~:'Jl~it:; 

Service Order Scheme, Senior 

Specialist District Officer, 

" ',',' '" ,.,' "," '" '. ", ", ",,' . " " , Senior Counsellors, Youth 

:V;:' /.: ?'~ y,:: "'::~::i'::';:~':~~::':~::<:~ ~l '::;~:,;\~0:',,; :~;.::;': ;:,'.';,:;J;;~;~~,;:i, ;~~,: ~:·;;,:;"':~;·>j.;'·~:~,~;~~:::,,::::,~·-:'i~ 8ci~::'~~i'~ ~~ :,;:~:!~?~?~:~~} ~:~:"~':: ):",~:::,-,;~ '.':0; :~;":;:;:~: 
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CHILD PROTECTION FOLICY .AND PHOCEDURE NANUAL 

l~PPl':NDIX 2 
Page 12 

Section 76 

Apprehend '~i thou t Ii warrllD t, any child 
or young person who is in a brothel, a 
-place where any drug is unlawfully 
manufactured, prepared , administered, 
consumed, used, smoked, distributed , 
or supplied and is in need of care, 
protection and control by reason of 
being in such a place, or ''1ho he has 
reason to believe is a neglected 
or uncontrollable child or young 
person. 

'Section 81C (3)(b) 

\ '. 
~ ... 0' 

Be present at a Police Station during 
interrogation of a child or young 
person under the IHnister's guardian.ship_ 

1111111111111 
1599072 

Director General, Deputy 
Director General , Director 
(Operations), Director (Policy 
Develop~ent), Director (Policy 
Planning alld Research), Director 
(r''iBnagement Services ), Director 

- (Administration) , 8egiona1 
Directors, Operations Managers, 
District Managers, Assistant 
District Hanagers, Team Leaders, 
Community Welfare Offices, 
Community Welfare Officers, 
Community Counsellors, Child 
Protection Oxficcrs, CrI;~are 
\'lorJcern, Semlor l,~e(:u tive (lif:~C8r 

, \ 11ontroee (JJd,lcl I'roteci;:i.cll c-... .:; 

Fl'.:ztil:v Cri.sin SCl'\-i(;c), L;':ecu'cive 

O:ffic;Gr (l1ont:..-c:;e Chi] (1 11:'otectio:.:t 

~ ..; rvice), G::::ecui;i.ve Officer 

Ofc):iiTrose l?~~)jily Crizis Servica ). 
Officcrg-in-CG~rre. C~ild 

l~'otection CDd }'anily Crisj.s 

Units, Senior Specialist Uistrict 
Officer, Senior Counsellors; 
Specialist Counsellors, Youth 
Counsellors, Executive Officer 
Community Service Order Scheme. 

Director General, Deputy 
Director General, Director 
(Operatiolls )" Director (Po lic\' 
D.e velopment), .Directo;r (Policy 

: Planning rule Research), Director 
. (Management Services), Director 

,(AdmiI;listration ) I Regional 
.' Directors, ·.operations Na]~r!gerB, 
·Di·s·ttict :J~an2gers, AS'sistant ' 
District Y~nagers, Team Leaders , 
60mmunity Welfare pffices, 
Community Welfare Officers, 
Community Counsellors, Child 
Protection Officer:), CriSISCa.r~ 
Uorkerc, Senior E=ecutive Of~icer 
(Uontrose e.iJj.ld 11."ot\'!c·no';l m',c.; 

Fa,uly Crj.8is Servi.ce). lizeci1th'e 

Officer (i·;on'L:rose Chilli P:;:-otcctiC::l 

Service). r,~e ~Jtivp. Uilic~r 

(l1ontroAli': l-'n:rily Grisi3 Service) ,_ 

Ofricer::\-iu-CjUlr~e, (;j ,ild 

Prate:. '~io:'l :md 1';;''illlYC'tiGis 

Units, Crisis Care \-ior;~ers, Chile', 
Protection Officers, Officers-in­
Charge, Residential Care 
Facili ties , nepu i~' 

:.'., .,:' ..... ::, .. :" ,~.; .' . ,: , '" .' .... " : . , . .SuperintcIJilent5 , n f~ ide"tial C':: :- :: 

"r~~ ~.:::"'·'.~;t..;~~ .. ~~.~~.:~.~. ~:~;'~~~.~ ~~'~;;~',:~.·:~.;·;i .. ;::.~,~~·.~.:~~~~:~(5~~:~;~~}\~?~~:~ \~ ~''::! ~~:!~~':~{.~,~~~}(::~r::~~.~"'~·; !~:t ;.~:'}':'I:;''';:~:(.~~~.L? .c:. :i,,~.~.~ .j r~ .~ l. .~ ~~,~ $.i!s t:1,n ~ " ~r~ /··r -:.: ... . 
. ' ' " . . , Super~llt'·;mde :jts, Rr' B'id [<11 ~~/;1 ;, . :- ,-~ 

Facili th:z 1 j·ia troM.! , kIlH~. [; t~ !:I, 

Senior Youth Harken; , YeU th 
'vlorkero , Child Cere \'/Ol'ke rs, 
Ex.ecutive Of1"icer COllllu\ll1i ty 

Sarvice Order Scheme , Sdnio~ 
Speciflljsi, District Office l ' ,. 

Senior CouusellorR, tireciBl~~t 
, 1 C 11 ,.,. , 
Counsellvrs , Yout I (Jullse .. 0 ' 
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CHILD PRO'mCTlON roLlCY AND PHOCEDURE MNUAL 

Section mc (3) , 

Consent to a person as specified in 
the subsection, being present at an 
interrogation if the right conferred 
viz Section 81C (3)(b) cannot be 
exercised. 

Section 90 (1)(c) 

'fihere a, child has been dealt with 
under Section 82 (c), Section 83' 
(i)(b), to inspect the child and 
the premises wherein he resides. 

.. 

,,' 

... . " 

APP.r:DDIX 2 

II 
Page 13 

Director General, Deputy 
Director General, Director , 
(Operations). Director (Po licy 
~veloplOent). Director (Policy, 
Planning and Re search), Director 
(Hanasement Services), Director 
(Admini"stl'ation), Regional 
Directors, Operations l-lanagel's, 
District Managers, Assistant 
District Nanagers, Team Leaders, 
Community Welfare Offices, 
Communi ty i'lelfare Officers, Sonior 
Execu ti ve O:fficer (Hontrosr~ CJlild 
Protectio:o:l ~l<l F,-,Jily Cris:Ls 
Service), b':KeC"J.tive O:fficer 
(Huntross Child. Protectiou 
Service) , 1:. ' l! ell ti ve Ol"fi.ccr 

, (Hontrosc Feni!y Crisi3 
S~1. ... ;j ue). orn c 0rs-in -C:1-..arc:e, 
Child Protoctic7l. rulu I n..-UJ.V Crisis 
Unite, Cri{Ji~-Care liorl~0:r~ , Child 
Protection Orficers, Officers­
in-Charge, Residential Care 
Facilities, ,Deputy , 
Superintendents, Residential Care 
Facilities, Assistant Deputy 
Superintendenti, Residential Care 
Facilities, Matrons, Managers, 
Executive Officer Community 
Service Order Scheme, Senior 
Specialist District Officer, 

. Senior counsellors, Specialist 
Counsellors, 'Youth Counsellors . 

• .o " ,.. . • ' • . ' .. .. ::. 

Di rectal" General ,' Dcpu ty, , 
Direc; t'or ,Ge'ne'i'al, , Directo r 

' (Op~rat,i"ons), Director ( Po·li.cy 
Development), Director (Policy 
Planning and Research) I Di r e cto!" 
( ~'a.naeement Services) I Director 
(Administration), Regional 
Directors, Operations Hanagers, 
District Managers, Assistant 
District Hanagers, Team Leaders, 
Community tlelfare Offices, 
Community Welfare Officers, 
Community Counsellors, Child 
Protection O~ficers, Cri~ure 
Horltmrs, Senior Specialist 
Dis t-J'ict Officer, Senior 
Counsellors, Specialist 
Counsellors, Youth Counsellors, 
Executive Officer Community 
Service Order Scheme. 
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Al'pmmIX 2 

Page 14 

Section go (2)(a) 

Inspect a child or J'oung person 

released on probation and the 

premises wherein he resides. 

Section 91 (1 )(a) 

Apprehend a child or young person who 

,is reasonably suspected of having 

broken the terms of conditions of his 

release on probation; or committal 

to the care of a person,' 

Section 91 (1 )(b) 

Apprehend a child or young person 

whose parents or another person are 

reasonably suspected of having 

broken any terms or conditions 

applicable to his release on 

probation or committal to their 

care. 

J . . .... \.. . j ... , 

Director General; Deputy 

Director General ; Director 

(Operations); Director (Policy 

Development), 'Director (Polic;, 

Planning and Research); Di~ector 

(Hanagement Services); Director 

(Administration); Regional 

Directors, Operations Nanagers, 

District Hanagers; Assistant 

District ~lanagers; TeaTil Leaders, 

Community Welfare Offices; 

Communi ty ~Telfare Officers, 

Community Counsellors, Child 

'Protection Officers; Cri~are 

\Iorl~(?l'G, Executive Ofli cs1' 

Communi ty Service Orde~ Scheme ; 

Senior Sllecialist District 

Officer; Senior Counsellors, 

Specialist Counsellors, Youth 

Counsello1's. 

.. ' .. 

'Di,t ector General;' Deputy 

Director General ; Director 

(Operations); . Director (Policy 

Development) ; Director (Policy 

Planning 811d Research).; Director 

(Management Services); Director 

(Administration); Regional 

Direct~rs; Operati6ns ~anagers, 

District Managers; Assistant 

District Managers; Team Leaders, 

Communi ty \'Telfare Offices, 

Communi ty \velfare Offi cers, 

Community Counsellors; CrisiB Car~ 

~or~r;r9; Child Protection 

: Of ficers; ' Execut i ve Officer, 

C9mmuni t y Service Order Scheme, 

:, Senior' .Speci,a list District 

Offiqet; ~ S~niot Couns~ llo~s, . 

Syec~aiist Counsellors; ' Youth 

Counsellors : ' 

Director General; Deputy 

Director General, Director 

(Operations), Director (Policy 

Development), Director (Policy 

Planning and Research), Director 

(Hanagement Services), Director 

(Administration), Regional 

Directors, Operations l:'anagers, 

District Managers, Assistant 

District Managers, Team Leaders, 

Communi ty \vel fare O~fic e s, 

Community Welfare Officers, 

Community Counsellors, Cl!ild 

;!.,~! r:1<i'·~";:'·'l'·;'~:;:;;~7' ;)i.;?'7,·· .:'i.:';'>'::':);~:"~;">ii'r.·:.:;::,+ ",\, ;, '[~~~{:;~~~;~~~'J{~:~::;' 

! 
Senior Specialist Di3trict 

Officer, Senior Counsellors, 

1 
Specialjst Counsellors, Youth 

j 
Counsellors. 

1 
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Section 91 (lA)(n) 

Hake an oath, that havins made due 

enquiry he believes that a child or 

young person has broken the terms 

and conditions of his release. 

Section 91 (lA)(h) 

Make an oath, that having made 
enquiry, he believes the terms 

' conditions of release have been 

broken. 

Section 91 (lB) 

due 
and 

" 

Although the warrant is not at the 

time in his possession, apprehend 

the person to ~lhom a ~1arran t, issued 

under Section 91 (lA)(b) relates. 

L.J.: .l.~.i'l/.L. t.. £~ 

, , Page 15 

Director General, Deputy 

Di rec tor Genera 1 , Dil'ee tor 
(Opera t ions ), Director (Policy 

Development), .Director ( Policy 

Planning and Research) , Di rector 

(l>ianugement Services) , Director 

(Administration) , Regional ' 

Directors, Operations Managers, 
District Nanagers, Assistant 
Di~tric't Hanagers, Team Leaders, 

Community Welfare Offices, 
Community Welfare Officers, 
Community Counsellors, Cri~i3 

Care Yorkers. Child Protect:LCn 

Officers, Ex ecutive Officer, 

Community Service Order Scheme, 

Senior Specialist Dist"rict 

Officer, Senior Counsellors, 
Specialist Counsellors, Youth 
CO\U1Se llors. 

.' 

. ,' l' 

,Director' Gene'Tei, Deputy 
'Director Ge ne-ral, Director 

(Operations), Directol' (Po l icy 

Development) .. Dil'ector (Policy 

Planning .and Research) , Director 

(Ha nagement Services); Directo r 

(Adm inistration), Regional 
Directors, Operations Henagors, 

District J1an agers , Assistant 
District ~1anagers , Team Leaders, 

Community Welfare Offices, 

Community "lelfare Officers, . 
Community Counsellors, Crisis 

. Care Uorkcrs, Child Protection 

O;f;ficer:s, .. Executiv,e Officer, . 

; 'Commun i ty Service Order Schene, 

. Senior Specialist District 

, :'. Offi 'c~r, Senior Counsellors, 

Speciaiist ' Counsellors,' youth 

Counsellors. 

Director General, Deputy 

Director General , Director 
(Operations) ,Direc tor (Policy 

Development ), Director ( Policy 

Planning and R~search) . Dir ector 

(J'lanaBcment Services) , Director 

(Administration), Regional 

Directors , Opera tions J.1anagers , 

District 11anogers, Assistant 

Dis trict l-ianagers, Team l,"laders , 

Community 'velfare Offices, 

Community Welfare Officers, 

Community Counsellors, Crisis 

, " 
Care tJorl'.:'~l"'s. Child P-... ·otc'"2Toll 

~::.:;·,:~~:?-r:>;~:i~:5~?:;:.::>":;.::'!f':~<:~i:';~:i:;j<J<;;;::':~::i:.i:)'::::;"~:.':·i:<~! i<,;:,: ,~:~;~,';;':-ji:x ,f~Jf.~~~,;;~~::~.:~~;~~~~~,?, ~:::~3~,~:,~}~~f;:;S'!:':"" 
Senior SpeciaL.st Distnct ", ' 

Officer, Senior Counsellors, 
Specialist Counsellors, Youth 

Counsellors. 

, ' 
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Sec tion 91 (4) 

Make an application to vary the order 

of a Court where a child or young 
person -

has been released on probation on 
condition that he remains in the 
care of a person named in the order; 

or 

has been committed to the care of a 
person naI!led in the order. 

" 

Section 125 (2) 48K 

Appea r and be heard at tbe hearing of 
any complain t , appl icati on, pr oceedi nB 

or info rmation against any chU d, YOtmg 

' persoD, or i ntel l ectua l l y handi capped 
per son or of any appeal in r espec t 
thereof. 

Director General, Deputy 
Direc t or Gener al , Direc t or 
(Operations ), Di.r ector (Policy 
Development ), Director (Policy 
Pl anni ng and Re search), Director 
(J.1anagement Se rv ices), Direct or 
(Administrat i on ), Reg i ona l 
Directors, Operations Nana gers, 
District JIlanagers, Assistant' 
District Managers, 
Team Leaders, Communi ty \';e Ifare 
Offices, Community Helfare 
Officers, Community Counsellors, 
Crisis Cflre Vorkers t Chlld 
Protection O:ffic e1'3 , Exe cutive 
Offi cer Con~unity Service Order 
Scheme, Sen'ior Specialist District 
Officer, Senior Counse 110rs, . 
Specialist Counsellors, Youth 
Cc)un~ellors; . 

Director General, Deputy ' 
Director Gen?ral , Directo r 
(Ope r ations ), Direct or ' (Poli cy 
Development), Di re ctor ( Pol:i.cy 
Planni ng and Research), 
Di r e ctor (r'lanagement Se rv ices), 
Di r ector (Admi ni str ation), 
Regional Directors; 
Operations t1anagers, District 

: Managers, ,A;ssistant 'Distric.t 
Managers " Team Leaders, 
Comm~nity Welfare Offices, 

:"Community vlelfare Officers, 
Court P.rQsecutors, Legal 
Officers, Assistant Legal · 
Officers, Child Protection 
Officers, Crisis C~ll'e 

¥.or~crsf Execut ive Officer 
CommUll i ty Service Order 
Scheme, Senior Specialist 
District Officer, Senior 
Counsellors, Specialist 
Counsellors, Youth 
Counsellors. 
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CHILD PROTECTION FOLICY AND PHOCEDUHE HAl'lUAL 

Section 135 

Take any child or yo\mg person to 
a shelter in respect of whom there 
is reason to believe that an offence 

has been committed, or who seeks 
refuge. 

Section 144 (1) 48K 

Order that any child, young person 
or intellectually handicapped person 

admitted to an establishment be 
examined to determine his medical 

.physical or mental characteristics 
or defects. 

III 
1 

II 
APpt~HDIX 2 

Page 17 

Director General, Deputy 
Director General, Director 
(Operations), Director (Policy 
DeveloPlJlent), Director (Policy 
Pla~ning and Research), Director 
(Hanagement Services), Director 
(Administration), Regional 
Directors, Operations Nanae ers, 
District ].ianagers, Assistant , 
District Hanagers, Team Leaders, 
Communi ty "'Ie lfare Offices, 
Communi ty Welfare Officers, Cbild 
Protection Officers, Cri:lis C[~l'e 

'tlerker3. Communi ty Counse l l ors . 
Execu tive Officer Community 
Ser~ice Order Scheme, Senior 
Specialist District Officer, 
Senior Counsellors, Spe cia1,is t 
Counsellors, Youth Counsellors. 

Director General, Deputy 
Director General, Director 
(Opera t i ons ), Di r e cto r (Poli cy 

" De velopment ),' Di r ect o r ( Policy 
Planning and Research), Director 
(Hanagement Sel'Vices ), Dire ctor 
( Adm i nist r a t i on), Regional 
Directors, Operations J.1anagers, 
District Nanagers, Assistant 
District Hanagers, Tear;} Leaders, 

,Community Welfare Offices, COl!rt 
. ' Prosecu tors, Officers-in-Ch arge 

Residential Care Facilities, 
Serliei' Executive Officer 
(llon1.;rosc~ Child IT o-.;e ction and 

. Fanil,v Criois S~rl"ice), E:":'ct:" '~i ye 

Officer (:.;o!rt-ros e Child l"ro'Cs c'do:::: 

Service), i7, ... ecui;ivs OI I.iesr 
Cllon t-rose }'lli7.ily Cl-i.nio S2rvice) , 
On'ict?rn-m -Charw. Child ProtecEc::i 

nod Fecily Crisis Units, Senior 
Specialist Di s t rict Offi ctr, 
Executi~e Officer Communi"y 
Service Order Scheme. 
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CHILD PROTECTION roLlcr AND PilOCEDUHE HANUAI, 
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Section 144 (2) 481( 

Consent to Bny surgical or other 
operation. 

. Section 144 (3) 48K 

Consent to any surgical or other 
operation on a person (not being a 
liard) who is a minor and has been 
admitted to an establishment or 
detained in a place of sarety. 

Director General, Deputy . 
Director General, Director 
(Operations), Director (Policy 
Development), Director (Policy 
Planning and Research), Director 
(11anagement Services), Director 
(Administration), Regional 
Directors, Operations Eanagers, 
District Hanagers, Assistant 
District l-lanagers, Team Leaders, 
Community Welfare Offices, 
Officers-in-Charge Residential 
Care Fa cil:i. ties, S~nillr llxecu ti YO 

Officer (r:ontrose ChUd Pro"tccFIoJ.l 
and Fa~v C=i~is ~~rvice). 
)!brecu ti \'e O:f:ficer ( i..:cll"!;rDsc C"nild. 
Protection Ser1."ice), Ii:::ccu ti ve 
:'fficer ( r:·:.lUtrose :r ~:DS Crisis 
Service), O:ffic2rs-i'H:;~CSlc1 
Protection and ]'a.,"tily Cri~is 
UIiits, Specialist Residential Care 
J.lanager, Supervisors Small 
Establishments, Senior Specialist 
District Officer, Senior . 
Counsellors, Executive Officer 
Community Service Order Scheme . 

Director General. Deputy 
Director General . Director 
(Operations). Director (Policy 
D,evelopme11t), Direotor (Policy 

: Planning and Researoh) , ' Director 
(Nanagelllent Services), Director 
{ Administration) , Regional 
Di~ectors, · .bperations· j·:anagers. 
DistXtict .Nansgers . Assisten t ' 
District Man~gers, Team Leaders, 
Communi ty "[elfare Offices, 
Officers~in-Charge Residential 
Care Facilities, Senior E::-::ecutive 
Officer (l iontrose CIiIlclPrOtCCtICn" 
IDld Fv::rl.ly Crisis Ber-vice) , 
Exec\l tive Officer U:ontrC':3e Clrilcl 
Protection Service). D::ec;u "1 \"e 
Officer t i.·iontrose ?u..-n.ly Vrir:,::"s 
Scrv-i ce) r Offic8rs-in-G'1i.srr:e CEild 
Protection :md FcciJ.y Ctisis 
Unib, Specialist Residernial C£!!'2 

Hanag ... l', Supervh:ors Small 
Establishments, Senior Specialist 
District Officer, Executive 
Officer COl:ununi ty Service Order 
Scheme. 
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CHILD PROTECTION roLlCY AND PROCEDURE HANUA L . 

Section 148C (3) 

Present a child; in respect of ;Thom a 
notice has been served in terms of 
Section 14ac (1); to a medical 
practitioner at a hospital or 
another place for the purposes of 
8 medical examination. 

.Discharges : -

(8) approval ;lhere not 
previously restored 

approval ;Ihere previously 
restored or marries • 

Al'PImDIT. 2 
Page 19 

Director General; Deputy 
Director Geller£lJ., Di rector 
(Operations ), Director (Policy 
Development), Director (-Policy 
Planning and Research) J Director 
(Han agement Services) ,Director 
(Administration), Regional 
Dire.:: tors , Operations HanEgers, 
~District Managers, Assistant 
District Nanagers, Team Leaders, 
Communi ty "Ielfare Offices, 
Community Welfare Officers, 
Of.ficers-in-Chn:rge Child 
Prot~ction and Fbr~y Crini~ 
Uni ts. Senior rr.~eC::'.lti va Oi-rj.cer 

(!'lont-rosa Vllilc1 rrobction ~Ul~ 
Fanily Cri~is Service), E~ecutive 
Ot'ficer (E!lntr.o".e Child Protectic~ 
Service), L::t~cu:i;i va (j lT:i.c~r 

(l.1ontrose li'cPil:'ol' Crisis Se:r.T.i~cc) , 

CriaiH C~re UOl:ke!·s, C}lild . 

Prote~tion OiTicero, Officers­
in-Charge, Res id ential Care 
Facilities, Senior Specialist 
District Officer, ~xecutive . 
Officer Community. Serv~ce Order 
Scheme". 

,. Director Gen ci'a l , 
Deputy Director General , 
Director (Opera tions), 
Director (Poli cy Development ), 
Director (Policy, Planning &. 

Research) , " 
Director (J"Ianagement Services), 
))irector. (Administration) , 
Regional Direc tors.' " 

·nirecibr Ge~eral, 
Depu'ty .Di ree tor General, 

. Director (Operations ), . 
Director (Policy Development), 
Dire'ctor (Po licy, Plannine &. 

Research), 
Director (Hanagement Services), 
Director (Administration), 
Regional Directors, 
Operatio~s Managers, 
District Managers, 
Assistant District Managers, 
Team Leaders, Comm'Jni ty i1elfare 
Offices, Senior EAccutivc Officer 

. (Jo!ontros~ Child l!rotcction c:u~ 
Fallily Cri:;lia SeA"rice), r.:;e cu ti ye 

orn ccr (l :ontT'030 Chi.ld 
Protccti(lT! SC)~·\"iCi'). r:xccuti'It'! 
Offi~~r (jjontr,)~c L'~- :v Cr:L:::;j.3 
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Payment of Boarding Ou! 
Allo,;ance: 

(a) standard rate 

1599080 

Director General,' 
Deputy Director General, 
Director (Operations), 
Director (Policy Development), 
Director (Policy, Planning & 

Rese8.rch~ , 
Director (Hanagement Services), 

- Director (Administration), 
Regional Directors, 
Operations Nanagers, 
District Hanagers, 
Assistant District Managers, 
Team Lead ers, Community We Ifare 

Offices, 
Communi ty "lelfare Officers, 
Community Counsellors, 
Office Managers (Coml!lunity 
Uelfare Officers), 
Gra:' 3d Clerks '( Commtmi ty , 
\'lelfa1'e Offices) i 
Senior Cie~ical Assistant 
( Coun'try) , , 
O.I.C. Residential Care ' 
Facili ties, 
Senior TIxecutive Officer , 
(I·loDtro~e Child Protection a.nd 

F~~ily C~isis Service), 
ET.cc'J.t~ va O:k'ficc r. (I.:ol.1trose 
Ff),lli~y Cri 3)J:; Sr,:rvicc) , 
Off icor s -m-Clwr,':!e, Child 

Protecti{lD aud J:'anilv Cri sis 

UDit~, Senior Special ist 
District Officer. 

.~ . 

PU}3LIC IllS'I'RUCTIOrl 

'(A1ZlilJ1.2Tll) ACT, 1916 ' 

. ' .. ', " , ... . . ... 

Section 15 

Accost any boyar girl who is 
appa rently not i l l attend a.nce a.t 
school as required by the Act and 
accompany such boyar gi rl t o his 

or her ho me to verify t he nane and 
address they have ei ven. 

Director General, Deputy Director 
General, Director Operations, 
Director (Policy Development), 
Directoi' (Policy Pl anning snd 
Research) Director (Hanagement 
Services), Director 
(Administration), Regional 
Directors, Operations Managers, 
District ~anagers, Assistant 
District J.1anagers, 'l'eam Lead ers, 
Community \'/elfare Offices, 
Communj ty \velfare Officers, CbiJ.o. 
hote c-L:ion O:ffi(;;)l"s , Crh:j, s C-Rl ~ 

,\/,',ti:/;: J :·':),: ·:i-~- :.~<,~:.; ~;:\S ,h~:';:;~ ·~~::.\?:;:'~~ ;;;::i-S~<:'~:~-~·:>~{::':\\: ':~:·:~: ' ;~·:\f:,i~~~%~\~:~7~,;:}~~~~~~:~';:~f.~:~·~~:~~~r;·::,~; , :,:,.: , 
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3 DEL~GilTIOP'S TO SP'~Cll'IC OPrICL'RS uno IillE mPLOYED TIl T11E illn'AliTnrJ'r' S 

CIIIIJ) PROTEGTION PROGRAll 

).1 Senior Executive Officer, 'llontrose' Child Protection and Fnnily 

Crisis Service: 

Pnrticulars of powers. El.utbin"ity 

duty or fUnctio~ delegated 

ChiLd We7,fm'e Act, 1939 

Section 9 

Act as surety in respect of any recognisance required 

to be entered in to to se cure the re lease from cus tody 

of any ward or other person subject to the Minister's 

guardianship. 

Section 23 (1) (b) 
.--: -~ .. 

Provide for the acommodation and maintenance ;f any 

child or young person admitted to Sta~e Control until 

he is boarded out, placed out or placed ·as an accepted 

boarder. 

Section 23 (1) (c) 

Pay foster parents such rates as .may be p~escribed. 

Section 23 (1) (d) 

Direct removal or transfer of any ward (other than a 

ward ~Iho has been committed to an insti tu tion for 

a specified term), .. 

Section 23 (1) ( e ) 
~ -. ' : " .. ~. ~ . ": ' . -' : 

Board out, place out or place as an.ad,opte9 boarder, 

. . 

any ward (other than a ~Tard who' has been. committed' to an 

insti tution). 

Section 23 (1) (f) 

Approve of' persons applying for the custody of ~lards and 

the homes of such persons. 

Section 23 (1) (g) 

Arrange the terms and conditions of the customs of any 

ward. 

Sect jon 23 (1) (h) 

Direct the restoration of any ward, other than a ward 

detained in an ' institution where:-. 

.~ , 

. (a) There is asrecment of all partie s 

~':;'- :':>~: ~ ':!\ ~:~',/" :':' -:;:. ~!;)~,~~ ~!: ;.~~~~~:~ ~:f~:~~" ;~~;~; :(~~r·(K~~~\·~· ~ ,.~~J~; :~~·i. jLf~::}} ~.:;:{)~~I~~r:Vt \ .:"; .... <;::~ .:~ .:." ',: :::.//.: :.'. :: , " . 

Direct the absolute discha rge' of any ward. other than a 

ward d(:tained in an institution. 
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CHILD PRO~.'SCTION FOLICY AND PHOCEDURg HANUAJJ. 

. .. . . 

Section 23 (4) 

Place a \qard as an adopted boarder. 

Section 48G (1) (b) 

Pay foster parents of intellectually handicapped 

persons such rates as prescribed. 

Section 48G (1) (d) 

Board out, place out, or place as an adopted boarder, any 

intellectually handicapped person . 

Section 48G (1) (e) 

Approve of persons applying for the care of intellectually 

handicapped persons, and of the accommodation to be made 

available by such persons. 

Section 48G (1) (f) ,,' 

Arrange the terms arld conditions upon which persons 

may have the care of any intellectually handicapped person. 

Section 48G (3) 

Place an intellectually handicapped person as an adopted 

boarder in the care of a foster parent. 

Lay a complaint that, having made due inquiry, he believes 

any child or young person to be neglected or uncontrollable. 

Section 74 

Apprehend a child or young person for whose apprehension a 

.' 

;', .. :' '-' . . warrant has been issued under Se ction 73 of thp Act, 

although the .,,;arrant may not be in his, possessior! at tl1e time. 

Section 76 

Apprehend without a "Tarrant, any child or young person "rho is 

in a brothel, a place where any drug is un la\'lfully manufactured. 

prepa red, administered, consumed, used, smoked, distributed, or 

supplied and is in need of care, protection and control bJr rea son 

of being in such a place, or who he has reason to believe is a 

neglected or uncontrollable child or young ·person. 

Section 81C (3) (b) 

Be present at a Police Station during interrogation of a child 

or young person under the Hinister's guardianship. 

Section 81 C (3 ) 

, Consent to a person as specified in the subsection, beine; present 

.' :.> .... ~;_.;.:.~. '>,.::)·f-:; .. "; '.;~,\.: :;',it.;?.n.J n.~'':.I'!:9c~,t~on :\.f .. th 0 rig))t conf~rr~d. vj z Sa ctio]) 8'1 C (3) (b) 

.; ';.' .. ,".'. ::,.··.~'.c ··f., t, .. ~.:. ~.~: ;";.-!: .6~.jm?-'.; , r;:j .:o;:x el·:r~i. ::;~.~ : : ::'~f' .':".~ ~;. ': :'-:"Y';"~':{(':'~ ·: · ;:':' \~;~'.:. \.~:~ ~~. '; .. :.,:>:.:: Y{", .~. :_/':, ~:: .~<.~ ::: 
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Section 144 (1) 48K IIII III 
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Order than any child, yonng person or intellectua lly handicapped 
person committed to un establishment be examined to determine his 
medical physical or mental characteristics or defects. 

Section 144 (2) 48K 

Consent to any surgical or other operation. 

Section 144 (3) 48K 

Consent to any surgical or other operation on a person (not being 
a ward) ~lho is a minor and has been admitted to an establishment 
or detained in a place of safety". 

Section 144C (3) 

Present a child, in respect of ~Thom a notice has been served in 
terms of Section 148C (1), to a medical practitioner at a 
hospi tal or another place for the p,!-J::pose of a medical examination. 

Discharc,es 

Approval where previously restored or marries. 

Payment of Boardin g Out AllOl'lanCeS 

Standard rate. 

3.2 Executive Officer, 'llontroae' Child Protection Service 

" Particulars of powers, 8.uthcri ty 
duty or function delegated 

., : 

' .. 

Child fleZfaY'e Act, 1939 

Section 9 
, ', 

Act as surety in respect of any recognisan~e reqtiircd 
to be entered into to secure the release from custody 

, of any "Tard or other person subject to the Hinister' ~ 
guardianship. 

Section 23 (1) (b) 

Provide for the acommodation and maintenance of any 
child or young person admitted to State Control until 
he is boarded out, placed out or placed as ,an accepted 
boarder. 

Section 23 (1) (c) 

Pay foster parents such rates as may be ~rescribed. 

Section 23 (1) (d) 

Direct removal or t rans f er of any ward ( other t han a 
, '. . 1I'ard "'Tio has been cor:nni tted to an institution for 

. ;'::;',' ~ ~ .. :,;:.:: ':': ,~.;: ' :':";/'. ;:;;,:; ;~:::;t ~,~, ';;-': " ;'.:f-::.~;. ~ ;~ f:1_.: ~,~~, ~5r~ ),~: -,:(., '::.,:,:'::);::; ::.'r;:.~: ):.:~:;:~. ':;?:':.: :<-"~:';~':'\"(::;':(:~~::?; :'/ ~;~\, '/:': ': ,: . .>.}, .:.~.' :',: :: ',' ",:: 
Se ct ~on 23 ( 1) ( e ) 

Board out, plac~ out or place DS an adopted boarder, 
any 'WDrd (other than 8 '"lard Hho has been committed to an 
insti tution). 
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".' . 

Section 23 (1) (f) 

Approve of persons applying for the custody of "lards and 

the homes of such persons. 

Section 23 (1) (g) 

Arrange the terms and conditions of the customs of any 
ward. 

Section 23 (1) (h) 

Direct the restoration of any ward. other than a ~Iard 

detained in an insti tu tion ,·,here:-

(a) There is agreement of all parties 
involved including the foster parents. 

Section 23 (1) (i) ... ---' 
Direct the absolute discharge of any ward, other than a 

ward detained in an' institution. 

Section 23 (4) 

Place a ward as an adopted boarder . 

Section 400 (1) (b) 

Pay foster parents of intellectually handicapped 

persons such rates as prescribed. 

Section 48G (1) (d) 

Board out, place out. or place as an adopted boarder. any 

intellectually handicapped person. 

Section 48G (1) (e) . . 

. Approve of persons applying for the care 'ofintellectually 

handicapped persons, and of the accommodation to be made 

available by such persons. 

Section 483 (1) (r) 

Arran{5e the terms and conditions upon which persons 

may have the care of any intellectually handicapped person. 

Section 400 (3) 

Place an intellectually handicapped person as an adopted 

boarder in the care of a foster parent. 

Section 73 

Lay a complaint that, having made due inquiry, he believes 

any child or young parson to be neglected or uncontrollable . 

• :~.~~ :?":'. ~':~\.:~ ,.~,;:.<; .:~ "~:;:;>\~~~:-:::;"£~6:d6;{:{;~: ''''',;:·. :'::;>:::i:'\ :/:::-:> ;~::::.::.: ,.;,. :.:~.::~/.: ~.: :.':.:;~~'. ~""':'~';: '''(;;' ':': ;:;,:: '.'~',;:';:::'.:>,:. :''-:;'/'':':'''< \:.'.; 

Apprehend a ~hild or young person for whose apprehension a 

warrant has been issued under Section 73 of the Act, 

although the warrant may not be in his possession at the time. 
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Apprehend without a ~larrant; any child or young person vlho is 

in a brothel, a place where any drug is lllllal'1fully manufactured, 

prepared; administered, consumed, used, smoked, di&tributed, or 

supplied and is in need of care, protection and control by reason 

of being in such a place, or uho he has reason to believe is a 

neglected or uncontrollable child or young person. 

Section 8le (3 ) (b) 

Be present at a Police Station during interrogation of a child 

or young person under the Ninister's guardianship. 

Section ale (3) 

Consen~ to a person as specified in the subsection, being present 

at an interrogation if the right conferred viz SecUon 81e (3) (b) 

cannot be exercised. 

Section 144 (1) 48K 

Order than any child, young person o~ intellectually handicapped 

person committed to an establishment be examined to .determine his 

medical physical or mental characteristics or defects. 

Section 144 (2) 48K 

.Consent to any surgical or other operation. 

Section 144 (3) 48K 

Consent to any surgical or other operation on a person (not being 

a lmrd) llho is a minor and has been admitted to an establishment 

or detained in a place of safety. 

Section 144e (3) 

Present a child, in respect of vlhom a riotice has been served in 

terms of Sedion l48C (1), to a medical practitioher at a 

hospi tal or another place for the purpose of a medical .exam"ination. 

Discharges 

Approval vlhere previously restored or marries. 

3.3 Executive Officer, 'Nontrose' F~ily Crisis Service 

Particulars of Jl0"\:ers, fiuthority 

duty or function delegatGd 

Child flelfare Act, 1939 

Section 9 

Act as surety in respect of any recognisance required 

to be entered into to secure the release from custody 

of any ward or other person subject to the Hinister's 

suardianshfp. 

Provide for the acommodation and maintenance of any 
child or young ·pen30n . admitted 'to Stat.e Control until 
he is bOarded out, placed out or placed as an accepted 

boardE:r. 
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Section 23 (1) ( c) 

Pay foster parents such rates as may be prescribed. 

Section 23 (1) (d) 

Direct removal or transfer of any ward (other than a 

ward )Iho has been committed to an institution for 

a specified term); 

Section 23 (1) (e) 

1599086 

Board out; place out or place as an adopted boarder; 

any ward (other than a \-lard who has been committed to an 

institution). 

Section 23 (1) (f) 

Approve of persons applying for the custody of "lards and 

the homes of such persons. 

Section 23 (1) (g) 
. --

, Arrange the terms and conditions of the customs of any 

ward. 

Section 23 (1) (h) 

Direct the restoration of any ward, other than a ward 

detained in an institution where:-

(a) There is agreement of all parties 
involved including the foster parents. 

Section 23 (1) (i) 

Direct the absolute discharge of any ward, other than a 

ward detained in an institution. 

Section 23 (4) 

Place a ward as an adopted boarder. 

Section 48G (1) (b) 
.' , 

Pay foster parents of intellectually handicapped 

persons such rates as prescribed. 

Section 48G (1) (d) 

Board out, place out, or place as an adopted boarder, any 

intellectually handicapppd person. 

Section 400 (1) (e) 

Approve of persons applying for the care of intellectual~y 

handicapped persons, and of the accommodation to be made 

available by such persons. 

Section 48G (1) (f) 
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Place an intellectually handicapped person as an' adopted 

boarder in the care of a foster parent. 

Section 73 

Lay a complaint that, having made due inquiry, he believes 

any child or young person to be negle~ted or uncontrollable.' 

Section 74 

Apprehend a child or young person for whose apprehension a 

warrant has been issued under Section 73 of the Act, 

al tljough the warrant may not be in his possession at the time. 

Section 76 

Apprehend l'li thou t a "Iarran t, any child or young person r,ho is 

in a brothel, a place lihere any drug is unlal'lfully manufactured, 

prepC'~cd, administered, consumed, used, smoked, distributed, or 

supplied and is in need of care, protection and control by reason 

of being in such a place, or ,,-ho he has reason to believe is a 

neglected or uncontrollable child or young person. 

Section 81C (3) (b) 

Be present at a Police Station during interrogation of a child 

or young person under the Minister's guardianship. 

Section 81C (3) 

Consent to a person as specified in the subsection, being present 

at W1 interrogation if the right conferred viz Section 81C (3) ( b) 

cannot be exercised . 

Section 144 (1) 48K 

Order than any child, young person or intellectually handic~pped 

person committed to an establishment be examined to determine h::'s 

medical pbys'ical or mental characteristics or defects. 

Section 144 (2) 48K 

Consent to any surgical or other operation. 

Section 144 (3) 48K 

Consent to any surgical or other oper&tion, on a person (not being 

a Vlard) who is a minor and has been admitted to an establishment 

or detained in a place of safety. 

Section 1440 (3) 

Present a child, in respect of whom a notice has been served in 

terms of Section 148C (1). to a medj,cal practi honer at a 

hospital or another place for the purpose of a medical examination. 

Paymeni of nOQrdin~ Out Allowances 

Standard rate. 
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CHILD PROTECTION POLICY AND PRO~EDUHE HAIIUAL 

3.4, Officera-in-Chnrge, Child Protection and Family Crisis Units 

. " 

Particulars of pO'tfcra, authority 
duty or function delegated 

ChUd fle~fa."e Act, 1939 

Section 9 

Act as surety in respect of , any recognisance required 
to be entered into to secure the release from custody 
of any .,ard or other person subject to the Hinister' s 
guardianship. 

Section 23 (1) (b) 

Provide for the accommodation and maintenance of any 
child or young person admitte~ to State Control until 
he is boarded out, placed out or placed as an accepted 
boarder. . . 
Section 23 (1) (c) 

Pay foster parents such rates as may be prescribed. 

Section 23 (1) (d) 

Direct removal or transfer of any ward (other than a 
ward "Tho has been committed to an institution for 
a spec'ified term), 

Section 23 (1) (e) 

Board out, place out or place as an adopted boarder, 
any "Ward (other than a "lard \~ho 'has been committed to an 
institution). 

Section '23 (1) (f) 

Approve of persons applying for th'e custody of wards and 
the homes of such persons. 

Section 23 (1) (g) 

Arrange the terms and condition; of the customs of any 
ward. 

Section 23 (1) (h) 

Direct the restoration of any ward, other than a ~18rd 
detained in an institution where:-

(a) There is agreement of all parties 
involved including the foster parents. 

;<"":) ,I. ,; ::,,, ~;,,.~~',~ .,. :;~:,): :~,;, .. ~:..\~ ;i~>.::~';~ (~~.~.~,~:~~--;, ~?.:: ;:+?~: :~~},~; I,::;:. ,:.,.<.:'(~~,:;~.:;.. :>: !};:; ~".:,c .~, /,.;~;o;::.:.-.;, . .-::~ .. :.:.':,~)):~:.:,: ,} :~: :".::', ':'~'{. 
Direct the absolute discharge of any ward, other than a 
ward detu,ined in an institution. 
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Section 23 (4) 
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Place a ward as an adopted boarder. 

Section 4a; (1) (b) 

Pay foster parents of intellectually handi~apped 

persons such rates as prescribed. 

Section 48G (1) (d) 

APPImDIX 2 
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Board out, place out, or place as, an adopted boarder, any 

intellectually handicapped person. 

Section 4fX; (1) (e) 

Approve of persons applying for the care of intellectually 

handicapped persons, and of the accommodation to be made 

available by such persons. 

Section 400 (1) (r) 
..... 

Arrange the terms and conditions upon which persons 

may have the care of any intellectually handicapped person. 

Section 48G (3) 

Place an intellectually handicapped person as an adopted 

boarder in the care of a foster ,parent. 

Section 73 

Lay a complaint that, having made due inquiry, he believes 

any child or young person to be neglected or uncontrollable. 

Section 74 " , 

Apprehend a child or young person for lIhose apprehension a 

warrant has been issued under Section 73 of the Act, 

although the '~larrant may not be in his poss'ession at the time. 

Section 76 

Apprehend without a warrant, any child or young person "'lho is 

in a brothel, a place where any drug is unlawfully manufactured, 

prepared, administered, consumed, used, smoked, distributed, or 

supplied and is in need of care, protection and control by reason 

of being in such a place, or \-lho he has reason ttr" believe is a 

neglected or uncontrollable child or young person. 

Section 81C (3) (b) 

Be present at a Police Station during interrogation of a child 

or young person under the IHnister's guardianship. 

Section 81 C (3) 
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Section 144 (1) 48K 

Order than an;)' child, young person or intellectually handicapped 
person committed to an establishment be examined to determine his 
medical physical or mental characteristics or defect3. 

Sedion 144 (2) 48K 

Consent to any surgical or other operation. 

Section 144 (3) 48K 

Consent to any surgical or other operation on a person (not beinG 
'a ward) who is a minor and has been admitted to an est&.blishment 
or detained in a place of safety. 

Section 144C (3) 
--~ .. 

Present a child, in respect of ;hom a notice has been served in 
terms of Section 148C (1), to a medical practitioner at a 
hospi tal or another place for the purpose of a medical eXBmil!a tic:: . 

Discharges 

Approval where previously restored or marries. 

Payment of Boardinf, Out AllOl-Tances 

Standard rate. 

Child Protection Officers (Specialist District Officer, 
Child Protection); Specialist Officar, Child Protection 
.(Child Protection \'!orker)) 

Particulars of pouers. authority 
dU~7 or function delcga~ed . 

Ch{~d rleliar>e Act, 1939 

Section 73 

Lay a complaint that, havil!g made due inquiry, he believes 
any child or young person to be neglected or uncontrollable. 

Section 74 

Apprehend a child or young person for ~Those apprehensi0:1 a 
warrant has been issued under Section 73 of the Act, 
al though the ~:arrant may not be in his possession at t!"!.e ti!'",e. 

Section 76 

Apprehend \\'i thout a warrant, any child or young person 'r::-;:'l is 
in a brothel, a place where any drug is unlawfully ~R~~~sc~ur~5, 

.:::,;' '.:: :;-<'~f >::'::;/ .. ~: ... :;,·~:~·;. i~>',~:· ,: -;:/~:::-::·~,~i~~~;~~ ~ ~~·~;~:·2 i,·~:~~~~~. 6 :" ~r2~·~~~;'.:\)~~·~:~~ ~t.;:t~~·j i:~~~; / .. ~:~::V\~;:~L>~ 
of beine in such a place, or ~~o he has reason to believe is a 
neglected. or unc:ontrollable chiJd or young person. 

Section 81C (3) (b) 

Be present at a Polica Station during interroeation o~ e child 
or younG person under the Hinin:ter's Guardi811s11ip. 
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Section 81 C (3) 
1IIII11111 

1599091 

Consent to a person as specified in the Bubsection, beine present 

at an interrogation if the right conferred viz Section B1C (3) (b) 

cannot be exercised. 

Section ~O (1) (c) 

Where a child has been dealt with under Section B2 (c), 

Section 83 (i) (b), to inspect the child and the premises 

wherein he resides. " 

Section 90 (2) (a) 

Inspect a child or young person released on probation and the 

premises wherein he resides. 

Section 91 (1) (a) ._- -

Apprehend a child or young person who is reasonably .suspected 

of having broken the terms of conditions of his release on 

probation, or commitial to the 6are of a person. 

Section 91 (1) (b) 

Apprehend a child or young person whose p~rents or another 

person are reasonably suspected of having broken any terms or 

conditions applicable to his release on probation or committal 

to their care. 

Section 91 (lA) (a) 

Take an oath, that having made due inquiry he believes that 

a child or young person has broken the terms and condition of his 

release. ." . ~ 

Section 91 (lA) (b) 

Make an oath, that having made due. inquiry, he believes the terms 

and conditions of release have been broken. 

Section 91 (IB) .. 
Al though the 1-Tarrant is not at the time in his possession, apprehend 

the person to "hom a warrant, issued under Section 91 (1 A) (b) 

relates. 

Section 91 (4) 

Hake an application to vary the order of a Court where a child or 

young person -

_ has been released on probation on condition that 

he remains in the care of a person named in the 

order; 
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Section 125 (2) ~8K 

Appear and be heard at the hearing of any complaint, application, 
proceeding or information against any child, young person, or 
intellectually handicapped person or of any appeal in respect 
thereof. 

Section 135 

Take any child or young person to a shelter in respect of vlhom 
there is reason to believe that an offence has been committed, or 
who seeks refuge. 

Section 148C (3) 

Present a child, in respect of "Ihom a notice has been served in 
terms of Section 148C (1 ), to a medical practitioner at a hospital 
or another place for the purposes of a medical examination. 

PubLie Instr'uetiO'11 (Amendment) A et, 1916 

Section 15 

Accost any boy or girl ''1ho is apparantly not in attendance at school 
as required by the Act ru1d accompany such boy or girl to his or her 
home to verify the name and address they have- given. 

3. 6 Crisis Care lforkers 'Hontrosc' Child Protection and Family Cril:liz 
Service 

Particuls.rs of pOl~ers, nu tho ri ty 
duty or function delegated 

~hiLd WeLfare Act, 1939 
. :. 0 • . " , 

Section' 73 
" . 

Lay a complaint that, having made due inquiry, he believes 
any child or young person to be neglected or uncontrollable. .. 
Section 74 

Apprehend a child or young person for vlhose apprehension a 
warrcmt has been issued Wlder Section 73 of the Act, 
although the warrant may not be in his possess~on at the time. 

Section 76 

Apprehend .Ii thout a warrant, any child or young person who is 
. in a brothel, a place vlhere Bny drug is unla"lfully manufactured, 
prepared, administered, consur.led, uf:-:!d, smoko::d, d:i.stri buted, or 
supplied and is in need of care, protection and control by reason 
of being in such a place, or uno he has reason to believe is a 
neglected or Wlcontrollable child or young person, 

I 

I 
! 
\ 

I 
! , 
I 
j 

 

Government Information (Public Access) Act 2009 

This document has been released by  

Open Government, Information and Privacy 

 

NSW Department of Communities and Justice, Legal   

 



. . .. . 

. , 

CHILD PROTECTION FOLICY AND mOCEDUHE Ht.lWAL 
APPEnDIX 2 

Page 33 

Section 81C (3) 

Consent to a person as specifi ed in the subsection, being presen t 

at an interrogation if the right conferred viz Section 81C (3) (b) 

cannot be exercised. 

Section 90 (1) ( c ) 

~1here a child has been dealt ,Ii th .under Section 82 (c) , 

Section 83 (i) (b), to inspect the child and the premises 

wherein he resides. 

Section 90 (2) ( a ) 

Inspect a child or young person released on probation and the 

premises .,herein he resides. 

Section 91 (1) (a) .-
Apprehel'~ a child or young person \~ho is reasonably suspected. 

of having broken the terms of conditions of 'his release on 

probation, or committal to the care of a person. 

Section 91 (1) (b) 

Apprehend a child or young person whose parents or another 

person are reasonably suspected of having b'roken any terms or 

conditions applicable to his release on probation or committal 

to their care. 

Section 91 (1A) (a) 

Take an oath, that having made due inquiry he · believes that 

a child or young person has broken the terms and condition of his 

release. 

Section 91 (1A) (b) 

Make an oath, that ha\'ing made .due inquiry, he believes the terns 

and conditions of release have been ~rbken. 

Section 91 (1B) 

Although the warrant is not at the time in his possession, appr ehend 

the person to ,Ihom a warrant, issued under Section 91 (1A) (b) 

relates, 

Section 91 (4) 

11ake an application to vary the order of a Court \{here a child or 

young person -

has ~~en released on probation on condition that 

he remains in the care of a person named in tha 

order j 

or 

;: :~ : .. ~:; ~: : .. :;.:,' ~~r:;:::~. ··.:;·\ ~·.:~ ~ :.~!. :'::,:.:; :::-:,: :.:. ;r~·p··~;~:()'~{~~·~~·1.t{;<\~6 .:))~·f(/;~qt·~.i:::o. r~·:~:;iF~t2.t:}. ·X;~r~.~J' i.~:: :.:~>: .. ~:::~:. :': ':: .:.', :: .. ".:. 

t • f 
t , 
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Section 125 (2) 48K 

Appear and be heard at the hearing of any complaint, application, 

proceeding or information against any child, young person, or 

intellectually handicapped person or of any appeal in respect 

thereof. 

Section 135 

Take any child or young person to a shelter in respect of whom 

there is reason to believe that an offence has been committed, or 

who seeks refuge. 

Section 148:; (3 ) 

Present a child, in respect of "hom a notice has been served in 

terms of Section 148C (1), to a medical practitioner at a hospital 

or another place fo r the purposes of a medical examination. 

PubZia Instruction (Amendmeilt) Act; 1916 

Section 15 

Accost any boy or girl who is apparantly not in attendance at school 

as required by the Act and accompany such boy or girl to his or her 

home to verify the name and address they have given. 

.- ". 
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The Dcc/arathlll of the Rigllls of the Child 
7('05 adoplcd by the Uilited Nafl:olls ill 1959. 
HoU'ever, tl:e Rights ?L'ercfirstforllllllatcd 
ill JD23, a lid .1do"ICd ill 1924/1)' tlr,' L eoglltl 
of Nati(JI/.t. The 1959 dcclamriNI is all 
expallded alld .<ligllll)' awrJldad i:ersiol/ of 
the origillal 1923 charter. 
The riglll .f aPJ)ly 10 dlildml cvcry;vhel"C, bUI 
thcy ,l'fI"c first fC.,.1I11/lalCd by a lIltl ';!CIII~JIf 
which bl~~all ill BI·itaill ill J91.9 - 10 nss;;( 
childrmframl m~lI · ((ml ElIl'ope, alld onflie 
home fJ"Om - I:pgardlcss of race, l1att'al1alil)~ 
or creed, 
17,c OllfSl(/lidillg figure of Ihe oar~)' 
IIIOt'Nllell! (!·<lS Eglmlliu(' Jebb - OlllhOI" of 
Ih.c Rights. 
Shr. fol1l1 td (/11 or/:(/Ilisellioll col/cd "Fillht 
Ihr Fawill,< C(JII/Ieil" (IIOW "Sal le the 
Chil/rell Fllllfl"); which pmll'Slfd al[oillSf 
the Ruroj>tllll bIlle/lOde, alld laler ol"Ct7lliscd 

·;c. f jar lIot i(l lls wltich ollly a .r('.1~1 11/01llhs 
_fore had h,' I"H the melllics of B rila ill. 

She 1i;n!lr: .. "11 is illlpos.!ible for Ihe normal 
" ~llImall brillg 10 fl.mld, childrclI stm·!'c It< 

pl'alli . " . 

Pfeamble 
l17hercas Ihe pcoples of Ihe United 

Nations ha\'C, ill the Charler, rcaflirmed 
their f.'1ith in fundamental hl1l113 n rights, 
and in tbe dignity and wonh of Ihe 
human person, and have determined to 
promote social progress and better 
standards of life in larger freedom .. 

W/ierea.! the United Nationsh~s, in the 
Unh'el al Dccl:\ration orJ-luman Rights, 
proclaimed thol everyone is entitled (00 11 
the rights and freedoms set forth therein, 
wilhoul (li sli>lCLion of any kind, such as 
rncc, color, sex, language:, religion, 
Jlolitical or other opinion, ll.nlioll31 or 

.. social origin, 'propcrl)', birth or oLher 
[us. . 

Whereas Ihe chi ld, by reason of his 
physical amI meniAl immaturity, needs 
special safcgunrds and care, including 
appropriate legal protection, before as 
well as after birth. 

Whereas the need for such special 
safeguards has been stated in the Gene\'a 
Declaration of the Rights of the Child of 
J 924, and rcc(lgnizcd in the Uni\'ersal 
DcclRr~1 ion ofJ!uman Rights and in the 
statule ~ or specialized agencies and 
intcrnational organizations concerned 
with thc \'.'clf:;re of childrell. 

legislative and other measures 
progressively tahn in accordance with 
the following principles: 

p,oineiple 1 
The child slla1J enjoy all the rights set 

forth in this Declaration. All children, 
without [illY exception whatsoever, shall 
be emlilcd to Ihest rights, without 
distinction or discrimination on account 
of race, coloI', sex, langu3ge, religion, 
polilical or othcr opinion, national or 
social origin, property, birth or other 
status, whether ofhimscJf or of his family. 

Plojnciple 2 
The child shall enjoy special 

protection, and shall be given 
opportunities and faCilities, by law and 
by other means, to enable him to dcvelop 
physically, mentRlIy, morally, spiritu"lIy 
lind socially in II healthy and normal 
manner and ill conditions offreedom and 
dignitY.]1) tbe en~ctment oflaws for this 
purpose the best interests of the child 
shall be Ille paramount considerlltion. 

Principle 3 
The child shall be entitled from his 

birth to a name and a nationality. 

Principle 4 
The child shall clljay thc benefits of 

social security. He' shall be entilled to 
grow and develop in hcalLh; to this cud 
spl!cial care and protection shall be 
provided bOlh to him and to his mOl her, 
includi.ng adequntc pre-natol and pos.t­
nnls l carc. The child shall have the right 
to adequale nutrition, housing, recreation 
and medical services. 

l:'rinciple 5 
The child who is physically, mentally 

or socially handicapped shall be gh·l!n the 
special tfeatmclll, education and care 
required by his p~rticular condition . 

which will promote his gener"l eulit;;·.::: 
and enable him on a b3sis of cCJ \:·: 
opportunity to develQP his abiiities, i::; 
individtlal judgmcnt, and his stm(: C': 
moral and social respon,ibilit~·, and i:' 

hecome a useful member of soeiet\·. 
The best interests oftht child sh~~: "L'~ 

the guiding principle of those rcspo~JS!;~ :,. 
• for his education and guidance; tb: 

responsibility lies in the first place wi,:, 
his parents. 

The child shall have full opportun;,~· 
for play and recreation, \':hich should bo:: 
directed Lo the samc purposes a, 
education; society and the public 
authorities shall endea\"our to promo:c 
the enjoyment of this riglJt. 

Principle 8 
The child shall in all circumstance, b" 

among the first to receiYe protection <.:JG 
relief. 

Principle 9 
The child shall be protected against c~; 

forms of neglect, cruelty and cxploita:i:c:~. 
He shall not be the subject oftraliic, i:", 
any form. 

The child shall net be admitted 1(' 

employment .before an approp~:<. ;e 

minimum age: he shall in no case L: 
caused or permitted to cngai:c in ~. I:y 
occupat.ion or employment which \'.'o\.: ~ d 
prejudice his health or educP.lio!'l r· ~ 
interfere with his physical, ment21 (., 
moral development. 

Pioillciple 10 
The child shall be pror,:clcd fro!!, 

practices which may foster rac:i1 !. 
religious and an)' olher fO rl~l " .­

.discrimination. He shall be brO\lgh, t; j."' 

in a spirit of undersi8:lding, tolerc.!i~e: 
friendship among peoples, pent e ;"; 1.":: 

universal brotherhood and il ; fl:ll 
consciol1sness that his energ" and 18.it :-.; .• 

should be devoted to th:: s~r\"ice (if his 
fellow men. 

Principle G 
The child, for the full and harmonious Pllbliei.ly to be giycn to the 

del'elopmcnt of hjs personalil)" ureds Qcclnra(ion of Lhe Rights of IJlC: 

love and understandIng. Ile shall, Child 
wherever possible Grow up in the care 2nd The General A sSC'/II bi" 
under the responsibil ity of his parents, COllsiclerillg Ib:l llht l)eclar?tio:', (If th~ 
and in any ~sc ill an atmosphere of Rights of Ihe .child call s upon I'a~e ;] l': 
affection and of moral and material upon men and women :IS inJ ivid .. :U~, :;:: c 
security, a child oftcncler yellrs sh:J!J nO!, upon l'ohJljtn ry or !' ~ni z21 io r. $ , I r.~~ ! 

Whereas mankind owes to the child the save in exccptional cirCUl11Sl311 CeS, be 3uth{witics anclll :HiO:l :J1 gO\ <:.Tn m~ l~ :_ : '. 
best it has to gi\·c. separated from hi ~ mother. S(Jciclv and rCC(lgllj 7. ~ Ihc ri ght. set fo . th rhnd:\ ::;: ,: 

Now litr.r,1orc. th(' public aUI hOI itic·s shall hn\·c I h~ dUly SI rive for their obst' l vancc. 

T. G \0 cxtent! pan icil lar care 10 rh ilda' lI > 
. lie (1I(1'.7/IlJ.lClllbly ' \1 I ~ ' I d I . I 1. 11 CCO III!l/ CII J5 r. o\·crl1 !!1 e l~l ~ :-: .. : <":0".; .. :, ..... . · .. ·0 :. ,.:: .. ' . . . : .. . : ... :. , .W) 10.11 .~ 0 :, ) 1 ." ~11 : 10 I l.".!; \\"1l 1O'.t! . .• ·' IlC·u1hoj- ~ 1 ~ 1 r.:~ ' iI': r .",i '/Fz- .' . -L" ;.J 

:, .' ••• • 'J, . r(';-'(~ lt~.\ ih\~.l) ·~cl~,ri~h · 6 cl: ' !},l: 1~i!~ '1 r~ ;", . o' .: ~lh- 'i tl.~ ~l· ~}.~~p: ,·:~ ) r. ~t~)P~(,'rJ .. JI .::uH:J i" lif"":· ... ~'. ..::.,,' .. o, ~: ",:' /. ....f· :: r ' .. : .\ .... : } \'~" . ....... . . r i C ' . . . - ' .. ' . . . . . . , . . . . ~ 11 ,,1\)"0 ·11IH. 0 , 1' ·'1, , 0"1"1'11' .... ; .• o I lC hJl,i Ir, th e cnd tbm he mal" h;1Vc Sl nlC nnd lll h~ 1' ~ ~~ ; s lnllec IOI": .II Ll IIle . . .' . . . I . . ', ...... . . ' 
J h·ldl d .• gove rnmelltal o·"c· I1I ~n tl,'n s to P' _.L _. a lappy C J 100 and enjoy for his o\\'n maintcnance or ch ild rell afl ~ l 1:c !;II\: ilies .d I . ' ;-0 ' . .• , ... : ' • 

good and forthc good ofso(itt)' Ibc riohts is desinrblc: as WI ·c ~' llS pos~ l hk the tex! l '! I ~n 
d r: b· Dcchrauon' an IrCCdOIJ1S hcrcin SCI fOrlh, and calls ., , 

upon- parcnts, upon men and women as Principle 7 2. Req1lests the. Secretary-Geller;;! to 

indi\·jduals and upon voluntary The cJlild i, entitled to r(:ceil'e haye this D('c1:~l nion \ ,' i';;:j· 
organiutiom, local lilllhorities and education, which shall h~ frC'e and di~;~:cl1linated and, 10 Ihat end, h' \i ;:~ 
national !!O\·C'lllmenls 10 r,·(o['.nize these comllulsorv , ill le·.lst 1·,1 "1C "IL·ll1"lll.~. ry· I· 1· I ,, . , 

•• J ~ ... ..... c\'cr)' means at II, (\'i'OS:l lC' 1':1.1,: ':' :. :~. 

righls ,!lid slri\"C ror 11t,·ir observance by sl~ges. He: !;!lnll Lv.' givcll nn ('dU(alioll di ~ lriblll(' text~ in ;lI' ;;'Jlr.\j.l?-(~ r .. ':.': ·'::. 
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Abdominal Distention 

AI'P'EmJIX 4 
Page 1 

Swelling of the abdomen. The distention m&y be caused by internal 

injury, obstruction, or by malnutrition. 

Abrasion 

A wound in which an area of the body surface is scraped of skin or 

mucous membrane. 

Alopecia 

Baldness, absence of the hair from skin areas where it normally is 

present. Hay be due to disease, e.g., fungal infection or mechanical 

hair pulling. 
: , .. . .,: ' .. . .... '-, : . ," . . 

Anorexia 
~ • \ : . t,', •• ••• • • :' .. 

'" . . '. 
Lack or loss of the appetite for food. 

Atropby 

Wasting of tissue, flesn, cell or organ. Seen in inactive children. 

Avitaminosis 

A condition due to complete lack of one or more essential vitamins. 

Hypovitam inos~ 5 - partial lack of vitamins. 

Bilateral 

Affecting, or pertaining to, both sides' 'of the' :bod.;:: 

Bonding 

, " , - , 

.... . 

' The psychological attachment of mot'her 'to chi'ld which develops 

during and immediate ly rollo~ring childbirth. Bonding, which appears 

to be crucial to t)le development of a healthy parent/child 

relationship, may be studied during and imm(!d ia tely follo~ring 

delivery to help identify potential farnili es-at-risk. Bonding is 

norm al ly a natural occurrence but it !nay be disrupted by separation 

of mother and baby or by situational or psycholoGical factor s causinB 

the mother to reject the baby at birth. 

Bruise 

An injury that docs not break the skin but causes ruptures of small 

underlying vessels with resultant discolouration of tissues. 

Other organs can be bruised e.g. brain, kidney, and bones. 

See Haemorrbage fo r classi fica tion of brui ses. 

A wound produced by mechanical means - such as heat, cold, electricity, 

or chemicals. 

1st degree: 
2nd decrree: 
3rd degree: 

Scorching or redness and tender skin 
Blisters 
Destructj on of out'er layer of the skin 
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" 

Calcification 

Formation of bone. The amount of calcium deposited can indicate via 
x-ray the degree of healing of a broken bone or the location of an 
old fracture. 

Calltw 

Ne~T bone formed during the healing process of a facture. 

Cartilage 

The hard connective tissue that is not bone, but, in the unborn, 
preterm and gro .. :ing child is the forerunner of bone before calcium 
is deposited in it. 

C.A.T. SCElll 

Computerise ,:~ Axial Tomography - uses a collection of x-rays to build 
up a 3 dimentional picture of part or all of the , body ' and is' more' 
detailed than simple x-rays. ." 

" '. 
Central Nervous System 

The system controlling those bodily functions 6f, 'relating to, 
comprising or originating in the brain and spinal cord • 

Cervical . ;.. 

Pertaining to the neck. 

Chip Fracture - See Fracture 

Clinical Photographs 
.. ' . ...... . - " . I 

Photographs taken of injuries, often useful is evidence . 

'Clotting Factors 
. :: .. . " . t •. . .••• ' ; 4.

1
" ...... 

. .. ':. .~ ... :' . 

Factors that cause blood to clot or coagul'ate ', : De"fi~iencies , 

. ' . 

of clotting factors are a cause of inte rnal or external 'bleeding 
and/or bruising. Bruises or bleeding caused by diseases can be 
mistaken as abuse. 

Clotting Studios 

The tests done to diagnose or ru le out possib le diseases of clotting 
factors. These include such tests as Prothr omhin time (PT), partial 
throJaboplastin time (PTT), bleeding t i me , etc . tho s e te sts measure 
the clotting factor system. 

Colon The large i~testine 

Co=iLutcd Frllcture See Fracmre 

C03pound Frllcture Sec Fracture 
.' , 

;.' :): . >~,':::r ·:",: ;,.~;::';.~:: _:~, '6~;c~~'s~~~~.r;",;'.·· .. ,,;>::·.:::( ::' ;:.~>,::.: ,.:: :'.~,: '::.', :,(,': :,.: ~ ;; .,.::)',l~ ;,~ . ~ ~ .:<,::.,.~ ~" :'" : .. ' .... 

..­
" 

An injury to the brain as a result of, impac t, violent shakin~ or jarrinG, 
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Re~ers to conditions that are present at birth, regardless of their 

cause. 

Conjunctiva 

Transpar.ent lining covering the white' of the eye and eyelids. 

Bleeding beneath the conjunctiva can occur spontaneously or from 

accidental or non-accidental injury. 

Contra indication Reason for not giving a particular drug or 

treatment as it may do more harm than good. 

Contusion - See BRUISE 

Cortex 

The outer layer of an organ or other body structur.e, as distinguished 

from the internal substance, e.g., the cortex of, bone, brain cortex, 

etc. (cortical) 

Cot death - Also knO\ffi as Sudden Infant Syndrome (SIDS) 

A condition 1"hich may be confused with child abuse. Cot death is an 

unexplained death in a baby or infant who has been heal thy except for 

minor respiratory infection. 

Crani~ - Referring to the skull 

Cystic Fibrosis - a disease of the exocrine system involving the lungs, 

pancreas, liver and bowel. Preliminary symptoms in an infant or child 

' are increased appetite, "Ieight loss, recurrent pneumonias. 

DiaphJBis 

"The shaft of a long bone. 

'Di;fferential DiagnosiB 

A medical term referring to the process of listing different conditions 

and doing the appropriate test to establish "Ihich disease may be responsi 1::~ 

for the symptoms that a child may have. 

Dislocation 

Displacement of a bone from a jOint. This may accompany a fracture or 

may occur alone. 

Distal 

Part of an extremity relatively farther from the trunk. Opposite to 

proximal. 

Daodenum 

The first portion of the small intestine \OIhich 8merges from the 

, , :, " stomach. ' This ,can bG one of the injury sites from a bIOI'! to the 

":-,'; ':;'j :<~';~~;',<::, 'I:,,~~':.,:; ,:i:'>':.{ :6}:l:~.j~,J;.n,'~':.',~ i~,-c~ .::Cl:~~,9,~,~~ \~,d: ,:;~t~:'~:t::~~'~!':t;~ ?~~\:/~~i;<:\j<;,>.',,\';~, ::,~~>';:'\;;,(:; ~ ;,;~,<\;'~~'::.: ;'~<" 
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EC~05is See Haemorrhage 

Enc,opresis 

The involuntary passage of faeces. This is usually a psychological 

symptom and has been de,scribed as a presenting complaint in incest 

or other emotional disorders. 

Enuresis 

The involuntary passage of urine. This is a common condition of 

children which mayor may not be of psychological origin. 

EpiJlhYSi~ 

The growth centre near the end of a long bone. The epiphyses 

eventually join to the main portion of the bone in later life. 

Failure to Thrive Syndrome (FT'!) 

" '~erious medical condition most often seen in ~hildren under one 

year of age. An FTT chLl,d's height, weight, and motor development 

fall significantly short of the average growth rates of normal 

children. In about 10% of FTT cases, there is an organic cause 

such as serious heart, kidney, or intestinal disease, a genetic 

error of metabolism, or brain damage. All other cases are result of 

a disturbed parent-child relationship manifested in severe physical 

and emotional neglect of the child. In diagnosing FTT as ' child 

neglect, certain criteria should be considered: 

1) The , child's weight is belo;T the third percentile, 

but substantial weight gain occurs .... Then the child 

is properly nurtured, such as when hospitalized. 

,2) 
, , 

The child exhi bi ts developmental retardation \-,hich 

decreases when there is adequate feeding and appropriate 

stimulation. " 

, . 

f , 

, 3) Nedical investigation provides no evideI)ce -that C!isease 

or' medical abnormality is causing the symptoms. 

4) The child exhibits clinical signs of deprivation which 

decrease in a more nurturing enviro~~ent. 

5) ; There appears to be a significant environmental psycho­

social disruption in the child's family. 

Foetal Llcohol Syndrone 

Condition in baby due to interuterine affects of alcohol. The 

eyes are very close together, the face has a "pixie" appearance 

Bnd there is usually physical and intellectual retardation. 

'. Fontanel 

The " soft spots" of an i nfa n t ' s sku l l "lhere the bones of the skull 

have not yet groO'rill toge t her . '·iher. a child has increased pressure 

, .'.. . .:, , .. in the hee.:l fro:~ a nn .. 1uer of causes the f ont/me l may be described as 

ir~~:~~,:,~::,.; :,'..:\::·;"::\';:':~'~;·:'~~;5~'ij/~~i[::,~f?rYi::~>;'r~,:i ::;}f..~f:~\!~~~~.,~ ~.~~~::..~ ~1:~~:~~{~~,~:~~n;~J.I:~~~~.;:r.;~:.;!<~;:::~,~:~;~\ ~: : ~,' 
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A broken bone, )lhich is one of the most common injuries found in 

abused children. The fracture may occur in several ways: 

- Chip Fracture 

A small piece of bone is fl~ked from the major 

part of the bone. 

- Co~uted Fracture 

Bone is crushed or broken into a number of pieces. 

Co~pound fractllre 

Fragment(s) of broken bone protrudes through the 

skin causing a wound. ---

Simple frnc1:ur.-

Bone breaks ,, ~ ,_"It wounding'the surroulld·ing tissue. 

- Spiral fracture 

Frontal 

Twisting causes the line of the fracture to encircle 

the bone like a spiral staircase. 

.Referring to the front portion of the body, e.g., the forehead. 

~dascopic ExaQination 

optholmic examination to determine if EO!ye . . irregulari ties or 

injuries exist. 

Gluteal· 

Relating to the buttocks. 

Gonorrhea - See Vencr.~l Disease 

llaematemasis 

Vom iting of blood from the stomach. Hay be the result of 

internal injuries. 

Beematoma 

The s"lelling caused by collection of blood in a space such as 

under the skin or under the sh."ull. 

Hsec.a turia 

Blood in the urine .... Ihich may be due to renal injuries or 

, .. . .othe r disea s es . 

• /~~~:. ,:. ~,~: .~ •. "!:-: ~.~. 0, .t::,:r.;.: t .::' .~: .: :.~: ':<.: -... :: .. ~:! ;-:;':: ~ :':..~ ':. :!'.~.: .:.~.;:~~ ::; ~ .• ~~: . ',\. . . ~:::~. ,~ .• :'~ .. : ',~' .:' . :'.:' .: ~ '.: .~. : ', ~ ' ',! : . f' ,:~ , ' ..... ! > ;' :: . : = " - . .. _ ; ' . ". : ' : ' 

. . . .. . . HncnocJ.o 1iil . - :,.' cC::I:nOII. 'Int:::::<i'lll' t!.~·u~ ; 'u . JC" ~, : . ~::l o!.' ('.\!e,Y~ 'l ·'Q~:! ",y~ :;<9~ O?:~ :~_:. :'':-:~''. '-'; " :::'" ,. ;;; ... 
cell s in th l': blood , . .. '. . . 
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Haemophilin. 

An hereditary blood-clotting disorder characterised by internal or 

external bleeding. Usually the external bleeding is around joints. 

Haeaoptysis 

Spitting or coughing blood from the windpipe or lungs. 

The escape of blood from vessels; bleeding. Bruises due to 

haemorrhage are usually classified by size: 

Petechiae 

Ver 'Y small bruises caused by broken capillaries. 

Petechiae may be traumatic in nature or may be 

caused by clotting disorders. 

Purpara 

Petechiae occurring in groups, or a small bruise 

(up to 1 cm. in diameter). 

- Ecbhymosis 

Larger bruise 

Herpes - See Venereal Disease. 

Hyper - prefix meaning excessive. 

Hyperactive Child 

Hyperactive Child 

Any be}lavioural activity which is considered more than normal for 

a child at a given developmental age. - The causes are numerous 

and may be due to disorders of the body, environmental stimulation, 

or a behavioural adaptation pattern . 

• 
Hypertherrria 

Condition of high body temperature. 

nypheLla 

Hemorrhage wi thin the anterior chamber of the eye often appearing 

as a blood-shot eye. This can be due to a blo~l, injury or sudden 

acceleration follo\·/ed by sudden deceleration as in tossing a baby 

up and do\1'J1 or shaking it. 

Hypo prefix meaning deficient. 

• Hypoactive 

:_.::~ :.>:.:.::.~ .. <.~, .. ::::/::.~; ~·'.;~~:i.ii./;;~:~~f;,~.;~~~;~\::~ tluiri 'js. c6nsi H:1:e<1 ··noma1.. .' '. .' '.. '.' , 

,~. Hypo therrlin "~: < :;:'/ ..... :; ' ..•. : ;- ~::;.:·· :i, :;:.: '.~,': ,::,'~: ~':"";:':'~":;; ·(~,, ·}i:: .. :~:;~:<>.;,.;.j:· .. ~.~;~;.,-:-><; .. . :.;.~'...;/.<~ ;:.:~:;:.; .. :; 

Condition of low body temperature. 
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Hypovitaminosis 

Condition due to the deficiency of one or more essential vitamins. 

(See al so A VITAHDWSIS) 

Ileum 

The final portion of the small intestines "'hicll lies beheen the 

colon and jejunum. 

Impetago 

A highly contagious skin disorder usually in infants and small 

children, characterised by red blisters. 

Internal Injuries 

A general term referring to a whole range of injuries to internal 

organs. . -.---

Intraocular . " ~ . -.. '. 
a t' · 

Inside the eye. '., 

Jejunum 

The middle portion of the small intestine bet~ieen the du'odonurn 

and the ileum. 
.' 

Kirashiorkor 

I A""severe form of protein-calorie malnutrition in which the body 

has lost proteins, thus the child has considerable oedema fluid. 

Laceration 

A 'Wound ,~hich is characterised by being- torn, ra'-gg~d " or sh~rp-" 

edged. A laceration can be caused by a knife or other instrument 

which cuts or tears the skin. .. . I 
~ '.:' . .. 

. Lateral 

Toward the side. 

Lesion 

, \, ': \ :: .. 
.. ' . 

" ' . . ' 

A general term for any injury to any part of the body from any 

cause that results in damage or abnormal appearance of the body 

tissue involved. A lesion may be caused by poison, infection, 

dysfunction or violence. 

Leukema 

A malicnant disease of blood forming elements. These children can 

present ,,'1. th petechiae or bleedint; manifestations \":hich has to be 

considered in the differential diagnosis of children who bruise 

easily. 
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Imnbar 
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. 
Re ferring to the part of the back be t~leen the ribs and the 
upper portion of th~ pelvis. 

Iml - Prefix meaning "bad" 

Malnutrition 

Failure to receive adequate nourishm ent. This may be the result 
of al1 inadequate diet or an imbalanced diet where certain foods 
are withheld. A general term indicating a deficiency of a normal 
diet. , (See KY;ASHIORKOR, I1ARASNUS), " 

Harasrsus " 

. ~. . " ~' 

Protein-calorie malnutrition which occurs during the first years 
of life character~sed by retardation of growth, progressive 
wasting of subcutaneous fat and muscle. It is usually accompanied 
.by retention of appetite and menta l alertness . 

. ' , 

," 

Medial 

To\mrd the middle or mid-line. 

Kesentery 

The membranes ~ .. hich cover abdominal organs and attach the bO~iel 

to the abdominal wall. The mesentery may be injured in 
'interabdominal trauma or inflamed as rli th peri toni tis. 

Uetaphysis 

The part of the shaft of the long bone \~hich is next to the 
epiphyseal gro~nh center. Chip fractures or avulsion fractures 
often occur to the metaphysis as a result .of shaking . 

" . " 110ngolinn Spots 

". A bir t hmark of in ereasad pigmen t a bon usually f ound on the lumbar 
or but to c ks region. Generally t hese bir thmarks are found i n non ­
whi t es but also may be pres ent in whites . ~hey disappear or 
a t rophy wi th tlCl c and can be conf used with br\1l sing . The history 
01' be i ng pre.sent at bi r t h and no t changing vi th observa tion llfsd s 
one to the corr ect assessmen t . Mongolian spots may a l so be presen t 
011 the limbs of the child. 

Uoribund 

Dying or near death. 

non-Accidental Injury 

An in~ury Khich occurs other than by chance (an accident). 
Legally this refers to an injury ~Ihi ch is inconsistent with the 
stu ted cause. 

Fon-Organic :raj_l\u'~ t o 'rhrive See Failur e to Thrive 

: ,: :":.,:':;.: ~."~ .,~:".; :;:,,: . ;;":"~. ~ :: .. ::;~: 6d Ji ~~~: ':', ..," .. ,"" .. ;;"~.;:~;: .; .. ~." .: ~, " ;>: .:-::, ,,~':' ~:~'" .: .... ": ::": . .t.::".":;.:.::' ~·.i '.~ :~'''' ' :'\:;;~"'~~"'';:>; :::f~;:~·::.~ i::':: : " ';'~~" '":": ' i::;:";: :'. " 
Referring to the 'Qack of the head ." " 

Oede-'o-ll 

of ;ncreaocd fluid in the tissues of the body. Thc presence ... 
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Formation of bone. 

Osteosenesis Icperfecta 

An inherited condition of bone which may be pI:esent at birth or 
become apparent in early childhood. The bones are abnormally 
brittle and subject to fracture. 'This condition is extremely 
important to rule out in suspected cases of child abuse. 

Paralysis 

Complet~ or partial loss of function usually involving motor 
function in a part of the body. 

Pathologic Fracture 

A fracture due to a disease and not trauma; fOr. ' example, 
as seen in osteogenesis imperfecta . 

Perinat.al 

This refers to the period of time including before birth, at 
birth, and for the month after birth. 

Perineum 

The area between anus and the scrotum or vagina. 

Periosteal Elevation (hemorrhage) 

The riping or tearing of 'the surface of a bone and the resultant 
. ," hemorrhage occurring ~lhen a bone is broken . 

. ' . 

. . 
" 

I 

Periosteum 

The connective tissue covering bones • 
. . 

Peritonitis .' 

Inflammation of the lining of the abdomen (peritoneum), This may 
be caused by infection . . 

Percentile 

A number relating to the normal distribution for a particular 
varia ble ; for ex ample . a c~ild ~Iho is below the 3rd percentile in 
height is among th e 3% shortest children for 'a particular age. 
Percentiles are particularly relevant for height, "Ieight, and 
head circumferen ce , Ideally th e height , weight and head 
circumference shou ld be close to th e same percentile. \vhen 
percentiles are ' dia ~e, i t is of con~ern. 

Petechiae 

Small pin-point haemorrhages of the skin vlhi ch do not blanch 
':_ .. ; . '. ' : '.: ',' ._ .. " · .. (11hi .ten) on pressurfi!: - See haemorrh::Jce • 

• ' : -':::.:~;: .~. J<~ ":: ,,': ... :.::,,.; .. :; .... / :::: " ;'f'~~~~:i~ {:c~~{><·: :: '; " '~:.. :~'.~ '~''':f~''\;' ~.;;:~,:: 1':·":'';:,:·) :;Z·~ .~.:-:<: .~·:~~ .. ··j;/~;;::(i;~:~.~· ;;> ·.L~::; ~:: ·:: ~~" ; ~.;> ~: (:;: ;.' 
II t r t e of blood .cell importallt in blood clo ttinS ' . eosureClen ' 0 ,e YJl 
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Seizures 

1m abnormal electrical discharge from the brain ,~hich mayor may 
not be asso cia ted ~Ii th uncontrollable muscular contrac tures. 
There are various types of seizures depending upon the area of 
the brain involved. Seizures can be the result of injury to 
,the brain. 

Sequelae 

After effects. Usually medical events follo~ling an injury or 
disease. In child abuse, sequelae is used to refer to 
psychological consequences of abusive acts and the perpetuation 
of abusive behaviour across generation~, as well as specific after -
,effects such as brain damage, speech impairment, and impaired 
physical and/or psychological growth. 

S.I.D.S. - see Cot death ..:.,,:-_4 

Simple Fract~re - See Frocture 

Skeletal Survey 

'"' .... 
.. ' 

,,' 

. ,.~: ~~~ .. :-~. 
. -,-

... .. . I 

A series of x-rays that stUdies all bones of the body. ' Such 
8 survey should be done in all cases of suspected abuse to 
locate any old, as ~Iell as new, fractures which may exist. 

Spiral Fracture - See Fracture 

Sprain 

Injury by sudden traction to muscles or ligaments, causing 
swelling. 

Subcutaneous beneath the skin. " ' 

Subdural Haematona 
" '. 

A bruise or collection I of blood just be~e'a:tl'f th'e'6~te~ layer of 
the brain - common fo llo\dne severeinj~ry .or'; shaking. 

" 

Suffocation 

Interference ~rith breathing causing deprivation of air. 

Suture 

This may refer to an immovable joint such as occurs between 
the adjoining bones of the skull. Also it may refer to 
"sti tches" which are used in closing a ~/Ound. 

Syphilis 

One of the venereal dj,seases. One of the manifestations in its 
congeni tal form ~Ihich way be confused \'lith child abuse. 
Generally the bilateral characteristic of the bon e lesions and 

, , blood tests \1i11 help confirm this condition. See Vellere!l~ 

: 

.; /,: ~~,;:,>\~: ~ ,::L·:,.';,;~:''';;<i~'?:'i:~! tf~r2~~f;~~'\\ ~:;:,i 'o::~';<~; J:'~'/; ;:; \~;{/,;'~; {;:{,~~:':'~::: {~{:!, ;h'; i,:<~,:i ;;~ :~' ,:(:::"<:;;'r<,' J :':;<'::,~ ~,;; :'2":;<i?~ ;, ; ,;:;, "; : 
Tel:lpornl 

This refers to the lateral or side 'region of the head. 

'l'orus 'Fracture - See 'Fractu,r~. 
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Trauma 

An internal or external injury or "lOund brought about by an 

outside fo rce . Us ua lly trauma meaus injury by viol ence , but 

it may also apply to th e woun d caused by any surgLcal procedure , 

Trauma may be caused accidentally or , es in a case of physical 

abuse , non-accidentally , Trauma is a l so a term applied to 

ps ycho logical discomfort or symptOinS' resulting from an emot ional ' 

shock or painful experience. 

Tarrror 

Usually referring to the ata te of elasticity and tension of the 

skin. Lack of normal turgor is often seen in dehydration and 

malnutritiou, and espeCially in the child presenting with non­

organic failure to thrive. 

Unilateral 
,- ' 

Affecting one side of the body. 

Urticaria PibJ!lentosa 

A skin disorder characterised by histamine type cells in the 

skin. This disease is present in prepubertal children and loo)[s 

like bruises, Cases have been reported ,,'here it is confusGd with 

child abuse, because there is no history of hO\-I the lesions ,rere 

obtained. Rubbing the lesions will produce a skin response of 

reddening oedema of the skin ("wheal and flare" response), 

Vascular 

Of the blood vessels. 

," Venereal Disease 

" Any disease transmitted by sexual contact. Presence of a venereal 

disease in a child may indicate that the mother .... ras infected .... Ii th 

th~ disease during pregnancy, or it may be evidence of ' sexual abuse. 

Visceral 

Referring to the inner cavity of the abdomen, e.g., visceral 

injury, visceral organs (liver, spleen, bowel, etc). 

Vi tal Sigrul 

The measurements of temperature, pulse, blood pxessure, and 

respiratory rate, and eye responses. 

Vitreous 

The ::aterial ... hich is enclosed in the major portion of the eye. 

This is normally clear, \'Ii th eye injury one may have a vitreous 

hemorrhage. 

Velt 

:~~ ,; :;~;·;r.A~~"t;:i.)}',/;; ~~~ <,-;~,:,?t;}: (;,".;!;,:'i:1!.<'~ ;l:, ':.( :~<~i.rr,<'? f < Y<·, l;'.7~l;;:;:~';! _1.~ L " ~ ,:' -,~~_~r1,~ )~; }]: t,:~,~;> \l), \: , oj' ~ " .... ', 
, "blood in tJ,e tiSSUt:' as' \it:'ll"Cl:';'" oect ~::l~. flUH1' l'i'vn l:J.l;)m't':'; ",\;j ",;)\1 : ,,-~, ;. ~ .. ,: ':.': :::",: 

vessels. 
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lfhiplash Shaken Infllnt Syndrome (USIS) 
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Pa,1e 13 

This refers to the condition described by Dr Caffey ",hich inay cause 
'subdural haematoma, interocular haemorrhage and avulsion fractures 
of the metaphyses. 

X-Rays 

Photographs made by means of'X-rays. X-rays are one of the most 
important tools available to physicians in the diagnosis of 
physical child abuse. \vi th X-rays, or radiologic examinations, 

,physicians can observe not,oniy the current bone injuries of the 
child, but also any past injuries that may exist in various 
stages of healing. This historical information contributes 
significantly to the assessment of a suspected case of child 
abuse. Radiological examination is also essential to distinguish 
organic diseases that may cause bone breakage from physical child 
abuse. Skeletal surveys can be criticised in that they exposE! a 
child to radiation. H01,rever, a child with undetected fractures 
is often a child at risk of further severe physical abuse. \~l ',,:;n 

there are suspicious that a child has been abused, negative 
results from x-rays can be important. 

2 LEGAL TERllS 

,'. 

" 

, " 

Abuse 

Abuse in relation to a child means assault, or ill-treat the Child, 
or subject the child to behaviour that psychologically harms him, 
or is likely to psychologically harm him', rlhether or not, in any 
case, with the consent of the child. (Section 4 (1), Ccmmunity 
We"lfar'e Act, 1982). 

Assessor 

Assessor - a person, chosen by the Senior magistrate, to sit with 
and to advise I the magistrate. (Section. 78 J 7,9 of the Act). 

Application 

Application - term used to seek an inquiry by the court into the 
case of a child believed to be in need of care. 

Care 

Care - child in need of: 

a) adequate provision is not being, or is likely not 
to be, made for his proper care; 

b) he is being, or is likely to be abused; 

c) he is being, or is likely to be abused as a 
consequence of: 

, " ' . . i) his behaviour, or '. ' . 

,./ '~" :':\<~,,~:ir\'~> ;:',~r:\~.:~: '?~:~ , ':': ;-;<~~:r::/: " ?:~:,~ :,) ':>i~:;;{i ~: .. ! :" {'~:~;::;~'S:ri:~;{l~~ \; '~15;:: ; Xh;~~;~:}~~~ ~:~}ith::~:;';A:;:2;\;' ;3 ~~:=:;: :},,:,:'- i:: :,:,:': '; ":" 
is resid~ng or the conditions in which 

. he is residinG; or 
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Child 

d) he is not under competent and proper guardianship. 
(Section 44 (4) of the Caronunity Webfare Act 1982). 

Person up to 18 years of age. For the purpose of child abuse 
notification, a 'child' is a person up to 16 years of age. 

Custody 

For the purpose of care proceediings, custody means "care" of the 
.child. Custody does not give as much responsibility or rights as 
guardianship. 

Ethnic Group 

For the purpose of this section of the Community Welfare Act, 
"ethnic" includes Aboriginal. 

Evidence 

\

EVidence - In chi1d protection cases the rule~ of evidence under 
the Co:r;-nvnity r.,Tel-fape A at, 1982 are relaxed to the extent that t:-,e 
court is not bound by the rules of evidence. HOr/ever, it sh ::mJ.d be 
kept in mind that i ~ ~s the "/eight of the evidence that is crucia::'. 

• Expert Testimony 

'. 

Witnesses with various types of expertise may testify in a child 
abuse or neglect case. Experts are usually questioned in court 
first about their education or experience rlhich qualifies the Cl 
to give opinions about certain matters. Only after the Inr.gh itr&te 
decides that the witness is sufficiently expert in the subject 
matter and that he or she can offer testimony which is beyond the 
common knowledge of an ordinary person, may the witness proceed 
to state his or her opinions. Doctors and psychologists are the 

. most corr~on expert witnesses in abuse' cases. 

Guardian ad litem 

An adult who is appointed by a court to act in the child's behalf • 

Guardianship 
.. 

In children's courts, guardianship is given a wide interpretation 
beyond the definition of legal custody of the child. 

Guardianship-inco~~etent 

The guardians do not or cannot comply with normal standards of 
household management or child care and present an unacc eptable 
standard o¥ physical, emotional and psychological care of the 
l;hild. 

Guardianship-ioproper 

1 Guardians do not or will not carry out their obligations &ccbrdi~s 
'. . . .. .- ...... :,. ,' ....... to ·.: U,e orclinnr:f' ~!·jres 'of society -' usqa}:ly [-jp"li G ~, 'i:)' ci',:w.s 0:- .'. 
:;~::"'-:(. ~::~ t/:.j~:;:,\~~:; f.:\ l:::~:.l ;?: ~.;~~~~~~~ ~::~~ ~':;i)~;:~ ;l";~,':~ ~{"\u;\ .... ::/) ·~ :~·t;~ ~h'C ::.~~)~~~~~~=·;::.~·~"l~o· i :".:r:; i) '\{::~. ~' .. ~~~;::.~;;o;~::; (~\.':.;~ ;/ .. ~:~~.:~ :.'~_~~~.~~.~'~;,~. ;: .. ~~ ~':'~'.~:':~ ' .. , ~" '/'7 '. < ... :: ;: ~ 
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Heans a condition characterised by: 

a) inadequate social adjustments; 

b) a retarded rate of maturation or; 

c) a significant limitation of learning capacity, 

llPPEUDIX ~ 

PHC8 15 

due to arrested or limited development of intellectual functioni~g. 

Medical Examination Order 

An order which is served on the caregiver of the child, to present 
the child to a doctor or a hospital for medical examination. 

Officer 

Officer means temporary or permanent empioye,e "iil :'the: Depart,me~Jt of 
Youth and Community Services. 

', ' .. ...... . 

Offence 

Offence means an offence punishable summarily or ,on indictment 
under this or any other act at common 'la\'/ • 

.Parent 

Parent means: ~. 

n) a guardian of the child, or 

b) a person \'Iho has custody of the child but does not 
incl ude the l'!inis tt?r" or, the Director:"G eneral. 

Person Responsible 
,,;- 'i . " ,' 

Person responsible in reiation to a child "means: , 

a) a parent of the child 

b) a person (not the l~inister or Director-General) 
who has the care of the child 

c) 'tlhere the child is in the care of the Minister or 
Director-General, any person 'trho had the care of the child, 
immediately before the child came to be in the care of the 
J1inister or Director-General. 

Place of Safety 

A place "here a chiJd is safe from further abuse or neglect. A 
place of safety can inlcude a hospital, a foster home, or a 
departmental or non-Government establishment. 

Prcscriced Pernon (Sce1;:ion. 102 of the Co;::mmit:lJ TleZfC'.~·e Act 1[32) 

> ;"~' ~:~:~;.; =:,:1- :;:::",->~~!'::;~~~):;-,~;i :;'r:: ~Y':}i~( ;~;':~'~~"i\ t :'i'~>r~"i~ '~-/:~i,:~ til:':"'~"i: .':t~;;~1'i :~~'~·~·N~t~i' t~~ L~,~~: \}~~:::'i-~{ ,,-~~; ,;,<: ',"', 
doctor,:;. 

PremiGes includes Bny land, buildinC, vehicle or vessel. 
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Private Foatering Agency 

Private fostering agency means a person who performs (whether or 
not for fee, gain or re,,~ard) private fostering services with 
respect of children other than children of whom that person is a 
parent. 

Subpoena 

A document issued by a court clerk, usually handed by a process 
server or police officer to the person subpoenaed, requirine that 
person to appear at a certain court at a certain day and time to 
give evidence in a specified case. If a subpoena is disobeyed a 
warrant may be issued for the person to be brought before the Court 
and it is possible that he/she could be held in custody until the 
hearing of the case. 

Very highly probable .­.-' 
The standard of proof in care proceedings is higher than the civil 

~tandard (on the Dalance of probabilities) but not as high as the 
lfriminal standard (beyond reasonable doubt). 

Varrant 

A document issued by a magistrate authorising the arrest or 
detention of a person, or the search of a place and seizure of 
specified items in that place. The magistrate must be given 
'reasonable cause to believe' that the \-Tarrant is necessary. 

Witness 

A person who has seen or heard something. A person called upon 
to testify in a court proceeding . 

" 
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APPEJIDrx 4 
Page 10 

CHILD PRO'mC'rION FOLlCY AND PROCEDURE) 11ANUAL 

Prothronbin T{Ce - See Clotting Studies 

Prox:i:mal 

Part of an extremity located relatively closer to the trunk. 

Purpura 

Bleeding into the skin to form a small bruise. 

Badiological 

Of, or relating to the use of x-ray or radioactive substances 

in diagnosing medical conditions. 

Bare faction 

Loss of density. On an x-ray, an area , of bone which appears 

lighter than normal is in a state of rarefaction 'indicating 

8 loss of calcium. 

Retina 

The inside lining of the eye. Injury to the head can cause 

bleeding or detachment of the retina possibly causing blindness. 

Rickets 

A condition caused by deficiency of vitamin D, "Thich disturbs 

'the normal development of bones. 

Rubella 

~
," A viral infecious disease which may affect ne'l'l-born infants. 

~t, One of the early manifestations may be petechiae or easy 

:' bruising. There may be associated bone lesions which may be 

.. confused with child abuse cases. " 

1<;. Ordered 

Sacral Area 
.. 

The lO"'Elr part of the back, from the lumbar area down to the 

perineum. 

Scar 

The dense fibrous tissue that is left by the healing of 

injured tissue. 

Sclem 

The tough "hi te outer layer of the eyeball. As a result of a 

blow to the eye one may see sclera), haemorrha ge . 

Scurvy 
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CHILD PROTECTION POLICY Aim PROCEDURE ¥J,NUAL 

.' CHILD AT RISK rrOTIFICATIOIT FOnrrs " , 
ATTACIIED ARB: 

" 
Psge1 Child at Risk Notification Form .,. Form 

........ , 
Page 2 Child- at Risk Notification Forn .,. Fom. 2 .. ~, 

Pages 3 
and 4 

Page 5 

Page 8 

Page 9 

" 

Child at Risk Notification Form .,. 
Fora 3, Parts A and B 

Procedures associated '-lith Form 3 
. -~- -

;- I 

Sample FOL, local or'fice Register.,. C.A.R. 
Notifications: -

Sample, Child at Risk local office card 
Sy:JtClll 

' --- -

... --

.. 

 

Government Information (Public Access) Act 2009 

This document has been released by  

Open Government, Information and Privacy 

 

NSW Department of Communities and Justice, Legal   

 



FORM 1 CHILD AT FUSK NOTIFICATION . 1\1 Notification I Regi,\rat;o~, 
1. CHI!...DREN ~ 

Child at risk 15 911 ' . 1 m !., I I I I 1 

::n~:,:e~~.:~~;:::::::::::::::: : : :: ::: : : : : ::: ::::::::::::::: :: ::::::::: :: ::::::::~~~.:::: :: :: :: ::::::::::::::::::::::::::::::~:.~~~ .. ~~.~.~~".'.'.''':::.'::'''''':::'';~;; ' ;~;~':':"":::.'::"""" 9 LiL~ 
o t f B"II . Sex porceived Nationolity ................................................................... l1rn=q-r 
~::~:.:.~.~~.~.~::~~~~:~::.~~:~~:~~~: :::::::;::::::::::,:,:::: .. :, ... ::::::::::.:.::::::::::::.:.:: .. :.~. :: .. : .. : .. : ...... :: .. :: .... : ... ~: .................... :: .. : ...... :: .. :: .. : .. ::::::::::: .. ::::: .... :::::::: .. : .... :::: .......................... :.17~l 
Other children in household 

Child Given name only DoB Sex Child Given name only DoB Sex 2B 

2 ........ ...... . ....... ......... .. ... ..... ... .. ... . .......... .... ... .... .. .. ..... ............. . 

3 ............. ... ..... ........ ... ... ....... ........ .. ... .... ............ ... ........ . 4 ...... ... ....... . ........ ............ ...... .... .. .. .. .... .... ........ .............. .... . ..... . 

6 .............. ..... ... , .. ... .... ....... ............................ ....... ........ . 6 .............. ............. ...... .. .. .. ... , ..... , ...... ..... ........ ... .. , .. ........... ... .. . . 

No. of children in household ............... ................................ . 

2. PARENT(S) or SUOSTITUTE PARENT(S) MOlher DoB Father DoB 

SUrnam'Q: .... ... .. .... ... .... .... ... ... .. ..... .. .... .............. .... .......... .... .... ... ........ ...... ........... ... ; ..... ................. ..... ... .... ..... ........ .... : ... .... ..... .. ... .. .. . 

Given Name: ........... .... ........ .... .. .. .... ... ... ........... ... .............. ..... .. .. ......... ..... .... ... .... ...... ..... .. ..... ......... .. ... : .. ... ............................. ... .. ... . 

Also Known As: ............................................................... ........ ............ ........... ..... ....... .... .... ... .................. ....... , ....... ......... ..... , ........ . 

Mother's Maiden Name: ........................ ..... .............. .... ... ... .. ... ..... ........................ ... .. .......... .. .... ..... ........ ... .. ........ .. ...... ...... ............. . 

Relation to Child: ............. ...... ..... .......... ... ..... .... .... .............. ......... ..... ............. .. ... ... ........... .. ..................... ...... ... ......... ................... . 

erceived Nationality : ........•.... .......... ..•••. •. ....•... ... ....•.... .... •.•.•.•. .. .. ...... •.. ... •. •.•..........•.•.........•. : ...... .................... , ....•.•••.......... .... . .. . :' 

' 1 
I I 
I ! 

46 I l 

'5°1 I I i 
I 

, 

, 

56CJJIR 
62crn± 

LJ 
Need for Interpreter (Cire:e appropriatelvl Ves No Ves No 

68
1 ,I I I L..J 

Address: ..... ; .............................. ......................................... .......... , ............... : .............. .......... ~ ................. : .. ~ .... :.~ .. : ... : ....................... . 
....... .. .................. " .................................................................................... : ............... :.: ... , .. ... .... : .. :: .......... , .... ... : .. ...... .. : ...................... . 
....................................... , ....... ................ ............................................ Posl Code: ....... ,.: ............. POsI·Code: .......... ~ ...... ~ .. 

lei: ....... , ........................... tel: ........ .... .... .... .. ... : .. ... .. 

. ~ . 
3. SOUBCE OF REPORT lime 8m/pm 

NDI'ne: 

Address: 

Notification received by 

Status 

Phone No. 

at 

date 

day of week 

DO/CPU 

4. GROUNDS FOR NOTIFICATION (Circle the appropriate number; if applicable, cirde more than one number) 

1. P~\'sical abuse 2. Other drug ~buse 

3. Sexua1 abuse 4. Parent unable to COpg 

6. Emotional abuse S. Neglect . , 
7. Alcohol abuse S. hil"re to thrive 

9. ~::~:r ~::cCrii:ti.~~:~;.'~;~~.~.~; .::::::::::::::::::::::::: .. ::: .. ::::::::::::: .. :::~: .. ::: .. : .. ::::::::::::::::: .. :'.: .. ::::::::::.::::.:~:;~ .. ~::::;.:::.;:.::.:::: .. :.,::~::::: .. :::::.~:.: .. : .. : .. ,::~::: .. ::.: 
. ' . . .... , ••• , .. . . . . . .... .... .. .... . . . . ......... . . . ....... ........ , ............................................................................................ .. .. ... ... u . .... ........ .. ...... . . M •••••• 

................. ................................................................................................. ........................... ...... : ................... .. ........ : .. ......... : ...... . 

.............. ...... ........................................................ .................... ....... .. .. ................................................ , ................................... ... .. 

............. , ................................................................ ,. , .................................. .. .... , .. ....... , ..... .. .................... _ ................ , ............. .. .. 
5. KNOWN AGENCY INVOLVEMENT (including school or pre·school) 

Agency .. · ................................................................ Contact Person ............................................. , .. \el: .................................... . 

................. ,., .......................... .............. , .............................................................. .. .. .................. ............ : .................................... . 
6. ACTION (Cilc/e the appropriate number; if applicable, circle more than one number) 

(For a circled number, indicate whether "Done" or "To be done") 
(An uncircled number means that the item docs not upply) 

Done To be done Done To be done 
1. 'nili,1 home vi':t ........... ""...... ... ............... .... .. .. ... ... ........... .... 2. Clinica! photu> ........... ......... ........................ ........ .. ........ . 
3. "/oedical e"a",ination of child .. .......................... ... . .................. 4, Documontotion of injuries ...... ........... " ....... . " .... ........ .. . .. 
5. Issue med :cal Exan1intttion ordo:!r .......... ~ .. .. ..... ....................... , 6, Clotting sll,dies ., ..... ...... ... . .... ...... ..... ... ........ ...... .... .. .... .. . .. 
7. Admission to "'Io~~;tal ................................... ...... . .......... .... .... E. Crisis Care. vo:tlntary c:dlnission ................. ..... .......... ..... . 
9. Consultation wi~h doctor .................. .. ....... ... ...... . .................. 10. App",honsion of child .... ..... .. .. ..................................... .. 

11. X'ra'fs .. " ...... " .... "" ..... .... ............ ......................... .... ........ "... 12. Con,ult,lion l'Iilh Policf'/C:,;U ........................... . " .. .. ... . , 
13. Sketel.11 sur\eys ..... ......... ....... .. ..... ......... .............. . ......... " .. "... 14 . Farnily cVvLlre of notific<\t:on ......... " ..... . " ... ... .. " ..... .. "c ... 

9 2 1 

13 

17 

21 I 
23 I 

I 
I 
I' 

31 

33 
I 

-. 

I r-
47 

1[,. Other ... ..... ......... ............. ................ ...... .... ... ..................... : .. ; .. .. ~ 

.:<.~::.i ::'::;.: :.:I(:i.~;~:~~.~?:!C.: ;::" ;r.:,>~';..'\· ,.;.: ..... ,:',.:; : .. ,; :.::,~;~: )".: ~.:;:.';:-:.~.-.:-,", ".:':;;:<:; /('.;:)·,:.;;:~~::;~i ':;/:)·,~f.:;:~~::,'~ :l.;:·;~;:::',~~::;:~,,:;.:..;·:~:,~~~:;r:::~:, ~>" .. ' "~'.'. '::':; .. :,' '; 
7 .. cH·iL'6·PR6TECTio·r~j"LiN'iTiLoc'i~'L .. oFi:·i·cE:": i'r~·FOR~i,'ft:T'io~j .. "" .. "'·"······· ·· ...... ·"· .... ·' .. · .. ...... · ............................ .... .. 

Notification phoned to 8t DO/CPU 
fly time ~m/pm 

fl, YACS CASE CO·ORDINATOR date 

Nome ....... ,., .... "'., ..... ,., ........... ............. ...... .... ~ .. ..... ... . : ........... 01 .. .. . ... ... . ... ... . , ••.. . .. , .... . . . . .. ....... . ..... ... .. .... , . . • •• DO/CPU 
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.' CHILD AT RISK NOTIFICATION 
" , .& FORM 2 

SURNAME' Given Name: ............................................................ : .. .. 

;. G ROUN·D·S·F·O·R .. R·E·G·is~·RA:;:i·o·N .. ic;;·~·I·~ .. ~·~·~;:;~;'i'~';~' number; if il'~~licable circle more than one number) 

PHYSICAL 
1. No visible injllries 
3 . Shaking 

2. Skullfrnctllrc IIII 

Noti f iCiltior>/P.e:; i\ t ratic- -, 

1! I! !=rrL.l 

I 
9 :!l._ 

11 

5 . F acia.l/head brui,ing 

4. flacture (other thon skull) 

6. Internal injuries 
B. Attempted suffocation 

10. Attempted 'trangulation 

1599114 
7. Other bruising 
9. Lacerations/Wells 

11. Burns 
13. Disloca\ions/Sl'r~ins!TlYis~ing 

SElWAL 
1. Sexual intercour,e - blood relative 
3. Sexual intercourse - non blood reletive 
5. Sexual intercourse - non household member 
7. Other sex behaviour - blood relative 

EMOTIONAL 
1. Severe verbal abuse 
3. Frequent scapeg08ling/rejection 

ALCOHOL 
1. Mother d~p.ndent during pregnancy 
3. Child born with foetel alcohol syndrome 

DRUGS 
1. Intentional overdose of child by parent/other 
3. Overdose of child by parent/other 
5 . F ail to control .ccess \0 drugs/poisons 

PARENTS UN,o.DLE TO COPE 
1. Behaviour manall"ment difficulty 

leeds long break from children 
Jther (Specify .................................... . ........................ ) 

NEGLECT 
1. Neglect of physical needs 
3. Malnutrilion 
6. Other (Specify ..... ........................ ... .......... .. ... .............. ) 

2. RISK FACTORS · CHILD 
1. Complicated birth history 
3. Mental/physical handicap 
5. Significant separalion from parents 
7. Abused mOre than sib:ings 
9. Disappointed at sex of baby 

11. Described as dilferent 
13. Clings to parenls 

...!b Deceased (indicate cause if possible) 
14. Other (Specify ............................................................ .. .. ) 

2 . Other sex behaviour - non blood relative 
4. Other sex behaviour - non hou~ehold member 
6. Child exploited (prostitution/pornography) 
B. Other (Specify .................... .............. , .. .. .. ........ ...... ........ ) 

2. Social/physical isolation used as punishment 
4. Other (Specify .... .......................... . ............................... .) 

2. Child supplied with 81cohol 
4. Other (Specify .... .................................... ............... ........ ) 

2. Mother drug dependent dUI ing pregnancy 
4. Child drug dependent at birth 
6 . Other (Specify ..... ........ .. .............................. ............. ..... ) 

2. Needs short break from children 
4. Threats to harm child 

2 . Failure to thrive 
4. Consistent Neglect of medica! car.e 

'.' 

2 . Approaches parents infrequently 
4. Relotes to adult indiscriminately 
6. Significant b~h3viour problems 
B. Frequent hospital/G P presentation 

10. Adopted 
12. Fostered 
14. Other 

.. '. 

Specify/descr ibe : ............................... .... ................. .......... .... ... ... .............. ......... ... ....................... .. : . ..... . : ........ ; .. .......... ... : ... . 

3. RISK FACTORS - PARENTS "M" denotes mother; "F" denotes father. 
M 
1 
3 
6 
7 

F 

1 Victim of violence as child 
3 Rigid harsh puni,hment as child 
5 Unh.ppy as child 
7 Ignorant re chiid care skills 

M F 
2. 2 Adopted as child 
4 
6 

4 Ward,hip as child 
6 Olher substitule care .. s child ' 

B, B Drug use contributes to risk '. 
'l Inappropriate expectations of child 10 10 Alcohol use contributes 'to risk 

1. Limited intellectual ability 12 12 Other ' . 

'r 

: . 

", .. 

Specify/describe: ............ .............. ............. ................ ............ .. ............. ............ .... .... : ......... : ................... .. ..... .. .. ... .. . : .... , .. . . . 

4. RISK FACTORS - FAMILY STRESS . 
1. Unemployment 2. Health faclors 3. Change to family structure 
4. Financial problems 5. Accommodation 6. Recent separation/death 
7. Few social contacts B. Literacy problem 9 Severe relationship dilliculties 

10. Unsupportive family ,,. Recent crisis 12. Other. 

Specify/describo: .. ........... ... ..... .. ............ .... ..... ..... ..... ... .... ...... ... ....... . ... .... . ....... ...... ... .......... .. .. ......... ....... , ... .... ..... .. ..... ... . 

5. ACTION (FROM DATE OF NOTIFICATION TO DATE OF COMPLETION OF FORM 2) 
1. No aC1ion 2. Doctor consulted 3. Home visit 
4. Admission 10 hospital 5. Med. surveys complete 6 . Family a\'\l2fC notif. has been made. 
7 . Mod . Exam. ordored B. Police informed 9. Relerrolto other agency 

10. Clinical Photos 11. Child ~pprehcnded 12. Crisis Care; voluntMY admission. 
13. Court AC1ion 14. Other 

Specify/describe : .... .... .... .... .......... ..... ............... ..... .... ..... .. .... ... .. .... .... .. ........... .. ... . ................ ........ ..... .. .... .. ......... .. ... ... ... . 

,NY OTHER DETAILS : . ............. ................ ............... ................. .... ...................... ................... ............ .. .. .... .. ........... .. . ........ . 

52 
," . 

5B 

26 

39 

52 

25 

38 

i 
I -. 
I 

51 I 

- i 

~. < ~:·.::.5 :.\;:~·j.::;· ::~i.~:~:~~ .,f:.~~:!::: , ~r::>:;e;.F.~::.:.~X: :: : ·i~:\·J t. ~ .:. ;'-;.\:;:.;~~.<~ ·;;·F!:~;)·(; ... i.)~i'~ ~.· :~:!:~· :: :~.;;··:~:::~~.~··i; /:+:::i·;::,;.?·::~ ·:· ;.:.: .. '.:; :~._.: .; ;;~{; .. ::.;':'~:):' :' ;:';".:' :':_: ':.::::' 
YQUf' FiECO:.·. ! .: ~ N DATI OI. [l Eo RCGISTnATION: .. ........ .... ... ...... ....... ........ ..... .... .... . ... .... ........... .. .. ............ .. ..... ..... .......... .. 

... .. .................... ................................. ................................. ... ........... .......................... ........... -........ .......................................... .. 

Completed Ly: .. .. .. ............................................. ......... .. date: ......................... decision: ................................................... .. 

Prime Workcr: ................................................................ phono: ............... ; ........................... date : ...................................... . 
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'onM 3 ParI A' 
CHILD AT RISK/CHILD ADUSE NOTifiCATION 

CASE PLAN AND PROVISION FOR REVIEW 

F THE CASE HAS BEEN REGISTERED. THIS SECTION MUST BE COMPLETED AND SEIH TO 

fJ01I f-ICATIO i. / I',EGI:"·, .;;" ,. 

[' HE IIIONTROSE CHILD PROTECTION AI~D FAMILY CRISIS SERVICE WITHIN 28 DAYS OF ORIGINAL NOTIFICATION . 

;UBJECT CHILD: 

iurname: Given name: 

/I,SE CONFERENCE DETAILS 
Reason for case conference: .. ....................... .... .. .. .. ..... ......... ................................ ... ..... .... ..... ... ... ~ ..................................... ...... .......... .. ............ .. . 

Place of case conference: .................... ............... ..... .... .. ........ ... ................... ............... ... .............................. ...... .. .......... ...... .. ... .. ...... : ................ .. . 

Date of case conference: ............ .......... ...... .. .... ........... ........................ ............ . 

Chairperson : ....... ..................... ... .... .... .... ....... ..... ........................ .... ...... Agency: ................. .......... .. ....... .. ............................. ........ .. ......... .. ..... .. . 

Persons present and agencies represented : ........................ ...... .... ... .. ...................................................... .. ..................... ..... .............. ,': .......... ..... .. 

•• ........... •• ~ ", •• •••••••••••••••• •• ••••••••••••• •••••••• ••••••••••• , ••••• •• ••••••••••• 0 ......................... ............................... ; .~ ............... • ~ ... ........ ~ ••••••• : •• ; ••••••••• ••• ", ••• : •••••• ••••••••• ,. 

2. CASE PLAN (i~clude short and long term actions to be taken in regard 'to both child and family; state whowil l' be responsible fo ; each Geti c . . . . " .. ., . .... ................ .. . : ........... ..... ....... ... ....... ... ....... .. ....................... ... .................................... ........ ......................................................................... .... .. . 
. . .......................................................................................... ..... ......................................................... ................ ....................................... .......... ... . . 

............... ... .... ....... ....... . ............ .. .............. . ... . -................ . .. ............... .... . .......... . . . ... . .. . .... ... . ..... ..... 1 . . .. . ...................... .... ... . . . : ..... . . : . ........ : . .... ........... . . 

. . ........ ........... ........ 0-.... ...... .. . ......................... . ... . .. . ................. . . ....... ..... ...... . ... ... ......... ... .......... . ............. . . . .... ...... . ...... ......... . ... .. ..... ... : .... . ...... .. ..... . .. . . 

. . ........ ............ . ..... .. .... ...... ... ..... ... .... . ... ..... ...... ... .. .. ... .. ..... ..... .. ....... .. ..... .. ......... ..... .. ..... .. ........ ..... ... .. .... .. . .. .. .............. .. . .. . ........ ............... .... .......... .. 

................ ............ ............................. ................. ... ............ ....................................... ............ ....................... .. ............................ .. ................ .... .... 

................... .... ........... ........................ ............................................................................................................. _ ..... .......... ........... ......... ... .............. . 
. . ................. ................. .... .......................................................... ................... ......................................................................................... .... ........... 

.............. ..... ..... .......... . ... .. .... ... ...... ..................... .... .. .... .. .. .. . ....... _ ... ...... .... . . ............ : . ........ • 1 . .. • : ' ... ~:.::.: .. .. ... '~.: ',"'''' '' .~ .... : •• • ,_ ................ .. . .......... .... . ... 1 

. ' . 
.. ......... . ...................... ... .... . ........ ....... ... .. ... ..... ......... .. ....... . ...... . .. ..... .. ................. .. . ; .............. . .. ... .......... -... ... ... ........... .. ........... ..... ........... .. ........... .. 

.... : .... .............. ............ : ...... .. .... .. ........ ...... ..... ... .... .... ...... ... ........................... ........ : ...... .. ....... : ........... ~ ... : .. :.:: .. ::: ... :'t .. . : ........ .. ; .. ;:.,' ... : ........ .. .... ... . ' .. :" . 

................................................................................................ ' ............. : ............. : .............. :.:.: ... : .. :.:: .... : ....... ...... ...... ......... . : ..... ............ : ........... : .. ... . 
Co, .. ,..!eted by : 

Designation : date : 

Child Protection Worker : 

Senior Officer: 

3. DATE FOR CASE REVIEW: 

NOTED BY SENIOR OFFICER CHILD PROTECTION AND FAMILY CRISIS SERVICE 
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Al':T,IrDD: 21 b) 
Paee 2 

CHILD PROTBC'l'ION POLICY AND PHOCEDlIRE NAIHJl;J., 

12.00 hrs 

12.30 hrs 

14.30 hrs 

Tuesday 08.00 hrs 
'March 7 

.. 

RAHC Casualty Registrar, after discustd T![!. 'his 
concerns about Brett's safety with Deni~e, en6 
the results of the X-rays, telephoned 
'Montrose' Child Protectioh and Family Crisis 

, Service to notify Brett as a child at . 
risk (S ection 102 under' of -the Commw1'i. t;y 
Welfar'e Act. 1982). The Registrar als~ 
informed Montrose that Brett had been seen at 
RAHC on previous oCKsions for growth failure, 
and had "Qeen diagnosed as a child who non­
organically failed to thrive (F'l'T). He ~iBfl 
also lmo,m to the Department of Youth and 
Communi ty Services and by the Departmental 
Psychiatrist following the previous 
notification as a FTT child. Brett was also 
kno,m ,to the vliley Park Centre. 

Staff of 'Montrose' Child Protection and 
Family Crisis Service telephoned the Police 
Child Ministreatment Unit and arranged for a 
Police Officer to interv'ie~1 Hiss Denise GlllTTl 
at the RAHC, toeether with a 'Hontrose' Fanily 
Crisis vlorker - 111' Tom Scott • 

Denise Glum interviewed at RAHC by Judith 
Anderson of the Police Child Mistreatnent Unit 
and Tom Scott from 'Montrose' Family crisis 
'service. Evidence ;taken by Judith Anderson. 

Case Conference at RAHC involved: 

Dr •.•....... 
Judith Anderson 
Tom Scott 

Sandra Jones 

Dr Phillips 
Sister Charity 
l-lary Smith 

RAHC Casualty 
Police 
'Montrose' Family Crisis 
Service 

-Child Protection Worker, 
Hurstville 
RAHC 
RAHC \'la:-d Sis te r 
Communi ty vlelfare Officer, 
Hurstville 

Conference recommendt~ion: 

1. Court action to be taken to protect 
Brett. An application, that Brett is in 
need of care, to be made at Yasmar 
Children's Court. 

2. Sandra Jones and Jilary Sm ith of Hurs tvil e 
office to home visit both parents 

3. RAHC Dr .••..... will be subpoened t8 
Court, together with all medical records, 
x-rays and clinical phobgraphy. 

14.00 hrs Case for mention at Yasmar C1Jildren's C:lurt. 
Application that child is in need of care. 

C.:,::;.~ .. ':'-::'::~,f}t/:'JC;~,;~/,~'~;~:.,~:;F<::·~<~,:~;~':/::;t:':;\,{·~:.;~,.\::,/· .. ;>;,:;,.~<;::,~~;; ,r.::·:·.~~:~~/>:>':::,~:,·;?·.~:~/;C";':,·.,::;·:~~(:,~:,:~;,~,:.~:,: .. ~,,\~:..::~:,/, : , ;,,:.I 
Friday 14.00 hrs Brett. taken before the 1·!a~istrate at Ym;;lIar 
March 9 Children's Court after an application is made 

thut ho is 0 child in need of care (Sa~tion 
44(4) Commw1ity rleLfar·e Act;, 1982). 
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CHILD PROTECTION roLICY AND P110CEDUnE HAHUAL APPIDf~U. 2 i b) 
Paee 3 

The Court Officer, 
Jasmar Children's Court 
185 Parramatta Road 
HABERFIELD NS\'l 2045 10 

Dear Sir, 

Casual ty Depart.ment 
9th l~arch, 1984 

RE: Brett GLUM - D.0.B . . 20/9/78 - Aged 5 years 6 m~nt.hs 

I first sa\'/ Brett at 6.30 am on Sunday, 4th lo)arch, 1984, in the 
Casualty Department. I subsequently saw him on 8 occasions in Edg3r 
Hoover \'!ard, and my Resident l·:edical O"ficer saw him on other 
occasions. 

On initial examination Brett had bilateral "black eyes" (periorbital 
hoematomas) soft tissue s~:elling over the occipi t. There ~Iere no otr.er 
abnol1uali ties found on this exarnination. I ordered a skull x-ray \·;hicL 
demonstrated a fracture •. The next morning, Nonday 5th Earch, 1984 a 
CAT scan \1aS ordered and this demonstrated bilateral subdural 
haematomas. 

On examining Brett's old notes I noted that he had 2 previous 
admissions for non-organic Failure to Thrive (FTT). On this occaston 
he is still non-organically FTT on the baeis of his length, weight. 
being below the 3rd percentile and his head circumference on the 10th 
~rcentile. 

Brett con briefly attend the Metropolitap Chilren's Court today on a 
gate~pass but should return to Royal Alexandra Hospital for Children 
for further observation. 

My' assessment is that Brett's inJuries aTe inconsistent ..,lith a child 
falling out of bed. He is failing to grow appropriately without 
demonstratable organic cause. 

" 
Yours faithfully 

Medical R gi st rar 
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CHILD PRO'l'EC'rrON POLICY AND Y.ROCEDUHE l'u\llUH 

1111'"ln 
New South ~ale~ Police 1599118 

STATEI1ENT in matter of: 

Name: Anderson Judith 

Placc: Chil·d l1istreatment Unit 
BANJ~STo\'IN 

Date: 4 March, 1984 

Address: Child Mistreatment Unit, Cln 
Occupation: Detective Senior Cons,table STATES: 

1. About 2.00 p.m. on 4 Harch, 1984 I went with Tom Scott, Family 
Crisis Worker to the Edgar Hoover Vlard of the Royal Alexandra' 
Children's I then had a conversation ~Ii th Dr. the Registrar. 

2. As a result of that conversation I ;Ient to Bed 4 in that \':ard l,;i th 
Sister SHART and Tom SCOTT and I said to Brett GLUE, "Brett, I a..':l a 
Policewoman and my name is Detective Judith Anderson. This is 
Hr Scott. Can you tell me hOl'1 you got your black eyes please?". 
He said j "Hummy was cranky, she was yelling at Daddy anp. ~':hen he 
left I was naughty and she hit me in the eye 'and I fell over awl 
hit my head against the edge of the little table"; I' said, "\':ten 
did Hummy hi t you? ". He said, "Last night; I \wke up and my head ,,;as 
hurting and I woke Jllummy up and told' h9r and she ,brought me t::> the 
hospital." I said, "O.K. Brett, ;Ie'll see you l,ater on.' \':e're 
going to have a talk wi th J~1ummy now". 

,. I then r:ent with Eric Scott to an Intervie\'l Room in the' Ed'Gar 
Hoover \'Iard \'Ihere ,I S811 Denise GLUM. I said, ,"I am Detective 
Anderson from the Police Child }listreatment Unit and this is To:n 
Scott a Crisis "'orker from the Department of Youth and ComI:JUni t.~, 
Services. Are you Brett's mother? She said, "Yes". I said, "Ho'il 
old is Brett" She said, "He's five". I said, "I have been inf::>IT1ec. 
that Brett was presented to the Hospital early this morning and at 
that time he had two black eyes. I "/ant to ask you some 'iuesti or:s 
about how Brett .got the blac\< eyes.," She said, "Fire aY.-ay, I've g')t 
nothing to hide. I've already'told them all 'what happended"., 

4. I said, "Can you tell me what caused th~ bruising to Brett's eyes?" 
She said, "About eight o'clock las1. ilight' I w'as 1Iatching'T.V. e:':::' I 
heard a thud come 'from his room ,. I tho'ught :srf?tt had fallen out :>f' 
bed. I went into this room and he ~Ias' on the floor. ,I picked him 
up and put him back into his bed". ' I said, "Vlhat· happened then". 
She said, "He's always falling out ~f bed, so I wasn't worried". I 
said, "There are no other marks on Brett's face, and I have been 
infonned that the black eyes are not consistent with having fallen 
out of bed. Can you give me any other explanation as to h:>'" thi s 
could have happened?". She said, "I don't knolm. I didn't hi t hi~ 
if that's what you think". I said, "Can you tell roe what made YJU 

decide to brins Brett to the hospital at six o'clock this 
morning?". She said, "I don't really know. I just thought I'd 
take him in for a check up". I said, "I understand that you are 
not married, would you care to tell me where Brett's father is?" 
She said, lOr don't knOl'l, he came arotmd on Saturday and all he did 
W1:1S cause trouble as usual". I said, "Does ho nonnally live l1ith 
you and Brett" she said, "no, I live by myself". I said, '\;as B!:'y 

( other person Etaying at YClUr home on Saturday night l'lhen YJU 58)' 

tllat Brett fdl out elf bed and sustained these; injuries?" t;}~e <,';}2, 

, ',. ' ',',., ., "Jio". I .satd, ,:'1 have [,Iso been itli'Ol.'wG,d tlJ.ilt. since B;'e~t ',:',8 . 
j:'.~-:\~: ;:--;:;~ :'~~:' ;~~:~~'.;'~" :~·?<t::.~~~/..-~::.~ ~:;:~ ~r;~ " .. : ~I;'t< ~~': ~'.:~.'~» l·: c.:.:: ... i't::~ i. \<l~'.::~: : :-~ ::~ :-,' .. ~,I:: J~·r:~·t~:· ~;:1"_: :5::~' .. ··:l; ~)r{j ~~"~ '.;f~~(l·:: :~.;~ cr" :'~lj:~:/:· ~:~ >' :/;,.:.:~.~ ~ 

that he' is also s'ufferinG from a frnctured Dkull' alld u bi1[,te,J'si' 
subdural hae;nr,toma. 

" 
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Can you eive me any explanation as to hO~1 these injuries occurred'?" 
She said, "I don't know, it must have been when he fc1..1 out of ted 
otherwise I don't !mow". I said ,. "Before I came to see you this 
morning, I spoke to your son Brett. Brett told'me that on Saturday 
night, after he was naughty, you hit him in the eye and he fall 
over and hit his head against the edge of a little table. "/hat do 
you have to say about that?" She said, "Thats not true, I don't 
know why he'd tell you that". I said, "I alll of the opinion that 
Brett has been abused and intend to make.an application to the 
Yasmar Children's Court, that Brett is a child in need of care. ]J) 

you understand that?" She said; "I didn't do anything to him." 

5. I then accompanied I,jrs Glum and Brett with J.lr Scott to the Yasmar 
Children's Court ''1he1'e the applica tion ~las made. 

- , 

, . 

, : ' .: . "I ' •• 

" ' .. 
. '. . 

, 
.Ji.'~(~? <~;) ~',; ,·::'>;(-;:~~~:Y;·r<>~~;-· i~.\;{(:~ /;:t'::· ::.~;/;:f:\lf;·:~!.t:~>;:-,//~;,;·~:·::;:-' ~/::,;':;. /i:::"~ (; /:.~:)<._;::;'~i:::.:)::j;; ;':"i~' -'i.:: :;::·t::.:;·:{ '..~; .. ::'_~:~_"'" ,. 

, " ,'. . . '. 
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CHILD PROTECTION POLICY AND PHOCEDUim HAl'lUAL 

ASSESSEEHT OF RISK TO BRETT 
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P::lge 9 

On the basis of the above assessment a case conference 1-1aS hel d at 
. 'Nontrose' on 7 I'larch, 1984 involving relevant staff from \';il c j' 
Park Centre; Youth and Community Services, Comr.lUni ty' \';elfare 
Office, llurstville; 'J.\ontrose' Family Crisis Service; and -the 
Police Child Histreatment Unit. Brett in considered as a Cll ilcl 
who is seriously at risk of both physical and emotional damage 1';;01' 

the reasons set out below: 

Current injuries are of a serious nature and 
are not consistent with mother's explanation; 

Current paediatric assessment of Brett indicates 
that he is not thriving; 

Observations by staff at Wiley Park Centre 
in the last six months seem to i11dicate that 
Brett has been seriously depressed; 

Mother's attitude to Brett has been consistently 
negative since before his birth; 

Mother's response b cou11selling has been lir~itea: 
in terms Qf behavioural change towards 'Brett; 

There has ben sOlDe gro~lth in Denise's ;perception 
of herself and her relationship ~Ii th her frunily 
al though basically they remain. uns'upportive; 

Denise is very isolated and has not been able to 
develop supportive friendships;' 

There is continuing financial stress ~lhich Denise 
expresses as anger to\/ards Brett for putting her 
in that situation. 

RECOl·1J.LENDATIONS 

On the basis of the above nssessmei1t ,it was, considered by all 
members of the case conference held on 7~3.84 to rec:l!.l~1erid · f:lr 
consid era tion by 'the Court: . . ' 

. . 
1. That Brett be removed from ' his mother's care and 

al ternative long-tern arrangements be made for his care. 

2. That Brett be remanded to 'Montrose' Child Protection 
Uni t for a further two .Ieeks so that enquiries can 
be made in relation to the alternatives for his future car~. 

3. That Brett continue at \~iley Park Sc}wol un'til his future 
situation becomes clear. 

4. That Denise cOlltinue to be seen by the Conmuni ty \'lelfare 
Offic"r (Hurstville) and Child Pro~~ction Worker (Hurstville) 
and that her access to Brett be neg:ltinted with the 
H:lUSeffi other, 'I·lon trose' Child Pro tec ti:ln Uni t B!ld be 
consistant ','lith Brett's l'ln:ltional \wllbeing. 

"~~\~'~'.~ ~,' ".'~, <!:::-.:.'~';'·':~':""~· .. ·,.·.~:.~.'.·:1~ ,~,;::.·I'.:; .. ;;~~~ .•• ,.:.~:~~.j~,:", .. ,._~~.: .. :",,;;,.:\,.~.:~ .. ~~.: ',: ... ~·~.,.~.· .. ,·.1.,.:,·· .: ..... , .... ~ ••. ~.~ ., ...• ,< .... < '.:\,"",' .:.~~.: ..... :.'.:,'\..:.'.'./,~: ,., ... : .. , .... -: .. ,. ,.,,'.~ .. ~ .. :._ .. '.;,:, ','. ~" '.~ \ :.,< ;' .. \'.,;.!:. . ~. ,,' .' ~'::.. . . . -. ' - ~ ... -, -. , .. -: ... :.~,~.' .. :.:.~~'~-~',.~ ... .... ' •... ;: ... :".~:'. ~"' . ".',: ,,' ::" . 

Sandra J ones 
Child Protec ti on Worker 
Ilurstvillc Communi ty "'eHare Office 

9th f.l1HCh, 1984 

Bury S.:lith 
Communi ty v.'81fa r c Of:'icr,:~ 

Hurstvjllc Community 
\'!elff:l'e Office 
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CHILD PROTECTIOn POLIC:Y· AND PROCEDURE JitHU1, L 

1.4 RELATIONSHIP vlITH TODD HcHUGH 

Denise has never lived with Todd. Todd maintains that initially 
he wanted to look after Denise and Brett bu t that Denise did no t 
want him around. Todd visists Denise and Brett from time to tim e 
but does not contribute financially to the home and does not t ake 
Brett out. Todd feels that Denise has 'done something' to Bl'ett. 
He thinks Brett is a strange child and not really like his son 
should be. 

Denise maintains that she has never loved Todd and that he does 
not care at all for Brett. Todd visits Denise every few months 

. and their contacts usually end up in violent arguInents. The night 
before Brett's admission to R.A.H.C. "laS one such occasion. 
Denise maintains there \'Ias no physical violence but that they 
argued and she told him never to come back. Todd describes their 
recent argument as " the finish to everything' and says that he 
~/ill never see either Denise or Brett again. Todd does no t 
contribute financially to Brett's _~are. 

2. STREN'l'HS AND PROBLEH AREAS 

Denise presents as an intell:i.gent verbal woman. She is motivated 
at this point to seek emplo~nent, and is skilled at typing and 
clerical work. Emplo~nent may change some negative features of 
her and Brett's current situation, such as providing better 
housing, food, less . financial stress, and improved sense of "Iorth 
for Denise. . 

In discusing the recent inj uries to Brett, Denise has consiste ntl;y 
maintained, despite the medical diagnosis, that Brett fell out of 
the bed and hit his face on some toy cars. She does, ho;'/ever, at 
this point acmor/ledge that Brett and she may be happier if tl,ey 
did not live together. She is, therefore, prepared to s enne extent. 
for foster care should that be the direction of the Court. 

Al though there has been some improve:nent in Denise's feelings 
. about herself and the future, there re:nain serious proble::ls in bel' 
atti tude llnd behaviour tOI'lards Brett .lhich are long ter:n and h<:\' e 
been \,Iell docu::lented by the Department of Yout.h and C::>;nCluni ty 
Services and the "liley Park Centre" There has been very Ii ttle 
evidence of past physical abuse although minimal facial and bod~' 

bruising has ben noted by vliley Park Centre on a nu.11ber of 
occasions. The "inajor concern is that Brett has continued to 
deteriorate both physically and emotionally. During Brett's 
recent admission to R.A.H.C. he was fully assessed paediatrically 
and by a child psychiatrist. He was diagnosed as a child who was 
experiencing severe failure to thrive that had no organic caus e. 
It .18S considered that his extreme growth' retardation and 
developmental delay were caused by emotional deprivation and 
abuse, and prlysical neglect and deprivation. His current injures 
were diagnosed as non-accidential injury. 

Al t hough Deni s e has received a r ange of :;;r ofess ional supp:>rts in 
t he past fe~i years and has been co-operative in her contacts it 
appe a rs t hat she is unable t. o ch ange her belw.v i our bl:s.rds Br8t t. 

( or more fundn ~entally her feelines about Bret.t . tenise has ho~n 
encouraged b develop friendships l.'itil other :p.rants alla h'c::ce 

" ,,'. " . .... '" . ':,:,: .' ,- . '." i nvo l ve,d :in .cos;;nmi ty BC ti v i,tes • . , Sr!8. has ,r es i s t8c\ th8G8' , 
-~~::.\ ... ~ f~':\:: ~.~ .. ;. ~~ .. ~~<~:~~ .. ~~.~ /:;~/;~:~:. ,.: ~:;; ,~;.~ ~·~::L\·p6.·~t'6!~i~t'i ~t'i'~/ : ~,·0\ ·;·P()Y'-t~·i\.:0· :;(: ~'i?ai~c't ~': ' ~~ c'r,. t'i'~'~~ ::'Cl;'~ -:~b'~l i ~\: &~~ :· ··i~·:~;:;-J~:l~ · \,.: .~·~i· .~l ~ . 

" .' ' ruin any friendshiIJ for her . JIS .:e:: l l [is the ~;tress of h,c,il:~U :,:', 
Denise has had consistent financial problems which c~ntrib~te 
sie;nifi cnntly to th e ten:::ions of the f l.U1l ily situa tion. 
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COllTACT "11TH 'l'HE: DEPAII'l'l·:ENT OF YOUTH AND COJ.:J.iUNI'I'Y SERVIC;':S 

Denise and Brett first became )molm to Hurstv:j,lle Community 
Welfare Office when Brett was about six months old. Denise 
approached the office for financial ass:i,stance on a number of 
occasions. During the next twelve months home visi ts \.;ere med s t:.' 
me and by Hary S:nit}l, Commtmity \'/elfare Officer in an effort to 
support Denise and involve her in local,mothers' groups. Durinb 
this period Brett always appeared ~ell cared for and Denise ~as 
talkative and co-operative., It was noted, hOrlever that Denise's 
expectations of Brett were not appropriate to his devel,:lp:nenhl 
level and that she often smacked him for 'normal' toddler 
behaViour, such as pulling saucepans from a cupboard that she haG. 

. left open. Denise also believed that Brett cried to punish her. 

"/hen Brett \~as 2 yrs 3 months Brs Smith, the Community \;elfure: 
Officer, notified Brett to 'Montrose' as a Child at Risk. ~Q~y 
Smith vias concerned at the degree of anger, expressed by Deni..;e 
tOv18rds Brett, that she had observed. Extreme problems in ea ti;,.,; 
behaviour had also developed and Brett did flot appear ,to be 
thr< ving. The outcome of this notification vias thn t Brett \,as 
referred to \'liley Park Centre for three-days-a-\'Ieek-attendance s.::::. 
Denise agreed for· Brett's physical development . to be regularly' 
moni tared by vlUey Park staff and tt:e~r consul tant paediatricic::. 
The Primary vlorker on the management of Brett's c.;tse re:nained as 
the Community \</elfare Officer, Hurstville ,d ui support from the 
Social \'lorker, \'liley Park and the Child Protection I'lorker, 
Hurstville. ' 

, .3 WILEY PARK 

From discussion wi th the teacher and Social \~orker, vliley Pal:}(, i:, 
appears that Brett has been of constant concern since his 
admission to the preschool at 2 yrs 6 mths. , He initally react~c 
very negatively to meal time but has in the last year be~n able ~~ 

accept the mealtime situation; although he es.ts littie. ,'Brett is 
interested in riding bikes and climbing but has poor concentrati~~ 
and finds puzzles, and tasks requ~ring , fine motor skills, ve::y 
difficult. Brett's co"!preheni on and ~anguage' appear delayed. , 
Brett has not fanned any particular ' frIendships at 'Ililey ' Park 
school although he is close to his'teucher.' Brett is very ' 
dominating in his play and at times aggressive. \.,'hen confronted, 
however, Brett typically dissolves into tears. Of great concern 
in recent months is that Brett has been observed vleeping on u 
number of occasions and has begun to bite himself in times of 
frustration. Wiley Park staff believe that Brett has been quite 
seriously depressed in the last six months. Any efforts a~ 
discussing home with Brett have met with Tesistance - he eithGr 
~Ialks off or asks a quite unrelated question. 

Al though Denise has been open with \hlcy Park staff in rela tisn tJ 
her o~m problems, finances, Todd, her parents and sisters, Sll S is 
~uarded about Brett. From observation, hOvlever, it has been f,otCG 
that she shows little interest in Brett's activities and ignores 
his demands and sp:lntaneoUB sl1o\':s of ilffection. Quite often, 

( Denise refers to Brett as 'the runt' &nd her verbal interDcti ~~s , 
, with Brett are consistent ly ncsative &nj deroGul~r v. I~niR0 

, . ' . " " ,;' , ' , :, " ': '" .. ,:" •. , c,o,ntinued to , tAlk a,b?ut ) ;rct.t ., tn a ,; n;:" th:ltinc~icate:3 · fJ. If;c i~ ,?:: 
<i'; : :~i ,:~ ,~:" ,,<:,~:,;;~/,~,~: 8{'JY?~,:'~~~?~i :{dd!":'!;" '~:'~ "ti~'B~{ji ';:,~ Jl·:'·; ;l :(,; , l.:'h~\<,·J.~· ;'~,:\J >;:It;j, { " is,'ClI'>;' :.'!:" ':,:, \ : 
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CHILD PHOTEC'l'ION POLICY lIND PROCEDUHE HAJruAL 

REPORT FOR Y.hSHAR CIlILDREN' S COUHT 9th Harch, 1984 IIIIIIII~'~ 
1599123 

Brett GLUl-l, D.O.B. 20.9·78 
2 Pont Street, '~iley Park (curently a patient at the Royal Alexandra 
Hospi tal for Children Camperdo,m) 

1 • FArULY CO),:POSITION 

JolOTHER: 
FATHER: 
CHILD : 

Denise GLml, 2 Pont Street, Wiley Park 
Tod HCHUGE, 7 Bridge Road, Lakemba 
Brett GLUH, D.O.B. 20. 9.78 

REASON FOR REFERRAL 

Brett was notified to Montrose Child Protection arid Family Crisis 
Service by the Casualty Registrar at n.A.H.C. Camperdown on 
4.3.84. Brett "rlas brought to Casualty by his mother - h:o bl&cl~ 
eyes 'Iere noted and on further examination a fractured skull, and 
bilateral subdural haemat:>ma l~ere noted. The, mother's, 
expl~nation, that Brett had fallen out of bed, ,was co~sidered n~~ 
consisent with Brett's injuries. The purpOSe of this repnt',is 
to: 

1. Present relevant family history 
2. Outline curent problems and strengths in the family 
3. Assess the degree of risk to Brett in his mother's .care 
4. Make recommendations for the consideration of the Court. 

Denise was seen on a number of occasions' by myself tind ).is Hary 
Smith, Community \1elfare Officer (Hurstville) for the purposes of 
the current assessment: there has, hOl'lever been a long hist:>l'Y of 
our involvement with Denise and Brett, as described in Para 1.,2, 
Todd HcHuge "r1aS seen on one occasion. Information from 
discussions "rli th the Social Worker and teacher at \'liley Park ha"!e 
also been included in this rep,?rt. " 

'. : .. :. " 
" , 

1.1 FANILY BACKGROUND . ' . . ' . ' . 'O . '. • e' . 

Denise is the thir'd and youngest child 'in the family. She 
describes her childhood as happy al thougll she rem,embers periods 
when her mother seemed depressed and stayed in bed much o{ the 
day. Her father .... IaS often away from home with friends and Denise 
believes he had a drinking problem although he was not violent 
towards her or her two sisters. 

Denise fell pregnant with Brett after her first sexual encotmter 
when she was 19 years of age. She had lmo'~m Todd I1cHuge, Bret t ' s 
father, some months but she describes their relationship as 
casual. Denise was ambivalent about her pregnancy, but did not 
seek termination. Her family reacted '-lith anger but "r:hen Brett 
was born pressured her to keep the child al thougl: she ,.;as plannins 
adoption. 

Denise decribes Brett's neonatal period as being very difficult. 
( She was living by herself and felt bblly unsupp:>rted by b 2> t :1 l;p;' 
. family and 'r"dd. Denise \'isi ted :S"nk::,to\':n Eab\' Pea ' t 'n C,W' '- ''t' ", " n ," 

,~",~) ;, ~,:,:+~,{,:+ !j;" ': :: :\<l;'r,::~,,:;~;.,~~t~';'~I:~Xi;'G:~~ ~·\·7'~~~'8o.t~'i';~;~':, ;j:0j'~Xi}/~·l{~' r;h~ hr~~ ~~'~'ll~:,~~~ij~ ::):C~:~:: 
in' the seventy-fifth prcGntile. D8is 0 visi ted \-~ef!kl:y unU 1 'J3)',:,> tt 
was two months old. At that time Denise describes her 
relationship "rli th Brett 8 B being But.:>matic. Sl18 fel i thnt ~he ' .... u~ 
different from other mothers,' in tlwt she "lo.S unmarried lIl1(j cOlild 
not feel love for Brett. ror the firflt six mont.hs of B:'C'tt' g 

life, Denise stayed at 'lOme and pt1J1(:tllatcd the dnily rClu[,jl!': b~' 
taking long walks with Brett. Denise felt vcr) lon81y ~nd 
resentful lit tP'lt time os sl1c r,ecd v(,d n~ support c'i thor 
financially or emotionally fr~m her falilily or Todd. 
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Appendix 22 

POLICE DEP1ill'J:'l~l7T CrrnD mSTRr,J.rr:'8!lT mIlT /,L']) 
JUVENILE Cllm~ SQUAD 

ROLE 0]' unITS 

Pat"' 1 

1.1 Both the Child ~!istreatment Unit and the Ju vC!nile Crime Squad ha V9 

a dual role in relation to crimes committed upon ju wniles. 

1.2 It is the practice \d thin th-e police department that 1~here an 
offence ha s been comr;ii tted upon a juvenile , whether this be sexuG:l 
or physical, and i t has been committed by a member of the far.dly , 
or someone l'li thin the family unj t, the matter is handled by t!'!e 
Child lhs treatnent Unit. \'1118ro the crime is corr,rni tted l.:'f [l 

strnn(£t)l' or a family friend the r.:atter is the re =;,nonsi hili j of 
the Juvenile Crime Squad. ~'he B.@? of the child makes little 
difference and both squads lvork in close co-operation 1d tn each 
other. Hatters that are the respol1sibili ty of the Child 
IHstreatment Unit are sometimes referred to the Ju \enile Crime 
Squad by the Child 1-listreatment Unit because of staffing problems 
and locali ty. 

1 .3 The officers of both 'units pro vide a consultati ve and backup role 
to officers of their O\'/n department and pro vide the follo1dn g 
services to health and ~Ielfare ;Iorkers: 

a) Assistance in' crisis work in the field of child 
protection; 

b) Assistance in investit;:iti ve work; 

c) Provision of guidance and expertise in evidence 
and procedures in court matters; 

d) Consultation "'ith other ~Iorkers to decide whether 
Ie €p 1 action shou Id be talc en and , in tha t "my. 

1.3.1 A specialist officer is a\~ilable for 'consultation, and, if 
necessary, for assistance. 

2 POLICE cnILD lITSTIillATmmT UTIIT 

2. ,1 The Unit is situ a t"ed at: 

Heriton House 
2nd Floor 
432 Chapel Road 
Bank s t01'lD 

Telephone (02) 709 5716 
After Hours: 20966 ext. 3162 

2.2 Tbe Unit specifically deals Hi tIl emotional, pbYRical p .. Jld scn:.a: 
a.buse of children uithin the faL'ily urrit: tbe flL.llily lUJi t t.eing 

. defincd (13 '",llere ffi::mbers of' the frunily nre residing jon the SI'..Lle 

( duelling or in tho:::e cancs ~~cre aCCGsn i:; pro \rlclc d b :' t.recn ,. 
..' . ,.' ' s~p_a~~tcd couple,s v;Jd inclnQ,'!S de facto pt~:r\::nts, and I'clBti '\,;3 

:'~ '~~ ,:;'.":;":i «~">~~/',?r ';;:;:::{r: ~::~~ t;~~~:, t;~·,', .f~nt~ :; ~~t}~·'~~~~~~ ~ ~~:<" /';:/:; '~';':::~;>:/:' ::,>< :::,~:-~:, r" ~:i/ '::?:,;~'-~(': :':~;: ',:;:' '~: >,," \. :; : ',:',::X 
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CHILD PilOTEC'rIOH POMCY AND pnOC~;DUHE W\lWAL 

2.3 Althou eh the Unit does not offer a 24-hours service , on-call duty 
officers are available; procedure for contactine·these officers is 
knO\'ll1 to the Department of Youth and Community Services Crisi8 
Care Workers at 'I>1ontrose' Family Crisis Service. 

2.4 Community \\'elfare Officers in the country may also consult l~ith 
the Unit, particularly in cases of sexual abuse of a child. 

2.5 Contact l;ith the Unit should be made through the Officer-in­
Charge. 

3 JUlJEITILE ennIE SQUAD 

3.1 The Juvenile Crime Squad l'las ' formed as a unit of the Criminal 
Investig3.tion Branch in 1981. The squad has three s eparate units 
operating wi thin the Sydney Netropoli tan area: 

The headquarters of the squad is located at: 

Criminal Investigltion Branch 
5th Floor 
Remington" Building 
169 1i verpool Street 
Sydney NSlv 2000 00 

Telephone (02) 20966 ext. 388 

A unit is attached to the Regional Grime Squad at 
Penrith - 317 High Street 

Penri th 2750 

Telephone (047) 322 699 

and 

A unit is attached to the Regional Crime Squad at 
Miranda - 30 Gibbs Street 

Hiranda NS\v 22~8 62 

Telephone (02) 525 84 88 

3.2 The duties of the -8:J.uad are: 

a) To deal with crimes committed by juveniles; 

b) To deal l1ith crimes cor.md ttcd upon ju v:;lililca; 

c) To deal vith 
others; 

the exploitaUon of ju '\-enilet3 by 

d) The tracing of missine persons believed to be 
in the metropolitan area; 

'e) Tracinc of absconders from institutions j 
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1.1 section 118 (1) and (2) of the Commwtity fleLfare Act, 1982 stE_tes 

'There shall be a Children's Review Panel' 

and that the Panel is to be oonstituted as set out ScheduLe 4, 
2(1) of the Act. 

1.2 'Board of Revie\~' means a board of revievi established under 
ScheduLe 4. 

2 COrrSTI'rUTION OF Tlm CHILDI!EI:I'S RGVIEli PJ.!!In. 

2.1 The Children's Revie\·/ Panel (ScheduLe 4, Section 2(1)) of 
the Act: 

'shal L consist of p31?S0l1S appointed by the Minister -

a) at Least 1 of liihom i8 an off'~cer' I: and who, 
in his opinion, have r~oliiLedge of or' experience 
in administr'ation, education, psycho Logy or' 
sociaL liioT'k; and 

b) the remainder' of whom ar'e pel'sons lull 0 , in 
the opim:on of the Minister, r.ave suitable 
qualifications OT' eXp3T'ience u>aT'T'anting theiT' 
appointmen t as a member of the chi ldT'en ' B 

Revielii Pane L ' 

2.1.1 A person above the age of 65 years may not be appainted as a 
member (Section 2(3), ScheduLe 4). 

*an 'officer' means a officer or temporary employee, 
wi thin the meaning of the Public SaT'vice Act, 19?9, 
employed in the Departmept 

2.2 The purpose of the Children's Review Panel is to provide a pO:Jl af 
persons who can be called upon to serve on a Children's Board of 
Review. • 

3 FUnCTIOn OF A CHIIJ)nEIl'S 130liRD OF 11EVJ:I:',j 

3.1 Board s of Revierl may be established, by the President of the 
Children's Review Panel, generally for the purpose of carrJ'ing ::Jut 
reviews of children under Division 8 of Part I'll of the Ccr.lm 10'. ir.);f 
WeLfare Act, 1982. 

3.1.1 Each Board of Review consif<ts of hllJ members of the Panel, not 
more than one of whom is an . officer' - see Pa-:':::. 2.1.1 
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CHILD PRO'l'ECTION POLICY AND PROCEDURE HiINUAL 

( 

(a) by the licensed managel' of a licensed l"esider.t1:aZ 
chiLd cal"e centl"e~ lJherB the licence fcl" the cen;r-e 
is subject to a condition l'equi-fling him to make tile 
application; • .. 

(b) by a !Jard in respect of himself; 

( c) by the fathel' 01" mother 01" a fostel" p::Ll"ent of a !Jar-d 
in respect of the wczr'd; o~ 

(d) by a visitor' fOl; a facility, in l"espect of a !Jal"d 
'r'esid1:ng in that facility 01" by any othep per'son in 
respect of a !Jard, whel"e the pel"son deems h-~mse7-f 
to have a sufficent intel"est in the welfa-fle of the 
war'd. 

2 The P1'esident -

(a) may of his own motion l"equest a Boal,d of Review to 
car'l'y out a l"eview of a !Jal"d 01" of a chiLd l"esidin g 
in a 1'esidential child car'e centl"e; and 

(b) shall, if he 'r'eceives an application fol" a r'evieo 
under subsection (1), request a Board of Review to 
car'ry out the r'8view. 

3 . NotUYi.. t l18tanding subse ction (2)(b), the P1'e sident is not 
-requir'ed t o make a l'eque st~ refel'r'ed t o i n t hat 
'(Xl l"agl"a ph, mth l"e spe ct t o a wczr'd in r'espect of whom an 
appLicat i on W 8 made by a pg rsolt (not being a visitor) 
Y'efcrr'ed to i:r. subsecti on (1) (d) J un 7,e s s tlle P-,'esiden'f; 
conside1's t he pg7'Gon t o )lave a Gufficient in te 1"e .. t i n th e 
welfar'e of the !Jar'd. 

4 A Boar'd of Review shaH, when 1'equested by the Pr>esidmti: 
to ca1'r'y out a r'eview of a !Jar'd or' a chi7,d 

(a) 'r'eview the weLfm'e, status, pr'ogl"ess and 
circumstances of the !Jal'd Or' chiLd; and 

(b) make a w7'itten 7'epaY't whi~h shall -

(i) inform the MinisteY' as to the welfa7'e, 
status, p-r>og1'ess and circU1lstances of the 
~ar'd 01" chi ld; and 

(ii) advise the Ministep as to whethel' any 
change (and if so, what change) in the 
ciY'cumstances 01' spat us of the L>:ll"d 07' 
child would, in its opinion, pr'CT.iJote the 
weLfa7'e and intepests of the ~upd OP 
child. ' 

5 In the exe7'cise of its functio'l16 undm' subsection (4) in 
'r'eLation to a 1'evie!J uf a !Jar'd 0)' a child, a Board of 
Review may inspect ,Nlee, 7'ecOl'ds Or' p:lpe1'S kept by t7: p. 
Dep:l7'tment Or' by a Licensed re sidentia7, chUG~ ca"e cc-. ntrr': 
in 1'eepc-:ct of the lJ:J. l'd 01' chUd and 1?i?!j hecu' 01' Y'cc e i-:; c 

, ... . . ' .. _. . ' . 8ubm '~SBio)' $ fflO,7J any ]Xr60n, includi ng til e 1;J. Y'd .07' 

~<:~ ;r~~.,; :~·.:~:7·, ~:~.:?:~ ~:A;.:~;: : '. /.!,:; ~~?~,; ~~,:~~}:~~?, :~g.~\~'~; o ,'~ ;;-0', ·~~;;: ·t:~:;-/ ;\.;/- J~.;::::'!~' :: : ::: "::.~\:\~:V:{l~~~::: ;'.( -: ,. :~.:: ;~'.' .<: o~~ ::-.: . to'!: .. 
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4 :BOARD OF lillVIEli REPORTS 

Appmidix 23 
Pa [,'B 3 

4.'1 Section 120 of the Act provides that 'Ihere a Board of Revie~1 -has 
made a report to the Hinister relating to a ward or a child vAde'/" 
Section 119 (4) of the Act, - the Board: 

, (aJ tizalt give a cO[7lJ of the T'epoT't to the z:;erson, 
if any, who appL ied for' the r>eV1:ew of the 
LJar>d Or' chiLd; and 

(b) may give a cO[7lJ of the r>epor>t to any z:;e-"'SDn 
who it consider's has a sufficient interest 
in the ~3tfa:r'e of the war>d 01' chiLd (incLuding 
the wa1,d Or' chiLd, if he is of Or' aDove the 
age of 10 yea:r'6 OYi,d the Board considers it 
in the be'st inter'ests of the wal'd Or' chiLd to 
give a copy of the r>epOr't to him). I 
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1.1 Section 6 of the Conununity riel-fa'fle Act, 1982 . provides the 
statutory base for appointment of visitors to the D~partment IS 

facili ties. 

1.2 Facilities, for purposes of the Act, are defined in Section ,9 of 
the Act as follows: 

'( 1) Pr'emises to Which this section appUes ar'e -

(a) pY'emises w7Jich bel-ong to Or' ar'e WJ.der' the contr'07. 
of the Cr'oum Or' a p9J'SOl1 acting on behalf of th r:; 
CY'oumj and 

(b) wher'e the par'son to lJ7Jom pr'emises bel.ong ·or' IJho 
has contr'ol. of pr'emises, by an instr'unent in 
wr'iting given to 7':2e Uiniste·r', agr'ees to the 
pr>emises being pr'emises to which th'~s section 
applies - those pr>emises. 

(2) The Minister' may estabUsh and maintain, Or' may 
maintain, on pr'mnises to which this section appl-ies hy 
vir'tlle of subsection (1) (a), such facilities as he 
consider's necessar'y for' the pur'pose of car'J'ying out the 
pr>ovisions of this Act. 

(3) The Minivter' may, by or'der' published in the Gazette, 
dec'Lal'e any pr>emises specified for' descr'ibed in the 
or'der', being pr'emi6es to liil~ich ' this section applies by 
vir'tue of subsection (1), to be -

(a) a special. facil-ityj 

(b) a facil-ity for' the·accommodation of, or' the 
PJ'oL'ison of ser'vices for', chi ~dJ'en: 

.( c) a facUity for' inteUectuaHy handicapped p3r'sons; 

. ( d) a pr>e sCY'ibed centr'e j . 

( e) a shelterj 

(f) a r'emand centr.ej 

( g) a chUdi'en I v tr'aining centr'ej 

(h) a tr>aining centr'e for' inteUectuaUy handicapped 
per'cons; Or' 

(i) a facility for' such other' pUr'PODeS as he con sider' s 
necessar'Y for' the pUl'pose of cm'l'ying out tho;. 
provisions of this Act. 
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1.3 The Hinister mny appoint eligible pcrsonfl to be visitors and an 

' eligible pe r son ' - as defined in Seetion 6(2) (aJ and (b) of the 

Act i s a me mber of any ad viso ry bo dy 'constituted by OJ" unde.,. this 

Act,' 07' in t he opini on of t ht3 l.Jim:ete)?, he is exper't in any by-ancll 

of c071rnunit y J.Jal,fa:re and has demon str'ated concern for' r-<3r'sons in 

need of canmunity welfal'e {;'g r'v1:ces; but not if he is an 

officer·' (that is, an officer or temporary. employee wi thin the 

meaning of the Pv:b7,ic Ser'vice Act .. 1979, employed in the 

Department) 

1.4 Subject to Section JO(b} of the Intm'pretation Act, 1897, a 

visi tor 'shall hold office as such for 2 years and is eli gi ble for 

reappointment' (Section 6 (J) of the Canmunity fle7,fo:re Act 

1982) • 

2 FUTICTIOH OF On'ICIAL VISITOnS 

2.1 Section 6(4} of the Act states that 'A visitor' may, in respect of 

the facility'for' which he is a visi.tm' - ' 

(a) enter and 'inspect the faciHty at any r'easonable time; 

(b) confer p'l'ivately UJith CJ)1)j person resident, emplo:.Jed 

07" detained in the facil i ty; 

(c) furnish to the Minister' advice 'OJ" reports on any matter's 

relating to the conduct of the facility;' 

(d) make an application under' section 119 (1) * in r'8spect 

of a cH7,d resident OJ" detained in the facUitll; and 

(e) exercise such other' functions as mmj be P'r'escr'ibed. ' 

*see Para J. 2 Appendix 2J" 'Functions of 

a Children's Board' of Review. 
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2 

LIST Oll' AEJnIGITAIJ Mm nILn: GUI,L HORKERS 
liEU SOUTlI b'ALES DZP1Jl'.IT:!mT OF YOUTH film cm:~lUllITY SZllnCE-S 

~ 

BILmGUAL COilliUIITTY b'EL.,Ti'1.RE OFFICERS 

1.1 These officers have the same Statement of Duties and delegatians 
as Generalist Community \I'elfare Officers; see lIppendix 2 and ::J8b 
Qualifications required by these officers are described 
in Appendix 31 (Section 6.6) , 

1.2 Community Welfare Offices with an establishment of officers are 
listed as follows: 

ARABIC SPlll:ITIG 

Auburn 
Campsie 
Hurstville 
Herrylands 
mnto 

GREEK SPEAKIR(: 

Campsie 
Narrickville 
Stanmore 

IRDO-CIIIIJESE ' SPEMITP.G 

Blacktorm 
Cabramatta 
Campbell tOlm 
Fairfield 
Liverpool 

KALTESE SPEAKIRG 

Blacktol'ID 

• 
SPAllISH SPEbKInG 

Cabramatta 
JUnto 

TURKISH SPEAKIr.G 

Auburn 

YUGOSLAV SPEMGJIG 

Fairfield 
Liverpool 
Narrickvill e 
I':erryland s 

'" 

.. :. 

, ~ " 
' . . 

.. 
: . 

'. '. ' 

}..E-oRICIE7.L m:GICI~:.lL COl~liUTII'rY PliOGIVil~ O::.TICillili 
. :. 

. ~ . ~ . . 
" 

. .. 
;}~:.:,.>".:\,,;'::.::<~./.:'~.;.~,:;;.:::.,: ·~S<1:.::;,~3:·i:,! .. ':, :::~~,:.-~::\~·:+s. i.:': ~:·t"',::,:,~~: :'~L;)';~:::" ;"J'~;>: .~" ~l ~;/:.l:; ,~,::~; f,: :10:':(;0';; .. , :If;~.~~::j':,)::. ,.-;. ';,' ; 

Government fvnc.ed prDg!'c:::, RS i'r:-", ' j':Cij' '1934, under an arr&ll,'~C'::'C':I':' 
behl8cn, tl?8 State ?Dverm::ent flnd the Federal Govern:"ent I'pp:lrl: .: e:',t 
of Ab:>rlBl.nal Affal.rs. ], Stcd;emcnt of Duties of these officcl'<: is 
at App3ndix 34C. 
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2.2 Officers are established at the following Reeional Offices: 

Central I~etropolitan Reeion (Parrama tta) 
lIorth CoaD t Re gion (Lismore ) 
Nell EnGlund Region (Armidal e ) 
Western Region (Dubbo ) 
Ri ~rina Region (Hagga '''agga) 

AEORIGIIllL COHIimUTY WELF1IIl.E OFFICEIlS AJTI) ABORIGITIh.L COmmIfITY 
\fORKI:RS 

Aboriginal COIlimuni ty ~orkers positions \"Till become A b~ri gi n!!l 
Comm.uJli ty 'ielfare Officer positions as a result of the Deps.:-t::wnts 
re -structure. At present these community 1fOrkers are operating 
under a Sta temen t of DU.ties shown at .A.ppendil>: 38 f). 

3.2 The Statenent of Duties, and Qualifications required of 
Aboriginal Community Velfare Officers are at Appendix 38 b) 
and Appendix 31 (Section 6.5). 

3.3 Officers are established at the follo1dng Community "lelfare 
Offices: 

• r 

COlmTRY 

Hunter Region 

Cardiff * 
Taree * 
Raymond Terrace + 

North Coast Region 

Lismore oj;-

Coffs Harbour (. 
Kempsey 
CasUlc *' 
grafton + 

Hev EnGland Region 

Moree * 
Tamworth ~:. 

Tamworth 
Narrabri * 
Inverell + 
Armidale + 

Western Region 

Dubbo * 
Condoblin -r, 
Coonamble .~ 

Bourr::e ~. 

Bourke 
Broke:l Hill ,x, 
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Ri ~rina Re gion 

Dareton * 
Griffith + 
Wa gga 'va gga + 
Albury + 

Illa~arra Re gion 

Wollongong + 
Nowra * 
Batesman Bay * 
Queanb8yan ,x' 

HETnOPOLIT.Al1 

" 

Central Metropolitan Regio~ 

Appendi~ 25 
Page 3 

'Gullama' Aboriginal ~~rvices Centre (3* and 1) 

* 

north lTesi Uetropolitan Region 

f.1t. Drui tt * 

South West J.Ietropolitan Region 

JUnto 
Campbelltown * 

Abori ginal Co:nmuni ty \vorkers 

+ A bori ginal Community Welfare Officers to be 
employed for a 3-year Commom:ealth Government 
funded program, as from Hay 1984, under an 
arranGement between the State Government 
and the Federal Government Department of 
A b:>ri ginal Affairs. 
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ETllJJIC llFFHTIS CO;"iISSICil (PRr.:HE"'J.· s l)ZP1'J1T;. IE~T, 
mm SOU'l'H V!:LES GOVllin~ :illJ; 'l!) CO;.J.I1UIfITI TLlT:cRl?lli':TEl. L1ID 

IllFOnI!1/HOIl SEnVICE 

The Community iterpreter and Information Service operates from the 
Ethnic Affairs Commission's offices in Syclney. Hurotville. Liverpool,/ 
VolloDgong and P.e~castle. 

The interpr8ters can assist: 

, . 

in matters such as court ac ti vi ties, "l'li th the police j in 
'~orker' s Compensation cases; and ,dth Solicitors 

in dealings with government departments 

'providing information and arranging contact "l'1i th helpful p9~p':'? 

in government Rnd voluntary organisations 

advising about welfare matters 

HOST OF TIillSE SERVICES J.lill FREE 

The Ethnic Affairs ComIri ission al so has a Translation Uri t "lhich can 
, arrange the translation of official and personal doc~~ents and 
correspondence: in many cases, this service is also free. 

The Commission assists commercial enterprises, '1henever possible I "Witt 
interpreters and translators at a fee. 

(The above information is provid.ed in a multi-language pre:lphlet 
produced by the E',;hnic Affairs Co::;missioD - the pamphlet if} available 
in English, llnlbic, Italian, Sp.C!.ni3h, Portuguese, Greek, Victn~cse, 
Serbian/Croatian, Turki~h) 

LISTllG OF J...t:r.CUAGr--S sr~KEIT BY OFFICImS ElIPLOIT.D YrrLL-TII-:::rr:, P;J::'T-T:r~=, 

·OIl on A CllSUl,L ruSIS III THE COm:umTI IITTERPP.E1Ell AIm ntFOPJillTIOIT 
SERVICE OFFICF..S: , 

SYDnEY OFYICB: 
10th Floor ADC Building 
189 Kent Street Sydney 2000 
Telephone 237 6500 

Arable 
Cantonese 
Croatian 
Czechoslovakizm 
French 
Germ;;>.D 
Greek 
Italian 
Handarin 
Polish 
Porb' ;~ucse 
n~si~n 

i,;:>~;;: ·;.;<~>:::,.:~}<,·~;/~~·,:.~?(·;;>:::·:.~~;);;i;~{t· j"j: <i>\:!·;;i::;~~~~i; ':·>;;':.:;::i:>~:'~:\:;~i~f] :t~:r~:::~· .:{ .. ~,; .:-: :i '..~:,;:\/;:~~::,,;. .:~,:;>\ .,\ : «:".;. :., .... 

Vict:fl~ese 
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CHILD PROTECTION POLICY AIm PROCEDURE lLAHUAJ, 

nURSTVlLLE OFFICE: 
34 HeNahon Street 
Hurst ville 
Telephone 570 1444 

Arabic 
Croatian 
CzechoslovakiB~ 

French 
Greek 
Kacedonian 
Serbian 
Spanish 

LIVERPOOL OFFICE: 
161 Bigge Street 
Li verpool 
Telephone E01 3166 

Arabic 
Croatian 
Czechoslo,ra)rian 
Greek 
Italian 
Hncedonian 

~fCASTLB OYPICE: 
456 Hunter Street 
Ne\~eastle 

Telephone (049) 24 191 

Croatian 
Italian 
Uacedonian 
Polich 
Serbian 
Spanish 

and 7 other interpreters on call 

VOLLOllGOnG OFFICE: 
176 Keira Street 
\'lollongong 
Telephone (042) 284 588 

Arabic 
Polish 
Spanish 
Vietnamese 

and Part-time interpeters 
in Croatian, Italian, Greek, 
Serbi:m, Turki8h 

111111111111 
1599136 
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(copy of n pamphlet produced by the O:i1budB:'i1un's Offices: pmnphlet.s Hrc 
nlSQ available in Greek, Serbian, Turl:i;::;h nnd Vietmu';::eue, providir.g 
similar info~ation) 

2 

lIho is the fhbuCi5:1lan? 

The Ombudsman is an independent and impartial person appointed by 
the Governor under an Act of 'Parliament to investigate complaint~ 
about the administrative conc1.uct of New South \'Iales Public and 
Local Government Authorities. The present Ombudsman is 1>1r George 
Masterman Q.C. His powers are derived from the O!!lbudsman Act, 
1974 and the Police Regulation (Allegations of J.fisconductJ Act, 
1978. \ 

llby have an OinbudS1!lan? 
.. -

To allow you an informal means: 

of airing ~ grievance; 

of having an impartial inquiry conducted at a 
high level; 

of seeking a solution to your problem if 
you consider you have been in any wny unfairly 
or unjustly treated. 

.; Vhat is a Public Autbority? 

With few exceptions, all New South "'ales Government Departmerits, 
He,! South v,'ales Public Servants, New South ~lales Statubry B:>cies 
and everybody in the service of any new South ~;ales Statutory Eody 
are Public Authorities. 

4 What is a Local Government Authority? ' 

5 

6 

All New South ~Iales City, Municipal., Shire and County councils, 
Urban Committees and all employees of those instru:nentali ties are 
Local Government Authorities . 

.. 
Vhat may be cOQplained about? 

You may complain to the Ombu.dsman about any action - or inaction -
relating to a matter of administration by New South Wales Public 
and L:lcal Government J.uthori ties. In addition you !!ley complain 
ab:lut the conduct of a member of the Police force. If this 
occurred before 19th February, 1979, the conduct must be other 
than when acting as 8 constable. After that date any conduct can 
be complained about. 

Vhat cannot be investigated? 

Parliament places some limits on the Ombudsman I s jurisdiction. 
Here are SQme eXc:.:;]plE:s of co;)duc:t hE: c",nrwt investigate: 

:\2:,~:;~:: ·:~:~:~·:\.~ .. :;::::.'~';:,::>':-::;/:~<':t·~,.~\;.~~~. ~ ~~~ ;:. ;:~~ ;~~.~]:~":C~: :~:~:?:~::i,;: i ~ ~~::::: ~.~,I~ .. : ·~:~:~.~i .?~,\~.~~:~~.1.~~':/~~\:~' '1,~,~:!j" .. : . ' . ... ~. 
. conduc:t of L:Jcgl Govern;nent' JintlJori ties ,·:hich bQk pI 

1st December, 1976; 
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conduct ,of Local Government Authori tes ,,:hich is subject to a 
ri ght of appeal or re vie,,. unless there are special 
circumstances; 
Commom~eal th Departments or Authorities; 
Judges, Hagi.strates or Officers of the Courts; 
acts of Ie tpl ad vis.ers to the Crorln; 
employer-employee relationships; 
pri vate persons, busin'ess or companies 

7 \1hat may be refuse to investisate? 

8 

9 

.-

The Ombudsman may refuse to investitpte "hen, for example: 

the complaint is fri volous, \exatious or not in good faith or 
the subject matter is tri 'vial; 
the conduct is in discharge of a function ,'hich is 
substantially a trading or commerical one: 
the conduct occurred at too remote a time; 
there is available an alternati\B and satisfactory means of 
redress; 
the complainant has no interest or an insufficient interest in 
the conduct complained of 

\''ho may use the Ombudsman' s services? 

Any individual, company, firm or organisation, who consider they 
ha ve not been properly or fairly dealt with, or feel they ha ve 
suffered an injustice as the result of any administrati va act by a 
new South "lales Public or Local Government Authority, or its 
employees. 

Hov do you make a complaint? 

Complaints must be made in "ri ting. Howe ver if for some reason 
you are not able to submit a written comp~aint you can either 
telephone or call at the Ombudsman I s Office .... There you ,~ill be 
assisted in preparing your complaint. 

A cdmplaint in respect of the , condqct, of a member of the Police 
Force m~ be ' made by: 

deli mring it to a member of the Police Force personally or by 
post; • 
lod ging it at the Office of the Ombudsman "hile it is open for 
business or deli\ering it to his Office by post; 
addressing it to the Ombudsman and lodging it at the Office of 
a Court of Petty Sessions \,:hilst it is open for business. 

10 Hhat does it cost you? 

11 

There is no charge. 

Vh~t po~ers does the Ombudsman hn'~? 

the Ombudsman has "ide powers of in vesti {Jl tion under the O];]budsr.:[\l1 
Act. He mRy: 

': ' : 
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If he conducts an inquiry, he has most of the powers of a RJyal 
Commissi ~mer . 

Under the Police Regulation (Allegations of Hi;conduct) hct his 
powers are limited to referral of the complaint to the 
Commissioner of Police for investigation and consideration of his 
reports when received. 

Are his investigations mnde in private? 

Most definitely. Privacy of ·communication. also extends to pers :ms 
detained in custody, Le., in gaols or psychiatric hospitals. 

13 Ubat happens after the investigation? 

The Ombudsman will .make progress reports to you, ,·,here 
appropriate. If he finds that the conduct is wrong, he reports : 

to the responsible Hinister; 
to the head of the Authority; and 
in some cases to the Public Sc'vice Board. 

14 \1hat happens if the complaint is sustained? 

Where the Ombudsman finds that the conduct complained of is "rong 
he may recommend: 

that the conduct be reconsidered by the Authority; 
that action be taken to rectify, mitigate or change 
the conduct or its consequences; 
that reasons be given for the conduct; 
that any law or practice involved by changed; or, 
tha t any other step be taken. 

If the Ombudsman is not satisfied that sufficient steps have been 
taken following a recommendation. made by him, he n;ay make a re:p.t 

. to the Premier for presentation to Par~iament. 

15 What other reports does the O~bud~an make? 

He makes annual reports to Parliament and is empo\',ered to make 
special reports to Parliament . 

• 
16 Yhere is the Ombud~an's Office? 

14th Floor, 
175 Pitt Street, 
SYDNEY, N • S. \'1. 2000 00 
AUSTRALIA 
(On corner of King Street) 
Telephone (2) 235 4000 

The office is open to the public from 9 a.m. to 5 p.m. daily frow 
Monday to Friday, public holi0~ys excepted. 
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New South ~1111es Department of Youth and Conmuni ty Services 

YOU AIID THE orIEUDSlIA.I1 

* The Law in New South "lales pro vides that you can complain to the 
Ombudsman about anything that affects you uhile you are in thy 
care of the Department of Youth and Community Services. 

THE OUBUDSHlJI 

The Ombudsman is an independent and impartial person appointed by 
the Governor under an Act of Parliament to in vesti gg.te complaints 
about the administration conducted by HeV! South \'[ales Public and 
Local Government Authbri ties. 

HO\{ TO CONTACT TJTI~ OBYUDSUAII 

Complaints must be in "rri ting. Your letter "rill be sent unopened. 
by your Supervisor to: 

The Ombudsman, 14th Floor 
175 Pitt Street, Sydney NS\'] 2000 
Telephone: 235 4000 

Replies recei ved from the Ombudsman ;rill be handed to you 
unopened. 

VlIAT llAPPImS WBEN YOU COllTACT TIm m.IDUDSIilill? 

Each complaint is investigated by the Ombudsman. If the compJaint 
you make is found to be correct then the Ombudsrr:an will consult 
the Director-General of the Department of Youth and Co~~unity 
Services and take action to put the matter ri E71t. If the 
complaint you make is found to be unjustified the Ombudsman Day 
rej~ct your complaint. 

If you are in doubt about any procedure, or pOvler of the 
Ombudsman, do not hesitate to ask your Supervisor . 

• 
II Section 12 of the OrrbudS7lan Act~ 1974 . 

ISSUED BY: NEW SOUTH WALES m.;PARTMENT OF YOUTH AIm 
C01·i!-!UlIiTY SER V ICES 
31-39 J.!acquarie Street, 
Parramatta 2150 Telephone 689 8111 

(Copy of a leaflet prodEced by the Df!p::rmcnt for the ini'or.r::C:l.tion 
of children in the Dop=.r"i;::\out I s re~Jiuc:1i;ial faciliticr;. ;~O~;(~ th:tt 

~:>/~::; ::;'~\J::;:;:':/;~'~l,~\:;.~~.;:·~;;,\;~:~~j.;~t~~~~~~~~;/~~~~;:~ \:~:.,~(~;:~~~.~, ,~~1:1 ~:~~, ~~~:~·;~'!r;~ .. ,~~::~[l~; :~;:~':; ~ ;,~',; , i : .": 

" .. ' ", .,' ,'" ., . 'the address Lnd teicphon~ "Illi.:J.1.Ji)r of 'the Dep3,rt~:8Dt is in'c'orr8ct.)' 
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UESTilliAD CEI1TIl~, CHILD PROTEC'l'IO:1 IL'Er..lI 
GUIDELIL'ES fOR CASE CO!:FEIlENCE PROGEDDPJ;S 

II~I 
BACKGllOU'.dD TO ESTABLISmmNT OF GUIDELInES 

1 99142 

1.1 During 1983 there "Iere some interaeancy difficulties experiencecr­
in the mana g')ment of child protection case"s in the Department's 
North \'lest Region. Guidelines !'let out in this paper ha va been 
wri tten to attempt to overcome some of these concerns. Generally, 
the problems "ere: 

a) Failure to notify promptly; 

b) Case conferences not necessarily bei~g 
con\~ned on a formal le\Blj 

c) Case conference decisions altered, without a 
re-conferencej 

'. ~ 

Ii) Insufficient procedural structure in, case 
conferences; 

'" 

e) "lorkers attended conferences ,dthout adequate 
prepara tion and without exis tin g do cumen tation 
nor with written reports of their 
intervention; 

f) Children - ' particularly .newborn babies 'of drug­
dependant mothers, and who had gone throu 61 'a 
withdra,.al process in their neonatal period -
had been discharged home t%r with a (drug­
dependant) parent. The case was subsequently 
conferenced: when the conf~rence 
recommendation was to place the matter before 
the Children's Court under Section' 'l2/j) of 
the ChiLd Wel,far>e Act~ ,1939 (Section 44 '(4) of 
the Caronunity Wel,j'ar>e Act, 1982), the 
hospi tal, by dischargi.,nG the ·child had, - ',in 
essence - aaid to the Court thc:,t, the ~hild "',as 
not in need of care. This interpretation of 
the hospital's action not only applied to ' 
babies of dru g-dependant parents, but also to 
children who had been sexually and physically 
abused by a parent(s), and children who were 
non -organically failing to thri \'2:, "'ho were 
discharged home to a parentj and 

g) There ha \'8 been occasions when Co:amuni ty 
'Welfare 0 fficers ha -ve declined to attend a 
conference con vened by the hospi tal thus 
neglting the opportunity to formulate a 
workable case plan. 

1.1.1 It is important to state that these cOllcerns did not arise in 
all cases, but they did occur. 

" 
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1.2 Children I s Court action should &hlays be a considel'ation in c:1ild 
protection matters. Puttine a matter before a C<;lUrt docs not I;,can 
that the child ~Iill necessarily be reITDved from the parent's.carG; 
the child can be returned to the parents with protecti V? 

condi tions imposed to ensure the care of the child. In or0.er to 
put a matter before a Crurt a ~1ide range of evidence has to be 
collated. As a result of a cooperati \'3 interagancy ~lOrking /-­
relationship, that has taken time to de wl"op, vlestmead C entre has 
been able to contribute to the presentation of a case to the Court 
and to react promptly in the preparing of medical evidence. 

1.3 The purpose of the Regional @id~lines \ms to: 

a) Dewlop a team concept in the mana[;'8ment of 
child protection cases, as opposed to a 
cOlllmittee concept. This llIeans that a case 
conference is convened to consider the needs 
of the child and the family, rather than 
supporting the \'lOrker(s) in,vol "ed in the case 
management; 

b) Further develop a workable structure for 
inter-departmental co-operation; 

c) Re-desigJ. @idelines for vlestmead Centre 
that cou ld ewntually be implemented ~Iith 

other hospitals in the region. 

2 CASE C~I!FEREnCE PROCEDURES, UESTHEhl> CEr.'lRE 

2.1 Since the implementation of the Interdepartmental Child Protection 
Guidelines, si Gled by the f.Iinisters for Youth and Communi ty 
Services, Police and Health, in June 1982, major metropolitE;.n 
hospit~ls ha\e re-desigled the functions of the their Child 

.. Protection Co.-nmi ttees. These committees attached to paediatric 
hospi tals or units are no\, functioninc as Child ProtectiOl: r; (3.8S. 

One of the functions that the team carries .ou t is the co­
ordination of. case copferences. 

2.2 The follovling protocol was proposed for consideration, support and 
subseCJ.uent implementation for all childr~n "here abuse and neelect 
is suspected, who are presented at - or admitted to - \vestr.:ee.d 
Centre. It ~Ias recommended that the f,J.idelincs should be revie',;ed 
six months after implementation; 

2.3 Arrangrng the Caflc Con:fcL'~nce 

2.3.1 A ~~ild who is in need of care is to be promptJy notified to 
'Montrose' Family Crisis Service prior to- the conference. 

2.3.2 The viestmead Centre representati\8 then contncts the Rc[ional 
Comrr.uni ty Program 0 fficer, Child Protection requestinG a 
chairperson for a case conference. 11 case conference j s held 
for ewry child referred to the child protection team; ]:)\-;e \'0 1', 

this does not neClte the respom~jbjlity [lS per t.he 
Interdep3.rthcntal C G~i::J:' ttcc CJidelinG:J to COllvene a cOl;fen,nce 

~ ... ~ . ;'/:-.,/ ;.~<:<'" ::<:;:";';~<::'}" ;;" :;'. ,';,<0ft7~ ? 1.~>7 !: ~::~Yt;:,~< ';::.: ':; .<~ ::' ';<:'; :-;,~".;-;/ ,:,., >,.:: i':(!::« "':::."~:.'!:::: :~:. ~:"';':, .. : 
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2.3.3 'In the e\ent of the Regional Program Officer, Child Protection 
being nominated as the Chairperson, the Pro graIn Officer mu s t 
negotiate ~1ith the Regional Operation::; Hana[l')r; if it is decid ed 
that the Program Officer is unamilable then it is the 
responsibility of the Operations Hanaeer to dele/1ite a 
Chairperson. The Chairpe rson need not be a member of the 
Department' s staff, but should ha \e an adequate knowle~ of and 
commitment to child protection principles as 'l'Tell as the ability 
to chair conferences. 

Case Comcrence Stroct-ure 

The nominee of the Department' s Regional Office Operations 
Hana bB r chairs the confe rence. 

The Co:rununi ty Welfare Officer /C hild Protection "!ork er from the 
releVclnt Community \1elfare Office should attend t he conference -
if either of the "10rkers is the primary worker: if the 
Communi ty Welfare Officer, Child Protection or the Child 
Protection vlorker is the Case Co-ordinator, 'that offi,cer shouJr1 
attcnd if the primary worker is not a Departmental Officer. ' , rr 
the primary ll'Orker. is from another ,agJ,ncy, then ' that person ' 
should also attend the' conference. " " 

When 'decisions are likely to be made that ,require the approva'l 
of the District Hanager then the conference must be attended by 
that officer, particularly if the primary worker is not a 
Departmental Officer and the District Nanagzr ' is the Case Co-
6rdinator. " 

When a District J.lanag3r is requested to attend a conference and 
declines to attend, then the mat tel' shou Id be promptly referrr~d 
to the releVclnt Operations NonageI' ' or Regi.onal Director. 

Westmead Centre representati \9,S are responsi't;lle fO,r 'arran,Ging a 
conference \enue at the hospital 'and for 'inv{ting rele\ailt 

, .' personnel to attend, to gether "lith their records and \,"1'i tten 
reports. :, ' ; 

The only persone ~ho attend case cori.fe,'~~'nc~s shou Id ' b~" as' . 
desi01ated in Paras 2.4.1 to 2.4.5; as ,.,ell as personnel ,,:ho 
can/are directly contributing to case manag3ment and ' case ' 
consultation. 

Case conference decisions should not be altered \dthout a re­
conference. 

2.5 Case Conference Process 

2.5.1 Introductions are carried out beh1een those persons pre s e nt at 
the confe renee. 

2.5.2 The We stmc:..d Centre Social \'lork er presents th e bocktp rund 
i nf ormation in reo. rd to the notification. 

2 . 5.) The< med i cal se r vices repre[,entntiv.~ presents the In':?dical report , 
l:h) ell inc l udes doc'.lr.;entntion of any injuries; findine; ', of 

~<~':J.:~,:\~\;:,;i :,;~~.),~~ :~:ii~;~./(:\ ·1 ~~::/.:~~~~~;'~~c},~~~;.~~~;~~~.l~':;i ~:~ ~: ,~'~::;~I~f~,~~:;~11,i;1 ;~j~!'.~~l~,i ~:~~ 7. h~~~ ;l ; ::;;r'" ::.: ,.: ,,. ;' ,'. 
. . '"' ' ' hail' conditi,on, and t esh', "ccm lts - th :1 t is , ' C()1J,cuJa tion 

studi es , clinical pbotogr aphy and s)~()leta l sll l' veyo . 
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2.5.4 The Department of Youth and Community ServiceD represent&ti \9 

presents a report. 

Other workers, including community-based services 
representati \es present additional reports to the conference. 

The case is then opened for discussion. ( 

2.5.7 The case conference personnel, formulate a case plan. 

2.5.8 Children's Co,at Action must always be a consideration in child 
protection matters. One of the roles of the Chairperson is to 
resohe - in the child's interest - any disagreement in regard 
to Children's Court Action. 

2.5.9 In ' contentious or difficult matters it may be necessaI"j to s,?,ek 
the advice of officers of the Department of Youth and Cm!:lunity 
Services Lec;al Branch or the Children's Court Prosectutor. \'ihen 
disagreements occur either 'l'lithin a Department, or inter­
departmentalJy it may require refe-rral to the Department's 
Regional Director for a decision. 

2.5.10 A clerical assistant is responsible for hand recording the case 
decisions on a face sheet. The conference decisions should 
outline the case plan and the lwrkers desiglated to imple:r:ent 
the plan. The conference notes shou Id be typed, nu mbered and 
circulated in a sealed envelope clearly maIked COHFIDEl:TIAL 
MATTER. The numbered distribution list should remain .dth the 
original copy on file at 'vlestmead Centre. A ropy should alHays 
be forwarded to the E xe ctuti \e 0 fficer, t Non trose' Family 
Crisis Service, marked for the Child at Risk file. 

2.5.11 Before the conference is closed the case plan shou Id be road 
back to the conference by the Chairperson to ensure that there 
is agreement and that decisions are clarified. 

2.5.12 A review date and wnue is set. 'v1hen the wn:ue is not \\'estmead 
Centre, then the responsibility shou ld be desi f!lated"to an 
appropriate agancy lwr:Cer prior to the closure of the 
con.ference and recorded on the conference notes. 

4 OTIIEn HOSPruLS IN THE llE~IOH 

4.1 The guidelines set out in Sections 2.3, 2.4 and 2.5 have been 
de \eloped from the existing Case Conference Guidelines for Royal 
Alexandra Hospi tal for Children and the Department of Youth e.nd 
Communi ty Services, and as endorsed by the D,epartment t s Policy and 
Planning Group. 

4.2 Althou@l the g.lidelines hava been de\eloped for the ,vestrr.ead 
Centre, it is proposed that, during 1984, they will be implcr:-.ented 
in all regional hospitals in the Department of Youth and Ca::;:;;unity 
Services North \'/est Region i that is, at Blacktol'ill, Ht. Drui tt, 
lIepean, Windsor and Blue I'Joun tains Hospitals. 

.' . . . ... . " , .:0. . . . . •. ' , . " " ' .' 

~:::~:::>': ~:i/':~O::<:';(:':';~;:,·.~::«~:-)~);/;:::::"r;.~'~Y;.:>'-::;\·;>:\,:~ "f':+;~";S: {,~\J:<".:::':::';.:;'~ ;~,;r·· ~>: :/::'·J~':·/:;~:;,:;J./:6H{:::',:::~·; :;: >': »/. ,:;::~' " ' 
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5 OTHER FuncTIons OF A GUILD PROTECTION TEbIT 

5.1 Team ~lember representation: 

Paediatrician or dele~te 
Paediatric Social "}orker 
ReGional Community Program Officer, (or. delegg.te), 
Department of Youth and Community Services 
\vestmead Hospital Occupational Therapist 
Hospi tal Paediatric Nurse . 
Hospi tal 0 h3 tetric /Neona tal Nurse 
Sexual Assault Referral Centre representati Vi;) 

, Police Department representati w 
Education Department representati\e 

Appelldi:r, 28 
Pa03 5 

Community-based health se-rvices representatiw 
\'lestmead Centre, Drug and Alcohol Unit representati\e 
Westmead Centre, Neonatal services representati \e 

Westmead Centre, Obstetric services representati\e 

these representatives form the Policy and Procedure Review 
Committee of the Child Protection Team, lvhich meets on a three­
monthly basis to for!'lulate and ,review policy and procedures. 

5.2 Child abuse intervention programs must be deli wred by 
professional and informed personnel "Tho ha \e had i.nter­
disciplinary and inter-agency back grounds and responsibilities. 
The Child Protection Team has the responsl.bili ty to educate other 
departmetnal staff and the public - both on an informal and forn:e.l 
le\el - about the programs. Regular, planned, continuine 
education programs should be organised and be well co-ordinated. 
Thus, 'child protection' education shOll Id be an incorporated 
responsibili ty of a Child Protection Team. 

5.3- If child abuse intervention programs are to be deli \Bred 
appropriatly then there is a need to lobby for adequate 
resources. Also, a hospital-based team should be constanly 
identifying resources 'Tithin each Region that are available, and 
dewloping and educating resource people, as .lell as identifying 
the'needs of a Region that are not.ad.equately resourced. 

5.4 When needs are identified - for example, a day program for abused 
childen end their families, then it is essential that a Child 
Protection Team .:brk towards preparing a suhnission to the 
Department for funding and/or other assistance to establish such a 
resource. 

5.4.1 The Team should consult and liaise Ylith the appropriate 
Departmental Regional :':ommunity Program O'fficers, such as the 
Communi ty Program Officer, Family and Children's Services, in 
relation to funding proposals. 
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, ROYAL .Aill7JJIDRA HOSl?l"'.illL F.:za CRILItiELT, CIIILD ..ffiUSE OinT 

Bridge Street Pyrmont 
Telephone (02) 51 0466 

The Royal Alexandra Hospital for Children has four child abuse 

teams, each composed of a physician and social worker. These 

teams - "'hich provide a 24-hour service - accept referrals l'!here 

both medical and social l.;ork intervention is required - on either 

an in-patient or out-patient basis - for physically or sexually 

abused children and se wrely neglected children who present to the 
- -;- .-' 

hospi tal. Team members and other r':,ecialist staff are also , 

a \ailable for consuHation.Althou €p th,~' -t~ams offer; primarily',' 

a crisis intervention service, some long-term fo~low, up service is 

a \ailable, depending on each indi \idual case.-

" 

2 Referrals to the service usually occur from within the hospital, 

but outside agencies may also discuss referrals directly with oIfe 

of the specialist child' abuse team members. 

" , " . 

3 If personnel from com"luni ty agencies wish, to re_fer an abused child ,'-... ',', '" '," .' . 

and the child's fam!ly to' the hospi t~l'," ih~ referri~g officer 
. .' " .. 

should telephone the Senior Social \'lorker for Chll-a: AbJse. 'If 

that officer is not available, or if it is outside normal .,orking 

hours, ask for the team member on call. 

3.1 Discussion with the Social Worker/team member can help clarify the 

appropriateness and nature of the hospital 's inter\~ntion. 

Hovlc:\er, beCause this is a hospital-based service the child's 

medical needs must be clearly apparent to those personnel 

, .. referrine the child to the Child l\ lu~e Unit. . , " 

:'~::<-'?:::{Y;;;~-~<" :\;)'~;,!-'ij-;};J'~;,:">';:-~;:~?~-;·/:?"~;~-;;?-,::'\>:\::~-:;:'-;:~·;;>;<;1t/(,.;:.:-,;,:;:;\::;~:,/~,;~:>t:;<;<~::~<<':':':" ';'~::~~r:" ;-:~\<'6>:: .~ :,:, :,.' 
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A LETTER OF REQUEST FOR EXEMPTION FROM CORPOIL4.L PUNISHMENT 

TO TIlE PARENT, 

This furlll Idll'f is ~I'~ibblc Ihroughout AuSlrali~ for usc by palcnls of schnol~lIiIJr<!n in ollth puhli.: 31HI 

pril' ;l1<! ~(houls. \\'hl'rc~s il is nOl billdin~ 011 thuse institutions ur ill thu~<! SlalCS Ih~1 do IIot ~xrr<'Ssly 

IHlll"ide fur su.:h a request, it is reasllllabl~ to cxpecl Ihat most SdlOUI Juthoritic~ will hunour it; and 

parcnts are whull), within their rights in using it. . 

Alhliliollal <'('pil's (If Ihis forrll ICllcr arc 3vail:rhl~ f r ... e ofchar,!c by wrilin~ to PARENTS :\1'0 TFAC'IIERS 

A(;'\I~ST VIOLU,CI' IN EDUCATION . P .O . U~»,: 3 55 , J)llubk !lay, N.S.II'. 2028 . W/ren reqllt'slin[! .:ories 

be sure to spe,:ify I.clll'f Nl'. 2. Alsu availuhk li;r r"1111 kiter inlcnd~u for USc hy p~r~nls l.f dlilJrcn 

arni.:l~d wilh ~slhma (Lerter No. J) allJ ,I forlll lell.:r I C4u cslin~ '~X~Il1I)\ion from punishm<!nl 10 Ih~ hands 

of chilJren l'ng,:I2,eJ ill.th~ stuJy of mu sic':rllllstrulllcn IS (Leiter No.4). 

It is r!!comrnentf"d 10 every user of 3 PTAVE form letter Ihal a duplicate copy be filled out and S~/lt to the 

l)ilet'lor·Ce/ler~1 uf Edll~atioll of the st~t~ in whkh the child ~Itcnds ~l'hool. 

The aS ~ \l(' I ;l li \.n I' ,·\R ENTS ,\,'D TE/\CII I( I{ S AC .. \I NST VIOI.ENCE IN EDUCATION h~s one expli.:i\ [!oal : 

III sp"nJ l h,' 1'1 ' I!'.r~5~ Ill' '\\I;t,,,ll:ln ,' ~I\lC:~l r o ll tllw:nd ti ll ~.:,'cplilble level, by w"rld ~tand,rrd$. "r '!uaLty ~lld 

h lllll a ll~lh" S , tllt j lll ; I I ~ l y, if' I h~ 1 tlhJ"L:III' l' is III h~ rea ,' h~,I, il .:all only be by 1l1c~ns "I' Ihe \llt:d pruhihirroil 

1I11 U~1 Law til' Ih e phr~k ;rI :a!.us,' (lj' chil,II~1I ill :1 11 ill $ lltll ti oll~ or IC:lfnill~. Until tliat tillie, I'l/\ \ E will attemp t 

In PI'lVllh-:lS nlll.:h 1'1 .; lcc tJoll ~s pLl~si"k IU us ll1i1n)' .:lli ldrcll as possible by .the dislriblltion of fllflll letters 

such ;tS lh l) Oil" . 
. - ' 

L~tlrr No, 2 . . lI'l ~t~ 1I, <.urr,or 1'0<1 ;,," or'lI ~h ( ,>lnt It l, • 

....... .. . ': ........ -....... .... .... ... ........ ...... .... ..... ........ .. : .. ........... ,.: .. ... .................. ..... . : .. ;., t ..... .. · .. ... .. ..... ··.·., ............. ': '.':' .. .. .... . 

',' ' , ' .. 

DEAl{ SCHOOL PRINCIPAL, 

I wish to exprcss my feelings on a matter of great concen; to me·-the well-bcil~g 

of Illy child. Uy th:!1 I mcan the physical ~nd mentnl wcll-~cing essential to the 

learning prOcess which takes plac~ at school. 

II i .~ with special regard tu rnrpur:11 pllnishment that I am writing to you. 

I do 110t believe thaI J c liherut cly inflirlrJ pain. or th e IhTeDI of . il. is dc~ir;abl c 

or Ilecl'ss:ary tn iilc rUlicatillllai J>IUCCS>. 1.1)' d!iltl i ~. IH>l pil ),s i -li lly _punish ':1. ".t 

hOll ll' allil it is Ill)' wish tliat Itr/bhe nol b\! phy sic:"II}' Jlllnish~d 3t ' scllUO·1. TIt,' rc ' 

nr,· IH'UC'r 1111' :1115 of cO III III tlllic:t liun :a"aillhl\! ; nllu 1 :Im hupdul thai my efCnrts 

to rear Illy child in an atmosphere oC reasonablenesS, ratie'nre nl\~ nllilllal trllst 

c;ln I, ... conlinued undcr YOllr ~lIperl'is'ioli at sch,·)ol. . . 

In thc el'cnt that a problem arises with regard to Ill}: child's scholasti~ i)f(.~rcss 

or ('onduct, p!rase do IIOt hesilate to contact me. You may be'assured of Illy 

lull cooperation . 

...................... .. .......... .... .................. .... .... 
Signature of Parrnl or Leg:d Cu:mlian 

•• •• • •••• • •• •• • n ••••••••••••••• • ••••• • •••• • • ••••• " ... ... . .. . . . ....... . 

NanlC of ('hild EtmORSf.D 0)': 

Tile Ullil'<'rsiIY Of S('h' SOlllh II'.:ks 

SllIff AI\(I,'jOllOlI I Sydlley A HucioJl iOIl 

............................ ................................ ... ........ (If (1IIi:('lsily T,';lcl,as ! Ulli .. ,.,stry ,J/ 

~;:<.~:':::: ~<;.~ ~.:\,). :~:~ :-~<.;:.j ~·;:~~.~~\~~~~t': .·<;~'·:~:.i.~ )/;;. :;:::·~/L·:(··.(.:,:',:~~:.~·\ :.<:~:' t,<~b~ .. <~·f~\~};r:f.::~{:t:s;:!:~~j~.;.2L;: ';;:; .,~:/,':;.~. 
A dLJplic311! cup)' (.I ( 11ds currcspoll~1enc~ It,ll:; ll~cll Sent 10 fte Ol(tl~ lcJ(-Gcl1('r .. 1 of l:Jur.ation of Ihl~ ~I:llt~ 
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QUALIYICf.TIOJrs MQUrnED 'BY STAFF EllPI,OY"'.cJ) IH TIlE 

PROVISIon 01' THE Dr:PJ\I1Tiill..r:TS CHILD PROT~CTIOJ'l !.Iin 

MSIDlillTIAL CAllE PIWGRbHS (L7.CLUDING TJUTrus OF SThl'J?). 

'YOnTROSE' CHILD "PROTECTIOn AIm l?MlILY CRISIS SERVICE 

Senior Executive Officer, 'l1ontrose' Child Protection and Fmnily 

Crisis Service 

Essential: 

Desirable: 

Duties: 

Tertiary qualifications in the Social or Behavioural 

Sciences. Demonstrated ability in the planning of co­

ordinated service delivery to children and fa~ilies. 

Experience in the Breas of child protection and 

family crisis. Proven manageri a l skills in a multi­

disciplinary service. Current driver's licence. 

Awareness of Equal EmploJ~ent Opportu~ity 

principles. 

Abili ty to liaise ld th other govern;nent departl'.lents 

at a senior level. Ability to make policy . 

recommendations in re:ation to child protection and 

family crisis. 

Responsible for oversighting programs, service 

delivery and co-ordination of the Child Protection 

and Family Crisis Service based at 'J.iontrose' 

Bur~10od: this includes the Specialist Unit facility 

for children at risk and their families, and After 

Hours Crisis Service. 

1.2 Executive Officer, Family Crisis Service 

Essential: Te rtiary quali f ications in the Social or Beha vio ural 

Sciences . A demonst r ated capacity to l ead and 

motivat e staf f and dem ons trated expe r ience in staff 

l'! ;,' ,', ' " I " '" superv ision and ma nagement . Casellork experience ana 

1;', ,: ,C' :' ,.' ,; i I,;' " , ' , curren t dri ver ' s ' l icence . A kno~11edge and 

, und er s t andi ng ' of t he a'rea of ch i ld protect ion , 

;'~ " , "' , .. ' : . ' " ;" Awa r eness of Equal EInpl::Jyment Opp:>rtnoity 

~";<: : , '.' ':~" , :",' princ iples . ' ...... 

t "(';! ;: ! \.' ~ t,. :.' .\._ I . • i: . :,'S':; ~ -. . . : \ ; • • il~. " . ~ 1. 

I., )" , 

•• 1 , 

Desirable: Experience in planning and implementation of 

', '; , : :: .. :. ; , innovative social ~lelfare programs., A working 

knowledge of general welfare and crisis services in 

the Sydney Hetropolitan area. Experience in crisis 

intervention. 

Duties: In conj unction .. Ii t jl other pe r sonnel, responsi ble for 

the fun ctiolling of the 'l<\on t r,Qse ' Family Crisis 

Se rvice ~lh ich provides a 24-houl' , 7-day a ,,'eek i n take 

and in terven tion se r vice in situations of fe.n:il y 

c r i sis , particularly i n re l ation to the care and 

protection of chi l dren and i n ot~e r areas of the 

Depa r t ment's stat" t:lry respons ibility. Supervision 

and support of the Fa:lily Crj sis staf f . Liaiso!:. wi t11 

other aeencies a nd the TIepartment ' s fielcl s taff , 

I nvol ve;nont i n research projects in r elation t:-> the 

Service . 
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1.3 Executi,~ Officer. Child Protection Unit 

Essential: 

Desirable: 

Duties: 

Recoglised tertiary qualifications in Soc:ie.l or' 
Beha viou ral Sciences. Expe rience in planning and 
provision of social welfare services. Expe rience in 
planning and implementing family and child centre 
programs. Current driwr's L;icence. A~lareness of 
Equal Employment Opportlmi ty principles. 

Experience in working with 'at risk' children and 
families. Experience in working in a multi­
disciplinary setting. 

Responsible for the overall opration of the . 
'Hontrose' Child Protection Unit,' supervision of 
staff, continully dewlopment of of the Unit's multi­
disciplinary child protection programs and for 
support and consultation to Departmental and ae,ency 
personnel involved in the provision of specialist 
child protection services. . . . 

1.4 Co-ordinator. 'Family Crisis Service' 

Essential: 

Desirable: 

Duties: 

Tertiary qualifications in the Socia).. or Beha vioural 
Sciences. 

Experience in superV1.S1.on and support of staff in 
a multi-disciplinary service. 

To assist the Executi'\e Officer, Family Crisis 
Service, in the continuing provision of services to 
children and families in crisis, and provide some . 
direct services, as required. Assist in the : 
provision of support to Crisis Care V:orkers. 

1·5 PsycholoGist. Child Protection Unit · :' 
.. . ~ - . :.. . . :. " 

Essential: 

Desirable: 

Duties: 

Honours degree or qui\-3.1~nt . in psy~~ologi'; clinical 
skills and or.ientat"ion · for · work '~lith children a'nd . . . 
families in a short-term resident:j.al and 'day progral'2 
centre. 

Post-eraduate degree or diploma in clinical 
psy cho 10 f:Y • 

Assessment and therapeutic intervention uith childre n 
and families in crisis: de'\elopment of preschool, 
residential and community programs in conjunction 
with Unit staff. 

1.6 a) Crisis Care Worker (Specinlist) 

Essential: 

Desirable: 

negree or qualifications in Social or Bene. vioural 
Sciences. 

E>.-perience in Cri[3is inter\";)ntion and rcco 21ised 
case",'o1';( skill~ ";i th fe.milie~; 8!1:l childrell a;t risk. 

;~;.~\~~<{:::L-;·j~!;i;:,';~;·~~~·;·;·~\:~·;:~~;p.·~~j~~.~~:~:,::,::.:~::·.;,~~~~)\\:~~i . .\:~·);~·:··::/ :;~<-j:·",-L~~~ :;;6~· .::i<.;.,~':.~/e'<D~;· : ~:~:r~i::~·~·~:~ ,:.:;:·.:.:: .. :.' ';'<.:: 
', ........ "':' ... ........ , ...... ' .' '''iritE)l,\renti"on "Iith'children tind far.!l.lies in crisis, ' . 

especilllJy in relation to the Elrea of child 
protection. To \-IOl'~~ in co-operation "lith Generalist 
Crisis Care "!orkel's·. 
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1.6 b) Crisis Care lforker (Generalist) 

'Essential: 

Desirable: 

Duties: 

Completion of District Officer's Training Course 

Experience in crisis intervention and recognised 
case\~ork skills with families and children at -risk. 

Involved in the provision of intake and initial 
intervention \~i th children .and families in crisis, 
especially in relation to the area of child 
protection. To work in co-operation with Specialist 
Crisis Care Workers. 

1.7 a) Preschool Director 

Essential: 

Duties: 

Degree/Diploma or equivalent 'in Early Childhood 
Education. Experience in the 'planning and 
implementation of preschool programs for children. 
Knowledge and understanding of child protection 
theory. Ability to wo!'k ina multidisciplinary 
team. 

Plan, develop and implemen~ .special 'programs' for 
Children at risk and their parents'. 'Acc,ept and 
assess referals~ Liaison and ' consultation with 
community personnel. 

1.7 b) Preschool Teacher, Child Protection Unit' 

Essential: 

Desirable: 

Duties: 

Experience ~ji th abused children and their families. 
Abili ty to develop', implement and monitor preschool 
program s. Jolulti-disciplinary team experience. 
Current driver's licence. 

Experience in providing assessment reports' and 
working individually with children and parents. 

Development a~d' m'aint:enance 'of . pr·o~~~s' 'for,'preschool 
children and fa~lilies. Provide assessment reports. 
Communi ty consul tatio,ri ,on ,p:r;qgr8.J1)s ,and seryice,s fn 
children a.t risk'. " '. ' '" ' , 

1.8 Social ~orkert Child Protection Unit 

Essential: 

Duties: 

Degree in Social "Iork from a recognised tertiary 
institution. Assessment experience and experiences 
in working with children/families at risk. Ability 
to work in a multidisciplinary team. Knowledge of 
child development. 

Assessment of children at risk'and their families in 
a residential setting. Liaison ~li th COIU.'lluni ty 
Welfare Officers and other agencies. Follow-up 
support work. 

1.9 Occurational Therapist, Child Protection Unit 

Essential: Degree or Diplo:na in Occupational Therapy. Group 
work experience ilith adults and children., Abilit J' t:) 

I 
II 

~ 

~ '~:t:::.~y: · ::~:>:/::) ~ ' \::·i:;);l': :~'.~ ::~~~~~)- ~;,;;\;~'{~i/··~;·::,·=~t;F~ ;zr .. ·,~:·~:~r~ ~~\\,:;.~ -.~~~:}.\j;~:t~:::.~;:~:~~:~· ;: ::: ;,~:: ::>·: ·t;·::<.{'::~ ~;· .. i . ;'; 
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Desirable : 

Duties: 
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CHILD PROTEC'rION POLICY AIID PROCI:;DUHE l,iAllUAL 

Experience in working with children/familie s at 
risk. 

Program planning. Provision of iqdividual and gr"up 
experiences for families at risk. 

1.10 Group Therapist 

Essential: 

Duties: 

Degree or Diploma in Social, Work, Psychology or 
Occupa tional Therapy. Group work experience .Ii th 
children and adults. Ability to plan, imple:nent and 
evaluate group programs. Knowledge of child 
development and experience .Ii th families at risk. 

Develop and evaluate '}!ontrose' and community-based 
group programs which \'lill benefit children . at risk. 

1.11 Housemother, Child Protection Unit 

Essential: 

Desirable: 

Duties: 

Experience working in a residential setting. 

Experience in workin,; .1i th children from birth to 
years of age, and their pare? ts. 

Responsible for ' the overall quali t; of ea re . for 
children and parents admftted to 'the unit 'for 
residential assessment, and children admitted for 
short term crisis care. In c'onjunctioD 'li~h other 
unit personnel, participates in case conference and 
prov~des family assessment report.s as required. (The 
position is a live-in situation and allows the 
husband to follo'l his normal em ployr.Jent • The home is 
fully maintained by the Department, but a nominal 
weekly deduction is made for board and lodgings.) 

1.12 Child Care Vorker (Youth Vorter), Child Protection Unit' 

Essential: 

Desirable: 

Duties: 

Previous experienbe ·. in child :ca.re· and Ghlld ' . 
management. Experience in working "lith disadvantag ed 
children in need and in residential care . 

. ' " ; .'. 

A gehuine ~once~n for ehildrep and ability to 
communicate effectively .Ii th children as well 'as able 
to meet children's individual needs~ 

Assist the Housemother in the care of children 
admitted to the Unit. 

2 Hunter and Il1.avong Child Protection Unit . and F3Jllily Crisis 
Services 

2.1 Eiccutive Officer 

Essential: Recognised tertia ... y qualif~cation in Social or 
Behavioura l Sciences. Experience in planning end 
provision of social welfare services . Experience in 
planning Dnd implementing family and child-centred 
programs. Current driver's Licence. k.,a:'E'lle8S of 

...• '<. "," .;;' . . ",.;'" .. ';:",'.":,.''''',, .. ',: Equal bpl?:i'i~eJ ,t_opr, ::n·.tunity principles.' '. 

~ .. ~,:::~-:: ~!;.,: :'::'< :)'~ :\.:~ ;>:;~·:;,~t).~i ~~,:H'/S~x::;; -:r;:t(~ r:,'~: ' - .::'~::): r ::::; :;':~ ~,:.' ;~\ ':.' ;" ::9 '~'.::~~ .. / ~:;;. }~ ~)~;.~~>~:·~2t::·:h;'; : ":~::~::'~~;':.: /i'L·< :;" : ... :,:'~;:.:: " 
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Experience in "lorking with children at risk and their 
familics. Experience in "lorking in.a multi­
disciplinary setting. 

Responsible for the overall operation of the Un:'... t, 
supervision of staff and continuing de wlopr.:ent of 
the Unit's multi-disciplinary child protection 
programs, and for support and' consultation to , 
Departmetnal and agll1cy personnel invol \'9d in the 
provision of specl.alist child protection services. 

3 BESIOllAL STAFF 

3.1 Community ProgL'nm Officer, Child Protection 

Essential: 

Desirable: 

. Duties: 

Experience in working with children at risk and their 
families, and with a range of aE,Bncies and 
disciplines, at a direct and consulti w le\'91. 0\81' 

half completion of degree/diploma or equi \alent in 
social or beha vioural sciences. 

Expe riemce in so cial planning and communi ty 
de \'elopment; experience in funding community 
projects • 

Recommend on funding application; organise communi ty 
consultations j implement regional proeram object i \9S j 

support and evaluate community projects; contribute 
to regional funding bud~t preparation. Assist in 
traininB Government and non-Government staff j \'lork 
with non-Government sector in planning regional 
services. 

3.2 COClDlunity Program Officer, Substitute Care 
, ', 

Essential: 

Desirable: 

Tertiary qualifications ,in one of the Social Sciences 
or related areas, or eJ, ui \alent: practical 
experience and supervisory experience ill \wrking \'rith 
wards /children in other forms of su 1:e titute care . 

Dewlop and interPret policy on wards and substitute 
care pro grams. 

3.3 Community Proe;t'D.Ll Officer, Aboriginal 

Essential: 

Duties: 

Ab::>riBinal descent. 'york experience with Aborie;i.nal 
communi ties. 

Identify needs/liaise with Aboriginal cO'llmuni ties, 
governrr.ent and other a~ncies. Prepa re reports. (In 
this position an applicant's race is a (Jlnuine 
occupational qualification and is authorised by 
Section 14, Anti-Discrimination Act, 1977.) 

3.4 , , Plan.ninC and llesearch Co-ordinntor 

. Essential : Appropri&tc tcr-tio.rj qualifications to€other ',:ith , 

;,,:;.'~'~ ;):\~;,;;?~;,::~.<, ";2:'\~ :i~ :,;:>(}~:~{:,;\; ;~~/,>< ;, ;;g,r.~~~i~}~?; b.~; r.':.~~ ~~~'3~~.~t~~G~;~:;ir·cii,~,:~~'~~~'~;1}~~·,::' :::~>,<: :"~ : ' 
physical pJanninB., co;n;:,uni ty de v':!lopment, \;elf~re or 
heal th qervices. . 
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Assess regional reno urces Dnd needs in co-operation 
wi th Hegiooal Community Progrflm Officers ; s!:;sis t tll6 
Regiona l Director in the development of communi ty 
welfare planning lIud researc h priori ties, initiate 
and develop a regional data base ; assist local 
offices in the devalop:nen t of service delivery 
arrangements; where approp~iate, in conjunction with 
the Community Program Officers and the Departnent' s 
Planning and Research Unit, monitor the impact of 
Government and non-Government policies and progrruas 
in community welfare. 

4 SPECIALIST Silll.VICES 

'4.1 Specialist Officer, Children of Prisoners 

Essential: 

Desirable: 

',," 

Degree, Diploma - or equivalent in Social Studies 
Social Work, Psychology or oth~r related 
disciplines. An understanding ' of the needs of 
children and families; substitute care systems; 
community-based family support agencies; and the 
problems faced by prisoners and their children as 
"ell as a commitment to advocacy on behalf of 
clients. 

Experience in \wrking with children 'at risk', as 
"ell as experience in ~iorking ~li th corr,muni ty-based 
agencies and in interdepartmental negotiation. 

4.2 Children's Ebployment Officer 
. 
Essential: 

,', 

Desirable: 

An understanding of the needs of children and 
families, as well as a commitment to advocacy on 
behalf of clients; a kno~lledge of the entertail".!lle:1t 
industry in developing guidelines for acceptable 
standards relating to·employment · of children. 

Degree, Diploma - or equival€nt ' - in social Studies, 
Social Work, Psychology or other related 
disciplines: a knowledge of information, 
administrative and retri'eval systems, and legislation 
and licensing regulations pertaining to the 
employment of children. 

5 CErrTRAL OFFICE 

5·1 Program Officer, Child Protection, Pamilyand Children's Services 
Policy Unit. 

Essentiel: 

Desirable: 

Degree, Diploma or equivalent in social, behavioural 
sciences Dr related disciplines. Ability to analyse 
social policy. 

. 
Knowledge of social welfare service delivery system. 

Duties : .:Research/identify al ternutiv.es in ~;el'vice to child 

:i ~:::::.;:i:;:~,<~,; (.(:; ;:.~.\~~':::'~::;'::> :·~;;:~'r:;;~:)·:' :~',~:.:,~~:,: ,\.~::;;\~.::;. ~ :~. ;·i·~f;:~:&~t;::·~T'~~.!· ~~~: };~~ {:~ ~·i~;ri;~~: i;:·~~J~·i\:-~ ~'; f~:' :. .~.:. ~: .~~ <.: :':,,' .;. 
Liaise with relevant State/Commonwealth authorities 

.. a:,d voluntary 'organisatj on. 
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6. 1 Cet=uni ty \ielfare Officer, Child Protection 

Essential: 

Desirable: 

Duties: 

Degree, Diploma or equivalent in Social Sciences or 
related discipline •. Understanding of needs of 
children at risk and their families. 

Ability to make family assessments. Experience in 
working with children, families and communi ty 
agencies. Knorll-edge of child development. 

Provide a wide range of services to community in, 
relation to children/adolescents/families in need or 
'a risk' with a partic !lIar emphasis on chi,ld 
protection. Includes counselling and 
developing/liaising with cOlfuiJuni ty networks: training 
provided. 

6.2 Chil.d Protection Uorkcr (Specialist 'Officer, Child Pro~ectiQu) 

Essential: 

Desirable: 

Duties: 

Degree, Diploma or equivalent .in Social 'Studies, 
Social Work, Psychology or ·related. discplines. 
Under~tanding of the needs ofchiidren at risk and 
their families; knowledge of child-rearing practices 
in different cultures. ' 

Experience in ~Iorking rlith children/famili'es and ' 
comm~ity agencies. Kno~lledge o~ child development. 

Responsible for assessmen t/ casel~ork managem en t/ 
consultation and support to Departmental and agency 
staff. 

6.3 C~~unity Velfare Officer 

Essential: 

Desirable: 

Duties: 

Experience in the' provision :ofwelfare :s'ervices . in a 
paid or voluntary capacity or rlorking with children/ 
adolescents/families.· Commitment to \'lelfal'e needs of 
disadvantaged groups 'arid dovernnient .. }Jolicy on non-
disc~iroinition. . . . 

. ' . . ' 
Sensitivity to specific needs of ethnic co~~unities. 
Ability to make family assessments, diagnose problo;r!s 
and form relationships to effect change. Experience 
in liaising with riel fare personnel and agencies. 
Effective communication; maturity. 

Provide P. ~Iide range of DGrvices to communi ty in 
relation to children/adolescents/families in need or 
'at risk'. Includes cowlselling and 
developing/liaising with communi ty net,~orks. 
Training provided. 
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CHILD PROTEC'rION POLICY AnD PROCEDURE , HANUAL 

6.4 Alternate Care Officer 

Essential: 

Desirable: 

Duties: 

Successful completion of a District Officer's 
training course or accep t able for' such a course. 
Experience in dealing with wards, foster parents and 
natural families. A ,~orking knol'11edge of the Policy 
and Procedure lolanua.l - \'lards. An ability to 
formulate and execute case plans. Ability to use a 
diverse range of methods iricluding case ~; ork and 
network building. Ability to work as part of a 
team. 

Appropriate tertiary qualifications in the social 
sciences or subs~antial completion of studies le~ding 
to such qualifications. 

Responsible to the Di strict 'Manager f or the deli ve!';'t 
of a co-ordinated service t o ~18 rd s a nd their families 
irrespec t i ve of t he location of the mem bers of ti,e 
f amily. Success fu l a pplicants ~l i l1 be responsi ble 
for a maximum caseload of twen t y families ', ~Ii t h 
particular emphnsison new coromi Hals. 

. " 

6.5 C~unity Uelfnre Officer (Lboriginal) 

Essential: 

Desirable: 

Duties: 

Aboriginal descent. Sensitivity to needs of 
Aboriginal community. Experi.ence i~ provisi on of 
welfare services on paid ·01' voluntary capacity 01' 

working with children/ adolescents/families. Ability 
to liaise with Aboriginal ~ld noh-Aboriginal . 
agencies. 

Ability to make family assessments, diagnose problems 
and use available assistance to effect change •. 
Effective communicat,)rj maturity. In this position 
an applicant's race ,is a genuine occupational 
qualification and is ·au·thor).sed .. by Sec t"i on ·14 of the 
Anti-Discrimimition' Act, 1977. " . 

Provide ~Iide raI).ge of services . toc;oromuni .ty . in 
relation to children/adolescents/families ' in need or 
• at risk'. Includes ,counselling' and ' . 
developing/liaising with communi ty ·networks. 
Training provided. 

6. 6 l!ilin~tl.l Community lfelfare Officer 

Essential: Ability to communicate effectively both orally and in 
wri ting :;'n •. . . .. .. . . and English. Experience in the 
provision of welfare services on a paid or voluntary 
capacity or working with non-English-speaking 
children or adolescents or families.Sensitivity. 
a~lareness and commitment to needs of ethnic 
communi ties. Knowledge of and commi t.tment b 
Governrnent policy on non-discrimination. 

In this posi tion an a pplican t 's race is a genuind'l'" 
occupational qualification and is author:i sed by 
Section 14 of the Anti-DiscrilJination Ac r:. , 1977. . ' . . .. 

~ .. ~~/~·;;~·!h'7{\' .;-':-;:~.:~:::~)< ~:f /::;1;~: \; ... ~~,\:.;,{~~~,,: ~ ;;~ ~/. ;;; ,;;;i'« :;';\::' /:y.): :·:,::::~:~·:!U:; ~~~~:! :'/':::~:~':~';:.:;;'~ I :~(i ~~.; ;';:~:~~~:i ?,.;P.·:·,·: '.' ;:;~ 7;;::::~;;" :': ;;).:/ :::; !':.>; \ :::, 
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Provide a uide range of services to Community in 
relation to children/adolescents/faryilies in need or 
'at risk'. Includes counselling and 
dewloping/liaising with community networks. 
Training provided. 

7 RESIDENTIAL F.ACILI'l'IES 

7.1 Superintendent. (om t for Young Offenders) 

Essential: 

Duties: 

Half completion of gegree/diploma or equi \alent, or 
Beha vi.oural Sci.ences or related discipline. Abili t:{ 
to administer a unit caring for needs of youths. 
Implement/supervise prog.-ams for staff. A..,;ereness of 
Equal Employment Opportunity principles. 

Responsible for executi \'3 managlrial, administrati \'3 

program functions in a unit for Young ,offenders. 
~-

7.2 a) hana~r. (Hostel) 

Essential: 

Duties: 

Proven 'experience in ... Iorking with adolescents in a 
residential setting. Experience in the suparvision 
and e\aluation of staff. Adrninistrati w experience 
and an ability to prepare submissions and reports. 
Awareness of Equal Employment Opportunities 
principles. 

Responsible for overall administration and 
dewlopment of the unit. 

7.2 b) Manager, Young Offenders Ser\i.ces 

Esst'ntial: 
--:. " , , 

Desirable: 

lAlties: 

Tertiary qualifications in the Social Sciences or 
related discipline • . E>:perience in srea of staff and 
financial manacament. Eriensi \8 invol \I:lJr.Bnt in 
de\oloping, implementing and e\alu9. ting proEr2. ~ s for 
young of fenders •. ·An 8".'lareness of Equal ·Er;:ployrr:zmt 

'Opportuni ty principles. 

Experience in relation to· communi ty groups, 

Hana~ment of centre \,hich will invol \e de ",Hoping 
program: ability meet needs of young offenders in 
centre/communi ty • . 

7.3 llouseparents - Fami~ Gro~p Home 

Experience in fostering children and some forp.al 
training in the care and education of children. 
Applicants shou Id ha \G no rore than to'lO children of 
their min \';nO wou Id need to be able to acept other 
children into thei:- family. Families selected \d2.1 
be part of a team of professionals workins \'; ith 
children to':E.rds the resolution of their future. 

Hcuscp3.runts lir·? expect~d to pro\'lue a ca::'in[ fac.j}y 
~:.>:. ,. :-: . .-:: ....... , .. . ':"::~' .. :"::::;"/y.;\~_ '::.:':-.'.":'.': \ .. :.:s~: ting,in .hJJ iG~., the!. ·~h :i.-ldFen c0 n :(7'0,,! . ard ' ~'.:O tu ri:'o ... . ; 

... ",: ;.: ". . ... "'(uGe' ~]::;(l .:~ }:1;' :·.~l x :r [.!. J 'Polic~." ~~:,j P:r0CG~~~:'::' ::.:-.:::~D.], 
Family Group Ho:n~s.) 
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7.4 Chief Youth Worker (Unit for Young Offenders) 

- Essential: 

Desirable: 

Duties: 

Qualified in terms of Regulation 33A, or possess­
qualfications de emed 9.:l.ui valent. j·lust be permanent 
officer. E~~erience in residential care and the 
superVision of staff in a residential unit. Awarness 
of E'qual Employment Opportuni ty principles. 

Previous experience- in report "l'lriting and the 
preparation and implementation of programs for young 
offenders. 

The Chief Youth Worker is part of an administrati VJ 

team responsible for the maintenance of staff moral e 
and the care of young offenders. ' Allocation of 
duties and supervision of sta ff. Assist j,n the 
overall management of the institution and ms.intain 
standards and discipline. Haintain rosters and 
prepare fortni ~tly overtime and p.enalty rates 
payable to General Division employees. 

7.5 Senior Youth Yorker (Unit for Young Offenders) 

Essential: 

Desirable: 

Duties: 

Must be qualified in terms of Regulation 33A, and be 
a permanent officer. Mlareness . of E'qual 'Employmen't 
Opportuni ty principles. 

Abili ty to demonstrate an understanding of programs 
for children in residemtial cine situations. ' , 
Pre vl,OUS experience in supervision of staff and 
children. 

Responsible for the supervi sion of pro~ams, ' staff 
and residents. Responsible for the functioning of 
the unit ~lhen roste:red for, night d,uty. , ,_ 

. ' . ':'. 

7.6 Youth Horker (Hostel for adolescents) 

Desirable: 

Duties: 

Experie.nced in working ,:/i th '.adb'les'c·~nts, pref~rably : 
in a residential setting. ' . 

To be part of a team providing care, support and 
guidance to adolescent (male/female) persons under 
the guardianship of the Minister in a hosteL 
REquired to ~lork ~:eek-ends and shifts on a rostered 
basis. 

7.7 Yoath Vorker (General) 

Essential: Pre viaus experience in child care and child 
manag'lment. Experience in \wrking \-lith disad V3nta[,9d 
children in need of re s idential care. 

DeSirable: A fl')nuine concern for children and abilit.y to 
comr.lUnicate effecti \DIy ~1ith children and adults, and 

l a dem:mstrated ability to \-lork with a '-ride ag~ ran&,-= 
, , of children - toys and o.rls 5-15 yeCl:'S - on a gr'OLll) 

~ ::'~~::~',~~,::'~~~;j;/~::-~~':q?}{ ::t:::':::;~';~;~}:r:~}f: .. ~':;;~:,:::'~~4t\{~ {~:i,·n. !~'~,~:.:~;-~ ~ ~:f.l ·~ ~;~;~ 'tt ~;~:~;~ .~.~ ~~ !';'~~':6; '~ ~;,~ ,·k~6 ~;~~ ~:':: '~~:::~:,f ~ 
,... , , .. ' . ' ' In promatine the C3.l1crlil Helfare of chilclr'en. ' 

I 
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Duties: Provide day-t~-day 
cottage situution. 
implementing child 
care. Required to 
rostered basis. 

care of up to 20 children in a 
Assist the Manager/~atron in 

management plans for each child in 
work I'leek-ends and shifts on a 

7.8 a) Youth ~orker (Young Offenders) 

Essential: 

Duties: 

Ability to establisb·effecti~e relationships with 
young people in a residential care setting, and care 
for their needs. - Ability to work as part of a team. 

Supervision, care and assessment of young offenders 
(male and female). Shift Imrk, working 'l'1eekends and 
public holidays. 

7. B b) Youth Worker (Female) llemand Centre 

Essential: 

Duties: 

Ability to establish effective relati~nships with 
young people in a residential care setting, ' and care 
for their needs. Ability to l'Io~k as ~art, pf a team. 

Supervision, c~re, guidl?ol1ce and assessment of young 
people in a residential care setting. Shift 'work, 
and ~10rking lleekends and public holidays. 

In this position an applicant'~ sex is a genuine 
occupational qualification and is authorised by 
Section 31 of the Anti-Discr,imination Act, 1,977. 

7.9 Program Supervisor 

Essential: 

Desirable: 

Duties: 

Tertiary qualifications or equivalent in 
social/behavioural sciences or related discipline. 
Experience in "/Orkine ~ .. ith juveniles. ' Ability to 
liaise I~i th staff at ' all'lcvels within a , :team, 
concept. ' ,. 

Ability to design/implement'programs for residents 
and co-ordinate/augment, staf,fdevelop:ne~t progl~a;ns . 

. -. . ' 

Develop/ co-ordinate/ ev~l ua te progrums .. 
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STATEMENT OF DUTIES 

Title under 
Award or Agreement Senj or Executive officer 

Senior Executive Officer 

1599160 

APPDDII 32a) 

Code No. _ _ _ _ _ __ _ 

Child Protection and Fanily Crisis Service Grade or Departmental Title ____________________ Class of Position _ ___ _ 

Department Youth and C~munity Services 

Branch 
Division of Department.=F-=i:..::e=.l.=d ________________ or Town 'Montrose' 

Director, Central Metropolitan Region 
Responsible to: ________________________________ _ 

Responsible for: 
1. Plaalng and direction of the overall operation of the 'Montrose' Child 

Protection and Fanily Crisis Service. 

2. Liaision with senior Departmental and non-Departmental personnel on matters 
concerning protection and out-of-hours crisis services. Acts as consultant 
in the planning and development of child protection services and family 
crisis services. 

3 Oversighting the planning and delivery of training and development programs 
for Departmental and non-Departmental personnel engaged in the proviSion of 
child protection and crisis intervention services. 

4. Under delegation, receives notifications and exercises the Director's 
powers under Sections 148(B) and 148(C) of t.he Child Welfare Act and 
otherwise acts as an authorised officer wi thin the meaning of the Act. 

5. L1ai6ion with statutory and community agencies and represents the Unit and 
the Department as required. 

6. Providing consultations after hours, as appropriate. 

7. Overviewing all notifications of children at risk. 

8. Continuing monitoring of registered cases of children at risk. 

9. Chairing of case conferences as required. 

10. Undertaking other duties as required. 

i) The statement of responsibilities should not exceed the space provided . 

TIle above is a brief statement of the duties of the position as at _______ _ 

Branch Heao _____ _____ ___ ___ Permanent Head 

Date ___________ _ ______ ___ Datc _________ _ 

As occupant of this position, I have notcd tltis Statemcnt of Duties. 

Nrume ____________________ __ _ 

Signature ___ _ 

Date __________ _ 
011 L.O. 967 D. WOlt, Govtrnmenl Prlnler 

·1 
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APPEBDIX ,2b) STATEMENT OF DUTIES 

1599161 

Title under 
Award or Agreement_--;;-_---:--:-_-;:;-;;:-;;-;-_ --.:;------;-:;-___ =:;--=--;-::---- Code No. ---------

Executive Officer Family Crisis 
Service (Child Protection) Grade or 

Departmental Title _______________________ Class of Position -----

Youth end Canmunity Services 
Department ________________ __ ~~-------

Branch 
Fi ld 'Montros e ' D' . . f D e or Town lV1Slon 0 epartment Semor Execuhve Orb.cer, 'Montrose I ---------

Child Protection end Family Crisis Service 
Responsible to: __________________ ___________________ _ 

Responsible for: 
1. PlatJling and direction of the overall operation of the Family Crisis Unit, 

its programs and personnel. 

2. Under delegation receives information and exercises the discretion:-::oy 
powers under Sections 148(B) and 148(C) of the Child Welfare Act and 
otherwise acts as an .authorised officer wi thin the meaning of the Act. 

,. Exercising delegations applicable to District Managers 

4. Liaising with other Departmental Units and statutory and voluntary 
agencies. 

5. Participating in the development and delivery of state training and 
development programs as required. 

6. Providing direct services as appropriate. 

7. Acting as arter-hours consultant as necessary. 

8. Undertaking other duties as required. 

The statement of responsibilities should not exceed the space provided. 

TIle above is a brief statement of the duties of the position as at ______________ _ 

Branch Head ______________ ___ Permanent Head __________________ _ 

Date _____________________ ___ Date ______________________________ ___ 

As occupant of this position, I have noted this Statement of Duties. 

Name _______________________________ _ 

Signature _______________________ _ 

Date 
DII L.O. 967 D. Wett, Government Printer 

 

Government Information (Public Access) Act 2009 

This document has been released by  

Open Government, Information and Privacy 

 

NSW Department of Communities and Justice, Legal   

 



\..-

'-

\ " .. ' . 

STATEMENT OF DUTIES 11111111111 APPENDIX 32c) 

1599162 

Title under 
Award or Agreement _ __________________ Code No. --------

Executive Officer, Child Protection Unit Grade or 
Departmental Title Class of Position ____ _ 

Youth and Ccmmunity Services Department _______ ~~ ___________ ~--------

Branch, , 
D' . . f D Ueld or Tow~ont~~~e'_ ____ __ 

1 ViSion 0 cpa~~~i 0 r::';;:E-=x-e-=-c ""u-r"h"-' v-e-'O"'f"'f""i--:c--:e-:r-, --""T''''M-:on-:t:i:Cr-:-o~s:-e:-r' 'C;Lh:-:;"i'l"d"""""Ti:P ro t ec t i on 
and Fsnily Crisis Service 

Responsible to:____ _. ___ -- - -
and effective operation of 'Montrose' The efficient organisation 

Responsible for:Child Protection Unit. 

1. Plans and directs specialised day and residential programs of the Unit and 
supervises Unit personnel. 

2. Overviews specialist volunteer program and specialist family support 
serVices. 

Under delegation receives notifications and exercies the Director's powers 
under Sections 14S(B) and 14S(C) of the Child Welfare Act and otherwise 
acts as an authorised officer wi thin the meaning of the Act. 

4. Under delegation, admits, restores, and discharges children in Unit 
programs from State control as appropriate and exercises other del egations 
applicable to District Managers and other delegations as approved from 
time to time. 

5 \. Liaise with senior Departmental and agency personnel on child protection 
matters and acts as consultant in planning and development of child 
protection services and training programs. 

6. 

7. 

8. 

, 

Chairs/participates in Case Conferences and other case planning and review 
acti vities. 

Provides direct service to a small number of Unit Clients as appropriate. 

Provides consultation in regard to specialist child protection matters and 
is available for consultation out of hours as appropriate. 

.':: ., .. 
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STATEMENT OF DUTIES 

Title under 
Award or Agreement __________________ Code No. --------

Co-ordinator ... F anily Crisis Service, 
(Child Protection) Grade or 

Departmental Title _____ ______________ CJass of Position --__ _ 

Youth and Canm Imi ty Services 
Department _ _ _____ ~----~---------

Branch 
Division of Department __ ..:.F..:.i .=;el::.:d=--_______ ______ or Town ___ I~M.:::..o:::;n..:.;tr:...;o:..:s:...;e'__' __ 

Executive Officer (Fanily Crisis Service) 
Responsible to: _____ __________ ____ _ ___________ _ 

Responsible for: 
1. Assisting the Executive Officer in the planning and direction of the 

Service. 

2. AS9isthg in the supervision and guidance of Crisis Care Workers. 

:5. Participating in the development and delivery of staff training and 
development programs 88 required. 

Providing direct services as appropriate. 

5. Relieving 88 Executive Officer (Fanily Crisis Service). 

6. Maintaining roster system and manpower allocation • 

7. Overviewing Central Register and Notification System. 

8. Participating in policy and planning. 

9. Liaising with professional and comm Imi ty groups. 

10. Liaising with and provides consultation for Departmental Officers. 

11. Providing country e1ucation and publicity (public relations etc.). 

12. Providing after hours consultation by wsy of "on-call". 

13. Undertaking other duties as required. 

TIle statement of responsibilitie: should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _______ . ______ _ 

Branch Head ____________ _ _ Permanent Head ___________ _ 

Date ________________ _ Date 

As occupant of this position, I have noted this Stateme,nt of Duties. 

Name ____________________ __ 

Signal lire _________________ ___ _ 

DJl L.O, 967 D. Wett, Government Printer 

Date _____ ______ _ 
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STATEMENT OF DUTIES 11111111111 
1599164 

APPEIDIX 32e) 

Title under 
Award or Agreement_""'""''''"''''''"'''"',....."~"'''=....,..,.....-"""/'t""o=....,,,.,~=;---- Code No. ----- --­Genel'ahst Cr~s~s Care Worker 

Child Protection, Fanily Crisis ServicEtrade or Departmental TiUe ___________________ Class of Position ____ _ 

Youth and Canmuni ty Services ~putment _____ ____ • ______ ___ ___ __ 
Field 'Montrose' 

Branch 
Division of DepartJEx~~fficer 'Uontroee t (FemUr O Ii6 isOBrf\Yi'~e .... e+)-------

Responsible to: _______________________________ _ 

R~oo~e~: . 1. Provision of a 24-hours per d~ intake and intervent10n service in situations of personal and family crisis, particularly where the welfare or protection of children 1s involved, and 1n other areas of the Department's statutory responsibility. 

Initial assessment and necessary initial protective action in relation to notifications of child neglect or abuse in terms of Section 148(B) of the Child Welfare Act. 

3. Ini tial assessment and appropriate referral of persons seeking DeI-artmental assistance, particularly in times of crisis and outside normal working hours. 

4. Emergency and cr1S1S casework inte~vention in support of generalist field personnel as required. 

5. Exercise of delegations, authorities and powers applicable to District Officers, (Canmunity Welfare Officers) and such other delegations as ml\Y be approved from time to time for the effective performance of these duties, including financial delegations. 

6. Other duties as required. 

.\ 

It The statement of responsibilities should not exceed the space provided. 
The above is a brief statement of the duties of the position as at _______ _ 
Branch Head _____________ _ Permanent Head _____ _ 
Date ________________ _ Date __________ _ 

As occupant of this position, I have noted this Statement of Duties. 

~\.,,~~\!~~ 
.... ~ --'------------- -------

- p 
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STATEMENT OF DUTIES A.PP'BIDIX ,2t) 

Title under 
Award or Agreement_-_..."..~.,.........,.-::-r-:::-::-J:::r::=-.....-=:-::::.-r.:==------ Code No. -------­

Child Prot ec t ion Wor ker 
Family Crisis Service Grade or 

Departmental Title _________ ___________ Class of Position ____ _ 

Youth and Canmunity Services 
Department ________ ~-------~------

Field Branch 'Montrose' Division of Department __________________ or Town _ _____ __ _ 

Executive Officer, 'Montrose' Family Crisis Service 
Responsible to: ___________ _ ____ ____________ ____ _ 

Responsible for : 

1 • Assessment and management of a small caseload of child protection cases. 

2. Joint assessment and related case plauning activity with generalist field 
and agency staff as appropriate. 

3. Convering of local representative committee, in conjunction with Senior 
District Officer (District Manager) and Community Program Officer, Child 
Protection to monitor and review all notified children at ris k. 

4. Developing community and professional awareness and mobilising community 
resources relevant to the identification, management and prevention of 
physical, sexual and emotional abuse of children. 

5. Other duties as required. 

TIle statement of responsibilities should not exceed the Sr'lce provided. 

The above is a brief statement of the duties of the position as at _______________ _ 

Branch Head _ ________ ___ _ _ Penn anent Head _____ _______ __ 

Date ___ ____________ __ ___ Date _ _ ______________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name __________________ _ 

Signature __ _ 

Date ___ ______ ___ 
011 L.O. 961 O. W~'" Government Printer 
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STATEMENT OF DUTIES APPEBDII ,2g) 

Title under 
Award or Agrccment _......-:=cP3sy:,-c:-:h:-i0;..::1~o~g~i~s-=-t =r:;-::::-:i:7-=------- Code No. _______ _ 

p~chol ogi at, Residenti al 
Program, Child Protection Grade or 

Departmental Title ___________________ Class of Position ____ _ 

Youth and Canmunity Services 
Department ___________ ~-------------------------

Field Branch 'Montrose' Division of Department _________________________ or Town _________ _ 

Executive Officer 'Montrose' Child Protection Unit 
Responsible to: _____________________________________________ _ 

Responsible for: 
1. Undertaking initial 88sessment and continuing review of children and 

parents referred or admitted to the Unit. 

2. 'Consultation with program staff, to develop and, implement programs 
appropriate to the special needs of children referred to the Unit, either 
within the preschool ~nvironment or on an individual basis. 

,. 
4. 

5. 

6. 

7. 

Undertaking inqividual counselling of parents where appropriate. 
Undertakes individual therapy with children where appropriate. 

Consulting and liaising with other 66enciee providing follow-up to childr 
inithllJ ~r.rred to the \lnit. 

lnvolyg,ent in the training of Unit Residential Care St~f and volunteers. 

Undertaking research and evaluation proj ects 88 appropriate. 

Other duties as required. 

The statement or responsibilities should not exct'ed the space provi:!i!d. 

The above is a brief statement of the duties of the position as at _______________ _ 

Branch Head __________________ _ Pcmlanent Head _______ ________ _ 

Date _________________________ _ Date 

As occupant of this position, I have noted tltis Statement of Duties. 

Name _________________________ _ 

Signature 

Date __________ _ 
DJ 1 L.O. 96? D. Weal, Govtrnment Printer 
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ST ATEMENT OF DUTIES APPEBDII ,2h) 

Title under 
Award or Agreement_-=---:-=-So:=.;c~i:;..:al=-:-...::W-=o.::.,r=,ke:::r:....,...,:---:-:--=--=------ Code No . _______ _ 

Social Worker Residential Program. 
Child Protection Grade or 

Departmental TiUe ___________________ Class of Position ____ _ 

Youth and Canmuni tY Services 
Department _______ ~-------~--:------

Branch Field 'Montrose' Division of Department _ _ ________________ or Town _ ___ ___ _ 

Executive Officer, 'Montrose' Child Protection Unit 
Responsible to: ___________ ___ _______________ __ _ 

Responsible for: 
1. Co-ordination of placement and associated arrangements for parents and/or 

children admitted to, or di(jcharged from. the Uni t. 

2. In-depth assessment of children/parents admitted to the Unit in 
conaultation with psychologist. residented program staff and other 
personnel. 

,. Introducation of parents/children in residence into d~ programs. 

4. Liaises with Departmental and agency personnel re admission/discharge/ 
follow up arrangements. 

5'- Assists with training, consultation and support for residential program 
staff. 

6. Involvement in support programs for families of children at risk in the 
communi ty. where appropriate. 

7. Other duties as required. 

TIle statement of responsiQilitil.~ should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _____________ _ 

Branch Head _____________ _ Permanent Head ___________ _ 

Date _________________ _ Date __________________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name ___ _______________ _ 

Signature ___ ______________ _ 

Date ___________ _ 
Dll L.O. 967 D. We.I, Goverument Printer 
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STATEMENT OF DUTIES APPEIDII 321) 

Title under 
Award or Agreement Social Worker/Psychologist Code No. _______ _ 

Group Therapist, Child Protection Grade or 
Departmental Titlc ___________________ Class of Position ____ _ 

Youth and Caomuni ty Services 
Department _____________________ _ 

Branch 
Field 'Montrose' 

Division of Departmcnt __________________ or Town _______ _ 

Executive Officer, 'Montrose' Child Protection Service 

Responsible to: _______________________________ _ 

Responsible for: 
1. Planning and conduct of adult therapy group in consultation with 

Occupational Therapist and senior staff. 

2. Planning and conduct of children's therapy groups in consultation with Uni 

staff. 

,. Assistance in planning and conduct of integrated parent/child program. 

Assists in training of special support staff attached to the unit and 

assists with other staff development and training as required. 

5. Provides training and consultation to appropriate Depar1l1 ental field star­

regarding group program for children and parents at risk. 

6. Other duties 88 required. 

The statement of responsibilities should not exceed the space provided. 

TIle above is a brief statcmerV of the duties of ti'e position as at _____________ _ 

Branch Head _____________ _ Permanent Head ___________ _ 

Dalc ________________ _ Date ________________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name __ ~-------------------------
Signature_...>....-______________ _ 

DJJ L.O. 961 D. Wett, Go.ernment Printer 

Date _____ ~ __________ _ 

. " - ,:: ":'-' ~-. :.- .,.: -. '-"'-~" ~~ ... : 
", -,'" - ""'-',' , 
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STATEMENT OF DUTIES APPDDIJ: 32j) 

Title under 
Award or Agreement Occllpat1onal Therapj at Code No. _______ _ 

Occupational Therapist, Residential Program, 
Child Protection Grade or Departmental Title ___________________ Class of Position ____ _ 

Youth and C~muni ty Services Department_~ _______ ~~_~ _________ _ 

Branch 
Division of Department __ -!:F~i~e::l~d __________ ---or Town ___ '_M_o_n_t_ro-,-s_e_' __ 

Executive Officer, 'Montrose' Child Protection Unit 
Responsible to: ________________________________ _ 

Responsible for: 
8 range of occupational theraP.1 and related services to the Unit, 
and for consultative services to special support personnel and 
others involved with child abuse cases. 

1. In consultation with senior staff of the Unit, plans, develops and 
implements a range of occupational therapy and related programs for the 
Unit's residential and ds.v care hcilities. 

2. Conducts groups and other activities for parents in residence or attending 
the Unit ds.v centre,' and for parents and children as appropriate. 

,. Assists in training of special support staff attached to the Unit and with 
other staff development and training as required. 

4. Provides consultative services to special support staff and others involved 
wi th child abuse cases as required. 

5. Undertakes other duties in the Unit as required • 

. 
TIle stateml!nt of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at ______ ________ _ 

Branch Head _____________ _ Permanent Head _ _ _________ _ 

Date ________________ _ Date ___ ____________ _ 

As Occupant of this position. I have noted this Statement of Duties. 

Name _ _____ ___________ _ 

Signalun: _ _ _______________ _ 

Date 
011 L.o. 967 D. WClt, Government hinr., 
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STATEMENT OF DUTIES APPEBDIX 32k) 

Title under 
Award or Agreement ...:-__ --=_--;_ -=--:-:-_ -;-__ --;;:_:-;---;~~;:;_ Code No. - ________ _ 

Preschool Director, Resident i al Program, 
Child Protection Grade or 

')epartmental Title _______ _______________ Class of Position _____ _ 

Youth and Community Services 
Departmcnt _ ___________ ~~--------~----

F 1d Branch 'Montrose' 
Division of Department ie or Town 

~S~e~n~1~o=r~E~x~e .. c~u~t~17.v~e~u~11V.1r.c~e"r~,~'vM~on~t~r~o~s~e~'~Clilla ~ro~t~e~c~t~1~o~n~----
and FSIlily Crisis Service 

Responsible to: __________________________________________ ~ 

Responsible for : Administration and overall implementation of Unit Preschool 
programe, and for consultation and liaison with persons involved in 
the delivery of preschool and Early Chidhood Services Programs in 
the comm uni ty at large. 

Detailed Statement of Duties: 

1 • 

2. 

,. 
4. 

5. 

6. 

7. 

Plans, develops and implements innovative re-eocial1eation program for 
preschool children in ,the unit. 

Directs and administers unit preschool facility in accordance with the 
overall goals of the unit. 

Plans and supervises the work of persons assisting in the preschool 
program. 

Interviews and recommends on applicatioans from local families for 
placement of children in the Unit preschool program • 

Participates in case conferences and other case planning for children 
participating in the unit preschool facility. 

Participates in overall planning and implementation of D~ Program at the 
Child Protection Unit. 

Negotiates placements in community preschool programs for unit clients as 
required. 

. .. /2 

The statement of responsibilities shoulrl not exceeq the space provided. 

The abm'e is a brief statement of the duties of the position as at ___ _______________ _ 

Branch Head _____ ___________ _ Perma.lent Head _ _____________ _ 

Datc _ _ _________________ _ Date _________________ _ 

As occupant of this position, I have noted this Statement of Duties. J • 

Narne ____ _______________________ __ 

Signature ______ ~ ___________ _ 

l)1I((I . 
\.)11 L.t>, ~~7 U, Will, lllll'tlllnlfhl 1"\11101 

, 
, , 

~. 
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1599171 
- 2 -

8. Consults, liaises with, and advises preschool and other Early Childhood 
Services personnel in the community on services and programs for abused and 
at ria k children. 

9. consults with and provides education for community agencies. 

"_. 10. Undertakes other duties as required. 

; ~ I 
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STATEMENT OF DUTIES APPEJIDIX 321) 

IIII II 
1599172 

Title under 
Award or Agreeme~ t ___ ~_--;---,:-;;;-----;-__ -;:;--:-;-~-:-;-;~:--;:~ Code No. _______ _ 

Preschool Teacher, Residential Program, 
Child Protection Grade or 

Departmental Title: ___________________ Class of Position ____ _ 

Youth and Canmuni ty Services 
Department ________________ ~---------------------

Field Branch 'Montrose' Division of Department __________________________________ or Town _______________ _ 

Preschool Director, 'Montrose' Child Protection Unit 
Responsible to: ____________________________________________________________ _ 

Responsible for: 
1 • Assisting the Preschool Director with the implementation of the Unit 

Preschool Program. 

2. Assisting in the planning, development and implementation of in~ovative 
re-socialisation programs for preschool children in the unit. 

,. Participating in case conferences and other case planning for 
children particpati~g in the unit preschool facility. 

4. Participating in overall planning and implementation of Dl\Y Programs at the 
Child Protection Unit, with particular reference to preschool children. 

5. Negotiating placements in community preschools for unit clients, as 
required. 

6. ConBulting~liaising with and advising preschool and other Early Childhood 
Services personnel in the community, on services and programs for abused 
and at risk children. 

7. Undertakes other duties as required. 

The statement of responsibilities should not exceed the space pfovided. 

TIle above is a brief statement of the duties of the position as at ___________________ _ 

Branch Head _____________________ _ Pemlanent Head ___________________ _ 

Date ______________________________ ___ Datc _____________________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name ________ ________________ __ 

Signa! ure ________________ ________ _ 

Date _______ ____ _ 
011 L.o. 967 D. Weat. Go,'ernment Printer 
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STATEMENT OF DUTIES APPKHDII 32m) 

1599173 

Title under 
A d A t Code No. --------war or grecmen ---""H"o"'u"'s"em=o""th~er;;-,--"R:r:e"'s;-:ll:-;;dr;:e;-;:n'l't"!'ir;aTI-P=ro~g"'r;;:sm;;;;;-,-

Child Protection Grade or Dt:partlllcntal Titlc ____ _ _ _______ _ ______ CJass of Position ____ _ 

Youth and Canmunity Services Department _______ ----'~ ___ ______ ____ _ 

Field Branch 'Montrose' Division of Departmt!nt~ior Executive Orieer, 'MonLxose' cld>'fdT!>'¥Bteetioll and Fanlly 
Crisis Service 

Responsible to:-crTsIS care and planned short-term residential care of children or Responsible for: fsmilies receiving services from the Unit, and for receiving out-of­hours telephone en quiries and necessary action thereon. 

1. Residential Care Services: 

a) Receives and accommodates children and/or families approved to receiv such service b,y senior staff of the unit. 

b) Organises the overall operation of the reeidential care services to promote the health, social, and emotional well~eing of persons in residence. 

c) Ensures that the residential facilities of the unit are maintained in clean and tidy condition and maintains internally a homely atmosphere at all times. 

d) Requisitions clothing and other stores required for the unit's residential services. 

e) Maintains appropriate records and books of account in relation to provisioning, maintenance and material aspects of the unit's residential facilities. 

f) Co-operates with senior and specialist staff of the unit in developme! and implementation of treatment plans for children and fsmilies in residence. 

g) Participates in case conferences and reviews as apropriate. 

h) Carries out such other duties in relation to the unit's residential service as may be required. 

TIle statement of responsibilities should not exceed the spllce provid'ed. 
TIll! abovc is a brief statemcnt of thl' duties of the position as at _____________ _ 
Branch Head _____________ ___ Permanent Head ____________ _ 
Date _ _ _ ___ _ _ ___ _ ____ ___ Datc _ ______ ___ __________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name ______________________ _ 

Signature 

Date _ _________ _ 
011 1..0. 967 D. Well, Government Printer 
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STATEMENT OF DUTIES . APPEBDII 32n) 

Title under 
Award or Agreement_--=~:--::-~_--::-::---:--__________ Code No. _______ _ 

Child Care Worker 
Residential Program, Child Protection Grade or 

\. 
. Departmental Title ___ _________________ CJass of Position ____ _ 

I 

: Department _____ y_o_u_t_h_ an_ d_ C_Clllm......--_lm_i_ty __ S_e_rv_ i_c_e_s---::--__ _ 

( 

.. 

Branch 'Montrose' Division of Department ___ F_i_e_l_d __________ ____ or Town _______ _ 

Housemother, 'Montrose' Child Protection Unit 
Responsible to: ______________ __________________ _ 

Responsible for : 
1. Providing physical care and emotional support for children and parents 

admi tted to the Uni t. 

2. Providill8 physical care and emotional ",upport for children admitted to 
the Unit without parents. 

,. PlaDlng and iMplementill8 pl~ activities for children. 

4. Pla..anll8 and implemen1i'JOutings for parents and children. 

5. Assistill8 parents in carill8 for their children in residence. 

6. Providing guidance for parents in child management, in consultation with 
other staff. 

Preparing reports and attends cases conferences as required. 

8. Undertakill8 domestic duties as required. 

9. Other duties as required. 

The stalt!ment of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _____________ _ 

Branch Hcad _____________ _ Pennanent Head _____________ _ 

Date _______________ _ Date ____________________ __ 

As occupant of this position, I have noted this Statement of Duties. 

Nrume _________________________ _ 

Signature 

D11 L.O. 967 D. Wut. Governlllent Printer 

Date __________ ___ 

. -
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STATEMENT OF DUTIES IIIIIIII~ 
1599175 

APPDDII 320) 

. Title under 
Award or Agreement ___________ _______ Code No. --------

Training Officer, Child Protection Uni~rade or 8 
1)epartmental Title _______ ...:.....-___________ Class of Position ___ _ _ 

r' Youth and Canmunity Services 
f Department 

Field Branch 'Montrose' 
Division of Department SeBiap EJ:ee\ltive ()ffioel' 'Montrose' Ghi>IdT<p.¥Bt-ee-t-i-o""ft----­

and Fanily Crisis Service 
Responsible to: ___________________ ____________ _ 

Responsible for' . . . . . 
1. E11clt1Dg the needs in the Department for training 1n the fleld of 

child abuse and neglect and child ~rotection. 
. . -" 

I 
i 

2. Designing, impl emen~d eval uat.LJ programs vi thin the Department to fulfill 
those needs. 

! 
I 
I ! . 
I .. 
, 

( 
r , 

5. 

6. 

... 

Maintaining a special responsibility to orientation and continuing 
education of specialist child protection staff in the Child Protection 
Units and/or Fanily CI1sis Services, and the field-based support services. 

Maintaining and upda1ieg a resource centre at 'Montrose', specific to the 
field of child abuse. 

Working in coordination with the Education Officer; this may include 
involvement in programs for multi-disciplinary groups. 

Other duties 8B required. 

... -~ . 

.' 

... _--------"---

. .~.~.:~r : •. _. __ 

:' 

r ' 
:.~ 

1 • 
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STATEMENT OF DUTIES APPEBDIX 32p) 

Title under Award or Agreement __________________ Code No. _______ _ 

Education Officer, Child Protection Grade or 
Departmental Title __________________ Class of Position ____ _ 

Youth and Canmunity Services 
Department ____________ -A _______ ~----

Field Branch 'Montrose" 
Division of Department Seniol EXecutive africe! 'MontIose' Ch£11mtection and 

FSDily Crisis Service. 
R~ponsibleto: ___ ___________________________ ~~ 

Responsible for: . 
1. Heightenill8 of community awareness of the problem of child abuse and 

2. 

5. 

6. 

neglect and to provide appropriate community education programs. 

Liaisill8 and consul ~ th educational establishments and the Staff 
Development sections of other Government Departments in order to provide 
programs to heighten professional awareness and to develop expertise in the , 
treatment and prevention of child abuse and neglect. 

Involvement in data collection and research programs associated with child 
abuse and neglect and child protection services. 

Consultation with other senior staff of 'Montrose' Child Protection 
and FSDily Crisis Service, to liaise with Government Departments and 
non-Government agencies so that an integrated approach to child abuse 
and neglect and child protection can be attained within the framoyork 
of the Department's legal responsibilities and policies. 

Worldll8 in co-ordination wi th the Trainill8 Officer, Child Protection. 

Other duties as required. 

The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _______ _ 

Branch Head _____________ _ Permanent Head _________ _ 

Date ________________ _ Dale _________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Narne __________ ______ ______ __ 

Signature _______ __ 

Date __________ _ 
Dll L.O. 967 D. Welt, Government Printer 

l' ... a i&L::j F . ... •• - "EI' ~---.-.--•• II:::'""..~,.--- ~~ ... -.~ .... __ -_ 
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STATEMENT OF DUTIES III APPDDIX 32q) 
1599177 

I' 
I Title under Clerk 1/ . Award or Agreement __________________ Code No. _______ _ 

Executive Officer, Child Protection Grade or 
Departmental Tit1e __ ....!ian~d_F£....!i!:sn!!..:i"_'luy~C~ri.:!:..2.si:!.!s~C!.!e<.!,n!..!<t~r..2e ______ Class of Position __ ""8'--__ 

I Youth and Canmunity Services 
III Department _________ _'_ ________ _ 

Regional Branch Hunter 
Division of Department or Town _______ _ 

Operations Manager 

Responsible to: -----.:~-::-:"""'--::-T-=-=-",---::-::-:-:-::~=z::_:::_::::_:i____=~::_::_:;~:::__::=.==:::::;_;;~~;:-;~..-:i-­the efficient organisation and effective operation of the Child 
Responsible for : Protection and Fsnily Crisis Unit and related community services in 

co-operation with relevant statutory and voluntary agenices. 

1. Plana and directs the overall operation of the Centre, its programs and 
personnel. 

2. Under delegation, received notifications and exercises the Director 
General's povers under Sections 148(B) and 148(C) of the Child Welfare Act, 
1939 and othervise acts 88 authorised officer within the meaning of the 
Act. 

3. Under delegation, admits, restores god discharges children, in Centre 
programs, from State control as appropriate and exorcises other delegaUon:; 
applicable to District Manager and executive staff, Child Protection and 
Fsnily Crisis Centres. 

4. Linses with statutory and voluntary agencies and represents the Centre and 
the the Department as required. 

5. Participates in development and delivery of staff training and development 
programs as required for Departmental and agency personnel. 

6. Provides direct services as appropriate, including extended hours services. 

7. Undertakes other duties as required. 

The statement of responsibilities should not exceed the space provided. 

\,,\~ a\I\I\\' i~ ~ \I\i~r ,\1\\\'1\\\'\\\ \11' \I\\' \h\\h'~ \11' till' \'\\lI\l\\I\\ I\~ 11\ • 

~~~ \~,~\_­

.~. "- -.~ - --
_ _ , ..• ; ••• • _ • •• ~. _____ "")..!::..:.1'.;.::;~ ________ _ _ 

]\(aIm _----~ 

Signature _----------------

Date _--------

Dll 
1..0. 961 D. w .. t, Gon,nmenC Printe, 

""' ..... b"'!".a .......... _~ •.. p,.. ............. IIlI ..... 1lI"X;'IIIIP .. "!!'~.Jr."'-'*1!'!'" "'.,~ __ .-:.J;. .• ~ ...... .,., _ 
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STATEMENT Of DUTIES Appendix ~~a) 

Title under Clerk Award or Agreement. ___________________ Code No. _______ _ 

Departmental TitleExeoutive Offioer, Child Proteotion and 
Family Crisis Centre 

Department ___ Y~ou ... t .... h"'-...lli6i.,p ... do......w.O .... ol!l!!l!lDJ"""'~..lt~IJ'-",S~ryo&.:.ll.i .... c.i.l:eu:e,--_____ _ 

Grade or 
CJass of Position _---'8"'--__ 

Branch 
Division of Department __ R_ e=.gi_o_Da_ l _____________ or Town Hunter 

Responsible to: ___ __ O ... Pe....""ra..." tioos"'-'Ma.nage..-__ r------- - __________ _ 

Responsible for: the efficient organisation and effective operation of the Child 
Protection and Family Crisis Unit and related oommunity services 
in oo-operation with relevant statutory and voluntary agenoies. 

I. Plans and directs the overall operation of the Centre, its programs and 
personnel 

2. Under delegation, receives notifioations and exercisep tbP. Director-General's 
pO\'Je:m under Seotions 148(B) and 148(0) of the Child Welfare Aot, 1939 and 
otherwise acts as authorised offioer within the meaning of the Act. 

~. Under delegation, admits, restores and diEcharges chil~n, in Centre programs, 
trom State oontrol as appropriate, and exercises other delegations applicable 
to the District ManaBer and exeoutive staff, Child Proteotion and Family Crisis 
C~.tl.~a_ 

"", lJaises \!lith atatutol:y and. ~un~ aaencies a:od l:'epmaen.ta the Centre 8DIl 
the Department as required. 

5. Partioipates in development and delivery of staff training and development 
programs as required for Departmental and agenoy personnel. 

• 6. Provides direot services as appropriate, inoluding extended hours servioes. 

7. Undertakes other duties as required. 

• The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _____________ _ 

Branch Head __________ ____ _ Permanent Head _____________ _ 

Date ________________ _ Date ________________ _ 

As occupant of this position, I have noted this Statern..:nt of Duties. 

Name ___________ ___________ _ 

Signatuf\!. ______ _ 

Date ______________ _ 
OJ I L.O. P67 O. WOII. Government prjnt.r 
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STATEMENT OF DUTIES 
1599180 

APPEIDII 33b) 

Title under 
Award or Agreement ___ ..:C..:l..:e..:.,r _k _____________ Code No. 

Executi ve Officer, ChUd Protection Grade or 
Departmental Title __ ...!en~d_F~sn!:!.:i!:.:l:.ly~C::.ri~Sl.:!:2· s2.-:C~e~n~t:Lr".,e.L' ...:I"'l .... l ... a."w""'o:..Il& __ Class of Position _""B'-__ _ 

Youth pd ~CIIlJIluni ty Services Department _____________________ __ 

Regional Branch Illawarra Division of Department ________ _ _________ or Town _______ _ 

Operations Manager 

Responsible to:_-...-_-.:-;:.,--.,---;-__ ---._ ....... _ _ --..---;~__._;_--__:_-;-...-::-:~:.;__.:;__:_....._.:_;_._~­
the efficient organi sation end effective operation of the Child 

Responsible for: Protection and Fsnily Crisis Centre and community services in 
co-operation with relevant statutory and voluntary agencies. 

1. Plans and directs the overall I'peration of the Centre, its programs and 
personnel. 

2. Under delegation, receives notifications and exercises the Director's 
(Director General) powers under Sections 14B(B) and 14B(C) of the Child 
Welfare Act, 1939, and otherwise acts as an authorised officer Wi thin th 
meaning of the Act. 

,. Under delegation, admits, restores and discharges children in Centre 
programs from State control as appropriate 8nd exercises other delegatio~ 
applicable to District Managers and executive staff, Child Protection and 
lsnily Crisis Centres. 

4. Liaises with statutory and voluntary agencies and represents the Centre E 

the Department as required. 

5. PartiCipates in development and delivery of staff training and developme: 
programs as required for Departmental and agency personnel. 

6. Provides direct services as appropriate, including extended hours serviCE 

7. Undertakes other duties as required. 

e The statement of lesponsibilities should not exceed the space provided. 

TIle above is a brief statement of the duties of the position as at _____ -:-__ _ 

Branch Head __________________________ ___ Permane;1t Head _ _ ____ _ 

Date ________________________________ ___ Date ___________ _ 

As occupant of this position, I have noted tlus Statement of Duties. 

Name ____________________________________ _ 

Signaturc ______ _ 

Date ___ ______ _ 
DII L.O. 967 D. Wee', Government PrtnCor 
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STATEMENT OF DUTIES 

r !~I 

Title under 
A d A t Code No, ____ --=-__ 

war or greemen "C-=anm==-un=i""t"-'y~pr:r:-:o~g:=r~am=--<O~ff~ir;c:;-:;e~r::-,-------

Child Protection Grade or 4-7 

Departmental Title ___________________ C1ass of Position ____ _ 

Youth and Canmuni ty Services 
Department _________ ~ __________ ~ _______ _ 

Branch 
. Regional Various 

Divlsion of Department __________________ or Town _________ _ 

Regional Director 
Respon~ble to: ________________________________ _ 

Respon~ble for: 
1. Oversight implementation of programs for the identification, management and 

systematic review of services to all notified children in need of care and 

protection. Responsible for convening Regional Review of cases where there 

has been a death of a child j serious re- ':njury of a child and public 

concern/criticism in relation to the Department's management of a child 

abuse case. 

2. Encourage development of close co-operation between the Department and other 

statutory and voluntary groups, in relation to regional planning for 

servicing to children in need of care and protection. 

,. Provide information from the regional perspective for the development of 

budgets. 

4. Establish consultancy within the region to advise on allocation of resources 

and rationalisation of services to children in need of care and protection. 

5. Oversight and promote community and staff participation in development of 

project. 

6. Consult with and actively support field staff, to ensure prompt 

identification, management and review of services to children in need of 

care and protection. 

7. Assist Operation Managers and District managers with the orientation, basic 

training and continuous support of field staff, ' with respect to service 

delivery in this area. 

B. In conjunction with Operation Manager, assist field staff in development of 

community education progrBllls to heighten 8Ifareness of children in need of 

care and protection. 

• •• /2 

o The statement of responsibilities should not exceed the space proviued. 

The above is a brief statement of the duties of the position as at _______ _ 

Branch Head ________________ ___ Permanent Head ______ _ 

Date ________ _________ ___ Date ___________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Narne ____________ _________ _ 

Signature 

Date ____________ _ 

Dll L.O. 967 D. W .. t, Government PrInter 
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9. Advise staff of this Department and other statutory and voluntary agencies 
on legal matters in relation to care and protection of children. 

10. Liaise with' Central Office Program Officer, Child Protection and arrange 
for relevant policy changes and review within the program area of care and 
protection of children. 

11. In cOnjunction wi th the Planning and Research Unit, and other consultants, 
develop local and regional ~valuation and monitoring procedures. 

12. Support and report to Regional AdviSOry Canmittees as set up by the Regional 
Director. 

13. To provide professional support to Child Protection Workers. 

t · .. • 

" , I, \ 
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STATEMENT OF DUTIES 

Title under 
Award or Agre· ement_-,~"",,;;;< .... -,,;~=;;;;-rr:J"",;"6';;------- Code No. --------­Canmunity Program Of'ficer, 

Substitute Care Grade or 4-7 
Departmental TiUe ___________________ Class of Position ____ _ 

Youth and Canm uni ty Services 4It Department ______________________________ ---------

Regional Branch Various Division of Department ________ ___ --:: ______ or Town _______ __ 

Regional Director 
Responsible to: _____ _____ ___ ___ _____ ______________ ____ _ 

Responsible 'for: the assessment, co-ordination aDd promotion of the quality of 
substitute care on a regional basis. 

1. Advising Departmental staff on the development and rationalisation of 
casework services to wards and Children in other forms of sUbstitu+e care 

2. Oversighting the consistent interpretation of policy and casework practic 
throughout their areas. 

~. Providing a consultancy service in relation to issues arising out of 
children in care. 

4. Providing professional support, guidance and development of field staff 
dealing with children in care. 

5. Attending case conferences in relation to families, including such 
conferences arranged prior to admission or Court action. 

6. Developing regional resources in connection with substitute care in 
conjunction with other Departmental Officers. 

7. Oversighting special projects in relation to children in substitute care. 

8. Evaluating ward and substitute care programs in conjunction with the Cent 
Office, Planning and Research Unit. 

9. Oversighting the rationalisation of services, within the region, availabl 
to children who are assessed as being in need of substitute care - either 
within the Government sector or otherwise. 

10. Advising groups on funding available and the means of access. 

ct The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _______ ______ _ 

Branch Head ______ _______ _ Permanent Head ________ _ 

Date _________________ _ Date __________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name ________ _ __ ________ _ _ 

. Signature _ ____ _____________ _ 

Datc _________________ _ 
Dll L.O. 1'61 D. WeR, Governmenl PrtnCer 
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STATEMENT OF DUTIES III Appendix :34c) 

Title under 
Award or Agreement __________________ Code No. --------

Grade or 
De tal T'tIC .o_mmuni __ ....:ty:...-Pr_ o-=gr:....-am_ O_f_f_i _ce_r_,_ A_b_or_l._· g_iIla. __ l __ Class of Position ___ 4_._7 _ _ partmen I c~ 

Department Youth and ColIlIllU.llity Services 

Branch Various 
Division of Department_.:...:R_e::.gi_o_Da_ l _____________ or Town ______ _ _ 

Responsible to: Regional Direct or 

Responsible for: 

1. Advising the Central Office, Program Officer (Aboriginal) on policy issues 
relevant to the Region. 

2. Liaising with RegioDal staff, Federal and Local Government on program 
effec iveness and program development. 

:3. Working with local groups on setting goals and objectives for their projects 
and the integration of lobal project development with the Department's broad 
program in matters concerning Aboriginals. 

4. Provision of consultative and evaluation methods of the departmental program 
areas,specifioally substitute oare and community development, adoption and 
fostering of Aboriginal ohildren. 

5. Liaising with Staff Development and other relevant bodies with the identifioation' 
\_ of a speoifio area of need. 

I ,. 

~ . 

( 

: 6. Development of management structures for oolIlllllm1 ty-based programs, and voluntary' 
organisations funded by the Department. 

7. Providing a oonsultanoy servioe for program management, program development, 
program implementation and evaluation of the departmental program for Aboriginal 
communities. 

B. Providing a consultancy servioe arising from issues of AboriginaJ. children in' 
care. 

9. Providing professional support, guidance and development of field staff dealing 
wi th Alloriginal children in care. 

10. Preparation of budget estimates and proposals in matters concerning Aboriginals. 

11. Oversight of the administration of funded projeots and the maintenance of 
adequate acoountability systems. 

12. Preparation of funding reoommendations submitted to the Department. 

e The statement of responsibilities should not exceed the space provided. 

TIle above is a brief statement of the duties of the position as at ____________ _ 

Branch Head _____________ _ Permanent Head _______ ____ _ 

Date _________________ _ Date ___________ _ 

A!; occupant of tltis position, I have noted this Statem~nt of Dl!ties. 

Name ___ -'--__ 

Signalure ___________________ _ 

Date 
011 L.O. 967 O. Weat, GovernDlent Prllller 
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STATEMENT OF DUTIES 

Title under 
Award or Agreement ______ _____________ Code No. _______ _ 

Planning and Research Co-ordinator Grade or 7-8 
Departmental TitIe __________ __________ CJass of Position ____ _ 

Youth and Canmuni ty Services Department ________ ~ _______ ~ _______ _ 

Regional Branch Various Division of Department ___ ______ __________ or Town ___ ____ _ 

Regional Office 
Responsible to: _________________________________ _ 

Responsible for : 
1. Documentation and evaluation of regional resources and needs in co-operati 

with Regional Community Program Officers. Interpretation of regional 
reports and studies. 

2. Assisting the Regional Director in the development of community welfare 
planning and research ~riorities in a region. 

3. Initiating and developing a regional data base and co-ordinating inputs tc 
the Integrated Data Systems; contributing to the design of community seceE 
to research and planning information. 

4. Providing and developing access ~ staff to research and planning 
information on services and funding in a region. 

5. Assisting local and regional officers in planning activities and the 
development of the Department's Corporate Plan. 

6. In conjunction with Regional Canmuni ty Program Officers and the Departmen1 
Planning and Research Unit, monitoring the impact of Government and non­
Government policies and program in community welfare; assisting the Regio! 
Director in assessing trends. 

7. Design and execution of research and planning prOjects in the region. 

The statement of responsibilit;..;s should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _____________ _ 

Branch Head _________ _ _ ___ ___ Permanent Head __________ ___ _ 

Date _________ _____ __ _ Date _____ ______________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Nanle __________________________ _ 

Signature __________ _________ _ 

DII L.O. 967 D. Weal, Gov.rnmenl Printer 

Date ____ _ _ ___ _ 
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STATEMENT OF DUTIES 
1599186 

Title under : Social Worker/psycholvist 
Award or Agreement 6 

Code No. _______ _ 

Departmen tal Ti tIe Specialist Offioer (Chlldxen of 
Prisoners) 

Grade or 
Class of Position _ _ ..... 3-_6"'--_ 

Department Youth and ComnnlD1.j;~ Semrices 

Branch 
Division of Department Central Metropolitan Region orTown _ _ '~M~o~n~t:r~Q~se~' ___ 

Respon~ble to: Senior ~ecutive Officer, 'Montrose' Child Protection and Family 
. Crisis Servioe 

Respon~ble for: 

1. 

2. 

3. 

4. 

5· 

6. 

7. 
8. 

9· 

10. 

Co-ordination of supportive services and financial assistance to children and 
families affected by parental imprisonment. 

Ensuring that children who are separated from their primary oaregiver as a 
consequence of parental tmprisonment receive the most appropriate, planned care 
and continuing management. . 

Ensuring that all aspects ,of parent access, the care situation and restoration 
are managed with sensitivity and openess to both parent and ohildren. 

Ensuring advocacy by direct or indirect involvement in the parental court cas~ 
When the ohild's interests should be considered in relation to bailor 
sentenoing • 

Ensuring that imprisoned parents have equal access to the provisions of the Family 
Law Aot, 1975 and the Child Welfare Aot, 1939. 
In-service training of youth and Community Services and Corrective Services staff 
on the problems faced by children of imprisoned parents and their families. 

Development of community-based and institution-based family support programs. 

Development of co-operative policies and servioe delivery mechanisms between the 
Department of Corrective Servioes, Department of youth and Community Services and 
the Police Department, on issues affecting ohildren and imprisoned parents. 

Policy advice to Child Protection and Substitute Care Program staff within the 
Department of Youth and ColllIlIWlity Servioes, as well as - on request - to the 
Department of Corrective Services Commission. 

Continuous evaluation of the needs of children and families affected by parental 
imprisonment and the services they will require. 

tit The statement of responsibilities should not excecd the space provided. 
TIle above is a brief statement of the duties of the position as at _________ ____ _ 

Branch Head _____________ _ Permancnt Head ____________ __ 

Date _ ________________ _ Date ____________ ____ __ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name _________________________________ __ 

Signature .. 

DI\ t.O, 9" D. We.I, GoverDmenl Prinler 

Date ____________ _ 
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I. ST ATEMENT OF DUTIES 
I 1599187 

Title under 
Award or Agreement __________________ Code No. --------

Departmental Title Children's Employment Officer 

Department youth and Co~ty Services 

Division of Department Central. Metropolitan Region 

Responsible to: Operations Manager 

Responsible for: 

Grade or 
Class of Position _---L3-_6~ __ 

Branch 
orTown~C~i~ty~ ____ __ 

1. Executing licensing procedures for all applications for a Children's Employment 
Licence, including monitoring of scripts in line with guidelines as described 
1A Paragraph 4. . . 

2. Developing administrative systems and retrieval systems in relation to 
Children's Employment Licences.' 

}. Provding an information service on employment of children; licensing and conditionf 
of employment. . 

4. Consultation with sections of the industry to develop guidelines in relation to 
acceptable standards for scripts and conditions of employmsnt of children in the 
entertainment industry. 

5. Carrying out regular review of practices of production compa.nies in relation to 
children employed in the entertainment industry. 

6. TbroU8h regular discussion with all sections of the entertainment industry, raise 
industry's awareness in relation to children's physical and emotional needs. 

7. Recommending and ce.rrying out prosecutions as appropriate. 

e. MoDi toring areas where there is a potential for exploitation of children in 
~ entertainment or sales, .or where legislative provisions are not comprehensive 

9. Monitoring the implementation of the new prOVisions in relation to employment of 
children, particularly in reference to areas from which applications for 
licensing are not being received. 

10. Providing policy advice to the Program Officer, Child Protection, Central Office 
Family and Children's Services Policy Unit. 

11. Preparing reports, submissions and correspondence (including Ministerials) in -
relation to aspects of children's employment, industry admin1stration and policy, 
as appropriate. 

CIt The statement of responsibilities should not exceed the space provided. 

TIle above is a brief statement of the duties of the position as at _____________ _ 

Branch Head _ ____________ _ Permanent Head ________ . ___ _ 

Date __________ ______ _ Date _____________ __ __ 

As occupant of this positi0n, I have noted this Statement of Duties. 

Name _________________ _ 

Signature .. _ 

Date ____ ________ _ 
011 L.n . 961 O. Weat : GovernmenC Princer 
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STATEMENT OF DUTIES II .APPENDIX 37 

Title under 
Award or Agreement __________________ Code No. _______ _ 

Departmental Title Program. Officer, Child Protection 
Grade or 
Class of Position 4 - 7 

Youth and Community Services Department _________ ,,----___ _ ___ -'--___ _ 

Branch 
Division of Department Family and Children's Services Policy or Town Central Office 

Unit 

Responsible to: Assistant Director, Family and Children's Services Policy Unit 

Responsible for : 
1. Policy development, programs and related projects on child protection matters. 

2. Monitoring, in conjunction with Regional staff, the operational effectiveness 
of policies and procedures and submit reports on perfo~ce objectives 

3. Monitoring and evaluating - in 0 )njunction with Regional and Central Office 
personnel, policy effectiveness in the context of client need. 

4. Reviewing and making recommendations about the distribution, adequacy and 
allocation of resources. 

5. Reviewing existing policies and procedures at least annually and oo-ordinating 
policy development, including implementation design. 

6. Assisting in the development of forward plane and the specification of 
performance criteria. 

7. Consolidation of existing polioies and procedures in the prooess of developing 
oomprehensive policy and procedure manuals 

8. Interpreting and analysing, from a policy perspeotive, and c1roulating research 
and evaluative work, reports and initiatives from local, State, :-..a.tional and 
international elvels Whioh affeot the specified area. 

9. Research and administrative services to Standing Committees, Project Teams and 
Task Forces that ~ be' fo~ed, and preparing policy issue ~r discussion papers 
for such bodies 

10. Development of working relationships with relevant State and Commonwealth 
authorities, volunt~ agencies and advisory bodies ~here appropriate. 

11. Preparing Ministerial correspondence, reports and other oorrespondence 

12. Esta.blishment and maintenanoe, in conjunotion with Regional and Central Office 
staff, a data base relevant to the policy area or program. 

13. Examination of funding applications to ensure that Departmental policies and 
priorities are refelcted in the proposals. 

14. Assist in the preparation of budget estimates. 

1~. Formulation and review of the criteria for funding, oovering eligibility, 
evaluation and accounta.bility factors. 

The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _______ _ 

Branch Head _____________ _ Pennanent Head _______ ____ _ 

Datc _________________ _ Date ___ ____________ _ 

A.$ occupant of this position, I have noted this Statc.ment of Duties. 

Name 

Signature __ _ 

Date __________ _ 
I) II L.O_ ,,, D. Wert, GovUllmcnt Printer 

... , ____ ;w..,...... ___ • ---. ......... ....--__ ..... , , __ _ ~._ __~ ______ . _ 
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STATEMENT OF DUTIES APPEBDIX 3Sa.) 

Title under 
Award or Agreement __________________ _ Code No. ___ ____ _ 

District Manager Grade or 
Departmental TitJe ________ ___________ Class of Position ____ _ 

Youth and Canmuni ty Services Department _______ ~~ ____________ _ 

Branch 
Field Various Division of Department ______ ____________ or Town _______ _ _ 

Operations Manager 
Responsible to: ____________ _ _ ____________ ______ _ 

Responsible for: 
1. Oversighting the implementation of the Department's programs as reflected ir 

the Corporate Plan as they relate to the Canmuni ty Welfare Office. 
-

2. The direction, development and management of all direct services - to 
individuals, families, young persons and children, provided from a Cammunit,y 
Welfare Office. 

,. Overall supervision and management of all staff attached to the office, 
including professional staff providing a variety of functions using a range 
of disciplinary skills. 

4. Maintaining optimal quality of service b,y reviewing and appraising casework 
and community development work of the office. 

5. Encouraging the profeSSional development of multi-functional steff, 
utilising resources of the Department's Staff Development Centre. 

6. Preparation of estimates and control of budget allocations. 

7. Responsible for the registration - on the Central Register, of 'at risk' 
children - within the District Manager's area. 

8. ExerciSing authorities as delegated. 

9. Other duties as required. 

CD The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _________ ____ _ 

Bnnch Head ______________ _ Pennancnt Head _____ _ _ 

Date __________________ _ Date ______ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name _________ _____________ _ 

Signature 

DJ I L.O. '67 D. WNt, Government Printer 

Date _________ _ 
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STATEMENT OF DUTIES .APPENDIX :38b) 

Title under 
Award or Agreement_-=D:.:i:.:s...:.t .:..r _io_t_ O_f_f_i_c_er _ ______ _ _ _ Code No. _ _ _____ _ 

Departmental Title District Offioer (Community Welfare 
Offioer) 

Grade or 
Class of Position _ _ _ _ _ 

• Departmcnt-Xollth end Com!lDl!,'~ Servicee 

CI 

e 

Branch 
Division of Department--=F:..:l:.::e:=l:::d~ _____________ or Town __ ----=varc==ic.:::.0us=· __ 

Responsible to:_--.:D:::i:::s::.;t:.r~:.::i:.::c....::t....:MaJlaBe===r:.._ ______ _______________ _ 

Responsible for: the provision of a ra.DBa of welfare services in the community in 
accordanoe with relevant legislation and policies: the position requires the exercise 
of sensitivity to the multicultural nature and complexities of modern sooiety. DUTIES 
INCLUDE: 

1. Assessing individuals and families in orisis pituations and determining the 

2. 

3· 

4· 

5· 
6. 

7· 

8. 

9· 
10. 

appropriate course of action. 

Providing emergency assistanoe ~o persons in need. 

Working with families to .promote the welfare of the family and mitigate the effect: 
of aqy disruption of family relationships. 

Counselling families, adolescents and children on a variety of matters ranging frol 
foster care and family support to child abuse situations. 

Laying oomplaints at Courts in respect of children and youg people 'at risk'. 

Preparation of oourt reports for Children's Courts, Court of Appeal etc. 

Advooaoy on behalf of children, families and individuals involving oontact with 
Soliciters, Doctors, teaohers, ether government bedies, oommunity groups and ether 
interested parties. 

Supervision and suppert to children, young people and families after the meki ng of 
Court Orders. 

Recruiting, training and assessing shert-term and lo~term foster parents. 

Assessing families who wish to' adopt children (including adoptions from everseas). 

11. Liaison with other staff of the Department and with agenCies to assist 
individuals, families and groups. 

12. Assisting with the development of local cemmuni ty projeets and groups. 

13. Exercising authorities as delegated. 

14. ~;1~' 1~'~~~~~~~~~~~~~~~~~~~ 

15. Such other duties as ~ from time to time be directed. o TIle statement of responsibilities should not exceed the space provided. 

TIle ahove is a brief statement of the duties of the position as at _ _ ___________ _ 

Branch Head _ _____ _ _ _ ___ _ _ Pennanent Head _ __________ _ 

Datc _ _ _________ _____ _ Date _____ ___ _______ _ 

As occupant of this positi0n, I have noted this Statemmt of Duties. 

Name 

Signature ___ . _ _ 

Date 
1>11 L.O. 967 D. Wm, Goyunmonl Pr\Jller 

ftlie""'ce-___ .'I'I •• _s;"', ... __ ..., ......... ..,.....,,~~_ ... ( J1"'I ---..., ... __ ...-. __ - ___ .~_~.~ .. . ~. __ • -:;-~_~."I""'¥.' ,, __ . _~..,. .. ". __ _ .....,. 
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STATEMENT OF DUTIES 1111 
APPENDIX 38c) 

2 

Title under 
Award or Agreement __ .::.D~i~s~t~ri~c~t~O~f~f~i~c~er:...--------_ Code No. ---.-----

District Officer (Canmuni ty Welfare Grade or 
Departmental Title_.oO.:fff!;li.J· c~e~r:.J)Lr,---cChbl.:i..·ll.lQ1-J;P!Jr~o'-tt""Qc.c~h~· o~R~. ______ Class of Position _ ___ _ 

Youth and Canmunity Services Department _______ ~ _______ __:_------

Branch 
Fi eld Various Division of Departmertt::..::.::..:::..... _______________ or Town_....:....::=..::....:..;.~---

District Manager 
Responsible to: ___________________ ____________ _ 

Responsible for: 
1. The co-ordination, under the supervision of the District Mannger~of servic~ 

delivery to all children registered as 'at risk' in the Canmunity Welfare 
Office area. 

2. Joint assessments and related case planning with other generalist or 
specialist field staff and the staff of other 8.8encies as appropriate. 

,. The assessment and man8.8ement of a caseload of child protection cases. 

4. The development of community and professional BWareness programs through 
consul tation wi th or asSisting the Regional Canmuni ty Program Officer (Chil. 
Protection) or District Manager. 

5. The development of Children at Risk Canmittees to strengthen co-operation 0 : 

8.8encies involved in child protection - to be undertaken in consultation 
with or assisting the Regional Canmunity Program Officer (Child Protection) 
or District Manager. 

6. The development of family support programs or other innovative intervention 
strategies in consultation with or assisting the Regional Community Program 
Officer (Child Protection) or District Manager. 

7. Exercise of delegatiol'S, authorities and po .... ers applicable to Canmunity 
Welfare Officers and such other delegations as m~ be approved from time ~o 
time for effective performance of these duties. 

8. Performance of the duties of a Canmuni ty Welfare Officer as required. 

e The statement of responsibiIitico> should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _____________ _ 

Branch Head _____________ _ Permanent Heacl _____ _ 

Date _______ ___ _ _ ____ _ Date _________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name _ _ ________ ________ _ 

Signature __________ _ 

Date __________ __ 
011 L.O. 967 O. Wed, Government Printer 
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STATEMENT OF DUTIES 
·.APPENDIX 38d) 

Title under Social Worker/Psychologist Award or Agreement __________________ Code No. _______ _ 

( Grade or 
Departmental Ti tle_-nChi~lr;d=Pro.__,t"'ec:_:cntr.:lir_0'bn:::W;::"l0F'::rk~e'Tr~Sp~e;_;;c ... i;;_a::.:li~s;;"t'r_-Class of Position ____ _ 

Officer, ChIld PrOtection Serv~ces) 

Department _--'y:,.::o'-"u:.,::t=hc...aIl= d=---=C:.,::o:,:amn===m=ity.=.........::S::..;:e:,:rv1:....=;.;:.c.=,e=.s ______ _ 

Fi ld Branch various Division of Department _ ___ e ______________ or Town _ ______ _ 

Responsible to: District ~r 

R~sponsible for: 

1. Assessment a.nd management of a small naseload of -child p~tection cases. 

2. Joint assessments and related case planning activity with generalist field 
staff and agency staff as appropriate. 

3. Development of group work programs for child protection caaes as appropriate. 

4. Developing community and professional awareness and mobilising community 
resources relevant to the prevention and management of child abuse. : 

5. Participation in Childrmat Risk Committees and strengthening co-operation and 
co-ordination of agencies involved in child protection. 

6. Provision of out-of-hours on-oall roster service. 

7. Exercise of delegations, authorities, and powers applicable to District Officers, 
and such other delegations as may be approved from time to time for the 
effective perfo~ce of these duties. 

8. Other duties as required. 

The statement of responsibilities !:hould not exceed thc space provided. 

TIle ahove is a brief statement of the duties of the position as at _______ _ 

Branch Head ___________ __ _ Pennanent Head _ _ ________ _ 

Date ______________ ___ _ Date ________________ _ 

As occupant of this pOsiti0n. I have notcd this Statl'l1ll'nt of Duties. 

Name _____ " ____ _ 

Signaillfl! __ ___ ~ ___ _ - -----------
Dak _ _____ _ 

011 L.O. 967 D. Wea', Government Printer 
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STATEMENT OF DUTIES 1111111111 APPEBDIX 38e)' 

1599194 

Title under 
Award or Agreement ______ ______ _____ __ Code No. _______ _ 

Alternate Care Officer Grade or 
Departmental Title ______ ___ ___ ________ Class of Position - - ---

Youth and Canmuni ty Services, 
Department ________ ~ ______ ___ ~------

Various Field Branch 
Division of Department _______ ___ ________ or Town ___ ___ __ _ 

District Manager 
Responsible to: ____________ ____ _________________ ___ _ 

Responsible for: . 
1. Working as part of a team delivering face-to-face service to fam1lies who 

2. 

5. 

have been separated through a child or children entering substitute care. 

DevelopiIl8 and execute casework plans in relation ·to such families. 

The recruitment and con~inuing development of foster parents for a range of 
care including: 

Temporary care 
Short term care 
Long term care 
Part-time care 
Boarding placements 
Fanily Group Hanes 

Development and maintainance of a local register of all applications to carl 
for children. 

Assisting in the development of a sense of identity for children in care. 

6. Liaising wi th other Alternate Care Teams and Generalist Teams in the 
transfer of cases upon committal. 

7. Undertaking adoption work in relation to special cases; that is, overseas, 
mixed race, older age and handicapped children. 

8. Developing supportive community networks for foster parents, adoptive 
parents and natural parents. 

9. Liaising with the VOluntary sector in the develop ent of a co-ordinated 
regional approach to substitute care. 

CD The statement of responsibilities should not exceed the space provide:!. 

The above is a brief statement of the duties of the position as at ________________ _ 

Branch Head ___ __________________ _ Permanent Head ______ _ 

Date ___ -'-_ _____________________ _ Date _______________ _ 

A3 occupant of this po.sition, I have noted tltis Statement of Duties. 

Name _ _____________ ____ _ 

Signature ______ _ ------------
Date __________ _ 

DII L.O. 967 D. WNI, Goyernment Printer 
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STATEMEN'i' OF DUTIES APPENDIX 38f 

Title under Award or Agreement ___ C_oIlllllUlll __ ·_ty-=-_W_or_k_e_r _________ Code No. _______ _ 

Grade or 
Departmental Title _.!!Ab=or:::.:~::.c· gina.==l :-...:::.C.:::ommun!===--'ty"'---"-W-"'or=k:=;e:o.:r=--_____ Class of Position ____ _ 

Departmtln t _-.:!yOJ;O)l.lllLJit.t1h~al:l,;nt1ldI:L-l.C,i.l;O)1lmnnlllll.ll.I1nJ,..i "tl'~~S;)l;eu;rv;¥..Lj~c(;:.e/;j.s --------

Branch 
Division of Department_-=:F-=:i;;:e.:::l=d ______________ or Town various 

Responsible to : __ D_i..;.s_t_r_i_c_t_M_B_D_a...:;ge=--.r ______________________ _ 

Responsible for : 
1. Implementation of Departmental policies for the development of Aborigines. 

2. Initiating and maintaining regular personal contact with Atorigines with 
particular emphasis on work: . 

a) with Children and young persons, espeoially those in substitute care; 
and 

b) with families. 

3. Co-ordinating and developing oommunity resouroes to improve services for Aboriginel 
and assisting with submissions for fundin8 of existing and new projects. 

4. Organising and o onduct ing group programs for the development of Aboriginal youth 
in conjunction with local resources. . 

5. Liaising closely with other staff of the Department, particularly as a resource 
person where Aboriginal expertise is required. 

6. Counselling clients concerning matters directly related to the Department's 
statute-based aotivities, liaising with and making referrals to other 
authaorities. 

8. Exercising statutory and financial delegations. 

~ 9. Assisting and reporting.on various applications under relevant legislation. 

10. Assisting and reporting on individuals and families for the information of oourts 
and tribunals. 

11. Submitting regular reports in relation to: 

a) current work activities; and 

b) projected Departmental involvement in Aboriginal issues 

12. Performing such other relevant duties as ~, from time to time, be assigned. 

a The statement of responsibilities should not excetld the space provided; 
TIle above is a brief statement of the duties of the position as at _____________ _ 

Branch Head _________ ____ _ Permanent Head ____ _ 

Date _________________ _ Date _______ __ _ 

As occupant of tltis positivn, I J18ve noted this Statem(!nt of Duties. 

Name 

Signal \Jr~ ____ .. ___ . ________ _ 

Date 
OJ 1 L.O. 96? O. Welt, Government Print., 
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STATEMENT OF DUTIES APPENDIX 39a) 

Title under 
Award or Agreement_--!Su~p~e~r:.:!in~t:Ee.±!n~dEen!!t~_--------- Code No. - ---- - --

Grade or 
Departmental Tit1e __ --.!:SU~p~er=_i=n~t=:e~n:!!d~e::.!n.:...:t~ __________ Class of Position ____ _ 

Department _---'y~o~u~t~h~an~d~~C~o~mnn~,m!!::.ity!:!.L.....!S~e::.:!rv~i:!:c~e~sC-..----

Branch 
f D Field or Town •••••• Remand Centre Division 0 epartment _________________ _ 

Responsible to : __ ---.:R~&5g~i~o~na~1~D!::i;;re~c~t~o=_r ___________ ________ ----

Responsible for: the quality of professional care provided to meet the needs of children 
or young persons at •.•.•••••• in accordance with acceptable standards, regulations 
and departmental policies, and the general management, organisation and control of 
•••••••••• Remand Centre. DUTIES INCLUDE: 

1 • 

2. 

3· 

4. 

5· 

6. 

Maintenance of overall administrative control of all managerial aspects of the 
institution for tile eoonomioal and efficient care of the material needs of "those 
in residence. 

Accepting responsibility for general care, maintenanoe, repair and development 
of property, plant and equipment. 

Aocountabili ty for responsibile expenditure of departmental funds by regular 
review of expenditure in accordance with dete~ed procedures. 

Devises and implements program to help residents to develop their potential to 
become acoeptable integrated members of the community. 

Motivates staff by leadership and free communication to develop their potential anc 
to accept delegated responsibility. 

Responsible for arranging the training and development of all staff under the 
control _of the superintendent to ensure effeotive efficient management and 
professional standarde in care. Re'Port on their oonduct and services. 

7. ~suring periodio eVal~tion of ourxent programs to assess their effectiveness. 

8. Maintaining rapport and liaison with other Departments, includ1n8 Magistrates, 
Courts, EQ.ucation, POID and Department of Health wi thin the complex. 

9· ~ for the interviewing and selection of staff to fill vacant positions. 

10. Undertake other duties as required 

The statement of responsibilities should not exceed the space provided. 

TIle above is a brief statement 01 the duties of the position as at _ ____ _ _ ______ _ 

Branch Head ______________ ___ Permanent Head ____ _ _ ______ _ 

Date _________________ _ Date ______ ____ ___ ____ __ 

As occupant of this positivn, I have noted this Statement of Duties. 

Name _ _____ _ _ ___________ _ 

Signalurc _______________ . _ _ _ _ 

Date ____________ _ 
OJ I L.O. 967 D. Well. Government Printer 
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STATEMENT OF DUTIES IIIIIIIIII~I APPENDIX ~9b) 

1599197 

Title under 
Award or Agreement_~M~a:::n:::a~ge::::.r::...-------------- Code No. --- -----

Grade or 
Departmental Titlc __ Mana._---=ge=---r ______________ Class of Position -----

Department Youth and Co~ ty Services 

Branch 
T various Division of Department--..lFQiJ;l8t..Lljj.d ______________ or own_-=-=====-_ _ _ 

Responsible to:_~Ch1e~l1r;§la.:!itcl,iQonana...JMa.na!l.§,l:lMgeGr _________ _______ - -----

Responsible for: the supervision, training, and the general welfare of the children 
places in care, in accordance with D-partmental policy. Supervision and direction' 
of staff in their e-wery ~ activities. 

A. Children 

1. Train and assist children to perform normal d,,:nestic funCtions ij.Ild promote 
standards of harmony, ~giene and general social requirements. 

2. Attend to medical needs of the' boys. 

3. Organise, supervise, and help the children in recreational and social activities. 

4. Ensure proper standards of dress, conduct and general behaviour of children. 

5. Organise and supervise all other functions associated with children's activities. 

:B.~ 

1. Allot duties to staff, and supervise the manner in which duties are performed. 

2. Prepare and submit reports on the conduct and service of staff. 

3. Prepare staff rosters and recommend periods of leave. 

4. Answer verbal inquLries on conditions of employment, awards, &.greements and other 
related matters. 

_ 5. Ensure prompt and proper attention is given to matters of an urgent and important 
nature. 

C. Clerical 

1. Submit requisitions and orders for all general supplies, pre.9are and sign 
oorrespondence; acknowledge all other matters relating to supplies. 

2. Receive, check and record stores on stock cards. 

3.. Responsible for the proper maintenance of the following: Admission and Discharge 
Register, Medical Register, Trunk Line and Telephone Calls, Attendance Book, Rail 
Warrant Books, Goods Received Book, Postal stamps and Rr.i1ways Stamp Books, 
Numbered Books Book, Plant and Loose Tools. 

4. Issue stores and maintain accuracy by regular stores checks. 

5. Prepare and sign miscellaneous correspondence and record information relating to 
TIle statcment of responsibilities should not exceed the spaee provided. various acti vi ties, and 

TIle above is a brief statement of the duties of the positi.:>n as at functions of the establishmE 

Branch Head _____________ _ Permanent Head ___________ _ 

Date ________________ _ Date ________________ _ 

As occupant of this positiun, I have noted this Statemcnt of Duties. , 
Name 

Signaturc ______ _____________ _ 

Date _____ _ 
III I L.O. 1167 D. WOIt, Governmenl Printer 
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i STATEMENT OF DUTIES APPERDIX 390) 

\ 

Title under 
Award or Agreement __ s::...:::up~e:::..:r:...:i:...:n.:...t-e~n-d-e-n-t----------- Code No. ------- --

Grade or 
Departmental Title Manager, Young Offenders Services Class of Position ____ _ 

Department ____ y~O~I~lt~b~e~nud~E~ammmm~l1nn1i~tl~S~e~r~vQi~c~e~s~-------

Field Branch Wagga Wagga 
Division of Department ____________________ or Town __________ _ 

Operations Manager (Riverina/Murr~ Region) Responsible to: __ .:..=..:.:..=-=.:::..:.:::=-.::.:..:.:=:::....::........:~--..:...-...-:.-----=---=--~------------

Responsible for: . . . 
1. Managing and supervising the total funchoning of the Waggs Wagga Mulh-

purpose Centre ensuring that the Un! t 's policy and practices are in accord 
with Departmental Policy for young offender services. 

2. Developing, implementing and evaluating ~rograms aimed at meeting the needs 
of young offenders in the Region. 

,. Encouraging the professionalisation of staff through assessing their needs 
and potential, and providing opportunities for further training and 
development. 

4. Implementing and monitoring of Equal Opportunity Policy guidelines. 

5'" Delegating duties to ensure the most appropirate and productive use of all 
members of the Unit's staff team. 

6. Assesing and reporting on the services of all staff members with a view to 
their support and overall professional development. 

7. Supervising the economic management of the unit, ensuring sound use of 
financial and material resources and the proper use of stores and 
equipment. 

8. Ensuring the maintenance of proper and adequate records in connection with 
residents and vi th the general administration of th e Unit. " 

9. Liaising with other units, other statutory bodies, non-statutory agencies, 
. and parents to ensure co-ordination and adequacy of the provided services. 

10. Establishing and developing positive community networks to interrelate into 
program areas. 

- ~- ..... 

fa The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _____________ _ 

Branch Head _______________ _ Permanent Head ____ _ 

Date ____ ________________ _ Date ________ ____ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name _ _ _________________ _ 

Signature _ 

011 L.o. 96" D. Weal, Gonmmenl Prinler 

Date _________ _ 

 

Government Information (Public Access) Act 2009 

This document has been released by  

Open Government, Information and Privacy 

 

NSW Department of Communities and Justice, Legal   

 



\. . 

( 

I 

! • 
i 

e 

" 

STATEMENT OF DUTIES .APPENDIX 39d) 

Title under Chief Youth Worker 
Award or Agrecmcnt_-==..:.:=-=:...:..:::.=:~==::::..::=---------- Code No. --------

Chief Youth Worker Grade or 
Departmental Ti tlc __ -----------------Class of Position -----

Department_-=-Y..:.ou=-t=h~c.n==d:....C::.:o=mmuni====ty~-=Se==rv....:..=.io::.e:.:s=-------_ 

Branch 
Division of Department __ -,F","i~ei!.ol~d",--____________ or Town _.-.IIvar"'""" .... i ... ou .... siL-__ _ 

Responsible to : The Superintendent 

Responsible for: various overall welfare and supervision and administration. Assume 
total responsibility of the unit in the absence of administrative staff. 

1 • 

2. 

3· 

4. 
5· 
6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

Co-operating with administrative staff in allocation and oarrying out of Youth 
Worker's duties and maintaining a satisfactory level of ~fficiency. 

Maintaining a satisfactory standard of dress of residents. 

Through the Sup~~intendent, to. implement all chanBes in, and variations to, 
general instructions. 

The training of youth Worker staff in their overall duties. 

Oversighting of general cleanliness of the centre. 

The exercising of disoiplinary control of residents and staff in the event of 
temporar,y absenoe of administrative staff. 

Oversighting Youth Workers in the male section, and, ·in conjunction with the 
Matron, formulates consistent methods of management ar-d care of young persons 
from both sections. 

Reviewing on a day-to-day basis, rout;nes and practices in the units. 

Undertaking the preparation of rosters, penalty rates and shift allo"l8.nOe· claims, 
maintains staff leave records and other clerical duties as required. 

Counselling residents and assisting them with their problems. 

Oversighting the activities program and liaises with the Physical Education 
Offioer. 

Promoting staff interest in programs for residents and staff. 

Assisting youth Workers and Senior youth Workers with their (work related) 
problems. 

" The statement of responsibilities should not exceed the space provided. 
TIll! above is a brief statement of the duties of the position as at _____________ _ 

Branch Head _____________ _ PennanentHead ___________ _ 

Date __________ -'-______ "Date __________ -'--____ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name ____ . ______________ _ 

Signalurt: ._ ... _~ ________ ______ _ 

1>11 L.O. 967 D. We.l, Go,ernmenl Prlnler 

I~'--_A ..... -.,.....,~_ ........ ~ __ ~ ____ . __ ._. 
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STATEMENT OF DUTIES APPENDIX 3ge) 

Title under Senior Y uth Worker 
Award or Agreement __________________ Code No. _______ _ 

Grade or 

Departmental Title Senior youth Wnxoker (Ymmg Offende~s) Class of Position ____ _ 

Department _~Y~o~u~t~h:....an~d~C~o~man~'~n=_i ty~l-!S::::e::=rv:..!..:!i~c:'::.e :'::.s _.....:_ ____ _ 

Branch various units for 

Division of Department~F~i~e~l~d~ _____________ or Town--young offenders 

The Superintedent (or Administrative Of fioer-in-Charge ) 
Responsible to:_~::.......:~:::=~~=~~~=-..:~====~::'...:.::....:..::~===-==-:==:=..L.------

Responsible for: the correct running, control and security of the Male/Female section, 

and other duties as directed b.1 the administration. 

1. Implementation of all rules and regulations, training of new Youth Worktrs and 

progress reports of all youth W rkers when called upon b.Y the Superintendent; 

ensuring all routines are carried out correctly; strict control of all keys and 

accounting for their distribut~on. 

2. See all documentation is correct for admissions, discharges and absent residents 

before accepting or releasing; ensure all receipts have been exchanged for 

cash and property. 

3. Assist and advise youth Workers with the control, discipline and management of 

reSidents, to ensure punishments are not unjust or abused. 

4. Ensure that the sections are maintained at a high level of hygience and repair, 

to be noted in maintenance book. 

5. Prepare rosters for domestic, manual arts, school parties ensuring that every 

resident has a fair share in distribution. 

6. Supervise visitors of residents. Stric cheek on parcels fer possible 

contraband. Ensure all visitors sign visitor's book. 

7. Ensure all residents are correctly attired for Court appearance, and that the¥ 

have an opportunity to see a solicitor before going to Court. (Remand Centres). 

8. Attend to medicatio~ and first-aid when medical officer of nursing sister are 

not available. 

9. Ensure that the resident's clothing is kept in good repair and that the residents 

keep themselves clean at all times. 

10. Maintain appropriate Departmental records as required or directed. 

11. Carry out any other relevant duties as directed from time to time. 

o The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _______ _ 

Branch Head _____________ _ Permanent Head ________ ____ _ 

Date _________________ _ Date _______ _ 

As occupant of this positi0n, I have noted this Statement of Duties. 

Name 

Signatu/,.: __ .-: ____ . _____________ _ 

Date 
OJ I L.O. 967 D. Well, Governmcnl Prinle, 
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STATEMENT OF DUTIES APPENDIX 39f) 

Title under 
Award or Agr~ement __ y_o_u_th_W_o_r_k_e_r ___________ Code No. ____ ___ _ 

Grade or 
Departmental Tit\e ___ y~o~u~t~h~W~o:.rk~e~r~ ___________ Class of Position ____ _ 

Department Youth and Community Services 

Branch 
Division of Department---=F~i:.::e:.:l=d,---____ __________ or TOWJ1 _______ _ 

Responsible to:~~ ~r .~perinte~~n~~ _ ... _. 

Responsible for: the guidance of wards in care in the development of self-esteem, 
independence, self-determination and initiative. To broaden social experiences 
and create alteroative, more acceptable value systems: Hours of duty: 40 hours 
per week - 7-~ roster. 

1. Participation in the implementation of the unit's program. Assist with individual 
assessment and institute the necessary corrective procedures. 

2. Promote an atmosphere of harm6ny within the unit conducive to the rewards of a 
working life. 

3. Assist wards in their transition from school to a working life; country to city.., 
living and overcoming the problems associated with adolescence, physical, mental 

: emotional and social handioaps. ' . 

4. 

5. 

6. 

7. 

8. 

9· 

10. 

Develop workable relationships with wards through personal communication both in 
a group and on a one-to-one basis in order to counsel them to achieve in the unit 
and in the community. . 

Participating in group and individual recreational activities in and away from 
the unit. . 

Guide warde toward acceptable standards of dress, hygience, manners and personal 
interaction. 

Assist and implement actions within the unit necessary to maintain its effioient 
and effective operation~ 

To report in detail all inoidents of distrubed, avoidant, abnormal or delinquent 
behaViour, action taken, and the effeots of such aotion. 

Instruot warda in areas necessary for them to achieve an independent living 
situation in the community. 

Carry out other duties at the direotion of the Manager. 

e The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _____________ _ 

Branch Head ___ _________ _ Permanent Head ___ -'-_______ _ 

Date _ _ _ _______ '---_____ _ Date ________________ __ 

As occupant of this positiun, I have noted this Statt'ment of Duties. 

Name 

Signature, __ ~ ___ ,. ---- ----------------
011 L.O. 967 O. We.t, Government Printer 

Date _________ _ 
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STATEMENT OF DUTIES APPEIDU 39g). , 

Title under 
Award or Agrec:iment __ --=M::a:..:t .:.r .:.on=-------------- Code No. --------

Matron 
.. 

Grade or 
Departmental Title _____________________ Class of Position ----

Youth and Canmunity Services 
Department ______ __ ~ __________ ~ _______ __ 

Field ". Branch Various uni ts 
Division of Department _ _ _____________ ~_-_._-or To~a\o Young Offenaera-

The Superintendent 
Responsible to: ______ -:--________________________ _ 

Responsible for : the supervision of all material and domestic arrangements, of attention 
of ,health of residents and female domestic or supervisory staff. 

1. In all areas, works in co-operation with Executive,Staff towards the 
efficient 'liorking of the Unit and towards the improvement of morale of both 
etaff and residents. 

2. Exercises regular oversight of material aspects within the School to ensure 
that proper standards are maintained. 

3. Assumes responsibility for training, rostering and superv1s10n of the Deputy 
Matron, Assistant Matrons and Youth Worker (First Aid). Prepares a list of 
duties for the Deputy Matron, Assistant Matrons, and Youth Worker (First 
Aid). Completes appropriate reports re: the Deputy Matron, Assistant 
Matrons, and Youth Worker (First Aid). 

4. Confers regularly with Superintendent regarding the standards of hygiene 
wi thin the School and the diet and health of residents. 

5. Oversights the daily sick parades and arrangements for visits by the 
Visiting Medical Officer and Dentist, and all hospital, medical and dental 
treatments. 

6. Suprvises the mainten~ce of all medical and dental records and the register 
of residents on drug programs. 

7. Supervises the care and treatment of residents confined to the School 
Hospital and carries out nursing care in the absence of the Youth Worker 
(First Aid) and the Deputy Matron. 

• •. /2 

TIle statement of responsibilities should not exceed the space provided. 

TIle above is a brief statement of the duties of the position as at _______ ~ _______ _ 

Branch Head ____ _________ ___ Permanent Head ______ _ 

Date ________________ _ Date _________ ___ 

As occupant of this position, I have noted this Statemen1 of Duties. 

Name ___________ _ 

~i~nature _ 

Date~---------
Dll L.o. 967 D. WM1, Government Prinler 
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• Ensures proper oversight of residents movements, activities, dress and 
deportment, and exercises particular supervision of those residents leaving 
the Units. 

Assists Youth Worker (First Aid) with the treatment of residents in the 
absence of the Deputy Matron. 

I 10. Advises the Superintendent regarding furnishings, decoration and colour 

" 
! , . 

schemes throughout the S~hool. 

t 1. Exerts a maternal infl uence throughout the School and ens ures that all 
female staff carry out their responsibilities in this regard. 

12. Supervises the preparation and serving of meals and the organisation and 
cleanliness of the Dining Room and servery areas. Arranges sufficient 
stores to provide for meal vari'ations re qui red by changes of weather, etc. 

13. Carries out medical treatment of residents when rostered "on call". 

14. Supervising female residents in the unit. 

15. Obtains regular reports for the superintendent on the condition of all 
residents confined to community hospitals. 

16. Carries out other relevant duties as directed. 

III,., .... -"'''-=e~------.... a: .... _ _ ___ ~_ '"___...._ 

 

Government Information (Public Access) Act 2009 

This document has been released by  

Open Government, Information and Privacy 

 

NSW Department of Communities and Justice, Legal   

 



.... 

STATEMENT OF DUTIES APPENDIX ,39h) 
1599 204 

Title under Matron Award or Agreement ______ . _____ _____________ Code No. -----------

Matron (Group Homes/Hostels) Grade or 
Departmental Title ____________________ Class of Position -----

'Youth and Community Services 
Department __________ ~ _________ ~--------

Field Branch Various 
Division of Department or Town ________ _ 

Manager (or Regional Operations Manager in absence of Manager) 
Responsible to: ______ ___________ ________ ______ _ 

Responsi.ble for: 
1. The implementation of Departmental policy, maintenance of control, standaN 

of health and hygiene and the physical mental and social Development of 
wards in the Unit. 

2. The effective liaison with employers and employment officers in the guidan{ 
of wards towards acceptable standards of work performance and the solution 
of allied problems. . 

,. Liaison with field stff and other Departmental officers in the Planning anc 
Implementation of programmes for wards future placement or eventual 
independent living. 

4. Developing relationships with the commtmity to promote the acceptance of tI 
unit and its function within that community. 

5. Reports upon incidents of disturbed, avOidant, abnormal and delinquent 
behaviour, action taken and the effectiv~nes8 of that action. 

6. The co-ordination, training and sufpervision of staff in the performance o~ 
their duties. 

7. The effective and efficient administration of the Unit which includes: 

a) the preparation and requisitioning of orders for supplies; 

c) receiving checking and recording of supplies; 

d) performing the necessary tasks for the accurate p~ment of suppliers. 

8. Deals with all correspondence and enquiries. 

. . . /2 

e The statement of responsibilitie~ should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _____ _ 

Branch Head _______ ______ _ Permanent Head _, _____ _ 

Date ___________ ______ ___ Date 

As occupant of this position, I have noted this Statement of Duties. 
Name ___________ ___________ _ 

Signature _____ _ 

Date _________________ ___ 
DII L.O. P67 D. WNI, Government Prinler 
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9. Collects ail monies due according to Departmental Policy and deposits such 

monies to the appropriate accounts. 

10. Issues receipts and posta remittances in accordance with treasury 

regulations. 

11 r Performs all necessary tas ka for the proper maintenance of buildings, 

contents and surrounds •• 

12. Carry out other duties as directed by the Manager. 

.-

"  
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STATEMENT OF DUTIES APPEHDIX ... 39 i) 

Title under Housemaster/Matron Award or Agreement __ .......:.:.::.:.:::=:::::::.:.:::.:..!.::::..:.:..:.=- - ------ Code No. --------

Housemaster/Matron Grade or 
Departmental Title _____ ____ ___ ____ ____ Class of Position ____ _ 

Youth and' Canmuni ty Services Deputment _______________ _______ _ 

Field Branch Various large 
Division of Department ___________ _______ or TO:'dtab1l.snmentlIOr--

Superintendent departmental school. 
Responsible ~o : ________________ _______ ~B8 ... e::..:d=---:c:.::h:..:i:..:I:..:d:..:r,-,ec:;nO-----

Responsible for: 
the efficient management of a cottage home and proper care and 
development of the children in residence. 

As a team -

1. Ensure that all staff carry out established practices end policies to 
. promote the well being of the children in care. 

2 . Supervise non-resident staff in the performance of their duties anq submit 
reports on thei~ services when requested. 

,. Plan well-balanced menus, supervise preparation of meals and ensur~ each 
child has a sufficient and well-balanced diet. 

4. Ensure children are adequately clad for ssasonal condi tions~ 

5. Plan acti~ities for children and carry out ~uch programs necessary for the 
development of a senae of belonging and as a p~eparation for independent 
living. 

6. By precept and example, promote good manners, personal hygiene end 
self-esteem. 

7. Maintain regular checks on the physical health of children. Carry out mino 
treatmente and firet aid. Refer cases to the doctor when considered 
necessary. 

8 . Regularly liaise with administrative staff on matters concerning the 
children, cottage management practices and activities • 

••• /2 

e The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _ _ _ ____ _ 

Branch Head _ _____________ _ Pennanent Head ____ _ 

Date _________________ ___ Date _________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name _________________ ____ _ 

Signature _________ _ 

Date _ _______ _ _ 
DII L.O. P67 D. WNI, Govornmonl Printer 
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9. Seek the co-operation of children at all times. Report serious 
misdemeanours to administrative staff. 

10. Keep all records up to date in accordance with instructions viz: - Home 
record ·cards, diet boo k, di ary, telephone, board and lodgings, inventories, 
record of urgent repairs, attendance books, circulars etc. 

11. Submit all requisitions and returns on time to the office. 

12. Ensure that circulars, departmental bulletins, rosters, home diary and other e 
pertinent matters are available for perusal by all staff and that such 
instructions are followed. 

, 13. Ensure the safe l!eeping of all children's and staff's money and personal 
belongings. 

14. Arrange for the repair or replacement of all items as per instructions. 

15. Liaise regularly with teaching staff at exterior and interior schools to 
assist in the educational development of children. 

16. Safeguard departmental property fnd report deficiencies immediately. 

17. 

18. 

Ensure staff and children are aJoi!lre of Fire/Emergency precautions. 

Arrange, implement and assist in the organisation, coaching and transporting 
of children to sport and recreational activities. 

", 19. Check all supplies on receipt and acquit them against the dockets; report 
deficiencies. 

20. Assist the psychologist and Relieving Deputy Superintendent in the 
compiling of reports on children when required. 

21. Report in writing, details of injuries and abscondings. 

22. Attend staff meetings as required. 

23. Promote teamwork wi thin the cottage by having regular formal and informal 
meetings with staff and children. 

24. Transport to and supervise children at Church services when rostered. 

251 Maintain satisfactory standards of cleanliness and hygiene within the unit 
and ensure lawns, gardens and surrounding are w£;ll kept. 

26. Ensure all clothing leaving the for laundering and dry-cleaning is clearly 
marked to avoid loss. 

27. Carry out minor maintenance in the cottage. Report other serious 
deficiencies and service faults for necessary action. 

28. Ensure children are ready for specialists appointments when required. 

29. Receive and record visitors to children. Advise duty Admin. Officer of 
unscheduled visits and seek instructions. 

A 
"tIiiI 

~ 30. Relieve in other cottages when required to meet exigencies. 

31. Endeavour at all times to act in the best interests of the children in care. 

32. Carry out such other duties as may be required from time to time. 

Ii..-. 
1 -_--._~~ ____ ~ ___ ~" ___ __ , ____ , ,_. _ '_'. _ 
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Title under Matron 
Award or Agreement ____________ ________ Code No. ---- -----

Matron Grade or 
Departmental Title _______________________ Class of Position -----

Youth and Canmunity ServicE)s 
Department _____ ~ _ ________ ~ _______ _ 

Field I J Branch Various large 
Division of Departm~nt _____ ______ __:_-----_ or TOW~~hme!lte fOI 

Operations Manager school-aged dependent 
children Responsible to : __________ _ ____________ _ _ _ _____ _ 

Responsible" for: Jointly responsible with the Manager for the training supervision and 
general welfare of children in care in accordance with Departmental 
policy. 

1. Children: 

Train and assist chil~ren to perform normr,! domestic functions and promote 
standards of harmony, hygiene and general [,,-,cial requirements. 

2 . Participate in and assist Manager in organising and supervising children 
recreational and social activities. 

,. Attend to medical needs of children. 

4. Ensure proper standards of dress, conduct and general behaviour of 
children. 

5. Assist manager in supervising all other functions associated with childrer 
activi ties. 

B. Clerical: 

1. Answer telephone and other enquiries. 

2. Order general food supplies in accordance with dietary requirements. 

,. Receive general food supplies and check orders as against quantity and 
quali ty s uppli ed. 

4. Prepare menus and diet sheets. 

5. Maintain diet book and chef's register daily. 

• • . /2 

3 The statement of responsibilities should not exceed the spacc provided. 

The above is a brief statement of the duties of the position as at _____ ---,--_ 

Branch Head _____________ _ Permanent Head ______ _ 

Date _________________ ___ Datc _________ _ 

As occupant of tillS position, I have noted this Statement of Duties. 

Name ___________ _ 

Signature 

Date 
DII L.O. 967 D. Well, Government Printer 
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C. General: 

1. A&sist and supervise the preparation and serving of meals, oversight kLtchen 
routines. 

2. Responsible for the general care and cleanliness of the interior of the 
establishment. 

,. Supervise and assist when necessary with .laundry work. 

4. Receive and entertain official local and overseas visitors, and educational 
groups. 

5. Attend to other duties as need arises. 
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STATEMENT OF DUTIES APPEIDIX . 39k) 

Title under 
Award or Agreement __ [!.M!;!.Bt.!<..r!...!o,!J.nL-______________ Code No. _______ _ 

Matron Grade or 
Departmental TitIe ___________________ Class of Position ____ _ 

Youth and C,ClllDlunity Services Department ________ ~ __ ~ _________ _ 

Branch 

Division of Department _:..F.::.i ;:;el:..d=--______________ or Town_=B_ru-=-s_h~F_arm'-7:--'--__ 
Infants Home 

Superintendent 
Responsibleto: _______________________________ __ 

Responsible for:the :implementation of the Infants' Home policy and the maintenance of 

standards of health, training, stimulation and general welfare of 

children in care, and the maintenance of staff working standards and 

relationships, 

In the absence from duty of both Superintendent and Deputy 

Superintendent, make.aqy decisions or execute aqy procedures, relating 

to the Infants' Home, that would be made b,y those officers. 

1. Provide advice to the Superintendent on matters relating to clothing, 

hygiene, social training, recreation, and diet of all children in care. 

2. Draft the ordering of clothing for children in care, from which the clerk 

prepares re quisi tions. 

,. Oversight arrangements for visitors. 

4. Oversight the work of the Deputy Matrons, Nurses, Child Care Workers, Cooks 

and Domestic Assistants. 

5. Liaise with visiting doctors, and external treatment centres, on medical 

care of the children. 

6. Liaise with the visiting psychologist, placement officers and ~ocial 

88encies on question of training and placement of children in care. 

7. Interview staff applying to fill vacancies. 

8. Prepare weekly rosters for Nurses and Child Care Workers. 

9. Acquire relief staff 88 necessary. 

10. Maintain public relations for the home, liaising with external bodies as 

necessary. 

Q The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at _________ _ 

Branch Head _____________ _ Permanent Head ______ _ 

Date, _______ ~----------
Date _________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name _ _ _______ _ 

Signature ______ _ 

Date _______ _ 

D1I L.o. 967 D. Welt, Government Prlnt~r 

.-~ ~~ ..... ,.,*G 4 41 A 4e=4 A«sa S l 
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APPEBDII 391) 

; _, 

Title under Matron Award or A1l;Ceement __________________ Code No. _______ _ 

Matron Grade or 
Departmental Title _________________ ~-Class of Position ____ _ 

Youth and Caomuni ty Services 
~ Department~~ ______ ~ ________________ ~--

Field Branch Various 
Division of Department ________ _____ ____ _ or Town ltemand Centres 

Superintend ent 
Responsible to: _____________ --:-______________________ --:-_______________ _ 

Responsible for?verall supervl.sl.on and maintenance of acceptable standards regarding 
residents; cleanliness, hygiene, clothing, food and material welfare. 
Direct responsibility for supervision of female section. 

1. Co-operates with administrative staff in- -allocating and carrying out of 
Youth Worker's duties and maintaining a satisfactory level of efficisncy. 

2. Responsible for maintaining a satisfactory standard of dress of residents. 

3. Responsible, through the Superintendent, to implement all changes in, and 
variations to, general instructions. 

4. Responsible for the trainig of Youth Workers staff in their overall Remand 
Centre duties. 

5. Oversights general cleanliness of Remand Centre. 

6. Exercises disciplinary control of residents and staff in the event of 
temporary absence of administrative staff. 

7. Reviews, on a day-to-dsy basis, routines and practices in the units. 

e B. Undertakes the preparation of rosters, penalty rates and shift allowance 
claims, maintains staff leave records and other clerical duties as 
required. 

" 
9. Counsels residents and assists them with their problems. 

10. Oversights the activities program and liases with the Physical Education 
Officer. 

11. Promotes staff interest in program for residents and staff • 

... /2 

e The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of the duties of the position as at ________ _ 

Branch Head ______________ _ Permanent Head _ _ ____ _ 

Date ________________ _ Date _____ ___ _ 

As occupant of this position, I have noted this Statement of Duties. 

Name __________________ _ 

Signature _________________ _ 

Datc _____ _ ____ _ 
D11 L.O. 967 D. Well, Government Printer 

• 
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12. Assists administrative staff with movements of residents to courts, Training 
Centres and any necessary medical and dentOJ. appointments. 

13. Assists· youth Workers and Senior Youth Workers with their (work related) 
problems. 

,. 14. Daily oversight and inspection of the ld tchen and the quaU ty and quantity 
of meals, with special attention to hygiene and presentation. 

15. Arranges with Storekeeper, the approved supply of general stores, on a 
weekly basis, for male and female sections. 

16. Assists the administrative staff with OffiCial Visitors. 

a) Assists in preparation of refreshments. 

b) Escort Visitors over unit when required. 

17. Arq other duties required by the Superintendent • .. ---

," 
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Title under Award or Agieement ___ P_r ....:og:::.r_&m __ S_up.!..-e_rv_1_· s_o_r ________ Code No. _______ _ 

Program Supervisor Grade or 
Departmental Title ________ ___________ Class of Position ____ _ 

Youth and Community Services 
4ID Department-------~~------~------

Field _ _ Branch Various 
[ij~~onofDepartment------------------------ orTown---.e~s~tDa~b~11~s~h""ments 

The Superintendent 
Responsible to: ___________________ :....-__ '--______ -'-________ _ 

Responsible for: -the implementation wi thin the Unit of Staff Development Programs 
designed to complement regular Departmental Staff Development programs 
with two objectives of: 

a) Assisting staff to carry out their duties with maximum effectiveness; and 

b) Motivating staff to contribute positively to the objectives determined for 
the residential unit. 

Assists the Superintendent in the develop ent and implementation of programs 
for residents which promote the objectives of the Unit. Liaises actively with 
the Program Officers, Central Office, Family and Children's Services Policy 
Unit. 

DETAILED STATEMENT OF DUTIES. 

Staff Development 

1. Using established educational methods and individual counselling, belps 
staff members to: 

fit a) Understand their role in the programs of the un1 t; 

'h) Understand the reasons for the methods and practices used by the Unit; 

c) Understand the personalities and behaviou .. · of the residents; 

d) Understand the role of the unit in the total child care program • 

••• /2 

e The statement of responsibilities should not exceed the space provided. 

The above is a brief statement of thc duties of the position as at __________________ _ 

Branch Head ______________________ _ Permanent Head _____ _ 

Datc _____________________________ _ Date _____________ _ 

As occupant of this position, I have noted this Statement of Duties. 

Namc ______________________________ __ 

Signature _______ _ 

Date _________ _ 
DII L.O. 967 D. WNt, Government Printer 
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Is available for on-job counselling of staff with problems to resolve in 
this work situation. 

a) Liaison with the Staff Development Centre over the organisation of 
special in-service training courses and provides tutorial assistance as 
appropriate to staff members participating in correspondence courses. 

b) Assists staff to put into operation knowledge gained from such courses. 

Progrsnmes for Residents 

1. Assists in the formulation and implementation of broad tr~ent and 
developmental programs. 

2. Develops and organises recreational and sporting programs that help 
residents learn creative use of leisure time and which will assist in their 
satisfactory adjustment to societ,y. 

,. Arranges staff meetings and otherwise helps to co-ordinate the activities of 
specialist visiting personnel with the day to day progr~s of the Unit. 

(' ., 

... ., -. - r - .. _ ".t . 
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CHILD PROTECTION POLICY AND PROCEDURE ~1ANUAJ> 

COt~TY-E!SED SPECIALIST 
CHILD PROTECTION SCRVICES 

APPEIIDll 42 
Page 1 

1.1 The centre, which is situated at 22 Samu~el Street, "liley Park, 
2195 - Telephone (02) 750 8932, is operated by the vliley Park 
Special Preschool Association and provides a service in the 
Canterbury area to families whose children are ill need of 
protection or consid ered I at risk I. The programs offered are. long­
'term, with some families spending up to three years visiting the 
centre. 

1.1.1 The centre is actively supported by residents, service 
organisations and government departments in its surrounding 
communi ty. 

. ." ' . 

1.1.2 The centre operates Honday to Friday, from 8.30 am to 5.30 pra, 
wi th transport provided for ad ul ts and ch.ildren. to ·attend ~ 'Fees 
are minimal and .can be waived entirely 'if par~nts cannot afford 
to pay. . . '., ., 

1.1.3 Programs currently offered at the centre are: 

Special Child Care Centre 

Infant stress program 
Preschool, licensed for up 
Individual counselling and 
program for parents 

Family Support Program 

Volunteer Program 

to 25 children 
group activities 

1.2 Special Child Cvre Centre . '." ~ ... . ' " . 

1.2.1 Admission to the preschool' is limited ·to those children who have 
been abused or are significantly at risk. Parents '~lho enrol 
their children are asked to become invohred in the' parent's 
program. 

1.2.2 . Hany of the children have severe emotional and behavioural 
disturbances and many are developmentally delayed. The 
children's program includes the usual p.reschool development 
activities such as painting, building, manipulative play, 
relaxing activities; activities to improve fine &nd gross motor 
co-ordination, and a range of excursions to broadel1 the 
experiences of children who are often understimulated and 
isolated. 

1.2.3 Children who are agressive have their destructive behaviour 
channelled into vigorous play such as woodwork, bat and ball 
games, punching bags, dough and clay work . 

. ~~:.~>:-;))(~;~~.~:< ~~;",~;;;·~r~·;-.:~~.j~::~?~::.(:~·f~/:r i~i~:' :i~;~,~'p~;~~ ~ f-~i,~, ;Q. :.~~~~ .. :.~::·P·3.?;~?~i; ~:~ \y /.~ ~.~. it i n,1 ':> r?e~ Ij.':; :::.:;':,' 
.' ... ., . "":' • I.' ". ,.' .• thcl'apls \;s ', 'p-:H::cna ';'rJClanS " 'pliyeluli t t:c}, -::5:" and . p~yC]j(Yl'ljgJ:~'~8 ,' .. ... : >: .... ':, 

. The children I s heal th is constantly moni tored by the centre I s' 
nurse, and their vision and bealth are regularly screened by 
Health Commission personnel and by private practiti~ners. 
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2 THE CHILD ABUSE Pm':'t'Em'ION SERVICE (C.A.r.s.) . 
2.1 The service, ",h,i'eh operates from th.e Randwick Canmunity CO.1tJZe, 35 

Bundock Street, Rand\dck, 2031 - Telephone 344 5111, 344 7646, 
provides a 24-hour, 7-day a week family support service rlhich ai:us 
to pre \ent child abuse, throu etl the provision of long term support 
to peop~e who are abusing - or are at risk, of abusing children. 

2.2 The services include: 

·liri.tial crisis help throu @:l telephone counselling 
or ho.me visits; 

Continuing con tact, with counselling and support 
to the client throu &h telephone counselling and visiting; 

referring clients to other a~ncies or professionals, 
with continued support to the client; 

Continuing care for children in times of criSis; 

Help in crisis ~ituations at all hours; 

Arranging financial assis tance. 

2~3 . The service is operated by "bIo salaried womers, and rostered 
\Qlunteer counsellors who are trained by C.A.P.S. staff before and 
during the \Qlunteer' s work as cou~sellors • 

. '. 
.' : " . . . .' . ... : .' , 

,. 
..' • ' 0 ' 

',' • e _,' 
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GUIDELINES FOR FIELD OFFICERS IN CHILD PROTECTION INTERVENTION 

FOREWORD 

These guidelines are a revision of the previous 'Instructions for Field Officers 
in Child Protection', and are based on consultation with field staff and 
management. 

The changes incorporated into the new guidelines reflect changes in both 
Departmental practice and policy. The general trend of the changes is to 浯牥 

clearly define our responsibility in the Child Protection area and to improve 
the targeting of our services. This has become necessary due to the recent 
massive increase in notifications and the lack of clarity about what constitutes 
abuse or neglect and what the Departments' responsibilities are. The changes 
include more specific and clearly defined grounds for notification, clearer 
criteria for registration and revised grounds for closure etc. These will mean 
that a better service will be offered to children who are in need of protection, 
while other children and families in need will be more appropriately dealt with 
by Family Support and other Services. While the Department has a commitment to 
prevention in Child Protection, given its statutory responsibility and limited 
resources, it is not necessarily the only organisation to provide appropriate 
preventative services. 

Case management of Child Protection cases must be multi-disciplinary and shared 
with other Government and community agencies. While the Department is the only 
agency with statutory responsibility for Child Protection intervention, it has 
neither the resources nor capacity to carry the responsibility of prevention, 
education and services alone. At a policy level, liaison through the Child 
Protection Council's Procedures and Interdepartmental Relations Committee 
ensures that co-operation is developed between the Government and non-Government 
agencies. At a local level this can be achieved through the development of good 
formal and informal working relationships. 

It is understood that we cannot ensure the protection of every child in the 
State, even those who come to our attention. Officers who follow these 
guidelines and act in good faith will be supported by the Department to the 
highest level. When a death occurs or a child is seriously abused, the 
Department and community will share the responsibility. 

These guidelines will be introduced from 25 August 1986 and will be fully 
operational by 1 October 1986. In January 1987 a review of the guidelines will 
take place. Officers are encouraged to forward comments for the review to the 
SPO (CP). Client Services Policy Unit by 9 January 1987. 

Enormous demands have been made on officers of the Department through the Child 
Protection programme, and the response has demonstrated a high level of 
commitment in the management of Child Protection cases. These guidelines are 
designed to assist and support staff by clarifying definitions, procedures and 
responsibilities in Child Protection intervention. It is anticipated that they 
will further professionalise our service. 

H. Heilpern 
Director-General 
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1. PHILOSOPHY 

1.1 BASIC TENETS 

Children have distinct rights. Adults' responsibilities to children are 
reflected in Principle 2 of the United Nations Declaration of the Rights 
of the Child (1954). 

"The child shall enjoy protection and shall be given 
opportunities and facilities, by law and by other means, 
to enable him/her to develop physically, mentally, morally, 
spiritually and socially in a healthy, normal manner and 
in conditions of freedom and dignity." 

Child abuse and neglect are phenomena caused by a combination of forces at 
work in the individual, the family, the community and the culture. Such 
complex causes require a multi-disciplinary, cross cultural and community 
response. 

The responsibility for children is communal rather than individual. Few 
parents can provide for all their children's' needs and services should be 
available as a matter of right. The role of any one service is 
inevitably limited and should be defined. 

1.2 GOAL 

To ensure that children are adequately protected 晲潭 situations which are 
physically or emotionally damaging to the child or which deprive the child 
of adequate shelter, nourishment, care and safety and to ensure that 
intervention improves the child's situation. 

1.3 LEGISLATIVE ROLE 

The Department has a statutory responsibility for Child Protection which 
is legislatively based in the Child Welfare Act 1939 (as amended), and 
will shortly be covered by the Community Welfare Act 1982. 

The Department's statutory responsibility is to investigate notifications 
of abuse and neglect and to take appropriate action. This may include 
court action where the child's safety cannot be otherwise maintained. The 
Department also has responsibility for ensuring the availability of 
suitable substitute care for children who are removed from their parents. 

Based on its statutory obligations. the Department has clear 
responsibility for the co-ordination of all services engaged to protect 
children, and for advocacy on behalf of the child. The Departments 
of Health. Police and Education have specific responsibility for Child 
Protection as currently defined in the Interdepartmental Guidelines. 

Other roles of the Department include the support of families with 
children, the funding of non-government organisations to service parents 
and children, and community education. 
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1.4 PRINCIPLES OP INTERVENTION 

1. The Department's Child Protection intervention focusses on the 
child as the primary client, but always considers the critical 
importance of an intact family to a child's well being. 
Departmental services, therefore, must address the needs of 
families as well as individual children. 

2. The Department's first responsibility is the protection of children 
who have suffered damage and/or are likely to be further damaged if 
we do not intervene. 

3. The Department's primary role is interventionist and priority is to 
be given to assessment, case co-ordination and referral. 

4. Given that child abuse and neglect is caused by a combination of 
forces at work in the individual, the family and the community, a 
multi-disciplinary approach to intervention should be taken. The 
Department does not have the resources to address all aspects of 
child abuse - nor is it necessarily the most appropriate agency to 
do so. 

5. Intervention by the State is serious and 浡礠 have both positive and 
negative consequences. It should always be our goal for 
intervention to result in positive change for the child. 

6. The Department's statutory powers are substantial and should not be 
used lightly or invoked where other strategies are 浯牥 desirable. 
However, where the child's safety cannot be guaranteed otherwise, 
we must be willing to use our statutory authority (e.g. removal of 
the child to a safe place by apprehension). 

7. Intervention must be sensitive to cultural diversity, disability 
and other special needs. 
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2. DATA SYSTEM 

A centrally maintained database is an essential part of our Child 
Protection Service. 

Effective Child Protection intervention requires the availability of 
accurate and up-to-date information on notified children and their 
families, for the following purposes:- 

identify cases of reabuse 
to detect 'hospital shopping' and mobile families 
to provide information on children and their families which 
assists assessment and case management 
to provide data for the purposes of programme evaluation 
and planning, research and development. 

No officer can conscientiously attempt to protect a child unless 
he/she incorporates into practice the data base up-date with regard 
to a child's status. 

Therefore, notifications and registration decisions must be referred to 
the Central Registry as soon as possible, with other pertinent 
information. Completion of the Child Protection Intake, Assessment and 
Update Forms is not a separate clerical task but a part of good casework 
practice. 

2.1 DATABASE ENTRY, MAINTENANCE AND ENQUIRY 

1. The Department's Child protection computer database is a record of 
all children notified and registered. It is a record of 
information from the Child Protection Intake, Assessment and Update 
Forms. 

2 The Central Registry is a new Unit with on-line computer access, 
created to perform computer tasks on behalf of C.W.C.'s. Data 
Entry Operators will perform the following computer functions: 

generation of notification numbers 

database retrieval of client history 

updating the intake, assessment, case closure and 
client file location data in the computer 

The Central Registry will operate during office hours. 

3. After hours, Crisis Care Workers at the Child Protection and 
Family Crisis Service will perform the following computer 
functions: 

generation of notification numbers 

data base retrieval of client history 
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2.2 DATABASE DELETION 

1. A notification will remain on the database for a period of 
two years. 

If after two years a notification has not been registered and there 
have been no further notifications, the name of the child and home 
family members will be deleted 晲潭 the data base. 

Requests may be made by D.M.'s., S.C.W.O.'s or R.D.O.'s to remove 
a child's name before two years. Approval must be obtained 晲潭 

the Regional Director. 

4 

2. If a case has been registered. the name of the child and home 
family members remain on the database for five years after the case 
has been closed or until the child turns 18 years of age. whichever 
comes first. 

Requests may be made by D.M.'s, S.C.W.O.'s or R.D.O.'s to remove a 
child's name before this time. Approval must be obtained from the 
Director Operations. 
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3. GUIDELINES FOR INTERVENTION 

3.1 NOTIFICATION 

3.1.1 NOTIFICATION PROCEDURES 

1. All allegations which constitute a notification will be 
officially recorded at the Central Registry. 

2. Child Protection Intake forms are to be completed at the 
point of initial notification regardless of whether the 
notification is received at a Community Welfare Centre. the 
Central Registry or the Child Protection and Family Crisis 
Service. 

3. The duplicate of the CPI form is always retained by the unit 
receiving the initial notification and the original forwarded 
to the appropriate unit as confirmation of information phoned 
through. 

COMMUNITY WELFARE CENTRES 

1. The person receiving an allegation must have the necessary 
training and skills to elicit the maximum relevant information 
and make a decision regarding notification. The DM/RDO will be 
responsible for designating such officers and ensuring the 
necessary training is provided. 

2. Notifications received at CWC's will be recorded on a Child 
Protection Intake form and phoned to the Central Registry as soon 
as possible and within one working day. (Departmental staff are 
encouraged to make notifications during office hours.) The Child 
Protection Intake original will be forwarded to the Central 
Registry as confirmation, as soon as it is signed and dated by the 
DM/SCWO/RDO. 

3. The person who completes the CPI 景牭 is responsible for the 
information being brought to the immediate attention of the 
DM/SCWO/RDO and the Child Protection Worker (where available) with 
an urgency rating recommendation. 

1 CENTRAL REGISTRY (021 8185555 
Toll-free line (008) 425288 
(for client use) 

CENTRAL REGISTRY 

1. Data entry operators will receive notifications from Departmental 
staff during office hours and enter them directly onto the 
computer database. Data entered in this manner will be verified 
when the CPI is received from the CWC. 

2. Data entry operators will generate a notification number. 

9. Data entry operators will provide the CWC with details of client 
history. 
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CHILD PROTECTION AND FAMILY CRISIS SERVICE 

Crisis Care Workers will receive notifications from non-Departmental 
staff during office hours and all notifications after hours. They will 
record the notification on a CPI which will be transferred to the CR for 
database entry. 

2. Crisis Care Workers will generate a notification number. 

3. Crisis Care Workers can provide details of client history to 
Departmental staff and authorised personnel. 

4. Crisis Care Workers will phone details of the notification to the 
appropriate Community Welfare Centre as soon as possible, and forward 
the CPI as confirmation. 
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3.1.2 GROUNDS FOR NOTIFICATION 

In line with the new Child Protection Intake Form there will only be 
four grounds for notification: 

1. Physical Abuse 
2. Sexual Abuse 
3. Emotional Abuse 
4. Neglect 

All notifications should refer to a specific ground for notification 
upon which it is alleged that a child's safety is at risk. An 
allegation should be notified if the notifier provides information that 
gives the officer reasonable grounds to believe that a child's safety is 
at risk. 

If an allegation does not constitute a notification, there are 3 options 
for action:-

Notation without any further action 
2. Referral to another Departmental Service (e.g. Social Welfare 

Assistance) 
3. Referral to another agency (e.g. Family Support Services). 

Physical Abuse 

Allegations of non-accidental injury to a child (including excessive 
discipline) by the parent/caregiver. 

This ground should be used to cover the following instances: 

Facial/Head bruising 
Other bruising 
Lacerations/Welts 
Cuts/Abrasions 
Burns/Scalds 
Dislocations/Sprains/Twisting 
Skull Fractures 
Other Fractures 
Internal Injuries/Shaking 
Attempted Suffocation 
Attempted Strangulation 
Attempted Drowning 
Intentional Poisoning 
Intentional or Abusive Administration of Alcohol 
or other harmful inappropriate Drugs 
Death of child due to non-accidential injury 
Death of sibling due to non-accidental injury 
Threats to physically harm of child 
Child drug dependant at birth 
Child foetal Alcohol Syndrome at birth 
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Sexual Abuse 

i) Allegations of sexual behaviour towards a child by someone 
known to the child and who is in a position of power over the 
child, e.g: Household/Family 浥浢敲猀. Neighbours/Teachers, etc. 

This ground should be used to cover the following instances: 

Inappropriate fondling 
Genital exposure 
Oral sexual behaviour 
Penetration by an object, penis, finger, etc. 
Exposure to prostitution 
Exposure to pornography 
Used for prostitution purposes 
Used for pornographic purposes, voyeurism (e.g. inappropriate 
observation of child when nude, etc.) 
Exposing child to inappropriate sexual behaviour by others 
Exposure to adult masturbation 
Child sexual behaviour with an animal 
Exposed or exploited sexually 
Threat of sexual abuse. 

ii) Allegations of sexual behaviour towards a child by a stranger, 
coupled with lack of appropriate response by the parents/caregivers 
and/or lack of community resources. 

Emotional Abuse 

Allegations that the child is being harmed as a result of: 

Continual scapegoating 
Severe verbal abuse 
Continual rejection 
Being physically or socially isolated as punishment 
Threats of neglect, sexual or other abuse 
Parent suffering from a chronic psychiatric disorder 
which harms the child's emotional well being 
Parent's developmental delay harms the child's emotional 
well being 
Failure to thrive (non-organic) 
Child's behaviour towards self (e.g. suicide attempts) 
or towards others (e.g. inappropriate sexual behaviour) 
indicating that child has been abused. 

Neglect 

Allegations that the child is being harmed as a result of: 

Failure to 
Failure to 
Failure to 
Failure to 
Failure to 
unhygienic 
Failure to 

control access to poisons/Alcohol/Drugs 
provide food 
provide shelter 
provide clothing 
adequately protect the child's health (e.g. extremely 
home conditions) 
provide necessary medical care 

Malnutrition 
Being left inappropriately without supervision. 
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3.2 INVESTIGATION PROCEDURES 

3.2.1 URGENCY RATINGS 

Once a notification has been received at a CWC, the first investigation 
procedure is to assign an urgency rating. The DM/SCWO/RDO is 
responsible for assigning an urgency rating and entering it on the CPI 
form, dated and signed. 

There are 3 urgency ratings 

Category 1 - Immediate (don't delay) 
Category 2 - Prompt (within two working days) 
Category 3 - Within 5 working days. 

These ratings set outside limits for action, but all investigations 
must be initiated as soon as possible. 

Category 1 (Immediate - don't delay) 

These are cases where an allegation implies a child is being harmed at 
present, is being threatened with harm or there is immediate danger of 
harm. 

For example 

Child is presently being physically or sexually abused; 
An adult is threatening to harm a child they are caring for; 
An adult is attempting/threatening to harm themselves where a 
child is present: 
A child is threatening/attempting to harm themselves; 
A child has suffered an apparent assault and the informant 
is concerned about releasing the child to the parent's care; 
A young child is left in a situation which may endanger them; 
A child requests immediate intervention; 
Where previous incidents of abuse have occurred which suggest 
the child is seriously at risk; 
Where a child's safety would be threatened without immediate 
removal; 
Any allegation about a child in substitute care; 
Any other situation which the DM/SCWO/RDO judges to be in need 
of immediate action. 

Category 1 notifications are to be investigated by the first appropriate 
available worker. 

Category 2 (Prompt investigation must be initiated within two working 
days) 

These are cases where investigation is high priority but where the 
child is believed to be currently safe. 
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For example 

Serious neglect; 
Serious emotional deprivation or abuse; 
Child being deliberately confined, e.g. locked in house; 
Child subjected to or alleged to be threatened with unduly harsh 
punishment regularly; 
Parental behaviour sufficiently bizarre or irresponsible to cause 
concern for child's safety; 
Where a child is currently safe but likely to move into a 
threatening situation; 
Further allegation in case already known to Department; 
All suspected non-accidental injuries where the child is presently 
not under immediate threat or risk; 
Any allegation of sexual abuse not covered by Category 1; 
Any other situation the DM/SCWO/RDO judges to require prompt 
attention. 

Category 2 notifications are to be investigated by the most 
appropriate workers. 

Category 3 (An investigation must be initiated within 5 working days). 

These cases where the allegation indicates ongoing/long term situations 
and the child's immediate safety is not an issue. 

For example: 

Renotification where case is under supervision and where 
allegation suggests no immediate harm is likely. 
Allegations of neglect or emotional abuse which do not 
indicate that the child's immediate safety is at risk. 

N.B. 

School default is not a ground for notification. If a school alleges 
that a child is at risk as defined by the grounds for notification, this 
allegation will be dealt with in the same way as all other 
notifications, regardless of whether school default is involved. 

Any notification not allocated within 5 working days or an investigation 
initiated within 10 working days must be immediately referred to the 
Regional Director. 

3.2.2 ALLOCATION OF WORKERS 

The DM/SCWO/RDO is responsible for allocating a worker and entering 
his/her name and position on the CPI form. 

All initial contact visits should be made by two workers whenever 
possible, unless the child is likely to be seriously endangered by the 
delay. The DM/SCWO/RDO should ensure a second worker is selected 
wherever possible. The second worker need not always be a YACS officer 
but should be selected for complementary skills, ethnicity, gender, 
specialist knowledge etc. Whenever available, a Child Protection Worker 
should be involved in the initial investigation. 
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If the urgency rating is 1. the DM/SCWO/RDO must al locate the first 
appropriate available worker, and a second worker where possible. If 
the urgency rating is 2 or 3 the DM/SCWO/RDO must allocate two 
appropriate workers. 

3.2.3 INITIAL INVESTIGATION 

The objectives of the initial investigation are to ascertain the 
validity of the allegations and to assess the safety of the child. 

Before initial contact is made with the child/family, as much 
information should be gathered as feasible to assist in planning the 
initial contact. This may include further discussion with the 
informant. checking with other agencies if known, consultation with the 
District Manager, Senior Community Welfare officer or Resident District 
Officer and Child Protection Worker. 

The initial investigation should cover the following: 

1. The child MUST be seen and, if verbal. interviewed. 

2. The child's primary caregiver MUST be seen, informed of 
the notification and interviewed. 

3. A decision regarding the allegations must be made. 

a) Are the allegations substantiated?/Is there evidence of 
abuse or neglect? 

Basis: - admissions by adults 
- corroboration by child - verbal or behavioural 
- evidence of injuries observed or medically validated. 

b) Are the allegations clearly unsubstantiated? 

c) Is further investigation required to substantiate the 
allegations? 

Basis: - further assessment by professional caseworker (e.g.) 
psychiatrist, doctor 

- interviews with other family members, neighbours, 
teacher etc. 

4. Safety of Child 

A decision regarding the child's safety must be made. 
How safe is it to leave the child in his/her present circumstances? 
What is your assessment of the likelihood of further abuse or 
damage? 

Basis: - attitude of carers 
- availability of other adults, responsible others 
to ensure safety 

- the physical surroundings 
- prior history 
- are other siblings also at risk? 
- child's ability to seek help if necessary 

 

Government Information (Public Access) Act 2009 

This document has been released by  

Open Government, Information and Privacy 

 

NSW Department of Communities and Justice, Legal   

 



- 13 - 

If the decision is made that the allegations are substantiated 
AND the child is not safe, take immediate necessary action required 
to safeguard the child (e.g. removal/apprehension). The workers 
making the evaluation of the situation are to use their pro-
fessional judgement and discretion. They must inform the District 
Manager, Senior Community Welfare Officer or Resident District 
Officer as soon as possible if such action has been taken. 

In all other cases they are to consult with the District Manager, 
Senior Community Welfare or Resident District Officer before taking 
further action or recommending closure. 

After the initial investigation the workers must brief the District 
Manager, Senior Community Welfare Officer or Resident District 
Officer and Child Protection Worker, or the most senior officer 
present, as soon as possible. 

All information, observations, statements and any other assessment 
reports must be recorded and documented in report form. 

On the basis of the initial investigation report the District 
Manager, Senior Community Welfare officer or Resident District 
Officer will make a decision as to whether registration/further 
involvement is warranted and this decision is recorded on the CPA 
form. 

DISCRETION REGARDING INVESTIGATION PROCEDURES 

The DM/SCWO/RDO has discretion to approve that no home visit occur 
following a notification where: 

a) the child is not at immediate risk of abuse or neglect and 
the level of risk is low 

AND 

b) the child and his/her caregiver are in a helping relationship 
with an agency who has taken responsibility for this 
relationship continuing 

AND 

c) the agency is prepared to furnish the Department with an 
assessment report and to ensure that the Department is 
informed of the progress of the case 

AND 

d) the agency is prepared to inform the family of the 
notification. 

If, however, the assessment suggests that the child should be 
registered, a home visit must be made. 

.2.4 PROCEDURES FOR INVESTIGATING NOTIFICATIONS OF CHILDREN IN 
SUBSTITUTE CARE 

For the purposes of this section, substitute care is defined as all 
Departmental and non-Departmental substitute care, e.g. foster care, 
family group homes, Departmental establishments etc. 
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1. Notification

Any officer receiving an allegation regarding the abuse or 
safety of a child in substitute care must notify the Central 
Registry and the appropriate DM/SCWO/RDO immediately. 

ii) The Senior Officer in the Community Welfare Centre receiving 
such information is to immediately inform the Operations 
Manager, who will approve the necessary investigatory 
procedures. 

iii) The Operations Manager has responsibility for informing the 
Regional Director, who will inform the Director, Operations. 

iv) The case is to be given a priority 1 rating. 

v) A copy of the Child Protection Intake form is to be forwarded 
to the Regional Director by the DM/SCWO/RDO. 

2. Initial Investigation 

i) The investigation of the allegation is to be conducted in 
consultation with the Operations Manager and Community 
Programme Officer (Child Protection). 

ii) Where the child is in the care of an establishment and the 
allegation involves Department staff, the Operations Manager 
must investigate the allegations directly or appoint a senior 
investigating officer. 

iii) The investigation of allegations will normally be made by the 
Child Protection Worker (where available) and one other 
worker. 

iv) The investigating officer/case co-ordinator must be a 
different officer 晲潭 the worker who arranged the placement 
or has current responsibility for the case. This worker 
should be consulted and involved as a support person during 
the investigation. 

v) Investigation procedures are to follow those described 
earlier in this document. 

vi) A report of the investigation, assessment and registration 
decision, and any subsequent reports, are to be forwarded to 
the Regional Director. The Regional Director has 
responsibility for forwarding these reports, with comments, 
to the Director, Operations. 

3. Case Conferences 

When a case is registered, the case conference is to include either 
the Community Programme Officer (Child Protection) or the Community 
Programme Officer (Substitute Care), and is to be chaired by the 
DM/SCWO/RDO or CPO (CP) or OM. 
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FLOW CHART 2 - INVESTIGATION 

Notification Procedures Completed I 

Intake worker recommends urgency rating 

1. Immediate action (now) 

2. Prompt attention (within 2 working days) 

3. Within 5 working days. 

Refer ASAP to D.M./S.C.W.0./R.D.O. for 
decision on rating. Consult with C.P.W. 
(where available). D.M./S.C.W.O./R.D.O. 
enters rating on C.P.I. 

\11 
D.M./S.C.W.O./R.D.O. allocates worker(s): 
Category 1 - 1st available worker + 1 if 
possible, Categories 2 4 3 - 2 appropriate 
workers. D.M./S.C.W.O./R.D.O. enters name of 
worker on C.P.I. dates and signs form and 
forwards to the C.R. 

Plan initial contact by obtaining as much information as is 
feasible and by consultation with the D.M./S.C.W.0./R.D.O. 
and C.P.W. if possible. 

2 workers (wherever possible) make initial visit to assess 
validity of allegation and safety of child. 

Take immediate action 
to protect child if 
necessary. 

Report back to D.M./S.C.W.O./ 
R.D.O. with recommendations 
for further action. 
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3.3 REGISTRATION 

3.3.1 REGISTRATION CRITERIA 

Registration indicates the need for continued Departmental involvement 
to ensure a child's protection, whether this involves direct case 

management or case co-ordination. 

Registration must take place where: 

a) the alleged ground(s) for notification is/are substantiated 
AND the child is assessed as being in need of ongoing 
protection to ensure his/her safety 

OR 

b) the investigation has uncovered evidence to substantiate 
another ground(s) for notification AND the child is 
assessed as being in need of ongoing protection to 
ensure his/her safety. 

3.3.2 REGISTRATION PROCEDURES 

1. The decision to register is made by the DM/SCWO/RDO who are the 
officers with this delegation. 

2. There are 4 decision choices after initial investigation:-

(i) Registration criteria are met - REGISTER. 
DM/SCWO/RDO nominates case co-ordinator. 

(ii) Registration criteria are not 浥琠 - DO NOT REGISTER, 
make any appropriate referrals and CLOSE. 

(iii) Registration criteria are not met but initial investigation 
suggests there are some risks to the child's safety - DEFER 
REGISTRATION DECISION FOR 28 DAYS to allow for further 
assessment/implementation of short-term action plan. 

DM/SCWO/RDO nominates case co-ordinator and approves short 
term action plan which is devised to help clarify a 
registration decision. DM/SCWO/RDO makes registration 
decision after 28 days. All notified cases not registered 
after 28 days are to be closed. 

(iv) Family cannot be located for assessment - DO NOT REGISTER -
CLOSE* 

THE DECISION TO REGISTER MUST BE MADE WITHIN 28 DAYS OF 
NOTIFICATION. ALL CHILD PROTECTION ASSESSMENT FORMS MUST BE 
COMPLETED AND RETURNED TO THE CENTRAL REGISTRY WITH A REGISTRATION 
DECISION WITHIN THIS TIME. 

3. If a child is registered the caregivers MUST be informed. 

4. Case conferences will no longer be mandatory on registration. 

* If the family are located subsequent to CLOSURE and concerns are still 
held about the child's safety, they should be re-notified. 
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FLOW CHART 3 - REGISTRATION 

[ 

1 

INITIAL INVESTIGATION COMPLETED 

One of these options: 

registration Criteria Registration Criteria I 

are met 

REGISTER 

SCWO/RDO 

Allocates case-

co-ordinator & 

roves case 

not met 

DO NOT REGISTER 

Make any appropriat 

referrals and 

CLOSE 

Registration Criteria 

are not met but 

initial investigation 

suggests some risks 

to child's safety 

DEFER REGISTRATION 

DECISION 

for u• to 28 da s 

DM/SCWO/RDO 

allocates 

case co-ordinator 

and approves 

short-term 

action plan. 

MAKE REGISTRATION 

DECISION 

Family 
cannot be 
located 

for 

assessment 

DO 

NOT 

REGISTER 

CLOSE 

REGISTRATION DECISIONS MUST BE MADE AND THE CHILD PROTECTION ASSESSMENT FORM 

RETURNED TO THE CENTRAL REGISTRY WITHIN 28 DAYS OF NOTIFICATION. 

COMPLETED 
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3.4 CASE MANAGEMENT 

Case management for the protection of children involves the use of 

multiple strategies to ensure that the safety and well-being of the 

child is increased. 

A Departmental Officer must be the case co-ordinator and is responsible 

for ensuring the child/family receives the best available services as 

agreed in the case plan. Whilst some of these services may be provided 

by the Department, others may be negotiated with other agencies or 

informal networks. It may therefore be appropriate to use workers from 

other agencies as case workers or support workers. However as the 
Department of Y.A.C.S. has statutory responsibility for Child 
Protection, we cannot formally delegate responsibility to another 

agency for the safety of a child. 

Departmental staff are reminded of the need for confidentiality and the 
rights of the individual especially when discussing cases with workers 
from other agencies. 

3.4.1 CASE MANAGEMENT ASSESSMENT 

Assessment of an abused or neglected child begins at the initial 
investigation. Further assessment should be based on the understanding 
that this is a continuing process which is an integral part of the 
Department's responsibility and case management strategy with families. 

The goal of assessment is to: 

1. Obtain information through observation and discussion; 

2. 

111) 

The continued evaluation of information; 

so that informed decisions can be made about the child's safety and the 
family's ability to provide a secure environment for the child. 

The focus in assessment must be on the risk level to the child and the 
factors which influence this. 

A thorough assessment will include the following:-

Consultation with anyone who may have knowledge of the family 
and who can validate the worker's observations or contribute to 
the assessment. 

ii) Validation by a co-worker or worker from another agency who 
may have contact with the family. 
Expert assessment if required. 

iv) Documented observations of the child's injury or behaviour, 
documented allegations made by a child, documented records of 

41411- 140-' parent's behaviour. 
v) Assessment of the child's physical and intellectual development 

and functioning. 
vi) Assessment of parent's potential to adequately care for and 

protect the child. 
vii) Assessment of stress factors which overall accumulate with 

viii) 
other evidence to increase the risk to the child's safety. 
Documentation of previous injuries/damage to subject child 
or siblings. 

Children's Services Advisers are trained in Child Development, 
particularly of younger children. They are a potentially useful 
resource in assessment: 
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Any assessment of the child's situation must take into account not onlv 
their interactions with their primary care givers but also their 
relationships with siblings, other relations and support systems. 
Children may have access to resources beyond their immediate families 

and this should be considered as part of the process of assessment. 

All assessment information must be documented on the CPA form and in a 
factual written report under the following headings: 

1) The initial allegation; 
11) 

1) 

The findings of the initial investigation; 

iii) The action taken enabling a 浯牥 thorough assessment to be 
made; 

iv) Detailed and validated assessment reports demonstrating the need 
for registration or not; 

v) The risk level to the child; 

vi) Anticipated further action based on the assessment; 

vii) Details of any cultural variables which influence the 
child's situation; 

viii) Recommendations for District Manager/Senior Community Welfare 
Officer/Resident District Officer's approval. 

SPECIALIST ASSESSMENTS 

Assessment of the child or care givers may include evaluations by others 
where the Field Officer does not have the professional skills to make an 
expert judgement. The Field Officer's role is often to make a decision 
that other expert opinion is required. 

Where specialist services are not available from the public sector, 
requests should be made through the Regional Director for fee for 
service funds. If funds are unavailable the Regional Director should 
request a budget allocation from Central Office. 

Medical 

This should be done where a child is seen to be or is alleged to have 
been: 

physically injured 
ii) seriously neglected 

ill) suffering from malnutrition or failure to thrive 
iv) sexually assaulted 

e- v) suffering drug or alcohol abuse 
vi) suspected of being developmentally delayed due to abuse or 

neglect. 

I- •

a preferable that a paediatrician makes this assessment. If a 
paediatrician is unavailable a registered experienced medical 
practitioner should assess the child. 

II Departmental Officer (or a Police Officer) believes that a child 
been abused, and the parents/caregivers refuse to have the child 
!tally examined, then the officer can serve a Medical Examination 

Order on the person/s who appears to have the ongoing care of the 
child. 
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Service of such a notice must not be undertaken without the prior 

approval of the DM/SCWO or RDO except where the delay required to 

do this would be likely to result in the child being subjected to 

immediate abuse, or where a child requires immediate medical 

attention. 

If a medical examination order is issued and is not complied with. a 

warrant to remove the child may be obtained from a magistrate. 

When a child has been medically examined a medical examination report 

must be provided by the examining doctor. 

Specialist Psychological

Referral to a psychologist is indicated where: 

1) It is suspected the parents/caregivers are intellectually 
delayed such that the child is at risk of harm and the parents 
need assessment; 

ii) A child is suspected of being developmentally or intellectually 
delayed and needs assessment; 

iii) The behaviour of a child indicates problems in intellectual 
functioning or relationships; 

iv) A child is behaving in a way which causes significant distress 
to the parents/caregivers; 

v) A parent requests an assessment of a child's behaviour which has 
been observed to be abnormal or unmanageable. 

Speecialist 

-,41 

Speech Assessment 

A language or communication difficulty has been identified which 
requires further assessment and/or remediation. 

Psychiatric Assessment 

Specialist consultation and/or assessment is required where the 
parents/caregivers are suspected of being psychiatrically disturbed 
or demonstrate behaviour which is believed to require assessment by a 
psychiatrist. and their behaviour adversely affects the child. 

2.4.2 CASE PLANS 

A thorough assessment involves planning. The case plan may be part of 
the assessment process initially, to determine the risk level to the 
child. or it may be a plan for the on-going management of the case. 

case plan is a practical outline of tasks that workers will undertake 
,;44. assess or manage a child protection case. 

- case plans should: 

i) Be time limited and include a review date; 
lid Clarify the roles of various workers with special reference 

to the case co-ordinator and support workers; 
; lii) Be goal oriented and realistic; 

AV 
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Include action to be taken to address identified areas 
which cause risk to a child; 

Wherever possible be fully negotiated with the caregiver and 
the child if appropriate; 

Be approved by the District Manager/Senior Community Welfare 
Officer/Resident District Officer. 

3.4.3 CASE CONFERENCES 

A case conference is a formal group process involving direct service 
workers, which seeks to share information and come to appropriate 
decisions in relation to case planning and case management. Clients or 
children may be included in a case conference. 

Case conferences must be held in the following situations:-

i) When a child has been apprehended and court action is 
proceeding or has been initiated. 

11) When court action is being considered. 

iii) When a registered case is also subject to Family Court Action. 
Iv) When consideration is being given to removing a child from their 

current placement. 

v) When restoration is being considered. 

vi) When a registered case is renotified and the investigation 
substantiates a serious allegation. 

v11) When other agencies are involved and expected to contribute to 
case management planning. 

viii) When an investigation has been completed and substantiated a 
notification of a child in substitute care 

OR 

Whenever requested by a DM/SCWO/RDO/CP0(CP)/DO/CPW.. worker from 
another agency or caregivers. 

The Chairperson of the case conference must have the delegated authority 
to implement recommendations. 

Participants in a case conference should provide written reports 
available wherever possible. These should include: 

1) Assessment reports (medical, psychiatric, psychological); 
11) Child's safety assessment reports; 
ill) An account of the intervention already carried out or 

envisaged; 
Iv) Any other reports which will assist the case conference to 

make recommendations or decisions which will affect the 
child/family. 

The outcome of the case conference should be an agreed case plan which 
Clearly specifies the roles and task of the various workers, especially 
the Case Co-ordinator and Case Workers. 

The proceedings of the case conference should be recorded and circulated 
to the participants and involved workers as soon as possible after the 

conerence, including a listing of participants and their positions. 
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3.5 CASE REVIEW 

A case review is an essential part of the case management process and 
occurs whenever an assessment of a case takes place between at least the 
accountable worker (Case Co-ordinator) and the District Manager/ 
Resident District Officer Senior Community Welfare Officer. 

The goals of a case review are to:-

Monitor the appropriateness and effectiveness of the agreed upon 
goals as set out in the case plan; 

ii) Evaluate effectiveness and appropriateness of the service being 
provided to the child/family as set out in the case plan; 

iii) Reassess the risk factors to the child; 
iv) Amend the case plan if necessary; 
v) Provide direction and support to the workers involved with the 

case under review; 

vi) Keep the District Manager/Resident District Officer informed of 
progress in a case and to give professional supervision to the 
worker. 

The case review outcome should be documented on a Child Protection Case 
Management form. 

A date for a further review should be agreed upon at the time of any 
case review unless a decision to close has been made. 
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3.6 

Mge 

CASE CLOSURE 

1. CLOSURE OF 'NOTIFIED BUT NOT REGISTERED' CASES 

Notified cases which are not registered should be closed within 
28 days of the notification. 

Closure involves: 

1) Approval by the DM/SCWO/RDO not to register. 
ii) Informing the client of the decision. 
111) Referral if necessary. 
iv) Informing the Central Registry by return of the 

CPA form within 28 days of notification. 

The DM/SCWO/RDO must approve non-registration/closure of a 
notified case. 

2. CLOSURE OF REGISTERED CASES 

Closure of registered cased involves: 

1) A case review with the DM/SCWO/RDO 
ii) Documenting grounds for decision on a case closure form 
111) Informing the client of the decision 
iv) Informing other agencies involved of the decision 
v) Referral if necessary 
vi) Informing the Central Registry via a CPU form. 

The DM/SCWO/RDO can approve the closure of a registered case 
following a case review where a decision is made to close. 

The grounds for decision to close are as follows: 

I) The child can no longer be considered at serious risk of 

neglect or physical sexual or emotional abuse where one 
of the following has occurred: 

the behaviour of the parents/caregivers towards the 
child has changed and there have not been any further 
incidents of abuse 

the relationships between parents/caregivers and child 
have demonstrably changed to the benefit of the child 

there have been significant changes in the situational/ 
stress factors that previously contributed to the 
necessity for registration of the child, such that the 
family situation is no longer contributing to the child 
being considered seriously at risk. 

ii) The child's whereabouts are unknown and all efforts to 
achieve contact have been unsuccessful. 

III) When no further action la liable to lead to any change AND 
when monitoring over a period of two years has indicated no 
increase in the risk to a child, a case may be closed 
despite the continued presence of risk factors. When a case 
is closed on these grounds, the case closure form should be 
forwarded to the Operations Manager. 
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4. 

4.1 

4.2 

RESPONSIBILITIES IN CHILD PROTECTION 

ALL STAFF 

Where a staff member cannot respond to these guidelines due to workload 
or absence, it is obligatory for that staff member to immediately advise 
his/her supervising officer. 

DISTRICT OFFICERS 

District Officers' responsibilities in Child Protection will usually he 
in their role as case co-ordinator and/or case worker. 

4.9 CASE CO-ORDINATOR 

r. 

The case co-ordinator is always an officer of the Department who is 
responsible for ensuring that continuing appropriate and realistic 
services are offered to families where a child has been notified. 

In cases where a child is notified but is not subsequently registered, 

the case co-ordinator has a responsibility to ensure that families have 

a knowledge of, and access to, the financial and social support services 

of the Department and local community agencies. as required, although it 

may be the case worker who informs them. 

The co-ordinator has specific responsibilities in registered cases to 
ensure that: 

Child Protection Intake and Child Protection Assessment forms are 
completed and returned to the Central Registry; 
A case plan is developed; 
The case plan is implemented; 
The case plan is regularly reviewed; 
Case conferences are held, when appropriate; 
Regular case discussion with case workers are held; 
Support and consultation to case workers is provided; 
They are available if requested to do joint interviews with 
the case worker; 
The case is supervised when the case worker is on leave or 
when no other appropriate case worker is available; 
The Central Registry is informed when the family moves or 
the case is closed (via a CPU form); 
Regular written reports are obtained from the workers; 
The file at the Community Welfare Office is maintained and 
contains copies of: 

▪ Child Protection Intake and Child Protection 
Assessment forms 
Initial investigation reports 

- Injury/Medical documentation 
▪ Assessment reports 
- Case Plan 
- Case Conference reports 
• Case Review Reports/Child Protection Case Management Forms 
- Court evidence/reports/court order receipt - if court action 

taken 
Summary reports of workers' contacts with child/family 
Closure Reports/Child Protection Case Closure Form 

▪ Child Protection Update Fora if required. 
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4.4 

• 

o 

CASE WORKER 

The case worker (usually but not necessarily an officer of the 
Department) is the person working most closely with the family, and who 
has the major responsibility for casework. However, if the case worker 
is from another agency, we cannot formally delegate responsibility to 
them for the safety of a child. 

The responsibilities of the case worker are to: 

Be involved in initial investigations when appropriate; 

Do initial investigations where applicable; 
Do ongoing family assessments focussed on risk to the child; 
Develop in consultation with the case co-ordinator a case plan: 
Review progress in the case on a regular basis with the case 
co-ordinator; 
Request case conferences as necessary; 
Provide referral to other services/agencies when required; 
Provide advocacy, support and assistance to the child/family; 
Document involvement in reports detailing the following: 

- Assessment information 

- Case Plans 
- Case Conference details 

- Progress reports 
- Significant events 

Grounds for closure 

• Complete the necessary forms (CPI, CPA and CPU) - where the case 

worker is a Departmental Officer. 

PPM PROTECTION WORKER 

The responsibilities of the Child Protection Workers are to: 

Whenever possible be one of the workers who do initial 
investigations; 
Be available for case workers or case co-ordinators in a 
Consultative capacity or to do a joint assessment; 
Assist the District Manager/Senior Community Welfare Officer/ 
Resident District Officer by providing advice regarding all 
aspects of the case management process; 
Be the resource person in the office for Child Protection 
matters; 
Assess staff needs for training and support and inform the 
District Manager/Resident District Officer; 
the liaison person on Child Protection for other agencies; 

involve themselves in community education/development and 
advocacy issues; 

tl the case co-ordinator in a small number of cases 
recommended no more than 5). 

WORKER 

of a child from the family is being considered decisions 
appropriate placement should include consultation with 
are officers where available. 

• 
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4.7 DISTRICT MANAGER/RESIDENT DISTRICT OFFICER/ 

SENIOR COMMUNITY WELFARE OFFICER 

The responsibilities of the DM/RDO/SCWO are to:- 

the management of cases and exercise professional 
judgement in decision making, and the DM/RDO to oversee the 
Child Protection System generally; 
Supervise the notification procedures and ensure all 
notifications are forwarded to the Central Registry; 
Inform the Operations Manager of Notifications of children in 
Substitute Care; 

Assign urgency ratings and ensure that they are recorded on 
the Child Protection Intake form; 

Allocate case co-ordinator and approve selection of case workers; 
Make registration decisions and ensure completed and signed CPA 
forms are returned to the Central Registry as soon as possible and 
within 28 days; 

Approve recommendations by staff for: 

i) removal of children from their home 
ii) use of court 

ill) police involvement 

iv) restoration of children 
v) use of medical examination orders 
vi) use of warrants 

• Approve case plans; 
Approve case conference decisions; 
Review registered cases every three months; 
Make case closure decisions; 

• Ensure the case file records the Department's involvement 
and documents all pertinent reports and decisions; 

• Consult with the Child Protection Worker regularly; 
• Provide professional supervision for staff and support as 

necessary; 
• Monitor staff workload and the DM/RDO to inform the Regional 

Director on a regular basis of overload situations; 
• DM/RDO to inform the Regional Director and Central Registry 

of the death or serious reabuse of a child; 
• Be aware of staff training needs; 
▪ Liaise with other agencies as necessary. 

WIT MANAGERS IN DEPARTMENTAL ESTABLISHMENTS AND INSTITUTIONS 

responsibilities of the Unit Manager are to: 

Be responsible for the prevention of children being abused 
or neglected at the systems level; 
Ensure adequate training is provided for staff in Child 
Protection; 
Provide professional supervision and support to staff; 
In the case of an allegation which indicates a child in 
their care is at risk, MUST immediately inform the Regional 
Director and ensure a notification is made to the Central 
Registry. 
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4.9 COMMUNITY PROGRAMME OFFICER [CHILD PROTECTION) 

The responsibilities of the Community Programme Officer (Child 
Protection) are to: 

Act as a consultant to field staff; 

Chair case conferences at their discretion; 
Facilitate liaison between Departmental workers and other 
agencies; 
Advise the Operations Manager in Child Protection matters; 
Advise the Client Services Policy Unit on policy matters; 
Formulate policy; 
Evaluate regional staff training needs; 

Be the resource person for Child Protection in the region; 
Assist the Operations Manager in investigating notifications of 
Children in Substitute Care; 

4.10 OPERATIONS MANAGER 

The responsibilities of the Operations Manager are to: 

Be responsible for the quality of Child Protection work 
and professional support and supervision of District 
Managers/Resident District Officers; 
Monitor registration decisions; 
Consult with the Community Programme Officer (Child Protection) 
regularly; 
Co-ordinate investigations of Notifications of children in 
Departmental Establishments where the allegation involves 
Departmental staff; 
Consult with the CPO (CP) and DM/SCWO/RDO on all notifications of 
children in substitute care and inform the Regional Director. 

REGIONAL DIRECTOR 

The responsibilities of the Regional Director are to: 

• 

• 

Be responsible for the overall administration, staffing and 
resourcing in the Region to enable staff to adequately perform 
their duties in Child Protection cases; 
When advised of a notification of a child in Substitute Care, the 
Regional Director must inform the Director-Operations, and forward 
all reports; 
When advised of the death or serious reabuse of a notified child 
he/she must inform the Director-Operations. 

EXECUTIVE 

Ensure 

OFFICER-CHILD PROTECTION AND FAMILY CRISIS SERVICE 

responsibilities of the Executive Officer are to:- 

professional supervision and support to Crisis Care 
Workers; 
- Community Welfare Centres are informed of cases in their 
area; 
Insure resource information is available to callers and it is 
reliable; 
When advised of the death or serious reabuse of a notified child, 
'Inform the Director-Operations. 
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4.13 CRISIS CARE WORKERS 

The responsibilities of the Crisis Care Workers are to:- 

all notifications after hours and notifications from 
non-Departmental agencies and the general public during office 
hours; 
Generate notification numbers; 

Record all notifications they receive on a Child Protection 

DATA 

Form, to be transferred to the Data Entry Operators for data 
entry; 
Inform CWCs of notifications in their area; 
Provide Departmental staff and other authorised personnel with 
details of client history; 

Provide counselling and resource information to callers; 
Provide after hours investigations and intervention in Child 
Protection cases in the Sydney Metropolitan Regions. 

4.24 DATA CONTROL CO-ORDINATOR 

The responsibilities of the Data Control Co-ordinator are to:- 

the data base on a day to day basis; 
Ensure the validity of system input; 
Provide supervision to Data Entry Operators; 
Produce and distribute monthly and quarterly reports; 
Responding to queries from the field about the data system. 

4  ENTRY OPERATORS 

Receive notifications from Departmental staff during office 
hours; 
Generate notifications numbers; 
Record all notifications by entering them onto the computer 
database; 
Provide Departmental staff and other authorised personnel with 
details of client history; 
Maintain and update the Central Registry database by entering 
Child Protection Intake, Assessment and Update data. 

1. 

 

Government Information (Public Access) Act 2009 

This document has been released by  

Open Government, Information and Privacy 

 

NSW Department of Communities and Justice, Legal   

 



APPENDIX 2 
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ofiginal: distribute / Duplicate: retain 

policatkin 

AmessMent 

Date 

/ / 
dd mm try 

Time 

hh mm (24 hour dock) 

NotffiCation No. I 
Office Co 

subject of nottficatIon: 

Surname (Alias) Given names (Alias) 

Nome Address 
lifter street Suburb 

Dale of Birth 
dd mm yy 

I 
I 

/ 
I 

/ I 
/ 1 
/ / 
/ / 

/ / 

/ / 

Postcode 

Previixs 
Sex Abuse Not Pr 
INF Type YIN Y 

WY medical action 
I • None 

INN placement action 
• No change in placement 2 - Temporary foster care 3 r• VACS res. care 

legel Nation 
1 or None 3 • Children's Court 

1, Section 148c 4 .3 2and3 

Mew Malls 
▪ of abuser 
I • This Ir4ormation not known 
It • Family/type relationship to child 

Most severe abuse 

2 • Medical examination 3 Medical treatment 

Child Number 0 RI 4 

4 " 11" :4411 WIT/6*m ❑ n fl L 
4 r. Other alt. cars 

5 gi Fernley Court of Australia 
8 - Both Family and Children's Courts 

3 Other person known to child 
4 Stranger 

oboe: Enter up to live additional abuse codes in order of severity if possible 

ABUSE CODES 

I me shies confirmed, enW XX for moat severe abuse. Laws other abuse black. 
Sexual 
41 Genital expose", 
42 inappropriate fondling 
43 Masturbation 
44 Oral sexual behaviour 
45 Penetration by finger 
48 Penetration by object 
47 Penetration by penis 
48 Sexual activity with 

an animal 
49 Exposed to sexual 

behaviour by others 
50 Exposure to prostitutkin 
51 Used for prostitution 
52 Exposure to pornography 
53 Used for pornography 
54 Threat of sexual abuse 
56 Expose or exploit child 

sexually 
59 Other sexual 

16 Attempted strangulation 
17 Attempted suffocation 
18 Attempted drowning 
19 Drug withdrawal at birth 
20 Foetal alcohol syndrome 
39 Other physical 

Emotional 
61 Severe verbal abuse 
62 Continue/ scapegostIng 
to Continual refection 
84 Social/physical Isoistkc 

as punishment 
66 Failure to thrive 

(non-organic) 
66 Attempted suidde 
67 Child threatened with 

neglect, physical, sexual 
or other abuse 

ea Parent's suffer Wronic 
psych. dlexrder other-My 
affects child 

e9 Parent's developl delay 
adversely affects child 

70 Parent's sicohd or drug use 
adversely affects child 

79 Other emotional 

rr

Neglect 
81 Failure to control access to 

poison/alcohol/drugs 
82 Failure to provide food 
83 Failure to provide shelter 
84 Pollute to provide clothing 
85 Failure to protect child', 

health 
86 Failure to provide medical 

CO/ • 

87 Malnutrition 
es Failure to adequately 

supervise 
99 Other neighed 
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APPENDIX 2 (Cont'd) 

IA DEPARTMENT OF YOUTH AND COMMUNITY SERVICES 

CHILD PROTECTION ASSESSMENT 
CPA. 

P.qe 3M 4

ORIGINAL 

M 
pal with notified children 

Surname (Alias) 

r•••••-' 

Given names (Alias) 

mialcoship Code: Parent; Natural 2 • Parent; Step 
6 - Parent; Adoptive 7 mi Parent; Foster 

pool Parents: It not resident at children's home: 

Surname (Miss) 

Notification No. 

Est. Date of Birth 
Age dd mm yy 

3 - Parent; Defaclo 

, / , / , 
, / , 1 , 
, / / , 
, / , 
, / , / 
, / , / , 
, / , / , 

/ , / , 
4 • Parent; Grand 

8 - Parent; Guardian 9 la Sibling 

Given names (Alias) 

Street Ama Suburb 

Six Relatiortshiprochild 
um n u 

5 • Parent Other Relative 

Mother 

Filter 

Phone 

Postcode 

_woos Involved: Coding for Wilier status and agencies involved 

Nat M DEPT. 
MOM 

▪ aide worker 
a IMIgt 
/lam 
X l CerersiCAR Team/Sexual 

Awe* Teem 

MOM Comp 
Weimety 
liKand 
la* 
011.11 HEALTH 
▪ OW vow 
rassernigist 

II lime 
III Speech Pathologist 
▪ Pwarawst 

WELFARE AGENTS 
31 Family Court Counsellors 
32 Refuge Worker 
33 Youth Worker 
34 Welfare Worker 
35 Youth and Community Services 
EDUCATION/CHILD CARE 
41 Child Care Worker (cp., Fan* Day 

Care, Foster Faintly) 
42 Preschool Teacher 
43 Primary Teacher 
44 Other Teacher 
45 School Counsellor 

ROUGE 
51 JS8 
52 Other 
OTHER WS 
61 Probation end Pan* Servicae 
62 dhow Gov't Dept 
63 Communth/ Organbellons 
64 inlerstalethisNars 
05 Sell-iNki 
66 Parent 
67 Fisissys 
66 Neighbour 
09 Friend 
70 Anonymous 

99 Other, specify:  

Nam based on Assessment: 

Psychiatric assessment 

Psychological assessment 

Speech assessment 

Modal assessment 

Case conference 

Plat* Court of Aust. 

Ohldren's Court 

*kV," 

Agency of Primary Worker 

CT 

Other agencies involved 

Enter up 
to 5 codes 
as spoilable 

• 

Enter: A (Action taken); P (Proposed action); N (Needed but not available) 

individual counselling (e.g. Psychotherapy) 

Family counselling (e.g. Family therapy) 

Group counselling therapy 

Speech therapy 

Medical therapy 

Police involvement Initialed 

Chid placed elsewhere 

Chid returned home 

Home care 

Family support service 

Family day care 

Other child are (e.g. preschool, day care) 

Alternate accommodation for family 

Other (specify) 

file. ❑ 1 2 3 4 

Name of CA. Coord (Print) Date 

I 

ment Decision 
Risks meet registration criteria Registration criteria not met 
1 • Register Child 2 = Referred, closed 3 - Not at risk, closed 4 • Not located, closed 

Child number 

Name of D.M. (Print) Signature Date 
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APFEND 1 X 3 

DEPARTMENT OF YOUTH AND COMMUNITY SERVICES 
CHILD PROTECTION UPDATE 

CP 

ORIGINJ 
original: distribute / Duplicaie: retain 

Tick appropriate box: 

Case closed 

Change of address 

Case transferred 

Delete children from CPI 

Child DONN 

Surname (Ales) 

❑ 

Men names (Mos) 

Notification No. 

New Horne Address 

Suess Toe Suburb Posicode Phone 

D.M. 
USE 
ONLY 

Spear, Marne of D.M. (NM) Did, 

dd I Mln / tr 

Originating office I 

Receiving office 

Est Deis of Binh 
dd mm yy 
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Appendix 5 

CHILD WELFARE ACT - SECTION 148(c)  (MEDICAL EXAMINATION ORDERS) 

Section 148(c) concerns itself with a situation in which there is a belief on 
reasonable grounds that a child has suffered injury to his/her health as a 
result of being assaulted, ill-treated or exposed. 

To confirm or dispel this belief it is necessary to have the child medically 
examined. 

Section 148(c) provides a procedure by which this examination may be carried 
out, whether or not the child's parents consent. 

In practice, when an officer believes on reasonable grounds that a child has 
suffered injury to his health as a result of being assaulted, ill treated or 
exposed and is of the opinion that a medical examination is necessary he/she 
should first attempt to have the child's parents consent to the medical 
examination taking place. It is only if they refuse or revoke consent that the 
provisions of section 148(c) need to be invoked. 

The first act to be taken in the case of refusal is the serving of the 
prescribed notice. The provisions of Section 148(c) depend on Form 32 being 
served and understood by the client (an interpretor may be necessary). If it is 
not served and understood the provisions cannot apply. Three copies of the form 
are needed - one for the client, one for the hospital and one for the file. 
Prior to serving the form it is advisable to ensure a doctor is available to 
conduct the medical examination. 

If the parents of the child comply with the demand in the notice then the 
purpose of the officer who served it has been attained. The original suspicion 
is either confirmed or dispelled by the medical examination. 

If the suspicion is confirmed and to protect the child it is necessary to take 
further action the officer should then make a decision as to what that action 
should be. 

Section 148(c) can only be invoked prior to apprehending a child or otherwise 
commencing action under the Child Welfare Act 

If the child's parents fail to comply with the notice, Section 148(c) authorises 
Police officers and officers of Youth and Community Services to themselves 
present the child to a medical practitioner. In the exercise of their powers 
they may use all reasonable force, subject only to the requirement that they may 
NOT enter any place occupied as a dwelling "except under the authority of a 
warrant issued under Section 145 or 146." 
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- 1 - 

I n t r o d u c t i o n  • 

One o f  t h e  m a j o r  i s s u e s  w h i c h  a r o s e  f r o m  t h e  C h i l d r e n ' s  S e r v i c e s  R e v i e w  w a s  the 
Tack o f  c o n s i s t e n t  p o l i c y  a n d  p r o c e d u r e s  f o r  C h i l d r e n ' s  S e r v i c e s  t h r o u g h o u t  the 
State.. 

T h e  O p e r a t i o n a l  P r o c e d u r e s  f o r  C h i l d r e n ' s  S e r v i c e s  h a v e  b e e n  d e v e l o p e d  to 
c o m p l e m e n t  t h e  o n - t h e - j o b  T r a i n i n g  P r o g r a m  f o r  C h i l d r e n ' s  S e r v i c e s  p e r s o n n e l  and 
Lo p r o v i d e  a b a s i c  r e s o u r c e  o f  p r o c e d u r e s  r e l a t i n g  t o  t h e  C h i l d r e n ' s  Services 
P r o g r a m  Area. 

Ii: s h o u l d  b e  n o t e d ,  h o w e v e r ,  t h a t  t h e  p r o c e d u r e s  a r e  b y  n o  m e a n s  c o m p l e t e ,  and 
w i l l  n e e d  t o  b e  a m e n d e d  a n d  a d d e d  t o  i n  a c c o r d a n c e  w i t h  t h e  n e w  licensing 
r e q u i r e m e n t s  o f  t h e  C o m m u n i t y  W e l f a r e  A c t  a n d  R e g u l a t i o n s ,  a n d  t h e  o u t c o m e s  of 
t h e  P r e - S c h o o l  F u n d i n g  R e v i e w .  As  a c o n s e q u e n c e ,  f u n c t i o n a l  a r e a s  w h i c h  may 
r e q u i r e  l i t t l e  c h a n g e  h a v e  b e e n  p r o v i d e d  a s  t h e  f i r s t  s t e p  i n  t h e  Ongoing 
process. 

NOTES: 

1 .  I n f o r m a t i o n  a b o u t  p r e - s c h o o l  f u n d i n g  h a s  n o t  b e e n  i n c l u d e d  i n  these 
p r o c e d u r e s .  T h e  c u r r e n t  P r e - s c h o o l  F u n d i n g  M a n u a l  i s  t h e  appropriate 
r e s o u r c e  f o r  reference. 

2 .  T h e  O p e r a t i o n a l  P r o c e d u r e s  f o r  F a m i l y  D a y  C a r e  w i l l  b e  i s s u e d  a s  a 
s e p a r a t e  publication. 

3 .  T h e  f o r m a t  o f  r e p o r t  f o r m s  i n  t h e  A p p e n d i c e s  i s  c u r r e n t l y  being 
r e - d e v e l o p e d .  T h e i r  i n c l u s i o n i n  t h i s  m a n u a l  i s  f o r  r e f e r e n c e  and 

a s  a , g u i d e  t o  t h e  c o l l a t i o n  o f  a p p r o p r i a t e  i n f o r m a t i o n  w h e n  visiting 
s e r v i c e s .  T h e  c o m p l e t e d  r e p o r t  f o r m s  w i l l  b e  i s s u e d  s e p a r a t e l y  i n  the 

n e a r  future. 
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Recommendations 

I .  T h a t  t h e  O p e r a t i o n a l  P r o c e d u r e s  f o r  C h i l d r e n ' s  S e r v i c e s  b e  a d o p t e d  and 
implemented. 

2 .  T h a t  a W o r k i n g  P a r t y  b e  e s t a b l i s h e d  t o  r e v i e w  t h e  O p e r a t i o n a l  Procedures 
s i x  m o n t h s  f r o m  implementation. 

3 .  T h a t  t h e  W o r k i a g  P a r t y  c o m p r i s e  r e p r e s e n t a t i o n  , f rom F u n d i n g  a n d  Licenstag 
. C h i l O r e n ' s _ L 5 e r y t c e s , A d v i _ s e r s i _ C p m m u n i t y _ P r p g r a m m e _ O f f i c e r s „ P o l j c y _ a n 0 -  - 
O p e r a t i o n s  D i r e c t o r a t e s  a n d  t h e  R e s o u r c e  A n a l y s i s  Unit. 
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1 LICENSING AND CONTINUING SUPPORT TO EXISTING CHILDREN'S SERVICES 

1.1 T h e  r e s p o n s i b i l i t i e s  o f  t h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r  i n  relation 
t o  t h e  f u n c t i o n s  o f  L i c e n s i n g  a n d  C o n t i n u i n g  S u p p o r t  t o  services 
encompass: 

i )  q u a l i t y  o f  c a r e  assessments 

i i )  p e r i o d i c a l  v i s i t s  a n d  reports 

i i i )  a n n u a l  reports. 

i v )  a d v i c e  t o  s t a f f ,  c o m m i t t e e s ,  p r i v a t e  o w n e r s ,  i n  r e s p e c t  t o  Children's 
S e r v i c e s  C h i l d  D e v e l o p m e n t ,  a n d  t h e  p r o g r a m  o f  c a r e  a n d  education 

m o n i t o r i n g  a n d  e v a l u a t i o n  o f  t h e  d a y - t o - d a y  p r o g r a m m i n g  a n d  administration 
w i t h i n  C h i l d r e n ' s  Services. 

v i )  i s s u e  o f  Licences. 

1 . 2  T h e  O f f i c e r - i n - C h a r g e  F u n d i n g  a n d  L i c e n s i n g  i s  a c c o u n t a b l e  f o r  t h e  follow- 
u p  o f  m a t t e r s  r e l a t i n g  t o  f u n d i n g  a n d  l i c e n s i n g  i s s u e s .  C h i l d r e n ' s  

. S e r v i c e s  A d v i s e r s  a n d  C o m m u n i t y  P r o g r a m m e  O f f i c e r s  w i l l  r e g u l a r l y  receive 
" A c t i o n  R e q u i r e d  C h e c k l i s t s "  f r o m  F u n d i n g  a n d  L i c e n s i n g  p e r s o n n e l  with 
a s p e c i f i c  d a t e  a t t a c h e d  f o r  t h e  r e t u r n  o f  t h e  r e q u i r e d  information. 

1 . 3  A d v i s e r s  a r e  e x p e c t e d  t o  a t t e n d  t o  t h e s e  m a t t e r s  w i t h i n  t h e  specified 
t i m e - f r a m e  s o  t h a t  F u n d i n g  a n d  L i c e n s i n g  p e r s o n n e l  c a n  a d e q u a t e l y  fulfil 
a u d i t i n g  requirements. 

1 . 4  T h e  A c t i o n  R e q u i r e d  C h e c k l i s t  i s  a t t a c h e d  a s  A p p e n d i x  1. 
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3 .  QUALITY OF CARE ASSESSMENTS 

3 . 1  I n  t h e  r o u t i n e  c o u r s e  o f  v i s i t i n g  s e r v i c e s ,  A d v i s e r s  w i l l  b e  expected 
t o  a s s e s s  t h e  q u a l i t y  o f  c a r e  b e i n g  offered. 

3 . 2  T h e  c o m p o n e n t s  o f  q u a l i t y  o f  c a r e  comprise: 

T h e  a m o u n t  a n d  t y p e  o f  p h y s i c a l  space. 

i i )  E m o t i o n a l  a n d  s o c i a l  e n v i r o n m e n t :  p e r s o n a l  i n t e r a c t i o n s  b e t w e e n  staff, 
c h i l d r e n  a n d  parents. 

i i i )  S t a f f  s e l e c t i o n :  a t t i t u d e s ,  v a l u e s ,  b e h a v i o u r ,  s k i l l s ,  k n o w l e d g e  and 
training. 

i v )  P r o g r a m m e s  p r o v i d e d  w h i c h  c a t e r  a d e q u a t e l y  f o r  t h e  d e v e l o p m e n t a l  needs 
o f  children. 

v )  S e r v i c e  s t r u c t u r e :  a d u l t : c h i l d  r a t i o s ,  a g e  g r o u p i n g s ,  timetables, 
r o u t i n e s  etc. 

v i )  D i s c i p l i n e  practices. 

v i i ) .  E q u i p m e n t  a n d  f u r n i t u r e  a p p r o p r i a t e  t o  c h i l d r e n ' s  a g e s  a n d  s t a g e s  of 
development. 

When a s s e s s i n g  t h e  e l e m e n t s  o f  q u a l i t y  c a r e  i n s e r v i c e s  t h e  A d v i s e r  m u s t  d o  so 
i n  t h e  C o n t e x t  o f  t o t a l  c a r e :  t h e  f a m i l i e s  i n v o l v e d ,  t h e  t y p e  o f  service 
o f f e r e d ,  t h e  c o m m u n i t y  i n  w h i c h  t h e  S e r v i c e  i s  b a s e d  a s  w e l l  a s  the 
d e v e l o p m e n t a l  n e e d s o f  t h e  child. 
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4 .  PERIODICAL V I S I T S  AND REPORTS 

4 . 1  S e r v i c e s  w h i c h  a r e  l i c e n s e d  b y  t h e  D e p a r t m e n t  a r e  r e q u i r e d  t o  fulfil 
c e r t a i n  s t a t u t o r y  r e q u i r e m e n t s .  C h i l d r e n ' s  S e r v i c e s  A d v i s e r s  are 
r e s p o n s i b l e  f o r  e n s u r i n g  t h a t  s t a t u t o r y  r e q u i r e m e n t s  a r e  m a i n t a i n e d  and 
t h e  q u a l i t y  o f  c a r e  o f f e r e d  i n  s e r v i c e s  a d e q u a t e l y  m e e t s  t h e  n e e d s  o f  the 
children. 

4 . 2  I t  As e x p e c t e d  t h a t  a t  l e a s t  t w o  p e r i o d i c a l  v i s i t s  w i l l  b e  m a d e  t o  each 
s e r v i c e  i n  a y e a r  i n  a d d i t i o n  t o  t h e  A n n u a l  R e p o r t  visit. 

4 . 3  Some s e r v i c e s ,  b e c a u s e  o f  c o n t i n u i n g  p r o b l e m s  e g .  l a c k  o f  k n o w l e d g e  during 
t h e  e s t a b l i s h m e n t  p h a s e ,  s u b - s t a n d a r d  c a r e ,  i n e x p e r i e n c e d  s t a f f , -  management 
c o n f l i c t  e t c .  may r e q u i r e  m o r e  t h a n  b a s i c  a t t e n t i o n  f o r  s o m e  time. 
H o w e v e r ,  g o o d  q u a l i t y  s e r v i c e s  a r e  s t i l l  i n  n e e d  o f  s u p p o r t  a n d  the 
i n t e r e s t  s h o w n  t h r o u g h  p e r i o d i c a l  visits. 

4 . 4  V i s i t s  made  t h r o u g h o u t  t h e  y e a r  b y  t h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r s  will 
h a v e  a d i f f e r e n t  f o c u s  a n d / o r  i n t e n t .  As  a c o n s e q u e n c e ,  a r a n g e  of 
i n f o r m a t i o n  c a n  b e  g a t h e r e d  f r o m  d i s c u s s i o n s  a n d  o b s e r v a t i o n s  o n  each 
v i s i t : T h i s  w i l l  b e  i n  k e e p i n g  w i t h  t h e  s e r v i c e  o b j e c t i v e s  p l a n n e d  f o r  the 
c e n t r a l  service. 

4 . 5  When r e p o r t s  a r e  p r e p a r e d  a f t e r  r o u t i n e  v i s i t s ,  i t  i s  i m p o r t a n t  to 
h i g h l i g h t  t h e  o u t s t a n d i n g  m a t t e r s  w h i c h  h a v e  a n  i n f l u e n c e  o n  t h e  overall 
s t a n d a r d  o f  c a r e ,  a n d  t o  m a k e  c o n s i s t e n t  r e c o m m e n d a t i o n s  w h e n  following 
through. 

4 . 6  PROCEDURES FOR PERIODICAL VISITS 

A t  t h e  b e g i n n i n g  o f  t h e  y e a r  p l a n  a p p r o x i m a t e  t i m e s  f o r  routine 
v i s i t s  t o  a l l  c e n t r e s  ( e g .  4 v i s i t s  p e r  w e e k  o v e r  a 14  w e e k  period 
= v i s i t s  t o  5 6  services). 

2 .  P l a n  t h e  p u r p o s e  o f  t h e  v i s i t  i n  a d v a n c e  ( e g .  t o  o b s e r v e  outdoor 
p r o g r a m m e  - i n c l u d e s  e q u i p m e n t ,  m a i n t e n a n c e ,  u s e  o f  p l a y  materials, 
p r o g r a m m e  p l a n n i n g ,  s u p e r v i s i o n  etc.). 

3 .  V i s i t  centre. 

4 .  C o m p l e t e  " R e p o r t  o n  C h i l d  C a r e  Service". 

5 .  A d v i s e  s e r v i c e  i e .  D i r e c t o r ,  O w n e r  o r  M a n a g e m e n t  C o m m i t t e e  i n  writing 
o f  r e c o m m e n d a t i o n s  made. 

6 .  F o r w a r d  r e p o r t  a n d  c o r r e s p o n d e n c e  t o  R e g i o n a l  O f f i c e  v i a  District 
M a n a g e r .  R e t a i n  c o p i e s  o n  l o c a l  file. 

7 .  A d v i s e  O f f i c e r - i n - C h a r g e  F u n d i n g  a n d  L i c e n s i n g  o f  f o l l o w - u p  required 
a n d  who w i l l  d o  t h i s  e g .  O f f i c e r - i n - C h a r g e ,  A d v i s e r ,  Community 
P r o g r a m m e  O f f i c e r  etc. 

8 .  O f f i c e r - i n - C h a r g e  F u n d i n g  a n d  L i c e n s i n g  w i l l  c o m p l e t e  " A c t i o n  Taken" 
s e c t i o n  a n d  r e - s u b m i t  t o  A d v i s e r ,  a f t e r  t h e  p e r i o d  o f  t i m e  designated 
f o r  follow-up. 

4 . 7  T h e  R e p o r t  on  C h i l d  C a r e  C e n t r e  i s  a t t a c h e d  a s  A p p e n d i x  3. 
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5 .  ANNUAL REPORTS 

5 . 1  U n d e r  t h e  t e r m s  o f  t h e  C o m m u n i t y  W e l f a r e  A c t ,  A n n u a l  R e p o r t s  for 
C h i l d  C a r e  S e r v i c e s  a r e  .a s t a t u t o r y  r e q u i r e m e n t  o f  t h e  Department. 

5 . 2  An A n n u a l  R e p o r t  w i l l  b e  r e q u i r e d  f o r  e v e r y  l i c e n s e d  C h i l d  C a r e  Service. 

5 . 3  Procedpresjor_Annpal_Reports 

1 .  T h e  O f f i c e r - i n - C h a r g e  F u n d i n g  O n d  L i c e n s i n g  w i l l  n o t i f y  t h e  Children's 
S e r v i c e s  A d v i s e r  3 m o n t h s  i n  a d v a n c e  t h a t  t h e  A n n u a l  R e p o r t  f o r  a 
s p e c i f i c  c e n t r e  i s  due. 

2 .  T h e  O f f i c e r - i n - C h a r g e  F u n d i n g  a n d  L i c e n s i n g  w i l l  a d v i s e  o f  outstanding 
m a t t e r s  t h a t  r e q u i r e  a t t e n t i o n  a t  t h e  t i m e  o f  t h e  a n n u a l  visit. 

3 .  T h e  A d v i s e r  w i l l  v i s i t ,  f o r  a f u l l  a s s e s s m e n t  o f  licensing 
r e q u i r e m e n t s  a n d  q u a l i t y  o f  care. 

4 .  On c o m p l e t i o n  o f  t h e  A n n u a l  R e p o r t  f o r  t h e  D e p a r t m e n t ,  a r e p o r t  should 
b e  p r e p a r e d  f o r  t h e  M a n a g e m e n t  C o m m i t t e e  o r  p r i v a t e  o w n e r .  T h i s  could 
b e  a c o p y  o f  t h e  c o m p l e t e d  A n n u a l  R e p o r t  f o r m  o r  a l t e r n a t i v e l y ,  a 
l e t t e r  c o n t a i n i n g  i n f o r m a t i o n  f r o m  t h e  r e p o r t ,  including 
r e c o m m e n d a t i o n s  made  a t  t h e  t i m e  o f  t h e  v i s i t .  T h e  Children's 
S e r v i c e s  A d v i s e r  p r e p a r e s  r e p o r t  a n d  c o r r e s p o n d e n c e  a s  s o o n  as 
p o s s i b l e  a f t e r  t h e  visit. 

3 .  T h e  o r i g i n a l  r e p o r t  a n d  c o r r e s p o n d e n c e  a n d / o r  a d v i c e  t o  t h e  services 
i s  f o r w a r d e d  v i a  t h e  D i s t r i c t  M a n a g e r  t o  t h e  R e g i o n a l  Director. 

6 .  A c o p y  o f  t h e  r e p o r t  a n d  c o r r e s p o n d e n c e  i s  r e t a i n e d  o n  t h e  local 
file. 

7 .  T h e  O f f i c e r - i n - : C h a r g e  F u n d i n g  a n d  L i c e n s i n g  w i l l  r e - s u b m i t  advice 
a f t e r  3 m o n t h s  f o r  f o l l o w - u p  i f  required. 

5 . 4  T h e  A n n u a l  R e p o r t  f o r  a C h i l d  C a r e  S e r v i c e  i s  a t t a c h e d  a s  A p p e n d i x  4. 

5 . 5  A d v i c e  t o  C h i l d  C a r e  S e r v i c e s  f o l l o w i n g  A n n u a l  R e p o r t  i s  a t t a c h e d  as 
A p p e n d i x  5. 
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6 .  PROCEDURES RELATING TO GENERAL CORRESPONDENCE ON LICENSING MATTERS 

6 . 1  When c o r r e s p o n d e n c e  i s  r e c e i v e d ,  a r e p l y  s h o u l d  b e  f o r w a r d e d  w i t h i n  2 weeks 
a f t e r  r e c e i p t  o f  t h e  letter. 

6 . 2  i f  a d e l a y  i s  a n t i c i p a t e d ,  t h e n  t h e  d e l a y  w i l l  b e  a c k n o w l e d g e d  t o  the 
w r i t e r  a s  s o o n  a s  c o r r e s p o n d e n c e  i s  r e c e i v e d .  S u c h  a c k n o w l e d g e m e n t  will 
i n d i c a t e  t h a t  t h e  m a t t e r s  a n d  q u e s t i o n s  r a i s e d  a r e  b e i n g  e x a m i n e d  and/or 
i n v e s t i g a t e d  a n d  t h a t  a d e t a i l e d  r e p l y  w i l l  b e  f o r w a r d e d  a s  s o o n  as 
possible. 

6 . 3  T h e  I n t e r i m  R e p l y  t o  c o r r e s p o n d e n c e  i s  a t t a c h e d  a s  A p p e n d i x  6. 

6 . 4  A c o p y  o f  t h e  c o r r e s p o n d e n c e  r e c e i v e d  i n  t h e  R e g i o n a l  O f f i c e  a n d  a copy 
o f  t h e  a c k n o w l e d g e m e n t  w i l l  b e  f o r w a r d e d  t o  t h e  r e l e v a n t  Children's 
S e r v i c e s  A d v i s e r ,  o r  C o m m u n i t y  P r o g r a m m e  O f f i c e r  w i t h  a n  " A c t i o n  Required 
C h e c k  L i s t " ,  i n d i c a t i n g  t h e  a c t i o n  t o  b e  t a k e n  b y  t h e  a p p r o p r i a t e  officer. 
A c o p y  i s  r e t a i n e d  o n  t h e  R e g i o n a l  O f f i c e  file. 

6 . 5  T h e  O f f i c e r - i n - C h a r g e  F u n d i n g  a n d  L i c e n s i n g  s h o u l d  r e s u b m i t  t h e  f i l e  for 
a p e r i o d  n o t  e x c e e d i n g  f o u r  w e e k s ,  d e p e n d i n g  o n  t h e  i m p o r t a n c e  and/or 
u r g e n c y  o f  t h e  m a t t e r s  raised. 

6 . 6  A r e m i n d e r  t o  t h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r  o r  C o m m u n i t y  Programme 
O f f i c e r  w i l l  b e  i s s u e d  i m m e d i a t e l y  o n  t h e  e x p i r y  o f  t h e  r e s u b m i t  period 
i f  n o  r e p l y  h a s  b e e n  r e c e i v e d  t o  date. 

6 . 7  I f ,  a f t e r  a f u r t h e r  2 w e e k s ,  t h e  r e q u e s t e d  i n f o r m a t i o n  i s  still 
o u t s t a n d i n g ,  t h e  f i l e  w i l l  t h e n  b e  r e f e r r e d  t o  t h e  O p e r a t i o n s  Manager 
a t  R e g i o n a l  O f f i c e  f o r  direction. 

6 . 8  W h e r e  o f f i c e r s  r e p l y  t o  t h e  w r i t e r  d i r e c t ,  a c o p y  o f  t h e  correspondence 
w i l l  b e  f o r w a r d e d  t o  t h e  O f f i c e r - i n - C h a r g e  F u n d i n g  a n d  L i c e n s i n g  for 
a t t a c h m e n t  t o  t h e  R e g i o n a l  O f f i c e  file. 
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7 .  EXEMPTIONS 

7 . 1  T h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r  s h o u l d  r e c o m m e n d  a n  e x e m p t i o n  t o  the 
R e g i o n a l  D i r e c t o r  w i t h  d o c u m e n t a t i o n  t o  s u p p o r t  s u c h  a recommendation. 
T h e  C . S . A .  c a n n o t  e x e m p t  o n  t h e i r  own authority. 

7 . 2  C i r c u m s t a n c e s  w h e r e  a n  e x e m p t i o n  may n e e d  t o  b e  c o n s i d e r e d  w i l l  vary 
a c c o r d i n g  t o  t h e  s e r v i c e s ,  t h e  c o m m u n i t y  n e e d s ,  g e o g r a p h i c a l  l o c a t i o n  and 
o t h e r  s u p p o r t  s e r v i c e ' s  available. 

7 . 3  W h e r e  i s s u e s  o f  c o n c e r n  a r i s e  t h e  A d v i s e r  s h o u l d  d i s c u s s  t h e  i s s u e s  with 
t h e  C o m m u n i t y  P r o g r a m m e  O f f i c e r  t o  d e v e l o p  a c o u r s e  o f  a c t i o n .  S u c h  action 
c o u l d  mean  m e e t i n g  w i t h  t h e  o w n e r  i n  t h e  p r i v a t e  s e c t o r  o r  t h e  Committee 
o f  o t h e r  s e r v i c e s ,  t o  e x p l a i n  t h e  b r e a c h  o f  l i c e n s i n g  t h a t  a p p e a r s  t o  have 
o c c u r r e d .  i n p u t  f r o m  O f f i c e r - i n - C h a r g e  may a l s o  b e  required. 

7 . 4  T h e  C o m m u n i t y  P r o g r a m m e  O f f i c e r  may n e e d  t o  s e e k  a d v i c e  f r o m  L e g a l  Branch 
i n  t h e  D e p a r t m e n t  i f  t h e  i s s u e s  w a r r a n t  s u c h  a c t i o n .  I f ,  a f t e r  meeting 
w i t h  t h e  C o m m i t t e e  a n d / o r  t h e  D i r e c t o r  t h e  A d v i s e r  a n d  C o m m u n i t y  Programme 
O f f i c e r  a r e  u n a b l e  t o  r e s o l v e  t h e  i s s u e ,  f u r t h e r  a c t i o n  through 
C o n s u l t a t i o n  w i t h  t h e  R e g i o n a l  D i r e c t o r  may b e  necessary. 

7 . 5  A m i n i s t e r i a l  d e l e g a t i o n  h a s  g i v e n  C h i l d r e n ' s  S e r v i c e s  A d v i s e r s  the 
a u t h o r i t y  t o  e x e m p t  t w o  c h i l d r e n  o n l y  o v e r  t h e  l i c e n c e  n u m b e r s  o f  a 
s e r v i c e .  I f  m o r e  t h a n  2 c h i l d r e n  a r e  t o  b e  a c c o m m o d a t e d  o v e r  t h e  licensed 
n u m b e r ,  a p p r o v a l  w i l l  n e e d  t o  b e  s o u g h t  f r o m  t h e  R e g i o n a l  Director. 

7 . 6  E x e m p t i o n s  f o r  c h i l d r e n  o v e r  t h e  l i c e n s e d  n u m b e r  a r e  g i v e n  o n  t h e  proviso 
t h a t  t h e  c h i l d / r e n  w i l l  f i l l  t h e  f i r s t  a v a i l a b l e  vacancies. 

7 . 7  T h e  A p p l i c a t i o n  f o r  E x e m p t i o n  f r o m  L i c e n s e d  s e r v i c e s  i s  a t t a c h e d  as 
A p p e n d i x  7. 
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8 .  PROCEDURES FOR REPLACEMENT OF STAFF IN CHILDREN'S SERVICES 

8 . 1  I n  a n y  c e n t r e  w h e r e  l i c e n s i n g  r e q u i r e s  q u a l i f i e d  s t a f f ,  t h e  replacement 
s t a f f  s h o u l d  h o l d  t h e  a p p r o p r i a t e  q u a l i f i c a t i o n s ,  a s  p e r  t h e  Regulations. 

8 . 2  I f  r e p l a c e m e n t  o f  s u c h  q u a l i f i c a t i o n s  o n  s h o r t  n o t i c e  i s  n o t  p o s s i b l e ,  then 
t h e  s e r v i c e  may o p e r a t e  f o r  a maximum o f  5 w o r k i n g  d a y s  o n l y ,  using 
u n q u a l i f i e d  r e p l a c e m e n t  staff. 

8 . 3  I f  t h e  s e r v i c e  i s  t o  b e  i n c o n v e n i e n c e d  f o r  A l o n g e r  p e r i o d  t h a n  5 working 
d a y s  t h e  C . S . A .  m u s t  b e  n o t i f i e d  a s  s o o n  a s  possible. 

8 . 4  A m e e t i n g  b e t w e e n  t h e  C . S . A .  a n d  t h e  C o m m u n i t y  P r o g r a m m e  O f f i c e r  is 
a r r a n g e d  i n  o r d e r  t o  d i s c u s s  t h e  r e p l a c e m e n t  s t a f f  s i t u a t i o n  a n d  a course 
o f  a c t i o n  w i l l  b e  r e c o m m e n d e d  t o  t h e  R e g i o n a l  D i r e c t o r  for 
Committee/owner. 
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9 .  DEPARTMENTAL ROLE IN RELATION TO 
EMPLOYING BODIES AND INDUSTRIAL ISSUES IN CHILDREN'S SERVICES 

9 . 1  T h e  f o l l o w i n g  i s s u e s  h a v e :  e v o l v e d  f r o m  a n u m b e r  o f  i n d u s t r i a l  e v e n t s  in 
c h i l d  c a r e  c e n t r e s  i n v o l v i n g  C o m m u n i t y  P r o g r a m m e  O f f i c e r s  a n d  Children's 
S e r v i c e s  A d v i s e r s ,  c o m m i t t e e  m a n a g e m e n t  a n d  staff. 

9 . 2  T h e  i n d u s t r i a l  e v e n t s  h i g h l i g h t  t h e  d i f f i c u l t i e s  w h i c h  m i g h t  a r i s e  f o r  the 
A d v i s e r s  w h i l e  f u l f i l l i n g  t h e i r  a d v i s o r y  s u p p o r t  r o l e  t o  b o t h  e m p l o y e r  and 
e m p l o y e e  a n d  t h e i r  l e g i s l a t i v e  a n d  p r o f e s s i o n a l  r e s p o n s i b i l i t i e s  t o  the 
c h i l d  a n d  family. 

A d v i s e r s  a n d  Committees 

9 . 3  T h e  o n l y  t i m e  a n d  A d v i s e r  o r  C o m m u n i t y  P r o g r a m m e  O f f i c e r  c a n  r e c o m m e n d  that 
t h e  R e g i o n a l  D i r e c t o r  o v e r - r u l e  a d e c i s i o n  o f  a c o m m i t t e e  i s  when: 

( i )  T h e  w e l f a r e  o f  t h e  c h i l d  i s  a t  risk. 

( I A )  T h e  c o m m i t t e e  i s  a t  v a r i a n c e  w i t h  l i c e n s i n g  regulations. 

( i i i ) I f  t h e  c o m m i t t e e  i s  i n  v a r i a n c e  w i t h  t h e  f u n d i n g  a g r e e m e n t ;  the 
A d v i s e r  o r  C.P.O. 
may n e e d  t o  make  r e c o m m e n d a t i o n s  t o  t h e  r e s p o n s i b l e  f u n d i n g  body. 

A d v i s e r ' s  R e p o r t s  a n d  F u n c t i o n  i n  I n d u s t r i a l  Matters 

( i )  T h e  C o m m u n i t y  P r o g r a m m e  O f f i c e r  o r  A d v i s e r ,  u p o n  t h e  r e q u e s t  o f  the 
R e g i o n a l  D i r e c t o r  p r o d u c e s  a f a c t u a l  d o c u m e n t e d  r e p o r t .  T h e  r e p o r t  i s  to 
c o n t a i n  o n l y  f a c t s  a n d  n o t  v a l u e  judgements. 

( i i )  T h e  r e p o r t  s h o u l d  b e  a d o c u m e n t  w h i c h  b e c o m e s  a f r a m e  o f  r e f e r e n c e  o r  a 
b a s i s  o f  d i s c u s s i o n  i n  w h i c h  b o t h  s t a f f  a n d  c o m m i t t e e  participate. 

( i i i ) S u c h  a d o c u m e n t  s h o u l d  b e  a b l e  t o  b e  t a b l e d  a t  a n y  s p e c i a l  m e e t i n g  ( i f  so 
c a l l e d )  t h u s  a l l o w i n g  b o t h  p a r t i e s  ( e m p l o y e r  a n d  e m p l o y e e )  access. 

( i v )  Any i n d i v i d u a l  a c t i o n  t a k e n  f o l l o w i n g  t h e  a b o v e  w i l l  b e  t h e  sole 
r e s p o n s i b i l i t y  o f  c o m m i t t e e  a n d  s t a f f .  

. 

( v )  L i k e w i s e  i t  i s  t h e i r  r e s p o n s i b i l i t y  t o  n e g o t i a t e  further. 

( v i )  T h e  C o m m u n i t y  P r o g r a m m e  O f f i c e r  o r  A d v i s e r ,  a f t e r  p r o d u c i n g  documentation 
( u p o n  r e q u e s t  o n l y )  a n d  b r i n g i n g  b o t h  p a r t i e s  t o g e t h e r ,  d o e s  n o t  e n t e r  into 
a n y  f u r t h e r  n e g o t i a t i o n  o r  d i s c u s s i o n  a n d  withdraws. 

( v j i ) l t  i s  t h e  e m p l o y e r ' s  r e s p o n s i b i l i t y  t o  l e t  t h e  D e p a r t m e n t  k n o w  o f  the 
outcome. 

9 . 5  Award  Information 

(11  C o m m u n i t y  P r o g r a m m e  O f f i c e r s  o r  A d v i s e r s  r e f e r  a l l  r e q u e s t s  f o r  award 
i n f o r m a t i o n  t o  t h e  a p p r o p r i a t e  o r g a n i s a t i o n  ( s u c h  a s  t h e  NSW Country 
C h i l d r e n ' s  S e r v i c e s  A s s o c i a t i o n ,  C o m m u n i t y  A d m i n i s t e r e d  Pre-Schools, 
K i n d e r g a r t e n  U n i o n  o f  NSW, D e p a r t m e n t  o f  I n d u s t r i a l  R e l a t i o n s  etc.). 
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( i i )  When r e q u e s t s  a r e  made  b y  p r i v a t e  o w n e r s  o r  i n d i v i d u a l  c o m m i t t e e s  t h e y  are 
t o  b e  r e f e r r e d  t o  t h e  D e p a r t m e n t  o f  I n d u s t r i a l  R e l a t i o n s  o r  t o  the 
E m p l o y e r ' s  F e d e r a t i o n  o f  NSW. 

( i i i ) W h e n  r e q u e s t s  a r e  made  b y  i n d i v i d u a l  s t a f f  m e m b e r s  t h e s e  p e o p l e  s h o u l d  be 
r e f e r r e d  t o  t h e  a b o v e  s o u r c e s ,  o r  s t a f f  r e f e r  t o  t h e i r  own appropriate 
u n i o n .  S t a f f  m u s t  a s s u m e  r e s p o n s i b i l i t y  f o r  t h i s  themselves. 

9 . 6  D e p a r t m e n t a l  O f f i c e r s  a n d  Unions 

( j )  D e p a r t m e n t a l  O f f i c e r s  a r e  n o t  b o u n d  t o  c o m m e n t  o r  r e s p o n d  t o  informal 
r e q u e s t s  b y  u n i o n  o f f i c i a l s  f o r  i n f o r m a t i o n  a b o u t  s t a f f  o r  their 
p e r f o r m a n c e ;  s u c h  r e q u e s t s  s h o u l d  b e  p r e s e n t e d  t o  t h e  Department. 

( i i )  N e i t h e r  s h o u l d  D e p a r t m e n t a l  O f f i c e r s  b e  b o u n d  t o  c o m m e n t  o r  r e s p o n d  to 
i n f o r m a l  r e q u e s t s  b y  c o m m i t t e e s  o r  A s s o c i a t i o n / E m p l o y e r  Organisations. 

( i i i ) D i t t o  r e q u e s t s  b y  s t a f f  a b o u t  management. 

( i v )  T h e  D e p a r t m e n t ' s  r e s p o n s i b i l i t y  i s  t o  e n c o u r a g e  a l l  p a r t i e s  c o n c e r n e d  to 
come t o g e t h e r  a n d  e x p r e s s  t h e i r  c o n c e r n s  a l l o w i n g  e a c h  o t h e r  a c c e s s  to 
i n f o r m a t i o n  a n d  a f a i r  hearing. 

( v )  T h e  D e p a r t m e n t ' s  r e s p o n s i b i l i t y  e n d s  there. 
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PART 2 

DEVELOPMENT OF NEW SERVICES 

R e f e r e n c e :  "Information 
B o o k l e t  f o r  E s t a b l i s h i n g  A 
C h i l d  C a r e  Centre" 
D e o r t m e n t  o f  Y o u t h  and 
Communi,ty_Services 
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1 0 .  DEVELOPMENT OF NEW SERVICES 

1 0 . 1  T h e  C o m m u n i t y P r p g r a m m e  O f f i c e r  i s  r e s p o n s i b l e  t o  t h e  Regional 
D i r e c t o r  for: 

( i ) .  P l a n n i n g  p r o j e c t e d  R e g i o n a l  p r i o r i t y  l o c a t i o n s  f o r  n e w  s e r v i c e s  in 
c o n s u l t a t i o n  w i t h  t h e  C h i l d r e n ' s  S e r v i c e s  T e a m ,  t h e  R e g i o n a l  Planner 
a n d  C e n t r a l  Office. 

( i i )  A d v i c e  o n  a p p r o p r i a t e n e s s  o f  l o c a t i o n  o f  s e r v i c e s  f o r  p r o s p e c t i v e  new 
owners. 

( i i i ) N e g o t i a t i o n s  w i t h  t h e  s p o n s o r i n g  b o d y ,  O f f i c e  o f  C h i l d  C a r e  and/or 
Y o u t h  a n d  C o m m u n i t y  Services. 

( i v )  E s t a b l i s h m e n t  o f  t h e  M a n a g e m e n t  C o m m i t t e e  a n d  a d v i c e  o n  legalities, 
t a s k s  t o  b e  c o m p l e t e d ,  l i c e n s i n g  etc. 

1 0 . 2  T h e  B u i l d i n g  P r o j e c t  S u p e r v i s o r s  f r o m  P r o p e r t y  a n d  S e r v i c e s  B r a n c h  in 
C e n t r a l  o f f i c e  a r e  r e s p o n s i b l e  t o  t h e  R e g i o n a l  D i r e c t o r  for: 

( i )  R e c e i v i n g  a n d  A s s e s s i n g  p l a n s  i n  a c c o r d a n c e  w i t h  t h e  statutory 
r e q u i r e m e n t s  o f  t h e  A c t  a n d  Regulations. 

( i i )  S i t e  inspections. 

( i i i )  O v e r s i g h t  o f  c o n s t r u c t i o n  a n d  e n s u r i n g  t h a t  b u i l d i n g s  a r e  o f  a 
s u i t a b l e  standard. 

( i v )  A d v i s i n g  o n  f u n c t i o n a l  l a y - o u t s , .  l a n d s c a p i n g ,  constructional 
M a t e r i a l s  and .  s a f e t y  s t a n d a r d s  f o r  children. 

( v )  T e c h n i c a l  a d v i c e  t o  R e g i o n a l  C h i l d r e n ' s  S e r v i c e s  personnel. 

( v i )  F i n a l  b u i l d i n g  inspections. 

( v i i )  A d v i c e  o n  B o a r d  o f  F i r e  Commissioner's-recommendations. 

1 0 . 3  T h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r  i s  r e s p o n s i b l e  t o  t h e  R e g i o n a l  Director 
for: 

( i )  A d v i c e  o n  f u n c t i o n a l  a s p e c t s  o f  t h e  s e r v i c e  e g .  f u r n i s h i n g s  and 
e q u i p m e n t , s t a f f  s e l e c t i o n ,  p r o g r a m m e s  s u p e r i s i o n  o f  c h i l d r e n  etc. 

( i i )  V e r i f i c a t i o n - o f  l i c e n c e  applications. 

( i i i ) L i c e n s i n g  o f  service.• 
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1 1 .  ADVICE ON FUNCTIONAL ASPECTS OF CHILDREN'S SERVICES PRIOR TO LICENSING 

1 1 . 1  T h e  f u n c t i o n a l  a s p e c t s  o f  C h i l d r e n ' s  s e r v i c e s  r e l a t e  t o  the 
a p p r o p r i a t e  u s e  o f  i n d o o r  a n d  o u t d o o r  p l a y  s p a c e s ,  p u r c h a s e  of 
e q u i p m e n t ,  d e v e l o p m e n t  o f  a c h a l l e n g i n g  a n d  S t i m u l a t i n g  playground, 
t i m e t a b l e s ,  p r o g r a m m i n g ,  r o s t e r i n g  o f  S t a f f ,  f a m i l y  g r o u p i n g  etc. 

1 1 . 2  D i f f e r e n t  s e r v i c e  t y p e s  w i l l  r e q u i r e  v a r y i n g  d e g r e e s  o f  t i m e  a n d  advice 
p r i o r  t o  licensing. 

1 1 . 3  R e g i o n a l  C h i l d r e n ' s  S e r v i c e s  T e a m s  s h o u l d  p r e p a r e  w r i t t e n  resource 
m a t e r i a l  t o  s u p p o r t  t h e  a d v i c e  a n d  r e c o m m e n d a t i o n s  m a d e  t o  ensure 
c o n s i s t e n c y  a c r o s s  t h e  Region. 

1 1 . 4  T r a i n i n g  p r o g r a m m e s  f o r  n e w  a n d / o r  p r o s p e c t i v e  o w n e r s  o f  p r i v a t e  Child 
C a r e  C e n t r e s  s h o u l d  b e  o r g a n i s e d  R e g i o n a l l y  w i t h  a l i c e n s i n g  pre- 
r e q u i s i t e  t h a t  n e w  o w n e r / o p e r a t o r s  w i l l  c o m p l e t e  t h e  programme. 
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1 2 .  ASSESSMENTS AND RECDMMENDATIONS_FOR_LICENSI_NG 

1 2 . 1  P r i o r  t o  t h e  i s s u e  o f  a l i c e n c e  f o r  . a  C h i l d  C a r e  S e r v i c e ,  i t  w i l l  be 
n e c e s s a r y  t o  c o m p l e t e  a c o m p r e h e n s i v e ,  r e p o r t  o n  t h e  p r o p o s e d  o p e r a t i o n  of 
t h e  service. 

1 2 . 2  T h e  r e p o r t  f u l f i l s  t w o  purposes: 

a )  p r o v i d e s  r e l e v a n t  d e t a i l s  f o r  t h e  F u n d i n g  a n d  L i c e n s i n g  s t a f f  for 
l i c e n s i n g  o r  f u t u r e  f u n d i n g  ( i f  relevant); 

a l l o w s  t h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r  t o  e n s u r e  t h a t  t h e  minimum 
s t a n d a r d s  a r e  b e i n g  m e t  p r i o r  t o  l i c e n s i n g  a n d  g i v e s  h i m / h e r  an 
u n d e r s t a n d i n g  o f  t h e  p r i n c i p l e s  o f  E a r l y  C h i l d h o o d  C a r e  a n d  education 
e x h i b i t e d  b y  t h e  L i c e n s e e  a n d  A u t h o r i s e d  Superviser. 

1 2 . 3  T h e  i n i t i a l  R e p o r t  o n  C h i l d  C a r e  S e r v i c e  i s  a t t a c h e d  a s  A p p e n d i x  8. 

1 2 . 4  P r o c e d u r e s  f o r  I s s u e  o f  Licence 

( i )  L i c e n s e e  s u b m i t s  a p p l i c a t i o n  f o r  l i c e n c e  a n d  a d v i s e s  p r o p o s e d  date 
o f  commencement. 

( i i )  A d v i s e r  v e r i f i e s  r e f e r e n c e s  o f  licensee. 

( i i i ) A d v i s e r  v i s i t s  s e r v i c e  a f t e r  l i c e n s e e  h a s  n o t i f i e d  o f  p r o p o s e d  d a t e  of 
commencement. 

( i v )  A d v i s e r  c o m p l e t e s  f i r s t  s e c t i o n  o f  I n i t i a l  R e p o r t  form. 

( v )  A d v i s e r  r e c o m m e n d s  i s s u e  o f  l i c e n c e  ( w i t h  a n y  s p e c i a l  c o n d i t i o n s  w h i c h  may 
b e  a p p r o p r i a t e  t o  t h e  s e r v i c e )  t o  t h e  D i s t r i c t  Manager. 

( v i )  D i s t r i c t  M a n a g e r  a u t h o r i s e s  I s s u e  o f  l i c e n c e  a n d  d i s p a t c h e s  t o  licensee 
f r o m  t h e  C o m m u n i t y  W e l f a r e  Centre. 

( v i i ) A d v i s e r  f o r w a r d s  c o p y  o f  l i c e n c e  t o  O f f i c e r - i n - C h a r g e  F u n d i n g  and 
Licensing. 

( v i i i ) W i t h i n ' o n e  m o n t h  a f t e r  c o m m e n c e m e n t  o f  t h e  s e r v i c e  t h e  A d v i s e r  w i l l  re- 
v i s i t  t o  c o m p l e t e  t h e  s e c o n d  p a r t  o f  t h e  I n i t i a l  R e p o r t  F o r m  r e l a t i n g  to 
t h e  q u a l i t y  o f  care 

( i x )  R e c o m m e n d a t i o n s  made  t o  t h e  D i r e c t o r  a n d / o r  s t a f f  w i t h  r e s p e c t  t o  the 
p r o g r a m m e  w i l l  b e  f o l l o w e d  u p  i n  w r i t i n g  v i a  t h e  D i s t r i c t  Manager. 

( x )  R e c o m m e n d a t i o n s  r e l a t i n g  t o  t h e  p h y s i c a l  e n v i r o n m e n t ,  p r e m i s e s ,  equipment 
e t c .  w i l l  b e  f o l l o w e d  u p  i n  w r i t i n g  t o  t h e  L i c e n s e e  ( c o m m i t t e e  o r  owner) 
v i a  t h e  D i s t r i c t  Manager. 

, ( x i )  T h e  f u l l  r e p o r t  a n d  c o p i e s  o f  c o r r e s p o n d e n c e  w i l l  b e  f o r w a r d e d  v i a  the 
D i s t r i c t  M a n a g e r  t o  t h e  R e g i o n a l  Director. 

( x i i ) T h e  O f f i c e r - i n - C h a r g e  F u n d i n g  a n d  L i c e n s i n g  w i l l  r e s u b m i t  t h e  f i l e  after 
3 m o n t h s  f o r  f o l l o w - u p  i f  required. 
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1 3 .  LICENSING PROCEDURES FOR SMALL CHILD CARE CENTRES 

1 3 . 1  FIRST CONTACT: 

a )  I n i t i a l  c o n t a c t  f r o m  p r o s p e c t i v e  owner/operator. 

b )  F o r w a r d  c o p y  o f  r e q u i r e m e n t s  a n d  s u g g e s t e d  e q u i p m e n t  list. 

SECOND CONTACT: 

1 3 . 2  i )  V i s i t  t o  a s s e s s  - premise's'. 

- s u i t a b i l i t y  o f  equipment. 

- t o i l e t  a n d  w a s h i n g  facilities. 

- s l e e p i n g  a n d  e a t i n g  arrangements. 

- p l a y  a r e a s ,  i n d o o r s  a n d  outdoors. 

l i )  D i s c u s s  n e c e s s i t y  f o r  C o u n c i l  a p p r o v a l - a n d  f a c i l i t a t e  application 
f o r  same. 

i l l )  P r o v i d e  a d v i s e  o n  p u r c h a s e  o f  a n y  r e q u i r e d  equipment/furniture. 

i v )  A s k  o w n e r / o p e r a t o r  f o r  t w o  c o p i e s  o f  p l a n s  o f  h o u s e  a n d  t h e  site 
plan. 

v )  I f  a b o v e  i s  s a t i s f a c t o r y ,  l e a v e  a p p l i c a t i o n s  f o r  licence. 

1 3 . 3  CONTACT 3 

a r r a n g e d  w h e n  O w n e r / O p e r a t o r  h a s  r e c e i v e d  C o u n c i l  a p p r o v a l ,  p r e p a r e d  the 
p l a n s  a n d  c o m p l e t e d  t h e  a p p l i c a t i o n  f o r  licence. 

i )  P r e p a r e  i n i t i a l  R e p o r t  o n  C h i l d  C a r e  Centre. 

i i )  E n s u r e  t h a t  t h e  l i c e n s e e  r e t a i n s  t h e  o r i g i n a l  l e t t e r  o f  C o u n c i l  approval. 

i i i )  A d v i s e r  r e c o m m e n d s  i s s u e  o f  l i c e n c e  t o  D i s t r i c t  Manager. 

i v )  D i s t r i c t  M a n a g e r  a u t h o r i s e s  i s s u e  o f  l i c e n c e  a n d  d i s p a t c h e s  t o  licensee 
f r o m  t h e  C o m m u n i t y  W e l f a r e  Centre. 

A d v i s e r  s e n d s  c o p y  o f  l i c e n c e ,  o r i g i n a l  r e p o r t ,  p l a n s ,  C o u n c i l  approval, 
l i c e n c e  a p p l i c a t i o n s  v i a  D i s t r i c t  M a n a g e r  t o  R e g i o n a l  Director. 
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1 4 .  ILLEGAL CHILD CARE CENTRES 

1 4 . 1  I n f o r m a t i o n  t h a t  a c h i l d  c a r e  c e n t r e  a p p e a r s  t o  b e  o p e r a t i n g  i l l e g a l l y  may 
come t o  t h e  D e p a r t m e n t ' s  n o t i c e  i n  a n u m b e r  o f  d i f f e r e n t  ways. 

1 4 . 2  T h e  p r e l i m i n a r y  a p p r o a c h  s h o u l d  b e  ' l o w  k e y '  a n d  non-authoritarian; 
e m p h a s i s  s h o u l d  b e  a n  a l t e r n a t i v e s  w h i c h  may b e  a c c e p t a b l e  f o r  licensing 
p u r p o s e s .  H o w e v e r ,  i t  m u s t  b e  r e m e m b e r e d  t h a t  c o u r t  a c t i o n  may become 
i n e v i t a b l e ;  t h e r e f o r e  i t  i s  i m p o r t a n t  t o  c a r e f u l l y  d o c u m e n t  f a c t s ,  from 
t h e  t i m e  o f  t h e  f i r s t  a p p r o a c h ,  c o n c e r n i n g  v i s i t s  t o  t h e  c e n t r e  i n  question 
a n d  p a r t i c u l a r l y  o f  o t h e r  r e l e v a n t  i n f o r m a t i o n  S u c h  a s  t e l e p h o n e  calls. 

1 4 . 3  T h e  c e n t r e  o p e r a t o r  m u s t  b e  made  a w a r e ,  b o t h  v e r b a l l y _ a n d  i n  w r i t i n g ,  that 
t h e r e  a r e  p e n a l t i e s  f o r  c o n d u c t i n g  u n l i c e n s e d  c h i l d  c a r e  premises. 

1 4 . 4  W h e r e  a p p r o p r i a t e ,  a n d  w i t h o u t  a p p e a r i n g  t o  c o n d o n e  o r  e n c o u r a g e  the 
i l l e g a l  o p e r a t i o n  Of  a c e n t r e ,  t h e  A d v i s e r ' s  p r o f e s s i o n a l  s k i l l s  should 
b e  e x e r c i s e d  b y  s u g g e s t i n g  i m p r o v e m e n t s ,  v e r b a l l y  o r  when  v i s i t i n g  the 
c e n t r e ,  a n d  f o l l o w e d  u p  i n  w r i t i n g ,  i n  a c t i v i t i e s  w h i c h  w o u l d  e n h a n c e  the 
q u a l i t y  o f  c a r e  b e i n g  o f f e r e d  t o  b e n e f i t  a p a r t i c u l a r  c h i l d ' s  social, 
e m o t i o n a l  o r  e d u c a t i o n a l  development. 

1 4 . 5  W h e r e  i t  a p p e a r s  t h a t  c o u r t  a c t i o n  w i l l  b e  i n i t i a t e d  a g a i n s t  a n  operator, 
C o u n c i l  m u s t  b e  a p p r o a c h e d ,  i n  w r i t i a g ,  t o  d e t e r m i n e  w h e t h e r  a Development 
A p p l i c a t i o n  f o r  u s e  o f  t h e  p r e m i s e s  a s  a c h i l d  c a r e  c e n t r e ,  o r  f o r  a 
s i m i l a r  f u n c t i o n ,  h a s  b e e n  l o d g e d ,  a n d  t h e ,  o u t c o m e  o f  t h a t  application. 

1 4 . 6  W h e r e  i t  a p p e a r s  l i k e l y  t h a t : c o u r t  a c t i o n  w i l l  b e  n e c e s s a r y  t h e  facts 
s h o u l d  b e  r e p o r t e d  v e r b a l l y  t o  t h e  D e p a r t m e n t ' s  L e g a l  O f f i c e r ,  a n d  the 
r e l e v a n t  f i l e s  n o t e d  t o  t h i s  effect. 

ROLE OF COMMUNITY WELFARE OFFICERS 

1 4 . 7  T h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r  m u s t  i n f o r m  t h e  U n i t  M a n a g e r  where: 

i )  I n i t i a l  e n q u i r i e s  s u g g e s t  a s i t u a t i o n  o f  g r o s s l y  i n a d e q u a t e  c h i l d  care; 

i i )  T h e  A d v i s e r  h a s  b e e n  d e n i e d  a c c e s s  t o  t h e  p r e m i s e s  a l l e g e d l y  b e i n g  used 
i l l e g a l l y  f o r  c h i l d  c a r e  s e r v i c e s ;  and/or: 

i i i )  T h e  A d v i s e r ' s  i n i t i a l  a p p r o a c h  h a s  n o t  i n d u c e d  c o m p r o m i s e s  w h i c h  will 
e n a b l e  l i c e n s i n g  a c t i o n  t o  b e  initiated. 

1 4 . 8  T h e  C h i l d  W e l f a r e  A c t ,  1 9 3 9 ,  ' c o n f e r s  o n  a C o m m u n i t y  W e l f a r e  O f f i c e r  the 
r i g h t  o f  e n t r y  t o  a c h i l d  c a r e  c e n t r e ,  a n d  t h e  o f f i c e r ' s  t r a i n i n g  includes 
m a t t e r s  p e r t a i n i n g  t o  t h e  c o l l e c t i o n  a n d  p r e s e n t a t i o n  o f  evidence. 
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F I L E  NOTATION 

1 4 . 9  A f i l e  m u s t  b e  r e g i s t e r e d  w h e r e  e v e n  i n i t i a l  e n q u i r i e s  s u g g e s t  o r  reveal 
t h a t  f u r t h e r  a c t i o n  w i l l  n e e d  t o  b e  t a k e n  w h e n  a c e n t r e  i s  operating 
illegally. 

1 4 . 1 0 A n  o l d  f i l e  c a n  b e  a v a l u a b l e  i t e m  o f  e v i d e n c e  w h e n  i t  r e v e a l s  t h a t  the 
o p e r a t o r  h a s  b e e n  made  a w a r e ,  a t  t h e  t i m e  o f  a p p l i c a t i o n  f o r  establishment 
o f  a c e n t r e ,  o f  t h e  r e q u i r e m e n t  f o r  l i c e n s i n g  a n d  t h e  s a n c t i o n s  w h i c h  may 
b e  e x e r c i s e d  a g a i n s t  o p e r a t o r s  o f  i l l e g a l  centres. 

1 5 .  PROSECUTION 

1 5 . 1  STEPS LEADING TO PROSECUTION 

E x a m i n a t i o n  o f  p a p e r s  i n  t h e  D e p a r t m e n t ' s  f i l e  o n  a n  i l l e g a l l y  operating 
c h i l d  c a r e  c e n t r e  m u s t  p r o v i d e  e v i d e n c e  that: 

a )  E n q u i r i e s  h a v e  b e e n  m a d e  c o n c e r n i n g  t h e  c e n t r e  b y  appropriately 
q u a l i f i e d  D e p a r t m e n t a l  o f f i c e r s ;  t h a t  i s ,  t h e  A d v i s e r ,  i n  conjunction 
w i t h  c o m m u n i t y  W e l f a r e  O f f i c e r s ,  o r  S u p e r v i s i n g  O f f i c e r s  w i t h  the 
R e g i o n a l  A d m i n i s t r a t i o n ,  a n d  t h a t  i n  t h e i r  o p i n i o n  t h e  c h i l d  care 
c e n t r e  i s  o p e r a t i n g  i l l e g a l l y  b e c a u s e  . . . .  ( f u l l  r e a s o n s  m u s t  be 
given); 

T h e  o p e r a t o r  h a s  b e e n  a d v i s e d  v e r b a l l y  a n d  i n  w r i t i n g  o f  the 
p r o v i s i o n s  o f  t h e  C h i l d  W e l f a r e  A c t ,  1 9 3 9  c o n c e r n i n g  t h e  licensing 
o f  c h i l d  c a r e  centres; 

c )  T h e  o p e r a t o r  h a s  b e e n  c a u t i o n e d  v e r b a l l y  a n d  i n  w r i t i n g  t h a t  i t  i s  an 
o f f e n c e  u n d e r  t h e  A c t  t o  c o n t i n u e  t o  c o n d u c t  a n  u n l i c e n s e d  centre. 
( T h e  l e t t e r  c o n t a i n i n g  t h e  W r i t t e n  W a r n i n g  s h o u l d  b e  r e g i s t e r e d  and 
t h e  d e l i v e r y  r e c e i p t  m u s t  b e  a t t a c h e d  t o  t h e  file). 

E v i d e n c e  o f  i l l e g a l  o p e r a t i o n  o f  a c e n t r e  m u s t  b e  o b t a i n e d  b y  the 
. A d v i s e r  a n d  a p r o s e c u t i o n  c a n  b e  l a u n c h e d  o n  t h e  b a s i s  o f  observation; 

t h a t  is: 

i )  How many c h i l d r e n  h a v e  b e e n  o b s e r v e d  e n t e r i n g  t h e  premises; 

i i )  A t  w h a t  t i m e s  t h e  c h i l d r e n  e n t e r e d  a n d  departed; 

i i i )  How t h e  c h i l d r e n  a r r i v e d  a n d  d e p a r t e d  f r o m  t h e  premises; 

i v )  How o f t e n  w e r e  t h e y  o b s e r v e d  a r r i v i n g  a n d  departing; 

v )  How many  c h i l d r e n  w e r e  p r e s e n t  w h e n  a v i s i t  w a s  m a d e  t o  the 
c e n t r e  b y  a D e p a r t m e n t a l  officer; 

v i )  T h e  a s s e s s e d  a g e  g r o u p  o f  t h e  children. 

1 5 . 3  E v i d e n c e  c a n  a l s o  b e  o b t a i n e d  f r o m  p a r e n t s / c a r e r s ;  q u e s t i o n s  o f  parents 
c a n  p r o v i d e  d i r e c t  e v i d e n c e  that: 

a )  T h e  c h i l d r e n  a r e  n o t  r e l a t e d  t o  t h e  caregivers; 

b )  T h e  s e r v i c e  i s  p r o v i d e d  f o r  a f e e  ( h o w  m u c h ) ;  g a i n  ( h o w  o b t a i n e d  by 
t h e  c a r e g i v e r ) ;  o r  r e w a r d  ( h o w  o b t a i n e d  b y  t h e  caregiver). 
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EVIDENCE 

1 5 . 4  ' D i r e c t  E v i d e n c e '  i s  e v i d e n c e  W h i c h  i s  o b t a i n e d  b y  y o u r  own personal 
o b s e r v a t i o n :  s u c h  e v i d e n c e  c a n  i n c l u d e  c o n s e r v a t i o n s  a n d  e v i d e n c e  o f  the 
s e n s e s ;  w h a t  i s  s e e n ,  h e a r d ,  f e l t  o r  p e r c e i v e d  f r o m  s m e l l  a n d  odour. 

1 5 . 5  ' A d m i s s i o n  E v i d e n c e '  i s  e v i d e n c e  g a i n e d  f r o m  q u e s t i o n s  w h i c h  w e r e  formed 
t o  e l i c i t  a n s w e r s  w h i c h  c o u l d  h e l p  a s  evidence. 

1 5 . 6  D i r e c t  e v i d e n c e  i s  p r e f e r a b l e  i n  p r o s e c u t i o n  a n d  A d m i s s i o n  e v i d e n c e  i s  the 
s e c o n d  choice. 

1 5 . 7  I t  i s  e s s e n t i a l  t o  d e t e r m i n e  who o w n s  t h e  p r e m i s e s  a n d  who i s  operating 
t h e  s e r v i c e  i t  may b e  n e c e s s a r y  t o  b r i n g  m o r e  t h a n  o n e  s u m m o n s ,  and 
s u m m o n s e s  may h a v e  t o  b e  i s s u e d  against: 

T h e  a l l e g e d  Conductor; 

i i )  T h e  a l l e g e d  Controller; 

i i i )  T h e  C o n t r o l l e r  a n d  t h e  p r e m i s e s  a l l e g e d l y  u s e d  f o r  i l l e g a l  c h i l d  care. 

1 5 . 8  Q u e s t i o n s  m u s t  b e  d i r e c t  a n d  n o t  ' l e a d i n g '  a n d  s h o u l d  b e  r e c o r d e d  as 
v e r b a t i m  c o n s e r v a t i o n  i n  t h e  s t y l e  o f  ' I  s a i d ' ;  ' s h e  s a i d ' .  T h e  relevant 
c o n v e r s a t i o n  o n l y  s h o u l d  b e  r e c o r d e d  a n d  t h e  i n d i c a t i o n  t h a t  o t h e r  relevant 
m a t t e r s  w e r e  t o u c h e d  u p o n  i s  i n d i c a t e d  b y  t h e  s t a t e m e n t  ' t h e r e  w a s  o t h e r  - 
conversation': 

1 5 . 9  A d v i s e r s  m u s t  r e m e m b e r  t h a t  t h e  e v i d e n c e  t h e y  a r e  e l i c i t i n g  m u s t  prove 
b r e a c h e s  o f  t h e  p r o v i s i o n s  o f  t h e  C h i l d  W e l f a r e  A c t ,  1939. 

1 5 . 1 0 S t a t e m e n t s  i l l u s t r a t i n g  how t h e  b r e a c h e s  a r e  a f f e c t i n g  t h e  c a r e  o f  the 
c h i l d  a r e  n o t  e s s e n t i a l  t o  p r o v i n g  t h e  c e n t r e  i s  o p e r a t i n g  illegally. 
H o w e v e r ,  t h i s  i n f o r m a t i o n  s h o u l d  b e  p r e p a r e d  a n d  p r e s e n t e d  a s  i t  may assist 
t h e  c o u r t  i n  d e t e r m i n i n g  t h e  e x t e n t  o f  p e n a l i t i e s  t o  b e  i m p o s e d  o r  other 
a c t i o n  t o  b e  taken. 

I n  a n s w e r  t o  t h e  A d v i s e r s  q u e s t i o n s ,  the_persops_being_i_pterviewed_mpst: 

i )  P o s i t i v e l y  i d e n t i f y  t h e m s e l v e s  a s  t h e  person-in-charge; 

i i )  Name ( d e s c r i b e )  t h e  f a c i l i t y  t h e y  a r e  providing; 

c )  I n d i c a t e  w h e t h e r  t h e  c h i l d r e n  a r e  r e l a t e d  b y  b l o o d  t o  them; 

d )  R e v e a l  how many  c h i l d r e n  r e  b e i n g  c a r e d  f o r  - f o r  how l o n g  e a c h  day 
( b e t w e e n  h o u r s  o f  . . . .  a n d  . . . . )  a n d  f o r  how many  d a y s  p e r  week; 
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v )  R e v e a l  w h e t h e r  t h e  s e r v i c e  i s  p r o v i d e d  e a c h  d a y  o f  t h e  w e e k  o r  f r o m  Monday 
t o  F r i d a y  o n l y ;  o r  o n  c e r t a i n  d a y s  o n l y  a n d  f o r  how l o n g  t h e  s e r v i c e  has 
b e e n  operating; 

v i )  R e v e a l  t h e  a g e s  o f  t h e  children; 

v i i )  R e v e a l  t h e  c o s t  o f  t h e  s e r v i c e  provided; 

v i i i ) A d m i t  t h a t  c a r e  i s  b e i n g  g i v e n f o r  t w o  o r  m o r e  c h i l d r e n  u n d e r  t h e  a g e  of 
6 y e a r s  who a r e  n o t  r e l a t e d  t o  t h e  p e r s o n s  b e i n g  i n t e r v i e w e d  a n d / o r  the 
persons-in-charge; 

i x )  I f  n o  m o n e t a r y  c o s t  c a n  b e  e s t a b l i s h e d ,  r e v e a l  w h e t h e r  t h e  s e r v i c e s  are 
p r o v i d e d  f o r  ' g a i n '  o r  'reward'; 

R e v e a l  w h e t h e r  t h e  c h i l d r e n  a t t e n d i n g  h a v e  n o t  b e e n  g i v e n  t o  t h e  custody 
o f  t h e  p e r s o n  i n  charge: 

a )  b y  a n y  c o m p e t e n t  court; 

b )  b y  d e e d ;  or 

c r  b y  will; 

x i )  S t a t e  t h a t  t h e  p r e m i s e s  a r e  n o t ,  i n  f a c t ,  l i c e n s e d  b y  t h e  Department; 

x i i )  S t a t e  t h a t  t h e  c a r e r  i s  n o t  l i c e n s e d  b y  t h e  D e p a r t m e n t  t o  c a r e  f o r  the 
c h i l d r e n  attending; 

x i i i ) S t a t e  t h a t  t h e  c h i l d r e n  d o  n o t  r e s i d e  o n  t h e  premises; 

x i v )  S t a t e ,  i f  a p p l i c a b l e ,  t h a t  t h e  c a r e r  a p p l i e d  f o r  a l i c e n c e  o n  . . . .  (date) 
a n d  t h e  D i r e c t o r - G e n e r a l  r e f u s e d  t h i s  a p p l i c a t i o n  o n  . . . .  

(date); 

x v )  S t a t e ,  i f  a p p l i c a b l e ,  t h a t  s i n c e  t h i s  r e f u s A L  n o  f u r t h e r  a p p l i c a t i o n  on 
t h e  p r e s c r i b e d  f o r m  h a s  b e e n  f o r w a r d e d  t o  t h e  Department; 

x v i )  A n s w e r  w h e t h e r  t h e  c a r e r  h a s  b e e n  w a r n e d  o n  ( n u m b e r  o f )  o c c a s i o n s  (and 
i n c l u d e  d a t e s )  t h a t  h e / s h e  M u s t  b e  licensed. 

1 5 . 1 1 E v i d e n c e • o f  o p e r a t i o n  o v e r  t h e  . s t a t e c r p e r i o d  s h o u l d  b e  s u p p o r t e d ,  if 
p o s s i b l e ,  b y  a s t a t e m e n t  f r o m  t h e  o f f i c e r  r e p o r t i n g  t h e  conversation 
i n d i c a t i n g  that: 

1 5 . 1 2 ' 1  h a v e  w a l k e d ,  d r i v e n ,  p a s s  t h e  p r e m i s e s  ( a d d r e s s )  o n  . . . .  ( d a t e s )  and 
o b s e r v e d  f a c t s  i n d i c a t i n g  t h e  c o n t i n u i n g  o f  operations'. 

THE DECISION TO PROSECUTE 

1 5 . 1 2 W h e n  i t  h a s  b e e n  d e t e r m i n e d  t h a t  a l l  c o n c i l i a t o r y  m e a n s  h a v e  b e e n  exhausted 
a n d  t h a t  p r o s e c u t i o n  m u s t  b e  i n i t i a t e d ,  t h e  O f f i c e r - i n - C h a r g e  F u n d i n g  and 
L i c e n s i n g  S e c t i o n  must: 

1 )  E x a m i n e  t h e  f i l e  t o  a s c e r t a i n  t h a t  a l l  e s s e n t i a l  m a t t e r s  h a v e  been 
r e p o r t e d  u p o n  a n d  r e c o r d e d  i n  t h e  r e q u i r e d  m a n n e r ;  and 
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' i i )  E n s u r e  t h a t  n o  i n f o r m a t i o n  p r o p o s e d  t o  b e  i n t r o d u c e d ,  w a s  g a t h e r e d  more 
t h a n  s i x  ( 6 )  m o n t h s  p r i o r  t o  m a k i n g  t h e  c o m p l a i n t  w h e r e  i t  s e e m s  likely 
t h a t  t h e  i n f o r m a t i o n  m a y b e  u n a c c e p t a b l e  f e r  t h i s  r e a s o n s ,  i t  m u s t  be 
updated, 

1 5 . 1 3 W h e n  a l l  n e c e s s a r y  i n f o r m a t i o n  a p p e a r s  i n  o r d e r ,  a s u b m i s s i o n  t o  the 
D i r e c t e r - G e n e r a l  m u s t  b e  p r e p a r e d  b y  t h e  O f f i c e r - i n - C h a r g e  F u n d i n g  and 
L i c e n s i n g  S e c t i o n  s e e k i n g  a p p r o a c h  t o  p r o s e c u t e .  T h e  s u b m i s s i o n  m u s t  be 
s i g n e d  a n d  f o r w a r d e d  t o  t h e  D i r e c t o r - G e n e r a l  b y  t h e  r e l e v a n t  Regional 
Director. 

1 5 . 1 4 I t  i s  t h e  u s u a l  p r a c t i s e  f o r  t h e  D i r e c t o r - G e n e r a l  t o  d i s c u s s  s u c h  cases 
w i t h  t h e  Minister. 

1 5 . 1 5 I m m e d i a t e l y  u p o n  r e c e i p t  o f  t h e  D i r e c t o r - G e n e r a l ' s  ( M i n i s t e r ' s )  approval 
t o  p r o s e c u t e ,  t h e  f i l e  i s  t o  b e  r e f e r r e d  t o  t h e  D e p a r t m e n t ' s  L e g a l  Branch, 
w h i c h  w i l l  a l r e a d y  h a v e  b e e n  a d v i s e d  o f  p o t e n t i a l  prosecution. 

1 5 . 1 6 M a t t e r s  r e l a t i n g  t o  a p p l i c a t i o n s  f o r  s u m m o n s ,  t h e  b r i e f i n g  o f  c o u n s e l  and 
o t h e r  l i k e  i s s u e s  w i l l  b e  a t t e n d e d  t o  b y  t h e  D e p a r t m e n t ' s  L e g a l  Officer. 

1 5 . 1 7 T h e  r e s u l t s  o f  a n y  c o u r t  a c t i o n  m u s t  b e  n o t e d  o n  t h e  R e g i o n a l  O f f i c e  file, 
w i t h  a c o p y  t o  t h e  A d v i s e r  f o r  t h e  l o c a l  o f f i c e  file. 

AFTER PROSECUTION 

1 5 . 1 8 W h e r e  t h e  d e c i s i o n  o f  t h e  c o u r t  i s  t h a t  a c e n t r e  m u s t  b e  c l o s e d ,  t h e  centre 
i s  t o  b e  o b s e r v e d  r e g u l a r l y  f o r  s o m e  m o n t h s  a f t e r  t h e  d e c i s i o n  t o  ensure 
t h a t  o p e r a t i o n s  d o  n o t  c o n t i n u e  o r  r e c o m m e n c e  i n  d e f i a n c e  o f  t h e  court 
order. 

1 5 . 1 9 T h e  d a t e s  a n d  r e s u l t s  o f  s u c h  o b s e r v a t i o n  m u s t  b e  n o t e d  o n  t h e  Regional 
O f f i c e  File. 

1 5 . 2 0 A n y  m a t t e r  w h i c h  s u g g e s t s  t h e  c o u r t ' s  o r d e r  i s  b e i n g  b r e a c h e d  must 
i m m e d i a t e l y  b e  c h e c k e d  b y  a n  A d v i s e r ' s  v i s i t .  I f  a b r e a c h  a p p e a r s  to 
e x i s t ,  t h e  D e p a r t m e n t ' s  L e g a l  O f f i c e r  m u s t  b e  i n f o r m e d  b y  t h e  A d v i s e r ,  in 
w r i t i n g .  T h e  r e l e v a n t  D i s t r i c t  M a n a g e r  m u s t  a l s o  b e  informed. 

1 5 . 2 1 C o n s i s t e n t  b r e a c h  o f  t h e  c o u r t ' s  o r d e r  w i l l  r e s u l t  i n  t h e  D e p a r t m e n t ' s  
, L e g a l  B r a n c h  s e e k i n g  - i n  t h e  S u p r e m e  C o u r t  - p r o c e e d i n g s  f o r  a perpetual 

injunction. 
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1 6 .  SUBPOENAS 

1 6 . 1  S o  f a r  a s  t e r m i n o l o g y  i s  c o n c e r n e d ,  a s u b p o e n a  i s  i s s u e d  i n  t h e  State 
C o u r t s  f o r  a w i t n e s s  t o  a t t e n d .  I n  t h e  F a m i l y  C o u r t  t h e  w o r d  summons is 
u s e d  i n s t e a d  o f  s u b p o e n a .  T h e  c o m m e n t s  b e l o w  i n  r e l a t i o n  t o  s u b p o e n a  apply 
e q u a l l y  t o n  summons i n  t h e  F a m i l y  Court. 

Subpoenas 

1 6 . 2  S u b p o e n a s  a r e  i s s u e d  t o  e n s u r e  t h e  a t t e n d a n c e  o f  a w i t n e s s  a t  C o u r t .  They 
may b e  i s s u e d  w h e r e  i t  i s  t h o u g h t  t h a t  f o r  a n y  r e a s o n  a w i t n e s s  may refuse 
t o  a t t e n d .  A s u b p o e n a  i s  a l s o  a f o r m  o f  p r o t e c t i o n  f o r  t h e  witness. 

1 6 . 3  O n c e  s u b p o e n a e d  t h e  w i t n e s s  may b e  l e g a l l y  c o m p e l l e d  t o  a t t e n d  C o u r t  and 
s t a t e  w h a t  h e / s h e  k n o w s ,  a n d  t h e r e  c a n  b e  n o  s u g g e s t i o n  t h a t  h e / s h e  is 
a c t i n g  u n e t h n i c a l l y ,  f r o m  m a l i c e  o r  f o r  a n y  o t h e r  r e a s o n .  I t  i s  therefore 
r e c o m m e n d e d  t h a t  a s u b p o e n a  b e  r e q u i r e d  i n  e v e r y  m a t t e r  f o r  a l l  witnesses 
who a r e  D e p a r t m e n t a l  employees. 

1 6 . 4  A l l  s u b p o e n a s  a r e  m a r k e d  f o r  a t i m e  o n  t h e  d a y  i n  q u e s t i o n  a n d  r e m a i n  in 
f o r c e  f o r  a l l  d a y s  t h a t  t h e  c a s e  c o n t i n u e s  u n t i l  t h e  w i t n e s s  i s  excused 
b y  t h e  j u d g e  o f  m a g i s t r a t e .  I t  i s  r e a l i s e d  t h a t  s o m e t i m e s  t h e  t i m e  of 
a t t e n d a n c e  p r e s e n t s  some  d i f f i c u l t i e s ,  e s p e c i a l l y  f o r  medical 
p r a c t i t i o n e r s ,  b u t  a s p e c i f i c  t i m e  s h o u l d  b e  a r r a n g e d  i n  a d v a n c e  w i t h  the 
S o l i c i t o r  f o r  t h e  a t t e n d a n c e  o f  t h e  w i t n e s s ,  a l t h o u g h  t h e  s u b p o e n a  will 

- s t i l l  r e a d  a c e r t a i n  time. 

1 6 . 5  N o t e  a l s o  t h a t  s u b p o e n a s  may b e  i s s u e d  f o r  d o c u m e n t s  - e g .  medical 
r e c o r d s ,  f i l e ,  d e v e l o p m e n t a l  r e c o r d s  etc. 

Warrants 

1 6 . 6  I f  a s u b p o e n a  i s  d i s o b e y e d ,  a w a r r a n t  may  b e  i s s u e d  f o r  t h e  p e r s o n  t o  be 
b r o u g h t  b e f o r e  t h e  C o u r t  a n d  i t  i s  p o s s i b l e  t h a t  h e / s h e  c o u l d  b e  h e l d  in 
c u s t o d y  u n t i l  t h e  h e a r i n g  o f  t h e  case. 

P r e s e n t i n g  Evidence 

1 6 . 7  On e n t e r i n g  a n d  l e a v i n g  c o u r t  i t  i s  c u s t o m a r y  t o  bow t o  t h e  j u d g e  or 
m a g i s t r a t e  a s  a r e p r e s e n t a t i v e  o f  t h e  Crown. 

1 6 . 8  A w i t n e s s  i s  r e q u i r e d  t o  g i v e  e v i d e n c e  o n  o a t h ,  b u t  i f  f o r  a n y  r e a s o n  the 
w i t n e s s  d o e s  n o t  w i s h  t o  t a k e  a n  o a t h  h e / s h e  may m a k e  a n  a f f i r m a t i o n  or 
d e c l a r a t i o n .  I f  h e / s h e  e l e c t s  t o  t a k e  t h i s  l a t t e r  c o u r s e ,  p r i o r  advice 
s h o u l d  b e  g i v e n  t o  t h e  C o u r t  A t t e n d a n t  o r  t h e  C o u r t  C o n s t a b l e  s o  that 
h e / s h e  i s  a w a r e  o f  t h e  fact. 
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1 6 . 9  When y o u  a r e  c a l l e d  t o  g i v e  e v i d e n c e ,  w a l k  p r o m p t l y  t o  t h e  w i t n e s s  box, 
m a k i n g  s u r e  t h a t  y o u  d o  n o t  p a s s  b e t w e e n  t h e  b a r  t a b l e  a n d  t h e  b e n c h  on 
t h e  w a y .  T h e  b a r  t a b l e  i s  w h e r e  t h e  s o l i c i t o r s  a n d / o r  b a r r i s t e r s  sit'. 
T h e  b e n c h  i s  w h e r e  t h e  m a g i s t r a t e  o r  j u d g e  s i t s .  T h e  o a t h  i s  usually 
a d m i n i s t e r e d  b y  t h e  c o u r t  a t t e n d a n t  o r  c o n s t a b l e .  H e / s h e  w i l l  s a y  "Take 
t h e  B i b l e  i n  y o u r  r i g h t  h a n d  a n d  f a c e  H i s / H e r  H o n o u r / W o r s h i p " ,  a n d  y o u  will 
t a k e  t h e  b o o k  i n  y o u r  r i g h t  h a n d ,  p a l m  u p w a r d s ,  w i t h  y o u r  p a l m  a n d  fingers 
u n d e r n e a t h  t h e  b o o k  a n d  y o u r  t h u m b  o n  t o p  o f  i t .  T h e  c o u r t  c o n s t a b l e  or 
a t t e n d a n t  w i l l  t h e n  s a y  t h e  f o l l o w i n g  o r  s i m i l a r  w o r d s  " T h e  e v i d e n c e  you 
a r e  a b o u t  t o  g i v e  t o u c h i n g  t h e  m a t t e r  now b e f o r e  t h e  C o u r t ,  s h a l l  b e  the 
t r u t h ,  t h e  w h o l e  t r u t h  a n d  n o t h i n g  b u t  t h e  t r u t h  s o  h e l p  y o u  G o d " .  You 
a r e  t h e n  r e q u i r e d  t o  s a y  l o u d l y  a n d  c l e a r l y ,  " S o  h e l p  me G o d " .  T h e  book 
w i l l  t h e n  b e  t a k e n  o u t  o f  y o u r  h a n d  a n d  y o u  w i l l  s t a n d  u n t i l  s u c h  t i m e  as 
t h e  m a g i s t r a t e  o r  j u d g e  t e l l s  y o u  t o  b e  s e a t e d ,  w h e n  y o u  w i l l  s i t  down. 

1 6 . 1 0 I f  y o u  a r e  n o t  t a k i n g  a n  o a t h ,  t h e  p r o c e d u r e  i s  a s  f o l l o w s :  You w i l l  be 
c a l l e d  f o r w a r d ,  t o l d  t o  s t a n d  u p  s t r a i g h t  a n d  f a c e  t h e  b e n c h ,  t h e  attendant 
o r  c o u r t  c o n s t a b l e  w i l l  t h e n  r e c i t e  t h e  f o l l o w i n g  o r  s i m i l a r ,  a n d  y o u  will 
b e  r e q u i r e d  t o  r e p e a t  i t ,  p h r a s e  b y  p h r a s e :  " I  ( s t a t e  y o u r  f u l l  n a m e )  do 
s o l e m n l y  a n d  s i n c e r e l y  d e c l a r e  a n d  a f f i r m  t h a t  t h e  e v i d e n c e  a b o u t  t o  be 
g i v e n  b y  me t o u c h i n g  t h e  m a t t e r  now b e f o r e  t h i s  c o u r t  s h a l l  b e  t h e  truth, 
t h e  w h O l e  t r u t h  a n d  n o t h i n g  b u t  t h e  truth". 

1 6 . 1 1 I n  a n y  c a s e  i f  a s t a f f  member  i s  c a l l e d  a s  a w i t n e s s  i n  t h e  c a p a c i t y  of 
a n  a d v i s e r ,  t h e y  s h o u l d  o n l y  g i v e  e v i d e n c e  w h i c h  i s  impartial. 

1 6 . 1 2 I f  a q u e s t i o n  i s  n o t  u n d e r s t o o d  t h e n  t h e  w i t n e s s  s h o u l d  a l w a y s  a s k  f o r  some 
clarification. 
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. 1 7 .  DEATH OF A .CHILD WHILE ATTENDING A CHILD CARE CENTRE 

1 7 . 1  As t h e  l i c e n s i n g  a u t h o r i t y  f o r  c h i l d  c a r e  s e r v i c e s ,  t h e  D e p a r t m e n t  h a s  a 
r i g h t  t o  b e  i n f o r m e d  i m m e d i a t e l y  a c h i l d  d i e s  a t  •a c h i l d  c a r e  centre. 

1 7 . 2  B e c a u s e  o f  i t s  c o r p o r a t e  r e s p o n s i b i l i t y  f o r  t h e  o v e r a l l  w e l l - b e i n g  o f  all 
c h i l d r e n  i n  t h i s  S t a t e ,  t h e  D e p a r t m e n t  h a s  a m o r a l  r e s p o n s i b i l i t y  to 
p r o v i d e  s u p p o r t  t o  f a m i l i e s ,  a s  r e q u i r e d ,  f o l l o w i n g  n o t i f i c a t i o n  o f  death. 
T h e  P r o c e d u r e s  c a r r i e d  o u t  b y  D e p a r t m e n t a l  O f f i c e r s  r e f l e c t  the 
principles. 

1 7 . 3  C h i l d r e n ' s  S e r v i c e s  A d v i s e r s  s h o u l d  m a k e  l i c e n s e e s  a n d  Authorised 
S u p e r v i s o r s  o f  c h i l d  c a r e  c e n t r e s  a w a r e  o f  t h e  n e e d  f o r  t h e m  t o  inform 
t h e i r  l o c a l  A d v i s e r  i m m e d i a t e l y  a d e a t h  occurs. 

1 7 . 4  T h e  r e q u i r e m e n t s  o f  n o t i f i c a t i o n  t o  t h e  D e p a r t m e n t a l  A d v i s e r s  a p p l y  t o  all 
c e n t r e s  w h i c h  a r e  o p e r a t e d  b y  v o l u n t a r y  a g e n c i e s  o r  o t h e r  f u n d e d  agencies, 
s u c h  a s  L o c a l  G o v e r n m e n t  a u t h o r i t i e s  a n d  p r i v a t e  s c h o o l s ,  a s  w e l l  a s  to 
c e n t r e s  w h i c h  a r e  owned  p r i v a t e l y  a n d  o p e r a t e d  . a s  a commercial 
undertaking.• 

1 7 . 5  I n  t h e  e v e n t  o f  t h e  A d v i s e r  n o t  b e i n g  . i m m e d i a t e l y  a v a i l a b l e ,  t h e  Officer 
o n  d u t y  a t  t h e  ' C o m m u n i t y  W e l f a r e  O f f i c e  m u s t  b e  informed. 

1 7 . 6  T h e  p r i n c i p l e  r o l e  o f  t h e  D e p a r t m e n t a l  O f f i c e r s  a t t e n d i n g  a centre, 
i m m e d i a t e l y  a f t e r  a c h i l d ' s  d e a t h  i s  r e p o r t e d ,  i s  o n e  o f  p r o v i d i n g  support 
a n d  c o n s u l t a t i o n  t o  s t a f f  m e m b e r s .  I f  c h i l d r e n  a t t e n d i n g  a r e  a w a r e  o f  the 
d e a t h  a n d ,  a s  a c o n s e q u e n c e , _ a r e  d i s t u r b e d  o r  d i s t r e s s e d ,  t h e  O f f i c e r s  must 
h e l p  s t a f f  t o  c r e a t e  a c a l m  a n d  r e a s s u r i n g  atmosphere. 

1 7 . 7  O f f i c e r s  a r e  a l s o  r e q u i r e d  t o  v i s i t  t h e  p a r e n t ( s )  o f  t h e  d e c e a s e d  child 
t o  o f f e r  s u p p o r t  a n d  a s s i s t a n c e  a s  appropriate. 

I N I T I A L  ACTION REWIRED AT LOCAL OFFICE 

1 7 . 8  i t  i s  m o s t  l i k e l y  t h a t  a d v i c e  o f  a d e a t h  w i l l  b e  n o t i f i e d  b y  t e l e p h o n e  and 
t h e  D e p a r t m e n t a l O f f i c e r  d e a l i n g  w i t h  t h e  p h o n e  c a l l  s h o u l d  a s c e r t a i n  and 
r e c o r d :  • 

1 )  S t a f f  p o s i t i o n  h e l d  b y  c a l l e r  a n d  t h e  c a l l e r ' s  name; 

i i )  T h e  t i m e  t h e  c a l l  w a s  received; 

i i i )  T h e  n a m e ,  a g e  a n d  s e x  o f  t h e  d e c e a s e d  child; 

i v )  B r i e f  d e t a i l s  o f  a p p a r e n t  c a u s e  o f  death; 

v )  W h e t h e r  t h e  c h i l d ' s  p a r e n t s ,  a d o c t o r  a n d  t h e  p o l i c e  h a v e  been 
advised; 

v i )  W h e t h e r  a n  a m b u l a n c e  h a s  b e e n  called. 

1 7 . 9  T h e  - D e p a r t m e n t a l ,  O f f i c e r  m u s t  a d v i s e  t h e  c a l l e r  t h a t  t h e  r e l e v a n t  Adviser, 
a c c o m p a n i e d  b y  a C o m m u n i t y  W e l f a r e  O f f i c e r ,  w i l l  come  1.0 t h e  centre 
immediately. 
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1 7 . 1 0 1 t  i s  h i g h l y  d e s i r a b l e  t h a t  t w o  D e p a r t m e n t a l  O f f i c e r s  a t t e n d  (including 
t h e  A d v i s e r )  s o  t h a t  o n e  c a n  s u p p o r t  s t a f f  a n d  c h i l d r e n  a n d  t h e  o t h e r  be 
i n v o l v e d  w i t h  d i s c u s s i o n s  w i t h  t h e  d o c t o r ,  p o l i c e ,  parents, 
owner/Controller/Conductor. 

1 7 . 1 1 A 4 v i c e  s h o u l d  b e  s o u g h t  a t  t h a t  s t a g e  c o n c e r n i n g _ a u y _ o t h e r  a s s i s t a n c e  the 
D e p a r t m e n t  may. b e  a b l e  t o  render. 

1 7 . 1 2 T h e  U n i t  M a n a g e r ,  a n d  t h e  O p e r a t i o n s  M a n a g e r  m u s t  b e  i n f o r m e d  a s  s o o n  as 
p o s s i b l e  a f t e r  i n f o r m a t i o n  c o n c e r n i n g  t h e  d e a t h  i s  r e c e i v e d  i n . t h e  local 
o f f i c e .  I t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  O p e r a t i o n s  M a n a g e r  t o  i n f o r m  the 
R e g i o n a l  Director. 

1 7 . 1 3 A f t e r  t h e  C e n t r e  h a s  b e e n  v i s i t e d  t h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r  should 
p r o v i d e  f o l l o w - u p  i n f o r m a t i o n  t o  t h e s e  Officers. 

1 7 . 1 4 T h e  R e g i o n a l  D i r e c t o r  i s  r e s p o n s i b l e  f o r  n o t i f y i n g  t h e  Director-General 
•And s t a f f  o f  t h e  M i n i s t e r ' s  O f f i c e  o f  t h e  death, 

17 .151NITTAL ACTION REQUIRED AT CHILD CARE CENTRE 

( i )  On ' a r r i v a l  a t  t h e  C e n t r e ,  t h e  d e t a i l s  p r e v i o u s l y  a s c e r t a i n e d  b y  phone 
S h o u l d  b e  verified. 

( i i ) T h e  O f f i c e r s  s h o u l d  a s s i s t  s t a f f ,  w h e r e  n e e d e d ,  t o  d e a l  w i t h  the 
e v e n t  a n d  h e l p  s t a f f  w i t h  t h e  - c h i l d r e n ' s  a c t i v i t i e s ,  i f  necessary, 
a n d  t h e  c o m f o r t i n g  o f  a n y  d i s t r e s s e d  children. 

SUBSEQUENT ACTION 

( i )  T h e  A d v i s e r  m u s t  c o m p l e t e  a r e p o r t  o n  t h e  i n c i d e n t ,  a s  S o o n  as 
p o s s i b l e ,  f o r  t h e  O p e r a t i o n s  M a n a g e r ,  w i t h  a c o p y  t o  t h e  District 
M a n a g e r .  T h e  r e p o r t  m u s t  i n c l u d e  i n f o r m a t i o n  a s  t o  t h e  d a t e ,  if 
k n o w n ,  o f  t h e  c o r o n e r ' s  inquiry. 

( i i  ) B o t h  D e p a r t m e n t a l  O f f i c e r s  a t t e n d i n g  t h e  c e n t r e  o n  t h e  d a y  o f  the 

- d e a t h .  s h o u l d  a t t e n d  t h e  C o r o n e r ' s  I n q u e s t  a n d  p r o v i d e  a.report 
f o r  t h e  O p e r a t i o n s  M a n a g e r  o f  p r o c e e d i n g s  o f  t h e  Inquest. 

( i i i ) T h e  A d v i s e r  s h o u l d  o b t a i n  c o p i e s  o f  a n y  l o c a l  n e w s p a p e r  publicity 
f o r  p l a c e m e n t  o n  t h e  file. 

( i v )  F o l l o w - u p  s u p p o r t  s h o u l d  b e  p r o v i d e d  b y  O f f i c e r s  v i s i t i n g  the 
p a r e n t ( s )  o f  t h e  d e a d  c h i l d  a n d  t h e  s t a f f  o f  t h e  centre. 

( v )  L e t t e r s  m u s t  b e  w r i t t e n  b y  t h e  O p e r a t i o n s  M a n a g e r  t o  t h e  local 
P o l i c e  a n d  t h e  l o c a l  C o u r t  r e q u e s t i n g  t h a t  t h e  D e p a r t m e n t  receive 
c o p i e s  o f  t h e  P o l i c e  a n d  C o r o n e r ' s  Reports. 
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When t h e s e  R e p o r t s  a r e  r e c e i v e d  t h e y  m u s t  b e  e x a m i n e d  carefully 
by. t h e  O p e r a t i o n s  M a n a g e r  t o  i d e n t i f y  • a n y  c r i t i c i s m  o f  the 
D e p a r t m e n t  o n  m a t t e r s  r e l a t i v e  t o  t h e  q u a l i t y  o f  c a r e  p r o v i d e d  o r  the 
s a f e t y  o f  f i t t i n g s  o r  equipment. 

T h e  P o l i c e  a n d  C o r o n e r ' s  R e p o r t s  m u s t  b e  r e f e r r e d  f o r  sighting 
t o  t h e  R e g i o n a l  D i r e c t o r  a n d  t h e  Director-General. 

W h e r e  c i r c u m s t a n c e s  w a r r a n t ,  t h e  i n v e s t i g a t i n g  s k i l l s  o f  the 
P r o d u c e  S a f e t y  B r a n c h  o f  t h e  D e p a r t m e n t  o f  C o n s u m e r  A f f a i r s  s h o u l d  be 
u t i l i s e d .  R e p o r t s  p r e p a r e d  b y  t h i s  B r a n c h  a r e  n o t  g e n e r a l l y  circulated 
t o  o u t s i d e  p a r t i e s .  A c c o r d i n g l y ,  i t  i s  n e c e s s a r y  t h a t  a letter 
r e q u e s t i n g  a c o p y  o f  a n y  r e p o r t s  b e  p r e p a r e d  b y  t h e  O p e r a t i o n s  Manager 
f o r  t h e  Director-General. 

( i x )  •A R e p o r t  b y  t h e  O p e r a t i o n s  M a n a g e r ,  d e t a i l i n g  a l l  r e l e v a n t  information 
o n  t h e  m a t t e r  s h o u l d  b e  p r o v i d e d  t o  t h e  R e g i o n a l  D i r e c t o r ;  Director- 
G e n e r a ) ;  D i r e c t o r s ,  O p e r a t i o n s  a n d  P o l i c y ;  t o  t h e  A d v i s e r s ;  Officers 
r e s p o n s i b l e  f o r  C h i l d r e n ' s  S e r v i c e s  P o l i c y  a t  t h e  C e n t r a l  Office: 
r e l e v a n t  R e g i o n a l  O f f i c e  s t a f f  a n d  t o  t h e  Minister. 

(x) W h e r e  i n v e s t i g a t i o n s  r e v e a l  a f a u l t  i n  f u r n i t u r e  a n d  f i t t i n g s ,  all 
C h i l d r e n ' s  S e r v i c e s  A d v i s e r s  a r e  r e s p o n s i b l e  t o  e n s u r e  t h a t  a l l  centres 
w i t h i n  t h e i r  a r e a  o f  r e s p o n s i b i l i t y  a r e  i n f o r m e d  o f  a p p r o p r i a t e  action 
t o  b e  t a k e n )  s u c h  a s  a l t e r a t i o n s  t o  t h e  e q u i p m e n t  o r  r e m o v a l  o f  the 
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18L ASSESSMENT AND SUPPORT FOR SPECIAL NEEDS CHILDREN 

• 1 8 . 1  A d v i s e r s  a r e  r e s o u r c e  p e r s o n s  i n  t h e  C o m m u n i t y  W e l f a r e  O f f i c e ,  available 

• t o  h e l p  D i s t r i c t  O f f i c e r s  w i t h  a s s e s s m e n t s  o n  C h i l d r e n  a t  R i s k  u n d e r  twelve 
y e a r s  o f  age. 

1 8 . 2  T h e s e  a s s e s s m e n t s  c o v e r  t h e  f o u r  b a s i c  a r e a s  o f :  g r o s s  m o t o r  development, 
f i n e  m o t o r  d e v e l o p m e n t ,  l a n g u a g e  a n d  s o c i a l  s k i l l s .  T h e  A d v i s e r  should 
o b s e r v e  t h e  c h i l d  e i t h e r  a t  a c h i l d  c a r e  c e n t r e  ( i f  t h e  c h i l d  attends), 
a t  a f o s t e r  home ( i f  i n  c a r e ) ,  o r  w i t h  t h e  p a r e n t ( s ) .  I f  y o u  a r e  assessing 
w i t h  t h e  p a r e n t s  p r e s e n t ,  i t  i s  b e s t  t o  t a k e  t h e  D . O .  t o  t a l k  w i t h  the 
p a r e n t s  w h i l e  y o u  m a i n l y  i n t e r a c t  w i t h  t h e  child(ren). 

1 8 . 3  I t  i s  a l s o  i m p o r t a n t  t o  o b s e r v e  t h e  q u a l i t y  o f  i n t e r a c t i o n  between 
p a r e n t ( s )  a n d  c h i l d  a n d  b e  a b l e  t o  commen t  o n  this. 

1 8 . 4  When v i s i t i n g  w i t h  t h e  D i s t r i c t  O f f i c e r  i t  i s  i m p o r t a n t  t o  r e m e m b e r  that 
i t  i s  n o t  y o u r  j o b  t o  j u d g e  o n  i s s u e s  r e l a t e d  t o  t h e  c l e a n l i n e s s  o f  the 

h o u s e  o r  o f  t h e  c h i l d ,  o r  t h e  s o c i a l  a t t i t u d e s  o f  t h e  p a r e n t s .  T h e s e  are 
e a s i l y  o b s e r v a b l e  t o  t h e  D . O .  a n d  h e / s h e  may i n c l u d e  t h e m  i n  t h e i r  report 
i f  i t  i s  d e e m e d  necessary. 

1 8 . 5  T h e  A d v i s e r ' s  j o b  i s  t o  a s s e s s  t h e  c h i l d  o n  t h e  f o u r  m a i n  developmental 
a r e a s , . t o  c o m m e n t  o n  t h e i r  r e l a t i o n s h i p  w i t h  t h e  p a r e n t ( s )  o r  caregiver(s), 
a n d  n o t e  a n y  s u g g e s t i o n s  f o r  c h i l d  s t i m u l a t i o n  w h i c h  a r e p r a c t i c a b l e  in 
t h e  h o m e .  S u g g e s t i o n s  s h o u l d  a l s o  b e  made  a s  t o  w h e t h e r  c h i l d  c a r e  centre 
a t t e n d a n c e  m i g h t  b e n e f i t  t h e  c h i l d ,  a n d  i f  s o ,  w h i c h  c e n t r e  is 
appropriate. 

1 8 . 6  Any a r e a  i n  t h e  a s s e s s m e n t  w h i c h  i n d i c a t e s  s e v e r e  d e l a y  s h o u l d  be 
h i g h l i g h t e d  i n  t h e  A d v i s e r ' s  r e p o r t ,  w i t h  r e f e r r a l s  t o  p r o f e s s i o n a l s  who 
w o u l d  d o  a m o r e  d e t a i l e d  a s s e s s m e n t  i n  t h i s  a r e a ,  e g .  a s p e e c h  pathologist, 
hospital. 

1 8 . 7  A d v i s e r s  s h o u l d  u s e  a s s e s s m e n t  f o r m s  w i t h  w h i c h  t h e y  f e e l  comfortable. 
When. c h o s i n g  a n  a s s e s s m e n t  f o r m ,  note: 

i )  D o e s  i t  c o v e r  g r o s s  m o t o r  s k i l l s ,  f i n e  m o t o r  s k i l l s ,  l a n g u a g e  and 
s o c i a l  development? 

i i )  I s  i t  b i a s e d  t o w a r d s  a p a r t i c u l a r  class/nationality/culture? 

i i i )  I s  i t  f l e x i b l e  e n o u g h  t o  b e  u s e d  i n  t h e  c h i l d ' s  home o r  a t  a centre? 

i v )  I s  i t  c o n c i s e  e n o u g h  t o  e n a b l e  m o r e  o b s e r v a t i o n  t h a n  w r i t i n g ,  a n d  able 
t o  b e  c o m p l e t e d  i n  a r e a s o n a b l y  s h o r t  time?. 

1 8 . 8  T h e  C h i l d r e n ' s  S e r v i c e s  t e a m  n e e d s  t o  f i n d  a n  a s s e s s m e n t  f o r m  w i t h  which 
t h e y  a r e  c o m f o r t a b l e  a n d  a d a p t  i t  a s  b e s t  t h e y  c a n .  I t  i s  s u g g e s t e d  that 

'you c a n v a s s  y o u r  own c e n t r e s ,  f a m i l y  d a y  c a r e  s c h e m e s ,  a n d  a n y  other 
r e s o u r c e ' s  i n  y o u r  A r e a  w h i c h  may d o  c h i l d  a s s e s s m e n t s .  T a k e  t h e  assessment 
f o r m s  t o  a • R e g i o n a l - T e a m  M e e t i n g  a n d  s e t  a s i d e  t i m e  f o r  c r i t i c i s m  and 
discussion. 
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1 9 .  CHILD PROTECTION 

- c o n t i n u i n g  i n v o l v e m e n t  o f  t h e  Adviser 

1 9 . 1  P o s t - a s s e s s m e n t  f o r  a D.O. 

i )  T h e  a d v i s o r ,  h a v i n g  a s s i s t e d  w i t h  t h e  a s s e s s m e n t  r e p o r t  w i t h  simple 
r e c o m m e n d a t i o n s ,  s h o u l d  be.  a v a i l a b l e  t o  v i s i t  a g a i n  w i t h  t h e  D . O .  t o  talk 
t o t  h e  c a r e r ( s )  a b o u t  c h i l d / i n f a n t  s t i m u l a t i o n  a n d  o f f e r  practical 
s o l u t i o n s  a s  t o  w a y s  o f  s t i m u l a t i n g  a n d  e n t e r t a i n i n g  t h e  c h i l d  a t  home. 

i i )  T h e  p r o g r e s s  o f  t h e  c h i l d  n e e d s  t o  b e  m o n i t o r e d  t o  e n s u r e  t h a t  some 
p r o g r e s s  i s  b e i n g  made  - f o l l o w - u p  a s s e s s m e n t s  n e e d  t o  b e  m a d e  regularly, 
a t  l e a s t  a t  6 m o n t h l y  i n t e r v a l s ,  u n t i l  t h e  D . O .  a n d  t h e  a d v i s e r  a r e  bother 
s a t i s f i e d  t h a t  t h e  c h i l d  i s  m a k i n g  s a t i s f a c t o r y  progress. 

1 9 . 2  A f t e r  i d e n t i f i c a t i o n  o f  c h i l d  a b u s e  o f  c h i l d  a t t e n d i n g  a centre 

i )  I f  a s u p e r v i s o r  a t  a c e n t r e  n o t i f i e s  t h e  A d v i s e r  o f  s u s p e c t e d  c h i l d  abuse 
o f  a c h i l d  a t t e n d i n g  a c e n t r e ,  t h e  A d v i s e r  m u s t  i m m e d i a t e l y  i n v o l v e  a D.O. 
o r  t h e  c h i l d  p r o t e c t i o n  w o r k e r  i n  h e r / h i s  a r e a .  T h i s  w i l l  ensure 
n o t i f i c a t i o n  a n d  action. 

i i )  T h e  D . O .  w i l l  t h e n  t a k e  r e s p o n s i b i l i t y  f o r  t h e  c a s e  a n d  i n v o l v e  t h e  Adviser 
a s  appropriate. 

i i i )  i t  i s  t h e  A d v i s e r ' s  r e s p o n s i b i l i t y  t o  e n s u r e  t h a t  a l l  c h i l d  c a r e  s t a f f  in 
t h e  a r e a  h a v e • h a d  some  i n s e r v i c e  i n  r e c o g n i s i n g  a n d  n o t i f y i n g  c h i l d  abuse, 
a n d  t o  e n c o u r a g e  t h e m  t o  n o t i f y  s u s p e c t e d  cases. 

i v )  i f  c h i l d  a b u s e  i s  p e r p e t u a t e d  b y  t h e  s t a f f  o n  a c h i l d ,  a D . O .  m u s t  again 
b e  i n v o l v e d  t o  t a k e  r e s p o n s i b i l i t y  f o r  t h e  c a s e ,  a n d  t h e  A d v i s e r  is 
r e s p o n s i b l e  f o r  r e s u l t a n t  l e g a l  a c t i o n  i n v o l v i n g  t h e  l i c e n c e  a n d  monitoring 
e f f e c t s  o n  t h e  centre. 

1 9 . 3  C . A . R .  C h i l d r e n  i n  t h e  Centres 

i )  A d v i s e r s  s h o u l d  b e  a w a r e  o f  C . A . R .  C h i l d r e n  p l a c e d  b y  D . O . ' s  i n  centres 
i n  ' t h e i r  areas. 

• i i )  W h e r e  p o s s i b l e ,  t h e y  s h o u l d  h a v e  s o m e  w o r k i n g  k n o w l e d g e  o f  t h e  c a s e  and 
b e  c a p a b l e _ o f  e n s u r i n g  t h a t  p r o b l e m s  . s i g n a l e d  b y  t h e  t e a c h e r  a r e  quicly 
r e s p o n d e d  t o  b y  t h e  D.O. 

i i i )  A d v i s e r s  a r e  r e s p o n s i b l e  f o r  e n s u r i n g  t h a t  s t a f f  i n  t h e i r  a r e a  a r e  aware 
o f  t h e  d y n a m i c s  o f  C . A . R .  f a m i l i e s  a n d  p o s s i b l e  r e s u l t a n t  behavioural 
p r o b l e m s  • i n  t h e  c h i l d r e n ,  a n d  t h e  CWO o f f i c e  c h i l d  p r o t e c t i o n  w o r k e r  is 

• a n  a v a i l a b l e  r e s o u r c e  f o r  this. 

1 9 . 4  C e n t r e s  c a t e r i n g .  f o r  C . A . R .  children 

i )  B e c a u s e  o f  t h e  u n i q u e  a n d  s p e c i a l  n e e d s  o f  c h i l d r e n  a t  r i s k ,  n o  c h i l d  care 
c e n t r e  s h o u l d  b e  " o v e r - l o a d e d "  w i t h  r e f e r r a l s  f r o m  t h e  Department. 

i i )  T h e  maximum n u m b e r  o f  C . A . R .  c h i l d r e n  t o  b e  a c c o m m o d a t e d  i n  a c e n t r e  should 
b e  10% o f  t h e  l i c e n s e d  number. 
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1 9 . 5  i t  i s  t h e  A d v i s e r ' s  r e s p o n s i b i l i t y  t o  p r o v i d e  o n g o i n g  s u p p o r t  t o  workers 
i n  s e r v i c e s  w h i c h  c a t e r  f o r  c h i l d r e n  a t  r i s k . .  T h i s  s h o u l d  b e  d o n e  in 
c o n s u l t a t i o n  w i t h  t h e  C h i l d  P r o t e c t i o n  W o r k e r  a n d / o r  C o m m u n i t y  Programme 
O f f i c e r s  ( C h i l d r e n ' s  S e r v i c e s ,  a n d  C h i l d  P r o t e c t i o n )  a n d  w i l l  include:. 

i) h e l p i n g  t h e m  t o  a p p l y  f o r  f u n d i n g  o r  b u d g e t  f o r  e x t r a  s t a f f  s o  there 
i s  a l o w e r  a d u l t : c h i l d  ratio; 

i i )  p r o v i d e  i n s e r v i c e s  f o r  t h e  s t a f f  i n  w o r k i n g  w i t h  C . A . R .  c h i l d r e n  and 
t h e i r  families; 

i i i )  e n s u r e  t h a t  s t a f f  c a n  s c h e d u l e  i n  a d e q u a t e  t i m e  f o r  individual 
p l a n n i n g  w i t h i n  t h e i r  w o r k  week; 

i v )  e n s u r e  t h a t  t h e  s t a f f ' s  c o m m i t t e e  i s  a w a r e  o f  t h e  s p e c i a l  n e e d s  of 
t h e  c h i l d r e n  a t  t h e  c e n t r e  a n d  s u p p o r t i v e  o f  t h e  s t a f f ' s  work; 

p r o v i d e  e x t r a  h e l p  i n  a d v i s i n g  o n  a c t i v i t i e s  t o  t r y  o u t  w h e n  working 
w i t h  d i s t u r b e d  o r  a c t i n g - o u t  children. 

1 9 . 6  C h i l d  P r o t e c t i o n  G u i d e l i n e s  f o r  s t a f f  i n  C h i l d r e n ' s  S e r v i c e s  a r e  a t t a c h e d  - 
i n  A p p e n d i x  9 .  T h e s e  g u i d e l i n e s  c a n  b e  f o r w a r d e d  t o  s e r v i c e s  for 
information. 
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2 0 .  PROCEDURES FOR DEPARTMENTAL OFFICERS 
THE REFERRAL OF CHILDREN TO CHILD CARE CENTRES 

2 0 . 1  When a d e c i s i o n  i s  made  b y  D e p a r t m e n t a l  O f f i c e r s  t o  r e f e r  c h i l d r e n  t o  Child 
C a r e  s e r v i c e s ,  t h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r  s h o u l d  b e  c o n s u l t e d  a s  to: 

i )  t h e  s u i t a b i l i t y  o f  s u c h  a r e f e r r a l  f o r  t h e  s p e c i f i c  case; 

i i l t h e  c e n t r e / s  w h i c h  s h o u l d  b e  a p p r o a c h e d  r e g a r d i n g  p l a c e m e n t  o f  the 
child, 

2 0 . 2  I n i t i a l  c o n t a c t  i s  t o  b e  m a d e  w i t h  t h e  D i r e c t o r  o f  t h e  C e n t r e  a s  to 
t h e  a v a i l a b i l i t y  o f  a s p a c e  f o r  t h e  c h i l d ;  t h e  w i l l i n g n e s s  o f  t h e  Centre 
t o  a c c e p t  t h e  c h i l d  a n d  t h e  a b i l i t y  o f  t h e  s t a f f  t o  c o p e  w i t h  t h e  child's 
S p e c i a l  needs. 

2 0 . 3  T h e  r e f e r r i n g  o f f i c e r  s h o u l d  c o m p l e t e  t h e  A g r e e m e n t  F o r m  d u r i n g  an 
i n t e r v i e w  w i t h  t h e  D i r e c t o r  o f  t h e  S e r v i c e  p r i o r ,  t o  p l a c e m e n t  o f  a n y  child 
r e f e r r e d  b y  D e p a r t m e n t a l  officers. 

2 0 . 4  T h e  f o r m  s h o u l d  b e  p r e p a r e d  i n  d u p l i c a t e ,  b o t h  c o p i e s  s i g n e d  b y  the 
D e p a r t m e n t a l  o f f i c e r  a n d  t h e  D i r e c t o r  o f  t h e  C h i l d  C a r e  C e n t r e ,  a n d  each 
r e t a i n i n g  a c o p y  f o r  t h e i r  records. 

2 0 . 5  T h e  D e p a r t m e n t a l  o f f i c e r  m u s t  i n f o r m  t h e  c h i l d ' s  f a m i l y  about: 

i )  ' t h e i r  o b l i g a t i o n s  r e g a r d i n g  c h i l d ' s  a t t e n d a n c e  a t  t h e  Centre; 

i i )  t h e i r .  o b l i g a t i o n s  ( i f  a n y )  r e g a r d i n g  p a y m e n t  o f  fees; 

i i i )  t h e  e x t e n t  o f  t h e  i n f o r m a t i o n  p r o v i d e d  t o  t h e  C h i l d  C a r e  Centre 
r e g a r d i n g  t h e  c i r c u m s t a n c e s  o f  t h e  case; 

i v )  t h e  r e s p o n s i b i l i t y  t h a t  t h e  C e n t r e  h a s  t o  p r o v i d e  i n f o r m a t i o n  t o  the 

- D e p a r t m e n t  o f  Y o u t h  a n d  C o m m u n i t y  S e r v i c e s  d u r i n g  t h e  ongoing 
a t t e n d a n c e  o f  t h e  c h i l d  a t  t h e  Centre. 

2 0 . 6  C h i l d  C a r e  C e n t r e s  m u s t  b e  a d v i s e d  t h a t  t h e  R e f e r r a l  F o r m  d o e s  n o t  replace 
t h e  e n r o l m e n t  f o r m s  n o r m a l l y  u s e d  b y  t h e  C e n t r e  a n d  w h i c h ,  a c c o r d i n g  to 
t h e  D e p a r t m e n t ' s  R e g u l a t i o n s ,  a r e  r e q u i r e d .  T h e  r e f e r r a l  f o r m  d o e s  not 
r e p l a c e  o r  s u p e r s e d e  t h i s  information. 

2 0 . 7  T h e  A g r e e m e n t  f o r m  f o r  r e f e r r a l  o f  c h i l d r e n  t o  C h i l d  C a r e  S e r v i c e s  is 
a t t a c h e d  appendix10. 
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2 1 .  ENROLMENT A CHILD WITH A DISABILITY 

2 1 . 1  T h e  f o l l o w i n g  p o i n t s  a r e  t o  b e  c o n s i d e r e d  w h e n  c h i l d r e n  w i t h  a 
d i s a b i l i t y  a r e  e n r o l l e d  a t  a Centre. 

a )  l i c e n s e d  numbers 

b )  p h y s i c a l  environment 

c )  a t t e n d a n c e  pattern 

d )  a b i l i t y  o f  s t a f f  t o  c o p e  w i t h  t h e  s p e c i a l  n e e d s  o f  t h e  handicapped 
child 

L i c e n s e d  Numbers 

2 0 . 2  T h e  n u m b e r  o f  c h i l d r e n  w i t h  a . d i s a b i l i t y  a n d  t h e  s e s s i o n s  t h e y  attend 
v a r i e s  a c c o r d i n g  t o  t h e  d e g r e e  o f  t h e  d i s a b i l i t y  a n d  t h e  individual 
c e n t r e ' s  a b i l i t y  t o  p r o v i d e  a s u i t a b l e  p r o g r a m m e  f o r  a l l  children 
enrolled. 

2 0 . 3  T h e  maximum n u m b e r  o f  h a n d i c a p p e d  c h i l d r e n  w i t h  a d i s a b i l i t y  t o  b e  enrolled 
a t  a c e n t r e  o n  a n y  s e s s i o n / d a y  s h o u l d  b e  10% o f  t h e  l i c e n s e d  number. 
A d v i s e r s  n e e d  t o  b e  a w a r e  o f  t h e  n u m b e r s  o f  d i s a b l e d  c h i l d r e n  attending 
e a c h  c e n t r e ,  s t a f f  a t t i t u d e s  a n d  t h e i r  a b i l i t y  t o  c o p e  w i t h  these 
children. 

P h y s i c a l  Environment 

2 0 . 4  Some c h i l d r e n  w i t h  d i s a b i l i t i e s  c a n  b e  s u c c e s s f u l l y  i n t e g r a t e d  i n t o  a child 
c a r e  s e r v i c e  w i t h o u t  t h e  p h y s i c a l  e n v i r o n m e n t  b e i n g  c o n s i d e r e d .  However. 
w h e r e  c h i l d r e n  w i t h  p h y s i c a l  d i s a b i l i t i e s  a r e  i n t e g r a t e d  t h e  f o l l o w i n g  need. 
t o  b e  considered: 

i )  a c c e s s i b i l i t y  o f  p l a y g r o u n d  e g  r a m p s  a s  o p p o s e d  t o  steps; 

i i )  g r o u n d  l e v e l s  a n d  surfaces; 

i i i )  f l o o r  c o v e r i n g s ;  and 

i v )  s u i t a b l e  t o i l e t  facilities 

A t t e n d a n c e  Pattern 

2 0 . 5  I t  i s  e s s e n t i a l  t h a t  t h e  c h i l d  w i t h  a d i s a b i l i t y  r e l a t e s  t o  t h e  s a m e  staff 
a n d  p e e r s  when  h e  o r  s h e  a t t e n d s  t h e  c e n t r e .  C o n s i d e r a t i o n  n e e d s  t o  be 
g i v e n  t o  t h e  c h i l d  a t t e n d i n g  o n  t h e  s a m e  d a y  w i t h  t h e  s a m e  g r o u p  a n d  with 
t h e  s a m e  staff. 

2 0 . 6  T h i s  w i l l  o f f e r  t h e  c h i l d  s t a b i l i t y ,  w h i c h  I s  a n  i m p o r t a n t  consideration 
i n  integration. 
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Procedures 

T h e  f o l l o w i n g  p r o c e d u r e s  n e e d  t o  b e  c o n s i d e r e d  w h e n  c h i l d r e n  w i t h  a 
d i s a b i l i t y  a r e  integrated: 

i )  A p p l i c a t i o n / C o n t i n u i n g  Record 

a )  T h e  f o r m  e n t i t l e d  " A p p l i c a t i o n  f o r  S u b s i d y  f o r  H a n d i c a p p e d  Child" 
s h o u l d  b e  c o m p l e t e d  a n d  f o r w a r d e d  t o  t h e  A d v i s e r  w i t h i n  f o u r  ( 4 )  weeks 
o f  t h e  c h i l d ' s  c o m m e n c e m e n t  a t  t h e  centre. 

b )  T h e r e a f t e r ,  t h e  f o r m  e n t i t l e d  " C o n t i n u i n g  R e c o r d  - S u b s i d y  for 
H a n d i c a p p e d  C h i l d "  s h o u l d  b e  c o m p l e t e d  a n d  f o r w a r d e d  t o  t h e  Adviser 
w i t h i n  f o u r  ( 4 )  w e e k s  o f  t h e  c h i l d ' s  r e t u r n  t o  t h e  c e n t r e  f o r  each 
s u c c e e d i n g  t e r m  f o l l o w i n g  i n i t i a l  application. 

c )  t h e  A d v i s e r  w i l l  a s s e s s  t h e  a p p l i c a t i o n  a n d  r e t u r n  t h e  f o r m  signed 
f o r  r e t e n t i o n  b y  t h e  c e n t r e  u n t i l  a n  i n s p e c t i o n  o f  f u n d i n g  records 
h a s  b e e n  c o m p l e t e d  b y  D e p a r t m e n t a l  Officers. 

i i )  I n d i v i d u a l  Programmes 

I t  w i l l  b e  t h e  D i r e c t o r ' s  r e s p o n s i b i l i t y  t o  d e s i g n  individual 
p r o g r a m m e s  f o r  t h e  c h i l d  w i t h  a d i s a b i l i t y  w i t h  t h e  a s s i s t a n c e  of 
r e f e r r i n g  a g e n c i e s  o r  r e s o u r c e  p e r s o n S . e g .  Y o u n g  D i s a b l e d  Children's 
C o - o r d i n a t o r s ,  p a r e n t s .  C l o s e  c o n t a c t  a n d  l i a i s o n  w i t h  p a r e n t s  is 
e x t r e m e l y  i m p o r t a n t  i f  t h e  i n t e g r a t i o n  i s  t o  b e  b e n e f i c i a l .  If 
r e q u i r e d ,  D i r e c t o r s  may o b t a i n  I n f o r m a t i o n  a b o u t  c h e c k  l i s t s  f o r  use 
w i t h  p a r e n t s  a n d  t e a c h e r s  f r o m  t h e  C h i l d r e n ' s  S e r v i c e s  Adviser. 

i i i )  Resource_Pepsons 

R e s o u r c e  p e r s o n s  w i t h  a k n o w l e d g e  a n d  u n d e r s t a n d i n g  o f  t h e  disability 
a n d / o r  h a n d i c a p  c o u l d  a s s i s t  i n  d e v e l o p i n g  a n  a p p r o p r i a t e  programme 
f o r  t h e  h a n d i c a p p e d  c h i l d  t o  a s s u r e  maximum b e n e f i t  a n d  integration 
w i t h i n  t h e  C h i l d  C a r e  C e n t r e .  W h e r e  s p e c i a l i s t  t e a c h e r s  a r e  employed 
t h e y  s h o u l d  b e  r e s p o n s i b l e  f o r  t h e  p r o g r a m m e ' s  i m p l e m e n t a t i o n  b y  the 
r e s o u r c e  p e r s o n  s h o u l d  b e  r e v i e w e d  r e g u l a r l y  e a c h  t e r m .  Wherever 
r e s o u r c e  p e r s o n s  a r e  u s e d  i n  i n d i v i d u a l  p r o g r a m m e s  t h e y  s h o u l d  be 
r e s p o n s i b l e  f o r  p l a n n i n g  w i t h  t h e  D i r e c t o r  f o r  t h e  p r o v i s i o n  of 
i n s t r u c t i o n a l  m a t t e r s  o r  l i t e r a t u r e  a n d  w i t h  t h e  a s s e s s m e n t  f o r  future 
p l a c e m e n t  o f  t h e  h a n d i c a p p e d  child. 

Reqord_Keeping 

I t  i s  i m p o r t a n t  t o  k e e p  w r i t t e n  r e c o r d s  r e l a t i n g  t o  t h e  child's 
i n t e g r a t i o n  f o r  c o n t i n u a l  e v a l u a t i o n  a n d  d e v e l o p m e n t .  Where 
a p p r o p r i a t e ,  t h i s  w r i t t e n  c o m m u n i c a t i o n  s h o u l d  b e  l i n k e d  w i t h  other 
a g e n c i e s .  S t a f f  i n v o l v e d  i n  t h e  o b s e r v a t i o n  o f  i n d i v i d u a l  children 
m u s t  m a i n t a i n  r e c o r d s  w h i c h  s h o u l d  c o n s i d e r  e a c h  o f  t h e  following 
areas: 

i )  I n f o r m a t i o n  a b o u t  t h e  c h i l d ' s  f a m i l y  b a c k g r o u n d  a n d  medical 
history. 

i i ) P h y s i c a l  d e v e l o p m e n t  - c o m m e n t  o n  l a r g e  a n d  s m a l l  muscle 
d e v e l o p m e n t ,  c h a n g e  i n  p h y s i c a l  d e v e l o p m e n t  a n d  a n y  s e n s o r y  defects 
w h e r e  appropriate. 
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i i i )  I n t e l l e c t u a l  d e v e l o p m e n t  - c o m m e n t  o n  l a n g u a g e  d e v e l o p m e n t ,  a l e r t n e s s  and 
a w a r e n e s s  o f  e n v i r o n m e n t ,  a b i l i t y  t o  f o l l o w  s i m p l e  i n s t r u c t i o n s ,  attitude 
t o  s o l v i n g  p r o b l e m s  a n d  a c t i v i t i e s  i n  w h i c h  t h e  c h i l d  i s  m o s t  interested. 

i v  S o c i a l / E m o t i o n a l  d e v e l o p m e n t  - c o m m e n t  o n  t h e  r e l a t i o n s h i p  w i t h  other 
p e e r s ,  a d u l t s ,  c o - o p e r a t i o n  i n  p r o g r a m m e ,  etc. 

v )  R e p o r t  o n  c o n t a c t  w i t h  o t h e r  a g e n c i e s  i n v o l v e d  w i t h  t h e  c h i l d  a n d  family. 

v i )  R e c o m m e n d a t i o n  f o r  f u t u r e  p l a n n i n g  o f  programme. 

2 0 . 9  Equipment 

A l t h o u g h  c h i l d r e n  w i t h  a d i s a b i l i t y  a r e  a b l e  t o  u s e  e x i s t i n g  e q u i p m e n t  in 
C h i l d  C a r e  C e n t r e s ,  i n  s o m e  c a s e s  i t  may b e  n e c e s s a r y  t o  provide 
s u p p l e m e n t a r y  m a t e r i a l s .  T h i s  c a n  b e  b o r r o w e d  t h r o u g h  a v a r i e t y  of 
c o m m u n i t y  r e s o u r c e s ,  e g .  t o y  l i b r a r i e s  f o r  t h e  h a n d i c a p p e d ,  o r  equipment 
f r o m  s p e c i a l  s c h o o l s  o r  organisations. 

2 0 . 1 0  P l a c e m e n t  o f  t h e  C h i l d  w i t h  a Disability 

T h e  d e c i s i o n  t o  p l a c e  a c h i l d  w i t h  a d i s a b i l i t y  s h o u l d  b e  made  in 
c o n s u l t a t i o n  with: 

( i )  T h e  Director 

( i i )  T h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r  and 

( i i i )  e i t h e r  o f  t h e  following: 

Y o u n g  D i s a b l e d  C h i l d r e n ' s  C o - o r d i n t o r s ,  C o m m u n i t y  P r o g r a m m e  O f f i c e r  ' 
D i s a b i l i t i e s ,  P r o f e s s i o n a l  a n d / o r  P a r a m e d i c a l  p e r s o n s  w i t h i n  t h e  community, 
w h e r e  applicable. 

I n t r a - D e p a r t m e n t a l  Liaison 

I t  i s  s t r o n g l y  r e c o m m e n d e d  t h a t  w h e r e v e r  p o s s i b l e ,  C h i l d r e n ' s  Services 
A d v i s e r s  w o r k  c l o s e l y  w i t h  t h e  y o u n g  d i s a b l e d  c h i l d r e n ' s  Co-ordinators 
a n d  t h e  f a m i l i e s .  T h e  C o - o r d i n a t o r s  h a v e  a p r i m a r y  r e s p o n s i b i l i t y  to 
w o r k  . w i t h  y o u n g  d i s a b l e d  c h i l d r e n  a n d  a c c o r d i n g  t o  t h e i r  s t a t e m e n t  of 
d u t i e s  a r e  r e s p o n s i b l e  for: 

( i )  C o l l o b o r a t i o n ,  w i t h  C h i l d r e n ' s  S e r v i c e s  A d v i s e r s ,  i n  a l l  m a t t e r s  affecting 
e a r l y  i n f a n t  i n t e r v e n t i o n  p r o g r a m m e s  f o r  c h i l d r e n  w i t h  disabilities. 

( i ' )  C o l l a b o r a t i o n  w i t h  A d v i s e r s ,  C h i l d r e n ' s  S e r v i c e s ,  to: 

a )  i d e n t i f y  n e e d s  f o r  d e v e l o p m e n t  o f  a p p r o p r i a t e  p r o g r a m m e s  a t  local 
level; 

b )  m o b i l i s e  e x i s t i n g  l o c a l  a g e n c i e s  t o  p r o v i d e  a p p r o p r i a t e  programmes; 

c )  w h e r e  t h e  n e e d  e x i s t s ,  t o  i n i t i a t e  a n d  e n c o u r a g e  p a r e n t s  t o  form 
a p p r o p r i a t e  s e l f - h e l p  g r o u p s  a n d  t o y  l i b r a r y  services; 

t o  m o t i v a t e  a n d  s u p p o r t  a f u l l  r a n g e  o f  l o c a l  i n i t i a t i v e s  t o  assist 
c h i l d r e n  w i t h  d i s a b i l i t i e s  a n d  t h e i r  f a m i l i e s  i n  n e e d  o f  such 
services. 
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i i i )  To c o n t a c t  a n d  e n c o u r a g e  " n o n - a l i g n e d "  p a t e n t s  t o  j o i n t  o r  f o r m  self-help 
groups.. 

i v )  W h e r e  n e c e s s a r y  t o  v i s i t  i n d i v i d u a l  h o m e s  t o  e n c o u r a g e  l i n k - u p  with 
a p p r o p r i a t e  p a r e n t  g r O u p s  a n d  p r o v i d e  i n i t i a l  a d v i c e  a n d  r e f e r r a l  service. 

v )  A t t e n d  m e e t i n g s  d a y  o r  n i g h t  o f  p a r e n t s ,  g r o u p  d i s c u s s i o n s ,  etc. 

2 0 . 1 2 T h e  C o - o r d i n a t o r s  c a n  a s s i s t  w i t h  a s s e s s m e n t  a n d  r e f e r r a l s  f o r  children 
w i t h  d i s a b i l i t i e s  a n d  o f f e r  p r a c t i c a l  a d v i c e  o n  r e a l i s t i c  p l a n n i n g ,  goal- 
s e t t i n g  a n d  e v a l u a t i o n  o f  t h e  c h i l d ' s  progress. 

2 0 . 1 3 A  l i s t  o f  L o c a t i o n s  o f  Y o u n g  D i s a b l e d  C h i l d r e n ' s  C o - o r d i n a t o r s  i s  attached 

a s  A p p e n d i x  11. 

2 0 . 1 4 .  T h e  D e p a r t m e n t  o f  Y o u t h  a n d  C o m m u n i t y  S e r v i c e s  A p p l i c a t i o n  f o r  subsidy. 
.fOr.  a C h i l d  w i t h  D i s a b i l i t i e s  i s  a t t a c h e d  a s ,  A p p e n d i x  12. 
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2 1 .  FUNDlN6 

R e g i o n a l  C h i l d r e n ' s  S e r v i c e s  p e r s o n n e l  s h o u l d  b e  f a m i l i a r  w i t h  the 
f o l l o w i n g  p u b l i c a t i o n s  r e l a t i n g  t o  funding: 

- D e p a r t m e n t  Y o u t h  a n d  C o m m u n i t y  S e r v i c e s  C o m m u n i t y  F u n d i n g  Manual 
( c u r r e n t  year) 

( i i ) -  D e p a r t m e n t  o f  Y o u t h  a n d  C o m m u n i t y  S e r v i c e s .  M a n u a l  f o r  D a y  Care 
Centres. 

( i i i )  D e p a r t m e n t  o f  C o m m u n i t y  S e r v i c e s  Manua ]  f o r  F a m i l y  D a y  Care. 

( i v )  V a c a t i o n  C a r e  H a n d b o o k  Y o u t h  a n d  C o m m u n i t y  S e r v i c e s  1986 

) D e p a r t m e n t  o f  Y o u t h  a n d  C o m m u n i t y  S e r v i c e s  P r e - S c h o o l  Funding 
Manual. 

2 1 . 2  T h e  g e n e r a l  C o n d i t i o n s  o f  F u n d i n g  r e l a t i n g  t o  C h i l d r e n ' s  S e r v i c e s  are; 

T h e  S e r v i c e  m u s t  b e  a v a i l a b l e  t o  a l l  m e m b e r s  o f  t h e  c o m m u n i t y  in 
a c c o r d a n c e  w i t h  t h e  p r i o r i t i e s  f o r  a c c e s s ,  e s t a b l i s h e d  b y  the 
f u n d i n g  authorities. 

2 C h i l d r e n  i n  s p e c i a l  n e e d  s h o u l d  h a v e  p r i o r i t y  o f  a d m i s s i o n  i.e. 
c h i l d r e n  f r o m  e c n o m i c a l l y  d i s a d v a n t a g e d .  f a m i l i e s d ;  handicapped 
c h i l d r e n  a n d / o r  n o n - E n g l i s h  s p e a k i n g  children, 

T h e  s u b s i d y  i s  p a y a b l e  t o  c o m m u n i t y - b a s e d  s e r v i c e s  t o  h e l p  keep 
f e e s  a s  l o w  a s  p o s s i b l e  c o m m e n s u r a t e  w i t h  t h e  c o s t  o f  providing 
the.service. 

4 .  . 
T h e  s e r v i c e  w i l l  b e  r e q u i r e d  t o  k e e p  d e v e l o p m e n t a l  r e c o r d s  f o r  all 
c h i l d r e n  a n d  t o  make  t h e s e  r e c o r d s  a v a i l a b l e  t o  t h e  D e p a r t m e n t  of 
Y o u t h  a n d  C o m m u n i t y  S e r v i c e s  A d v i s e r  w h e n  required. 

5 .  P e r s o n s  r e s i d e n t  i n  t h e  c o m m u n i t y  o r  m a k i n g  u s e  o f  t h e  services 
m u s t .  h a v e  t h e  o p p o r t u n i t y  t o  p a r t i c i p a t e  i n  t h e  p l a n n i n g  and 
m a n a g e m e n t  o f  t h e  service. 

6 .  T h e  s e r v i c e  w i l l  c o - o p e r a t e  a s  a p p r o p r i a t e  w i t h  o t h e r  children's 
a n d  a s s o c i a t e d  h e a l t h  a n d  w e l f a r e  s e r v i c e s  t o  a l l o w  the 
d e v e l o p m e n t  o f  a c o m p r e h e n s i v e  f l e x i b l e  a n d  i n t e g r a t e d  a p p r o a c h  to 
t h e  n e e d s  o f  t h e  community. 

7 T h e  s e r v i c e ,  w h e r e  a p p l i c a b l e ,  w i l l  a c c o r d  w i t h  r e q u i r e m e n t s  laid 
down b y  S t a t e  a n d / o r  l o c a l  authorities. 

8 .  T h e  s e r v i c e  w i l l  b e  o p e r a t e d  o n  a n o n - p r o f i t  b a s i s  w i t h  a v i e w  of 
b a l a n c i n g  o v e r  a r e a s o n a b l e  p e r i o d  a n y  o p e r a t i n g  s u r p l u s  o r  loss. 

9 .  A C e n t r e  m u s t  make  a v a i l a b l e  a c o p y  o f  t h e  c o n s t i t u t i o n  and 
b a l a n c e  s h e e t  t o  a l l  p a r e n t s  o n  a n  a n n u a l  basis. 

JO.  A l l  n o r m a l  a n d  a p p r o p r i a t e  i n s u r a n c e  f o r  t h e  s e r v i c e  w i l l  b e  taken 
o u t  a n d  m a i n t a i n e d ,  i n c l u d i n g  p u b l i c  l i a b i l i t y  a n d  worker's 
c o m p e n s a t i o n  insurance. 
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A l l  p e r s o n n e l  e m p l o y e d  b y  t h e  g r a n t  h o l d e r  i n  w h a t e v e r  capacity 
s h a l l  b e  t h e  s o l e  r e s p o n s i b i l i t y  o f  t h e  g r a n t  h o l d e r .  the 
D e p a r t m e n t  o f  Y o u t h  . and  C o m m u n i t y  S e r v i c e s  w i l l  n o l  i d e m n i f y  the 
g r a n t  h o l d e r  i n  r e s p e c t  o f  s u c h  p e r s o n n e l  f o r  a n y  a c t  o r  claim 
r e s u l t i n g  f r o m  s u c h  employment. 

R e c i p i e n t s  o f  s u b s i d y  a r e  r e q u i r e d  t o  f u r n i s h  a t  t h e  e n d  o f  each 
f i n a n c i a l .  y e a r i n  r e s p e c t  o f  t h e  p r e v i o u s  year; 

( a )  a C e r t i f i c a t e  t h a t  t h e  p u r p o s e s  a n d  c o n d i t i o n s  o f  t h e  grant 
h a v e  b e e n  c o m p l i e d  with; 

( b )  a n  a u d i t e d  s t a t e m e n t  o f  i n c o m e  a n d  e x p e n d i t u r e  i n  relation 
t o  t h e  o v e r a l l  p r o j e c t  f o r  w h i c h  t h e  G o v e r n m e n t  g r a n t  has 
b e e n  approved: 

( c )  a n  a u d i t e d  s t a t e m e n t  may b e  g i v e n  b y  a n  a u d i t o r  who is 
r e g i s t e r e d  a s  a Company A u d i t o r  o r  P u b l i c  A c c o u n t a n t  under 
a. l a w  o f  a S t a t e  o r  T e r r i t o r y  o r  a member  o f  t h e  Institute 

• o f  C h a r t e r e d  A c c o u n t a n t s  i n  A u s t r a l i a  o r  o f  t h e  Australian 
S o c i e t y  o f  A c c o u n t a n t s ,  who i s  n o t  a n  o f f i c e r ,  e m p l o y e e  or 
member  o f  t h e  r e c i p i e n t s  o r g a n i s a t i o n ,  o f  t h e  expenditure 
o n  t h o s e  p u r p o s e s  f o r  w h i c h  t h e  g r a n t  w a s  approved. 

1 3 .  F o r  a C e n t r e  t o  v a r y  t h e s e  c o n d i t i o n s ,  w r i t t e n  a p p r o v a l  m u s t  be 
o b t a i n e d  f r o m  t h e  D e p a r t m e n t  o f  Y o u t h  a n d  C o m m u n i t y  Services. 

1 4 .  T h e  M i n i s t e r  f o r  Y o u t h  a n d  C o m m u n i t y  S e r v i c e s  w i l l  r e - e x a m i n e  the 
g r a n t i n g  o f  t h e  s u b s i d y  o n  a n  a n n u a l  b a s i s  o r  i f  t h e  above 
c o n d i t i o n s  a r e  n o t  m e t  b y  t h e  C h i l d  c a r e  service. 

1 5 .  R e c i p i e n t s  o f  s u b s i d y  m u s t  o p e r a t e  u n d e r  a C o n s t i t u t i o n  acceptable 
t o  t h e  D e p a r t m e n t  Of  Y o u t h  a n d  C o m m u n i t y  Services. 

WE t h e  u n d e r s i g n e d ,  h e r e b y  a c c e p t  t h e  c o n d i t i o n s  o f  f u n d i n g  a s  s e t  out 
p r e v i o u s l y  o n  b e h a l f  o f  - 

We a r e  a w a r e , t h a t  i f  a n y  o f  t h e  c o n d i t i o n s  a r e  n o t  c o m p l i e d  w i t h  the 
f u n d i n g  may h e  withdrawn. 

S i g n e d  on  b e h a l f  o f  

By: President: 
Secretary 
Treasurer: 

i n  t h e  p r e s e n c e  of 

Da t e a  this d a y  o f  19 
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2 2 .  FUNDING AND LICENSING VARIATIONS 

22. .1  W h e r e  c h i J d  c a r e  c e n t r e s  a p p l y _ f o r  l i c e n c e  v a r i a t i o n s  w h i c h  h a v e  the 
e f f e c t  o f  i n c r e a s i n g  t h e .  s u b s i d y _ e n t i t l e m e n t ,  i t  i s  t h e  r e p s o n s i b i l i t y  of 
t h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r s  t o  i n f o r m ,  c e n t r e s  I w h e n  licence 
v a r i a t i o n s '  a r e  d i s c u s s e d )  t h a t  t h e r e  i s  n o  a u t o m a t i c  r i g h t  t o  an 
i n c r e a S e d  s u b s i d y _ p a y m e n t ;  a v a i l a b i l i t y  o f  p a y m e n t s  b e i n g  d e p e n d e n t  upon 
b u d g e t  a l l o c a t i o n s  e a c h  year. 

2 2 . 2  I t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  O . J . C .  F u n d i n g  a n d  Licensing_Section_to 
i n f o r m  t h e  c e n t r e ,  i n  w r i t i n g ,  w h e n  t h e  l i c e n c e  v a r i a t i o n  i s  i s s u e d ,  that 
t h e s e  p a y m e n t s  a r e  n o t  a u t o m a t i c .  
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2 3 .  HOW TO APPLY FOR 20% SALARY 

2 3 . 1  To a p p l y  f o r  s u b s i d y  t h e  f o l l o w i n g  s t e p s  s h o u l d  b e  followed: 

C o m p l e t e  a g r e e m e n t  i n  r e s p e c t  o f  C o n d i t i o n s  o f  F u n d i n g  f o r  C h i l d  Care 
S e r v i c e s  a n d  f o r w a r d  a c o p y  o f  y o u r  C o n s t i t u t i o n  t o  t h e  appropriate 
R e g i o n a l  O f f i c e  o f  t h e  Department. 

C o m p l e t e  c l a i m  f o r m s  ( i n  d u p l i c a t e )  b o t h  f r o n t  a n d  b a c k  a n d  f o r w a r d  copies 
o f  s t a f f  qualifications. 

i i i )  T h e  p a y m e n t s  a r e  m a d e  i n  a d v a n c e  o f  e a c h  q u a r t e r  a n d  w i l l  b e  adjusted 
a c c o r d i n g  t o  t h e  c l a i m  f o r m  c o m p l e t e d  b y  y o u r  C e n t r e .  T h e r e f o r e  e a c h  year 
y o u  w i l l  r e c e i v e  f o u r  p a y m e n t s  ie. 

POR THE QUARTER 

1 J a n u a r y  t o  31  March 

1 A p r i l  t o  3 0  June 

1 J u l y  t o  3 0  September 

1 O c t o b e r  t o  31  December 

CLAIMS MUST BE SUBMITTED IN 

1 s t  w e e k  o f  December 

1 s t  w e e k  o f  March 

1 s t  w e e k  o f  June 

1 s t  w e e k  o f  September 

2 3 . 2  I n  o r d e r  t o  e n s u r e  t h a t  p a y m e n t s  a r e  m a d e  i n  a d v a n c e  f o r  t h e  c o m i n g  quarter 
i t  i s  n e c e s s a r y  f o r  r e t u r n s  t o  b e  s u b m i t t e d  i n  a c c o r d a n c e  w i t h  t h e  above 
t i m e  t a b l e .  F a i l u r e  t o  s u b m i t  r e t u r n s  w i l l  r e s u l t  i n  d e l a y s  being 
e x p e r i e n c e d  i n  t h e  p a y m e n t  o f  subsidy. 

2 3 . 3  T h e  A p p l i c a t i o n  f o r  S a l a r y  S u b s i d i e s  i s  a t t a c h e d  a s  A p p e n d i x  13.- 

2 3 . 4  T h e  S u b s i d i e s  A d v i c e  S h e e t  i s  a t t a c h e d  a s  A p p e n d i x  14. 

2 3 . ' 5  T h i s  a p p l i e s  t o  l o n g  d a y  c a r e  a n d  m c c a s s i o n a l  c a r e  serivces. 
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2 4 .  VACATION CARE FUNDING 

. 2 4 . 1  To b e  e l i g i b l e  f o r  V a c a t i o n  C a r e  F u n d i n g ,  s e r v i c e s  will: 

i )  - c o m p l e t e  t h e  a n n u a l  a p p l i c a t i o n  f o r m  ( A p p e n d i x  1 5 )  a n d  forward 
t o  t h e  D e p a r t m e n t ' s  R e g i o n a l  O f f i c e  i n  J u l y  e a c h  year. 

f o r w a r d  t h e  a n n u a l  a u d i t e d  s t a t e m e n t  ( A p p e n d i x  1 6 )  a n d  the 
s e r v i c e s  r e c o r d  b o o k  t o  t h e  R e g i o n a l  O f f i c e  b y  t h e  e n d  o f  March 
e a c h  y e a r  f o r  c h e c k i n g .  A f t e r  c h e c k i n g ,  t h e  r e e c o r d  b o o k  will 
b e  r e t u r n e d  f o r  r e t e n t i o n  a s  p a r t  o f  t h e  s e r v i c e ' s  permanent 
records. 

i i i )  R e t u r n  t h e  f i n a n c i a l  r e p o r t  a n d  v a c a t i o n  r e p o r t  ( A p p e n d i x  17) 
w i t h i n  2 w e e k s  o f  t h e  l a s t  d a y  o f  e a c h  v a c a t i o n  programme. 

2 5 .  PRE-SCHOOL FUNDING 

2 5 . 1  D e t a i l s  i n  r e s p e c t  o f  P r e - S c h o o l  F u n d i n g  a r e  c o n t a i n e d  i n  t h e  Pre-School 
F u n d i n g  Manual. 
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2 6 .  COMMUNITY FUNDING 

2 6 . 1  To b e  e l i g i b l e  f o r  C o m m u n i t y  F u n d i n g  s e r v i c e s  will: 

i )  c o m p l y  w i t h  c o n d i t i o n s  o f  f u n d i n g  ( A p p e n d i x  1 7 )  a n d  c e r t i f y  the 
f u n d i n g  agreement. 

i i )  m a i n t a i n  a c o m p l e t e  s e t  o f  a c c o u n t i n g  r e c o r d s  t o  t h e  l e v e l  of 
f u n d i n g  r e c e i v e d  a n d  a c t i v i t i e s  o f  t h e  o r g a n i s a t i o n  (Appendix 
18), 

i i i )  p r o v i d e  a n  A n n u a l  R e p o r t  t o  t h e  R e g i o n a l  O f f i c e  o n  t h e  service 
p r o v i d e d  b y  t h e  o r g a n i s a t i o n  d u r i n g  t h e  p a s t  12 m o n t h s .  (Apendix 
19) 

1V) f o r w a r d  t o  t h e  R e g i o n a l  O f f i c e  t h e  A u d i t  C e r t i f i c a t e  Pro-forma 
c e r t i f i e d  b y  a q u a l i f i e d  a c c o u n t a n t  o n  a n  a n n u a l  b a s i s  (Appendix 
20). 

c o m p l e t e  t h e  ! ' D i r e c t  D e p o s i t s  o f  G r a n t s "  i n f o r m a t i o n  s h e e t  and 
r e t u r n  t o  t h e  R e g i o n a l  O f f i c e  w i t h  t h e  A g r e e m e n t  w i t h i n  3 0  days. 
( A p p e n d i x  21). 
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2 7 .  CONSTITUTIONS 

2 7 . 1  DEPARTMENTAL FUNDING REQUIREMENTS 

En o r d e r  t o  m e e t  t h e  D e p a r t m e n t ' s  b r o a d  f u n d i n g  g u i d e l i n e s  t h e  voluntary 
o r g a n i s a t i o n  m u s t  b e  n o n - p r o f i t  m a k i n g .  I n  a d d i t i o n ,  t h e  organisation 
p r o v i d i n g  t h e  c h i l d r e n ' s  s e r v i c e s  p r o g r a m m e  m u s t  have: 

j )  A C o n s t i t u t i o n  w h i c h  h a s  t h e  e f f e c t  o f  g i v i n g  l e g a l  s t a t u s  t o  a n  un- 
i n c o r p o r a t e d - a s s o c i a t i o n  o f  p e o p l e ;  or 

I i )  A s e t  o f  r u l e s  a s  a p p r o v e d  f o r  a C o - o p e r a t i v e  S o c i e t y  u n d e r  t h e  Co- 
o p e r a t i o n  A c t ,  1 9 2 3 ,  ( a s  a m e n d e d ) ;  or 

i i i )  Memorandum a n d  A r t i c l e s  o f  A s s o c i a t i o n  f o r  a Company r e g i s t e r e d  under 
t h e  C o m p a n y ' s  A c t ,  1 9 6 1 ,  ( a s  amended): 

2 7 . 2  N o n - p r o f i t  m a k i n g  m e a n s  t h a t  t h e  o r g a n i s a t i o n  i s  r e q u i r e d  t o  balance, 

o v e r  a n y  o p e r a t i n g  s u r p l u s  o r  l o s s  o v e r  a r e a s o n a b l e  period. 

2 7 . 3  C h i l d r e n ' s  S e r v i c e s  e s t a b l i s h e d  b y  o r g a n i s a t i o n s  o t h e r  t h a n  t h o s e  s e t  up 
f o r  t h e  s p e c i f i c  p u r p o s e  o f  o p e r a t i n g  s u c h  s e r v i c e s ,  m u s t  h a v e  a separate 
C o n s t i t u t i o n  c o v e r i n g  t h e  c o n t r o l  a n d  m a n a g e m e n t  o f  t h e  Service. 

2 7 . 4  T h e  C o n s t i t u t i o n  s h o u l d  m e e t  t h e  r e q u i r e m e n t s  o f  t h e  C h a r i t i e s  B r a n c h .  New 
S o u t h  W a l e s  D e p a r t m e n t  o f  F i n a n c e .  A b o o k l e t ,  S u g g e s t e d  R u l e s ,  i s s u e d  by 
t h e  C h a r i t i e s  B r a n c h ,  p r o v i d e s  g u i d e l i n e s  t o  o r g a n i s a t i o n s  i n  preparing 
c o n s t i t u t i o n s .  T h e  b o o k l e t  i s  a v a i l a b l e  f r e e  o f  c h a r g e  f r o m  t h e  Department 
o f  F i n a n c e .  T h e  D e p a r t m e n t  a l s o  h a s  a D r a f t  C o n s t i t u t i o n  w h i c h  is 
a v a i l a b l e  t o  g r o u p s  a s  a guide. 

2 7 . 5  T h e  s a m p l e  C o n s t i t u t i o n  s h o u l d  b e  a t t a c h e d  t o  a n y  D e p a r t m e n t a l  document 
p r o v i d i n g  G u i d e l i n e s  t o  o r g a n i s a t i o n s  s e e k i n g  funds. 

2 7 . 6  I n  a l l  ' c a s e s  i t  i s  n e c e s s a r y  f o r  O f f i c e r s  o f  t h e  F u n d i n g  a n d  Licensing 
S e c t i o n  o f  t h e  R e g i o n a l  O f f i c e  t o  e x a m i n e  t h e  C o n s t i t u t i o n .  R u l e s  or 
Memorandum o f  A r t i c l e s  o f  A s s o c i a t i o n ,  a s  t h e  c a s e  m a y ,  t o  determine 
w h e t h e r  t h e y  m e e t  t h e  g e n e r a l  f u n d i n g  g u i d e l i n e s  s e t  down b y  the 
Department. 

2 7 . 7  T h e  s e r v i c e  s h o u l d  b e  a v a i l a b l e  f o r  u s e  b y  a l l . c h i l d r e n  o f  t h e  community, 
w i t h o u t  r e g a r d  t o  r a c e ,  s e x ,  r e l i g i o n ,  p h i l o s o p h y  o r  c u l t u r a l  background 
- o f „ t h e  c h i l d - o r  i t ' s  p a r e n t s ,  i n  w h i c h  t h e  s e r v i c e  i s  located.- 

2 7 . 8  GUIDELINES,FOR CONSTITUTIONS; 

i )  A t  t h e  A n n u a l  G e n e r a l  M e e t i n g  o f  t h e  o r g a n i s a t i o n  a min imum o f  one-third 
( 1 / 3 )  o f  t h e  M a n a g e m e n t  C o m m i t t e e  o f  t h e  O r g a n i s a t i o n  i s  t o  b e  e l e c t e d  from 
p a r e n t s  o f  c h i l d r e n  U s i n g  t h e  s e r v i c e :  a n y  s u c h  n o m i n a t i o n  f o r  election 
t o  t h e  M a n a g e m e n t  C o m m i t t e e  s h o u l d  n o t  b e  c h a l l e n g e d  b y  a n y  representative 
o f  a f o u n d a t i o n  o r g a n i s a t i o n  t h a t  s u p p o r t s  a s e r v i c e  t h a t  h a s  n o t  been 
e s t a b l i s h e d  b y  p a r e n t s  ( e g .  churches). 

i i )  A l l  C o n s t i t u t i o n s  f o r w a r d e d  t o  t h e  D e p a r t m e n t  m u s t  h a v e  b e e n  r a t i f i e d  at 
a g e n e r a l  m e e t i n g  o f  t h e  organisation. 
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i i i )  T h e  r a t i f i c a t i o n  o f  t h e  c o n s t i t u t i o n  s t o  b e  v e r i f i e d ,  i n  w r i t i n g ,  b y  the 
o r g a n i s a t i o n  t o  t h e  F u n d i n g  a n d  L i c e n s i n g  S e c t i o n  o f  t h e  R e g i o n a l  Office. 

2 7 . 9  T h e  f o r m a t  o f  t h e  1 g p p L a n  P1L. s e t  u p _ a s  a co- 
g p e r a t i v e  o r  a n o n i p r o f i t  Company  i s  s o m e w h a t  d i f f e r e n t  f r o m  t h e  Sample 
C o n s t i t u t i o n .  N o t w i t h s t a n d i n g t h e  b a s i c _ p r i n c i p l e s  w i l l  apply. 

2 7 . 1 0 T h e  s a m p l e  C o n s t i t u t i o n ,  w h i c h  t h e  D e p a r t m e n t  recommends 
o r g a n i s a t i o n s  t o  a d o p t ,  i s  b a s e d  o n  t h e  S u g g e s t e d  R u l e s  f o r  Exempted 

* C h a r i t i e s ,  i s s u e d  b y  t h e  C h a r i t i e s  B r a n c h ,  New S o u t h  W a l e s  D e p a r t m e n t  of 
F i n a n c e ;  i n  a c c o r d a n c e  w i t h  r e g i s t r a t i o n  u n d e r  t h e  C h a r i t a b l e  Collections 
A c t ,  1934. 

2 7 . 1 1 T h e  f o l l o w i n g  p o i n t s  i n  t h e  S a m p l e  s h o u l d  b e  k e p t  i n  m i n d  i n  r e l a t i o n  to 
the: 

i )  Amendment  o f  R u l e s  ( C l a u s e  21 o f  t h e  Draft) 
i n d i c a t e s  t h a t  t h e  M i n i s t e r  o f  t h e  Crown  a t  the 
s p e c i f i c  t i m e  a d m i n i s t e r i n g  t h e  C h a r i t a b l e  Collections 
A c t ,  1 9 3 4  a s  a m e n d e d ,  ' s h a l l  b e  n o t i f i e d  o f  such 
a m e n d m e n t  a n d  s u c h  a m e n d m e n t  s h a l l  n o t  b e  effective 
u n l e s s  t h e  M i n i s t e r  h a s  s i g n i f i e d  h i s  a p p r o v a l  t o  such 
a m e n d m e n t  b e i n g  made': 

i i )  I f  t h e r e  a r e  a n y  a p p a r e n t  d i s c r e p a n c i e s  b e t w e e n  the 
D e p a r t m e n t ' s  S a m p l e  C o n s t i t u t i o n  a n d  t h e  requirements 
o f  C h a r i t i e s  B r a n c h ,  c l a r i f i c a t i o n  s h o u l d  b e  sought 
f r o m  t h e  r e l e v a n t  R e g i o n a l  Director. 

i i i )  T h e  c h e c k l i s t  f o r  C o n s t i t u t i o n s  f o r .  C h i l d  C a r e  S e r v i c e s  i s  attached 
a s  A p p e n d i x  22. 
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2 8 .  POLICY ON MANAGEMENT OF SERVICES PROVIDED BY VOLUNTARY AGENCIES 

2 8 . 1  I t  i s  t h e  p o l i c y  o f  t h e  D e p a r t m e n t  t o  a c t i v e l y  p r o m o t e  p a r e n t a l  and 
c o m m u n i t y  i n v o l v e m e n t  i n  d e c i s i o n - m a k i n g  m a n a g e m e n t  a n d  evaluation 
C h i l d r e n ' s  S e r v i c e s  p r o v i d e d  b y  v o l u n t a r y  agencies. 

2 8 . 2  C o m m u n i t y  P r o g r a m m e  O f f i c e r s  a n d  C h i l d r e n ' s  S e r v i c e s  A d v i s e r s  a r e  involved 
i n  p r o v i d i n g  o p p o r t u n i t i e s  f o r  p a r e n t s  a n d  m a n a g e m e n t  c o m m i t t e e s  to 
i n c r e a s e  t h e i r  k n o w l e d g e ,  s k i l l s  a n d  a b i l i t y  t o  p a r t i c i p a t e  effectively 
i n  t h e  p l a n n i n g ,  m a n a g e m e n t  a n d  a c c o u n t a b i l i t y  o f  services. 

2 8 . 3  T h e  D e p a r t m e n t  r e c o m m e n d s  t h a t  m a n a g e m e n t  c o m m i t t e e s  o f  community-based 
g r o u p s  s h o u l d  b e  l o c a l  residents: 

2 8 . 4  D e p a r t m e n t a l  O f f i c e r s  p a r t i c i p a t i n g  i n  m a n a g e m e n t  s h o u l d  o n l y  b e  ex-officio 
c o m m i t t e e _ m e m b e r s :  t h a t  i s ,  m e m b e r s  b y  v i r t u e  o f  t h e i r  p o s i t i o n  a n d ,  as 
s u c h ,  S h o u l d  n o t  v o t e  On i s s u e s ,  b u t  h a v e  t h e  r i g h t  t o  o f f e r  professional 
advice. 
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2 9 .  PROCEDURES FOR MINIMUM PERIODS FOR 
RETENTION OF FUNDING AND LICENSING RECORDS 

2 9 . 1  RETENTION OF RECORDS AT REGIONAL OFFICE 

T h e  p r o c e d u r e s  f o r  r e t e n t i o n  o f  f u n d i n g  a n d  l i c e n s i n g  r e c o r d s  are 
minimum r e q u i r e m e n t s  o n l y  a n d  a r e  d e s i g n e d  t o  a s s i s t  w i t h  records 
m a n a g e m e n t  w i t h i n  t h e  R e g i o n a l  Office. 

2 9 . 2  PROCEDURES 

29.3 

T h e  p r o p o s e d  l i c e n s i n g  r e q u i r e m e n t s  o f  t h e  C o m m u n i t y  W e l f a r e  A c t  will 
e n s u r e  t h a t . l i c e n c e s  a r e  r e n e w e d  a t  l e a s t  e v e r y  3 y e a r s . .  Therefore 

• t h e  r e t e n t i o n  o f  r e c o r d s  a t  R e g i o n a l  o f f i c e s  w i l l  b e  a l i g n e d  w i t h  this 
requirement. 

A t  t h e  e n d  o f  a t h r e e  y e a r  p e r i o d  f i e l s  c o u l d  b e  s t r i p p e d  and 
a l o n g  w i t h  d o r m a n t  f i l e s ,  f o r w a r d e d  t o  R e c o r d s  B r a n c h  f o r  storage 
i n  t h e  r e p o s i t o r y  u n t i l  t r a n s f e r  t o  t h e  A r c h i v e s  Authority. 

i i )  T h e  O . I . C .  F u n d i n g  a n d  L i c e n s i n g  s h o u l d  u s e  h i s / h e r  discretion 
i n  c o n s i d e r i n g  w h e t h e r  r e c o r d s  f o r  c e r t a i n  s e r v i c e s  a r e  required 
a t  t h e  R e g i o n a l  O f f i c e  b e y o n d  t h e  t h r e e  y e a r  r e c o r d s  history 
period. 

When f i l e s  a r e  s t r i p p e d  t h e y  w i l l  r e t a i n  o n l y  essential 
I n f o r m a t i o n  r e l a t i n g  t o  f u n d i n g  o r  licensing. 

CHILDREN'S SERVICES 

F u n d i n g  f i l e s  w i l l  c o n t a i n  3 y e a r s  o f  h i s t o r y  o n  t h e  f i l e .  A f t e r  3 
y e a r s  t h e  f i l e  w i l l  b e  C u l l e d  o r  s t r i p p e d  a n d  a n y t h i n g  o v e r  3 years 
w i l l  b e  t r a n s f e r r e d  t o  t h e  A r c h i v e s  i f  t h e  O . I . C .  F u n d i n g  a n d  Licensing 
c o n s i d e r s  i t  necessary. 

2 9 . 4  L i c e n s i n g  f i l e s  c o u l d  b e  s t r i p p e d  e v e r y  3 - 6  y e a r s  t o  r e t a i n  o n l y  the 
p r e v i o u s  3 y e a r ' s  h i s t o r y .  H o w e v e r  p e r m a n e n t  d o c u m e n t s  m u s t  remain 
o n  t h e  file. 

2 9 . 5  E s s e n t i a l  i n f o r m a t i o n  t o  b e  r e t a i n e d  f o r  c h i l d r e n ' s  s e r v i c e s  includes: 

i )  P r e v i o u s  l i c e n c e  a n d  conditions. 

i i )  C o n s t i t u t i o n  ( i f  applicable). 

i i i )  C o n d i t i o n s  o f  f u n d i n g  ( i f  applicable) 

i v )  P r e v i o u s  f u n d i n g  p a y m e n t  d e t a i l s  ( i f  applicable) 

v )  P r e v i o u s  a n n u a l  r e p o r t s  f r o m  t h e  C h i l d r e n ' s  S e r v i c e s  Adviser.' 

v i )  A s c h e d u l e  a t t a c h e d  t o  t h e  c o v e r  o f  t h e  f i l e  o u t l i n i n g  the 
S e r v i c e ' s  f u n d i n g  o r  l i c e n s i n g  history. 
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v i i )  C o p i e s  o f  a c a d e m i c  q u a l i f i c a t i o n s  o f  c u r r e n t  staff. 

COMMUNITY FUNDING PROJECTS 

2 9 . 6  C o m m u n i t y  F u n d i n g  f i l e s  w i l l  c o n t a i n  a 3 y e a r  h i s t o r y ,  a n d  b e  c u l l e d  or 
s t r i p p e d  o n  a t h r e e  y e a r l y  basis. 

2 9 . 7  E s s e n t i a l  i n f o r m a t i o n  t o  b e  r e t a i n e d  f o r  C o m m u n i t y  F u n d i n g  projects 

. 
-includes: 

i )  P r e v i o u s  f u n d i n g  p a y m e n t  details. 

i i )  P r e v i o u s  E v a l u a t i o n  r e p o r t s  f r o m  C.P.O. 

i i i )  P r e v i o u s  c o n d i t i o n s  o f  funding. 

i v )  Constitution. 

STORAGE OF FILES 

2 9 . 8  i f  t h e r e  a r e  n o  s t o r a g e  f a c i l i t i e s  i n  t h e  R e g i o n a l  O f f i c e  f o r  dis-used 
f i l e s ,  t h e n  a f t e r  t h r e e  y e a r  r e t e n t i o n  p e r i o d  t h e  d e a d / d o r m a n t  f i l e / s  will 
b e  t r a n s f e r r e d  t o  R e c o r d s  B r a n c h  a t  C e n t r a l  O f f i c e  f o r  s t o r a g e  i n  the 
repository. 

T h e s e  p r o c e d u r e s  r e l a t e  t o  t h e  r e t e n t i o n  o f  Departmental 
r e c o r d s  o n l y  a n d  a r e  n o t  a p p l i c a b l e  t o  C o m m u n i t y  groups. 

CURRENT DEPARTMENTAL POLICY 

2 9 . 9  T h e  e x i s t i n g  p o l i c y  i s  t h a t  D e p a r t m e n t a l  A d m i n i s t r a t i v e  f i l e s , ,  which 
i n c l u d e s  f u n d i n g  a n d  l i c e n s i n g  r e c o r d s ,  b e  r e t a i n e d  f o r  a p e r i o d  o f  8 years 
p r i o r  t o  t r a n s f e r  t o  t h e  A r c h i v e s  A u t h o r i t y  o f  N.S.W. 

2 9 . 1 0  I n a c t i v e  D e p a r t m e n t a l  f i l e s  a r e  k e p t  i n  t h e  r e p o s i t o r y  u n t i l  t h e  8 year 
t i m e  s p a n  h a s  l a p s e d .  Upon  t r a n s f e r  t o  t h e  A r c h i v e s  A u t h o r i t y  t h e y  will 
b e  s t o r e d ,  o r  a c t i o n e d  a c c o r d i n g  t o  t h e  d i s p o s a l  r e c o m m e n d a t i o n  f r o m  the 
A r c h i v e s  Authority. 

RECOMMENDATIONS OF THE ARCHIVES AUTHORITY 

2 9 . 1 1  i n  J u l y .  1 9 8 1 ,  t h e  A r c h i v e s  A u t h o r i t y  o f  N . S . W .  a d v i s e d  t h e  D e p a r t m e n t  of 

• t h e  d i s p o s a l  r e c o m m e n d a t i o n  m a d e  i n  r e s p e c t  t o  t h e  l i c e n s i n g  a n d  funding 
• o f  Some s e r v i c e s  ( a t t a c h e d ) . .  A c c o r d i n g  t o  t h i s  a d v i c e ,  t h e  f o l l o w i n g  • 

applies: 

i )  L i c e n s i n g  f i l e s  f o r  d e p o t s ,  h o m e s  o r  h o s t e l s  w i l l  b e  k e p t  a s  State 
A r c h i v e s  f o r  a n  i n d e f i n i t e  period. 

i i . )  P o l i c y  f i l e s  r e l a t i n g  t o  C h i l d r e e n ' s  S e r v i c e s  w i l l  b e  k e p t  f o r  an 
i n d e f i n i t e  period. 

i i i )  F i l e s  r e l a t i n g  t o  l i c e n s e s  f o r  C h i l d r e n  i n  E m p l o y m e n t ,  private 
f o s t e r  h o m e s , .  F a m i l y  D a y  C a r e ,  C h i l d  C a r e  C e n t r e s ,  p r e s h c o o l s  will 
h e  k e p t  b u t  s u b j e c t  t o  a 5% r a n d o m  s a m p l e  o n  a c o n t i n u i n g  b a s i s  i.e. 
t h e  A r c h i v e s  A u t h o r i t y  w i l l  c o n d u c t  -a 5% r a n d o m  s a m p l e  r e v i e w  from 
t i t h e - t o - t i m e .  T h e s e . f i l e s  w i l l  b e  r e t a i n e d  a n d  the•remainder 
destroyed. 
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F u n d i n g  f i l e s  f o r  V o c a t i o n  C a r e  a n d  B e f o r e / A f t e r  S c h o o l  C a r e ,  will 
a l s o  b e  s u b j e c t  t o  t h e  4% r a n d o m  s a m p l e  r e v i e w  o n  a continuing 
basis. 

v )  F i l e s  r e l a t i n g  t o  C a p i t a l  F u n d i n g  f o r  p r e - s c h o o l s  ( n o w  discontinued) 
a n d  r e c u r r e n t  f u n d i n g  f o r  p r e - s c h o o l  s p e c i a l  n e e d s  c h i l d r e n  will 
b e  s u b j e c t  t o  a 2% s a m p l e  r e v i e w  o n  a c o n t i n u i n g  basis. 
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3 0 .  STAFF INSERVICE AND PROFESSIONAL DEVELOPMENT 

3 0 . J  One o f  t h e  m a j o r  f u n c t i o n s  o f  t h e  C h i l d r e n ' s  S e r v i c e s  Team i n  promoting 
a n d  m a i n t a i n i n g  q u a l i t y  o f  c a r e ,  i s  t o  p r o v i d e  i n s e r v i c e  t r a i n i n g  f o r  a)) 
s t a f f  i n  s e r v i c e s  w i t h i n  t h e  Region. 

3 0 . 2  M i n i m a l  f u n d i n g  i s  a v a i l a b l e  f o r  t h i s  p u r p o s e ,  s o  t h e  t e a m  n e e d  t o  work 
a r o u n d  t h i s  l i m i t a t i o n  w a y s  o f  d o i n g t h i s  are: 

i )  S e t  p p  a n  I n s e r v i c e  Committee 

T h i s  C o m m i t t e e  i s  u s u a l l y  c o m p r i s e d  o f  Y o u t h  a n d  Community 
S e r v i c e s  C h i l d r e n ' s  S e r v i c e s  r e p r e s e n t a t i v e s ,  s t a f f  from 
s e r v i c e s  w i t h i n  t h e  r e g i o n ,  r e p r e s e n t a t i v e s  f r o m  t h e  tertiary 
i n s t i t u t i o n s  a n d  o t h e r  r e l e v a n t  D e p a r t m e n t s  a s  required. 

I t  i s  a d v i s a b l e  t o  h a v e  s t a f f  f r o m  a v a r i e t y  o f  s e r v i c e s  eg. 
c o m m u n i t y - b a s e d  a n d  p r i v a t e ;  l o n g  d a y  c a r e ,  p r e - s c h o o l ,  family 
d a y  c a r e ,  o u t  o f  s c h o o l  c a r e ,  o c c a s i o n a l  c a r e ,  m o b i l e s  etc. 

T h e  i n s e r v i c e  C o m m i t t e e  m e e t s  r e g u l a r l y  t h r o u g h o u t  t h e  y e a r  t o  assess 
t h e  i n s e r v i c e  n e e d s  o f  a n  a r e a s .  a n d  o r g a n i s e  t h e  p r o g r a m m e s .  Annual 
q u e s t i o n n a i r e s  c o u l d  b e  d i s t r i b u t e d  t o  s e r v i c e s  b y  a d v i s e r s  requesting 
i n f o r m a t i o n  a b o u t  p o s s i b l e  t o p i c s  t o  b e  covered. 

I t  i s  e s s e n t i a l  t o  m o n i t o r  t h e  m e m b e r s h i p  o f  t h e  c o m m i t t e e  t o  ensure 
t h a t  n o  m e m b e r s  s t a y  o n  t h e  c o m m i t t e e  t o o  l o n g  a n d  b e g i n  t o  g e t  burnt 
out. 

• T h e  C o m m i t t e e  u s u a l l y  a g r e e s  o n  a f e e  f o r  e a c h  i n s e r v i c e  w b i c h  can 
b e  u s e d  t o  p a y  s p e a k e r s ,  a s  w e l l  a s  c o v e r i n g  r e f r e s h m e n t  c o s t s .  A 
b a c k  a c c o u n t  s h o u l d  b e  k e p t  i n  t h e  n a m e  o f  t h e  Committee.. 

i i )  O r g a n i s e  C o u r s e s  t h r o u g h  t h e  L o c a l  TAFE College 

TAFE C o l l e g e s  h a v e  a n  O u t r e a c h  S e c t i o n  w h i c h  may b e  a b l e  to 
a s s i s t  w i t h  t h e  d e v e l o p m e n t  o f  i n s e r v i c e  courses. 

I n  1 9 8 4 ,  t h e  O u t r e a c h  S e c t i o n  o f  TAFE d e v e l o p e d  a c o u r s e  appropriate 
f o r  u n t r a i n e d  a s s i s t a n t s  i n  c h i l d  c a r e  c e n t r e s  w h i c h  w a s  p i l o t e d  in 
P e n r i t h  i n  1 9 8 5 .  L i a i s o n  w i t h  O u t r e a c h  a n d  TAPE w i l l  ensure 
r e p r e s e n t a t i o n  o f  c h i l d  d e v e l o p m e n t  a n d b a s i c  • c r a f t  a c t i v i t i e s  in 
c o u r s e s  offered. 

i i i )  N e t w o r k  Centres 

P r o f e s s i o n a l  i s o l a t i o n  c o m e s  e a s i l y  t o  t h e  a v e r a g e  c h i l d  care 
w o r k e r  o n c e  t h e y  h a v e  f i n i s h e d  t h e i r  c o u r s e  a n d  a r e  employed. 
C e n t r e s  .may o p e r a t e  f o r  y e a r s  w i t h i n  5 0 0  m e t r e s  o f  e a c h  o t h e r  without 
o n e  s t a f f  member  s i g h t e d  a n o t h e r .  One w a y  t h e  A d v i s e r  c a n  alleviate 
t h i s  p r o b l e m  i s  t o  e n c o u r a g e  c e n t r e s  t o  v i s i t  e a c h  o t h e r  a n d  t o  set 
u p  r e g u l a r  STAFF SWAPS w h e r e  p r a c t i c a l .  S t a f f  m e m b e r s ,  o n c e  t h e y  have 
V i s i t e d  a n o t h e r  c e n t r e ,  s h o u l d  r e p o r t  b a c k  t o  t h e i r  c o - w o r k e r s  on 
d i f f e r e n t  o r g a n i s a t i o n  a n d  a c t i v i t i e s ,  a n d  c e n t r e s  c a n  d e c i d e  whether 
t o  t r y  t h e m  o r  n o t .  T h i s  i s  a c h e a p  a n d  s i m p l e  w a y  o f  e n s u r i n g  that 
s t a f f  d o  n o t  b e c o m e  s t a l e  i n  t h e i r  jobs. 
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3 1 .  INSERVICE AND TRAINING FOR MANAGEMENT COMMITTEES 

3 1 . 1  R e g i o n a l  C h i l d r e n ' s  S e r v i c e s  T e a m s  h a v e  a r e s p o n s i b i l i t y  t o  p r o v i d e  o n g o i n g  - 
s u p p o r t  t o  f u n d e d  s e r v i c e s  t o  e n s u r e  e f f i c i e n t  m a n a g e m e n t  a n d  effective 
s e r v i c e  delivery. 

3 1 . 2  C o m m u n i t y - b a s e d  m a n a g e m e n t  c o m m i t t e e s  t e n d  t o  h a v e  a r e g u l a r  t u r n - o v e r  of 
v o l u n t a r y  m e m b e r s .  When n e w  c o m m i t t e e  m e m b e r s  a r e  e l e c t e d ,  t h e y  a r e  often 
u n a w a r e  o f  t h e i r  r e s p o n s i b i l i t i e s  a n d  t h e  l e g a l i t i e s  involved. 

3 1 . 3  I n s e r v i c e  a n d  t r a i n i n g  p r o g r a m m e s  f o r  M a n a g e m e n t  C o m m i t t e e s  s h o u l d  b e  a 
r e g u l a r  e v e n t  i n  t h e  region. 

3 1 . 4  M a n a g e m e n t  C o m m i t t e e s  n e e d  t o  b e  a d v i s e d  o f  t h e i r  r e s p o n s i b i l i t i e s  in 
r e s p e c t  o f  l i c e n s i n g ,  f u n d i n g  a n d  m a n a g e m e n t  o f  t h e  services. 

3 1 . 5  S u c h  m a n a g e m e n t  includes: 

i )  T h e  o v e r - a l l  p o l i c i e s ,  a n d  g e n e r a l  m a n a g e m e n t  a n d  f i n a n c i n g  o f  the 
s e r v i c e  t o  . a  s t a n d a r d  a p p r o v e d  b y  t h e  D e p a r t m e n t  f o r  l i c e n s i n g  and 
f u n d i n g  purposes; 

i i . )  E m p l o y m e n t  o f  a d e q u a t e  a n d  s u i t a b l y  q u a l i f i e d  staff; 

i i i )  M a k i n g  a p p r o p r i a t e  r e l i e f  a r r a n g e m e n t s  d u r i n g  s t a f f  absences; 

i v )  P r e p a r a t i o n  o f  An a n n u a l  budget; 

v )  C o l l e c t i o n  a n d  b a n k i n g  o f  fees; 

v i )  A r r a n g i n g  a p p r o p r i a t e  i n s u r a n c e  cover; 

v i i )  R e s p o n s i b i l i t y  f o r  e x p e n d i t u r e  f o r  e d u c a t i o n a l  p l a y  e q u i p m e n t  - in 
c o n s u l t a t i o n  a n d  o n  a d v i c e  o f  t h e  D i r e c t o r / S u p e r v i s o r ,  a n d  if 
r e q u i r e d ,  t h e  D e p a r t m e n t ' s  C h i l d r e n ' s  S e r v i c e s  Adviser; 

v i i i )  R e s p o n s i b i l i t y  f o r  t h e  p r e p a r a t i o n  o f  f o r m s  a n d  o t h e r  administrative 
i n f o r m a t i o n  r e q u i r e d  f o r  S t a t e  a n d C o m m o n w e a l t h  G o v e r n m e n t  financial 
assistance; 

i x )  O r g a n i s a t i o n  o f  r e g u l a r  c o m m i t t e e  meetings; 

x )  R e s p o n s i b i l i t y  t o  p r o v i d e  o p p o r t u n i t i e s  f o r  s t a f f  t o  r e c e i v e  in- 
s e r v i c e  s t a f f  training; 

x i )  R e s p o n s i b i l i t y  f o r  t h e  g e n e r a l  a d m i n i s t r a t i o n  o f  t h e  centre; 

x i i )  R e s p o n s i b i l i t y  t o  k e e p  a ' p o l i c y '  b o o k  w h e r e  m a t t e r s  r e l a t i n g  to 
c e n t r e  p o l i c y  - f o r  e x a m p l e ,  ' w a i t i n g  l i s t '  p o l i c y ,  a n d  p a r e n t  roster 
p o l i c y  a r e  r e c o r d e d  a f t e r  c o m m i t t e e  m e e t i n g s .  T h e  p o l i c y  b o o k  should 
b e  a c c e s s i b l e  t o  s t a f f ,  p a r e n t s  a n d  o t h e r  i n t e r e s t e d  m e m b e r s  o f  the 
community; 

x i j i )  E n c o u r a g e m e n t  o f  p a r e n t s  a n d  s t a f f  t o  a t t e n d  M a n a g e m e n t  Committee 
m e e t i n g s  a n d  h o l d  m e e t i n g s ,  a s  s u c h  a s  p o s s i b l e ,  a t  t i m e s  appropriate 
f o r  p a r e n t s a n d  s t a f f  t o  attend. 

 

Government Information (Public Access) Act 2009 

This document has been released by  

Open Government, Information and Privacy 

 

NSW Department of Communities and Justice, Legal   

 



- 5 3  - 

3 1 . 6  T h e  C o m m i t t e e  n e e d s  t o  b e  a w a r e  o f  t h e  d i f f e r e n t  r e s p o n s i b i l i t i e s  o f  the 
M a n a g e m e n t  C o m m i t t e e  a n d  t h e  D i r e c t o r / C o - o r d i n a t o r  o f  t h e  service. 

3 1 . 7  T h e  D i r e c t o r / C o - o r d i n a t o r  i s  r e s p o n s i b l e  f o r  t h e  d a y - t o - d a y  p l a n n i n g  and 
o p e r a t i o n  o f  t h e  s e r v i c e  including: 

i )  P l a n n i n g ,  i m p l e m e n t i n g  a n d  e v a l u a t i o n  t h e  e d u c a t i o n a l  p r o g r a m m e  for 
t h e  c h i l d r e n  i n  attendance. 

i i )  A r r a n g e m e n t  o f  r e g u l a r  s t a f f  m e e t i n g s  i n  o r d e r  t o  p l a n  a n  effective 
p r o g r a m m e  o f e x p e r i e n c e s  a n d  a c t i v i t i e s  f o r  a l l  children; 

i i i )  E n c o u r a g i n g  p a r e n t s  t o  f e e l  t h e y  a r e  p a r t  o f  t h e  p r o g r a m m e  a n d  can 
p a r t i c i p a t e  i n  w a y s  w h i c h  s u i t  t h e m ;  a n d  t a l k  t o  t h e  p a r e n t s  about 
t h e i r  c h i l d r e n  - t h e i r  s k i l l s ,  t h e i r  n e e d s ,  t h e i r  interests; 

i v )  E n s u r i n g  t h a t  p a r e n t s  a n d  o t h e r s  who a r e  i n t e r e s t e d  k n o w  w h a t  the 
p r o g r a m m e  i s  a t t e m p t i n g  t o  do; 

v )  T h e  d a i l y  s u p e r v i s i o n  a n d  o r g a n i s a t i o n  o f  d u t i e s  f o r  a l l  staff; 

v i )  S t a f f  d e v e l o p m e n t  o n  a c o n t i n u i n g  b a s i s  a n d  l i a i s i n g  w i t h  the 
D e p a r t m e n t ' s  C h i l d r e n ' s  S e r v i c e s  A d v i s e r  o n  i n - s e r v i c e  s t a f f  training 
n e e d s ;  - 

. 
v i i )  T h e  s u p e r v i s i o n  o f  a l l  n e c e s s a r y  r e c o r d s ;  d a i l y  r o l l ,  programme 

p l a n n i n g  a n d  e v a l u a t i o n ;  i n i t i a l  i n t e r v i e w s  a n d  developmental 
records; 

v i i i )  R e c o r d i n g  s t a f f  a b s e n c e s  b y  k e e p i n g  a s t a f f  a t t e n d a n c e  books; 

i x )  E n s u r i n g  t h e  d a i l y  p r e p a r a t i o n  o f  m a t e r i a l s ,  a n d  t h e  s e t t i n g  u p  of 
t h e  r o o m s  p r i o r  t o  t h e  a r r i v a l  o f  t h e  c h i l d r e n  a r e  c a r r i e d  out; 

x )  E n s u r i n g  t h e  r e g u l a r  m a i n t e n a n c e  o f  e d u c a t i o n a l  m a t e r i a l s  i s  carried 
out; 

x i )  A r r a n g e m e n t  o f  d u t i e s  o r  p a r e n t s  a n d  o t h e r  v o l u n t e e r s  i n v o l v e d  i n  the 
d a i l y  o p e r a t i o n  o f  t h e  c e n t r e ;  a n d  e n c o u r a g e  t h e  u s e  o f  s p e c i a l  skills 
o f  t h e  p a r e n t s  a n d  o t h e r  volunteers; 

x i i )  R e c e i v i n g  o f  p a r e n t s  a n d  c h i l d r e n ,  d a i l y ,  o r  t h e  d e l e g a t i o n  o f  such 
duty; 

x i i i )  , R e g u l a r  a n d  a d e q u a t e  s u p p l y  o f  c o n s u m a b l e  m a t e r i a l  u s e d  b y  the 
c h i l d r e n ;  

. 

x i v )  M a i n t e n a n c e  o f  a p e t t y  c a s h  book. 

3 1 . 8  T h e  D i r e c t o r / C o - o r d i n a t o r  i s  a n  ' e x - o f f i c i o '  member  o f  t h e  c o m m i t t e e  i e .  • 
h e / s h e  a c t s  i n  a n  a d v i s o r y .  c a p a c i t y  t o  t h e  M a n a g e m e n t  C o m m i t t e e  o n  the 
b a s i s  o f  h i s / h e r ,  k n o w l e d g e  a n d  u n d e r s t a n d i n g  o f  E a r l y  C h i l d h o o d  Education, 
a s  w e l l  a s  a d v i s i n g  a n d  r e p o r t i n g  o n  a d m i n i s t r a t i v e  m a t t e r s  r e l a t i n g  to 
t h e  o p e r a t i o n  o f  t h e  centre. 
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3 3 . 9  i t  i s  i m p o r t a n t  f o r  t h e  D i r e c t o r  to: 

A t t e n d  M a n a g e m e n t  C o m m i t t e e  m e e t i n g s  to: 

i )  P r e s e n t  a m o n t h l y  r e p o r t  t o  t h e  c o m m i t t e e  r e l a t i n g  t o  s u c h  factors 
a s .  p r o g r a m m e s ,  - a c t i v i t i e s  a n d  e n t o l m e n t s • o f  t h e  c e n t r e .  and 
i n d i c a t i n g  a n y  r e c o m m e n d a t i o n s  t h a t  may n e e d  t o  b e  made; 

P r e s e n t  a m o n t h l y  b a l a n c e  o f  p e t t y  c a s h  b o o k s  a n d  o t h e r  account 
b o o k s  w h i c h  may b e  t h e  D i r e c t o r ' s  responsibility; 

b )  A s s i s t  w i t h  t h e  o r g a n i s a t i o n  o f  p a r e n t  m e e t i n g s  a n d  t a k i n g  some 
r e s p o n s i b i l i t y  f o r  p l a n n i n g  e d u c a t i o n a l  c o n t e n t  Of  t h e  meetings. 

c )  K e e p i n g  a c a r e f u l  a c c o u n t  o f  a l l  m o n i e s  a l l o c a t e d  f o r  t h e  centre's 
expenses. 
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3 . 2  PROCEDURES FOR LICENSING LANDCOM CHILD CARE CENTRES 

3 2 . 1  F o l l o w i n g  n e g o t i a t i o n s  w i t h  L a n d c o m  i n  r e s p e c t  t o  t h e  d e v e l o p m e n t  of 
p r o t o t y p e  c h i l d  c a r e  c e n t r e  t h e  f o l l o w i n g  p r o c e d u r e s  h a v e  b e e n  developed 
f o r  l i c e n s i n g  o f  t h e  services. 

i )  Landcom h a s  r e c e i v e d  D e p a r t m e n t a l  a p p r o v a l  f o r  a p r o t o t y p e  c h i l d -  care 
c e n t r e  f o r  4 0  c h i l d r e n  a g e d  0 - 5  y e a r s  o f  a g e  i . e .  a p p r o v a l  f o r  u s e  of 
s t a n d a r d  design. 

i i )  Landcom • w i l l  p r e s e n t  a D e v e l o p m e n t  A p p l i c a t i o n  t o  C o u n c i l .  After 
r e c e i v i n g  C o u n c i l  a p p r o v a l  L a n d c o m  w i l l  P r e s e n t  t h e  p l a n  a n d  Council 
c o n s e n t  t o  t h e  O f f i c e r - i n - C h a r g e  F u n d i n g  a n d  L i c e n s i n g  t o  b e  checked 
a g a i n s t  t h e  s t a n d a r d  plan. 

i i i )  T h e  R e g i o n a l  D i r e c t o r  w i l l  s i g n  t h e  l e t t e r  o f  a p p r o v a l  a f t e r  plans 
h a v e  b e e n  checked. 

i v  T h e  O f f i c e r - i n - C h a r g e  F u n d i n g  a n d  L i c e n s i n g  w i l l  a d v i s e  t h e  Community 
P r o g r a m m e  O f f i c e r  a n d  A d v i s e r  o f  r e c e i p t  o f  p l a n s  i n  o r d e r  t o  prepare 
f o r  t h e  e s t a b l i s h m e n t  o f  t h e  M a n a g e m e n t  C o m m i t t e e  i n  c o n s u l t a t i o n  with 
Landcom. 

v )  T h e  C o m m u n i t y  P r o g r a m m e  o f f i c e r  w i l l  f a l l o w  t h e  s a m e  p r o c e d u r e s  for 
e s t a b l i s h m e n t  a s  p e r  C o m m o n w e a l t h / S t a t e  C a p i t a l  W o r k s  -Programme. 

v i )  T h e  A d v i s o r  w i l l  f o l l o w  t h e  s a m e  p r o c e d u r e s  f o r  e s t a b l i s h m e n t :  a s  per 
C o m m o n w e a l t h /  S t a t e  C a p i t a l  W o r k s  Programme. 

v i i )  On c o m p l e t i o n  o f  b u i l d i n g  t h e  P r o p e r t y  a n d  S e r v i c e s  Building 
S u p e r v i s o r  w i l l  i n s p e c t  t h e  b u i l d i n g .  - 

v i i i )  I s s u e  Licence. 

, 3 2 . 2  PROCEDURES FOR FUNDING FOR LANDCOM CHILD CARE CENTRES 

L a n d c o m  w i l l  n o t i f y  t h e  F a m i l y  a n d  C h i l d r e n ' s  S e r v i c e s  P o l i c y  Unit 
o f  t h e i r  i n t e n t  t o  d e v e l o p  a c e n t r e  i n  a s p e c i f i c  a r e a  f o r  inclusion 
i n  p l a n n i n g  d a t a  f o r  t h e  C o m m o n w e a l t h / S t a t e  C h i l d r e n ' s  C a p i t a l  Works 
Programme. 

i i ) •  L a n d c o m  w i l l  c o n t a c t  O f f i c e  o f  C h i l d  C a r e  t o  a s c e r t a i n  eligibilily 
f o r  r e c u r r e n t  funding. 

i i i )  R e g i o n a l  s t a f f  s h o u l d  e n s u r e  t h a t  t h e y  d o  n o t  g i v e  f a l s e  information 
a b o u t  f u n d i n g ,  o r  a l t e r n a t i v e l y ,  r a i s e  e x p e c t a t i o n s  i n  r e s p e c t  to 
r e c u r r e n t ;  f u n d i n g  i n  t h e  l o c a l  c o m m u n i t y  w h e r e  L a n d c o m  i s  developing 
a centre. 
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3 3 .  CO-OPERATIVE ARRANGEMENTS WITH •OFFICE OF CHILD CARE 

3 3 . 1  T h e  f o l l o w i n g  c o - o p e r a t i v e  a r r a n g e m e n t s  h a v e  b e e n  p l a n n e d  i n  consultation 
w i t h  O f f i c e  o f  C h i l d  C a r e  t o  f a c i l i t a t e  t h e  d e v e l o p m e n t  o f  n e w  services, 
a s  w e l l  a s  p r o v i d e  a m u t u a l  s u p p o r t  a n d  r e s o u r c e  n e t w o r k  f o r  community 
g r o u p s  a n d  i n t e r - d e p a r t m e n t a l  exchanges: 

I )  O f f i c e  o f  c h i l d  C a r e  P r o j e c t  O f f i c e r s  s h o u l d  b e  i n v i t e d  t o  Regional 
Team M e e t i n g s  o n  a r e g u l a r  b a s i s  t o  d i s c u s s  p r o b l e m s ,  share 
d e v e l o p m e n t s  a n d  w o r k  o u t  s t r a t e g i e s  i n  r e l a t i o n  t o  particular 
s e r v i c e s  ( e g .  e v e r y  3 months). 

i i )  A c o p y  o f  a n n u a l  r e p o r t s  p r e p a r e d  f o r  t h e  D e p a r t m e n t  o f  Y o u t h  and 
C o m m u n i t y  S e r v i c e s  w h i c h  r e l a t e  t o  j o i n t l y - f u n d e d  s e r v i c e s  o r  those 
S e r v i c e s -  f u n d e d  s o l e l y  b y  O f f i c e  o f C h i l d  C a r e  s h o u l d  b e  forwarded 
t o  o f f i c e  o f  C h i l d  C a r e  when  completed. 

i i i )  I n  r e t u r n ,  O f f i c e  o f  C h i l d  C a r e  w i l l  s u b m i t  t o  t h e  R e g i o n a l  Office 
a c o p y  o f  t h e  a p p r o v e d  b u d g e t ,  a n d  i n c o m e  a n d  e x p e n d i t u r e  information 
r e q u i r e d  f o r  f u n d i n g  purposes. 

O f f i c e  o f  C h i l d  C a r e  P r o j e c t  O f f i c e r s  w i l l  b e  a v a i l a b l e  t o  visit 
s e r v i c e s  a n d  a s s i s t  D e p a r t m e n t  o f  Y o u t h  a n d  C o m m u n i t y  S e r v i c e s  staff 
t o  s o r t  o u t  p r o b l e m s  i s s u e s  e t c .  i n  p a r t i c u l a r  circumstances. 

v )  When c o n t i n u i n g  g n e r a l  i s s u e s  c a n n o t  b e  r e s o l v e d  t h r o u g h  Regional 
m e e t i n g s  a n d  P r o j e c t  O f f i c e r  a n d  t h e  C o m m u n i t y  P r o g r a m m e  Officer 
s h o u l d  r e f e r  t h e  m a t t e r s  t o  t h e  E x e c u t i v e  O f f i c e r  ( 0 . C . C . )  o r  Senior 
P r o g r a m m e  O f f i c e r  ( F . A . C . S . P . U . )  r e s p e c t i v e l y  s o  t h a t  t h e y  may be 
d i s c u s s e d  a n d / o r  r e s o l v e d  a t  t h e  C o m m o n w e a l t h / S t a t e  O f f i c e r s  level. 

*,ILIA1718. 
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A p p e n d i x  1 

F i l e  No 

Name o f  Service 

Address 

ACTION REQUIRED CHECKLIST 

T h e  f o l l o w i n g  i n f o r m a t i o n  i s  r e q u i r e d  a t  R e g i o n a l  O f f i c e  by 

1. 

2. 

3. 

C o p y  o f  C o u n c i l  Consent 

F o l l o w - u p  o f  O u t s t a n d i n g  M a t t e r s  f r o m  

r e :  

I 

C o p y  o f  L i c e n c e  Applications 

4. C o p y  o f  Licence I 

5. C o p y  o f  R e v o c a t i o n  o f  C o n d i t i o n s  o f  Licence 

6. C o p y  o f  L i c e n c e  Variations I _  I 

7. A n n u a l  Report 

8. I n i t i a l  R e p o r t  o n  Service I 

9. D e t a i l s  o f  C h a n g e  i n  Ownership I _  I 

_ 10 F o l l o w - u p  r e p o r t  f o l l o w i n g  c o m p l a i n t  a b o u t  service 

11 I l l e g a l  C h i l d  C a r e  Service I I 
12 M i n i s t e r i a l  B r i e f i n g  Notes 

13 R e g i o n a l  D i r e c t o r ' s  B r i e f i n g  Notes I_ 

14 O t h e r  Matters 

DEPT. OF YOUTH 

5 r1R97 
A N D  COMMUNITY SEMI= 

LIBRARY 

Officer-in-Charge 
FUNDING AND LICENSING 

/ / 

 

Government Information (Public Access) Act 2009 

This document has been released by  

Open Government, Information and Privacy 

 

NSW Department of Communities and Justice, Legal   

 



A p p e n d i x  2 

NAME_OE_SE.RYICE: 

F I L E  NO: 

DATE OF CONTACT I 

RUNNING SHEET 

CHILDREN'S SERVICES 

NATURE OF ENQUIRY/ADVICE 

_ 

I RECOMMENDATION 
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A p p e n d i x  3 

NAME OF SERVICE: 
ADDRESS: 
LICENSE DETAILS 
ATTENDANCE PATTERNS: 

REPORT ON CHILD CARE SERVICE 

PH. 
F I L E  No: 
P r i v a t e / C o m m u n i t y  Based: 
D a t e  o f  Visit: 
•Reason  f o r  Visit: 

GENERAL COMMENTS 

OUTSTANDING MATTERS 

RECOMMENDATIONS 

FOLLOW UP REQUIRED - 

DATE I ACTION TAKEN 

CHILDRENS SERVICES ADVISER 
/ / 
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A p p e n d i x  4 

NAME OF SERVICE: 

ADDRESS: 

ANNUAL REPORT FOR CHILD CARE SERVICES 

F i l e  No. 
P r i v a t e / C o m m u n i t y  Based 

P o s t c o d e :  Phone: 

LICENCE DETAILS: 

D a t e  o f  I s s u e  o f  Licence: 
S p e c i a l  Conditions: 
No o f  Children: 

3 - 5  years: 
o v e r  5 years: 

D a y s  a n d  H o u r s  o f  Operation: 
Licensee: 
A u t h o r i s e d  Supervisor: 

FEES: 

Maximum: 
Minimum: 

STAFFING: 

STAFF POSITION 1 QUALIFICATIONS HOURS AND DAYS 

Comment o n  s t a f f  t u r n - o v e r  i n  p a s t  year. 
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ANNUAL REPORT tCONTA 

S t a f f  member  q u a l i f i e d  t o  a d m i n i s t e r  F i r s t  A i d  

C e r t i f i c a t e  s i g h t e d  yes/no. 

PLAY EQUIPMENT AND FACILITIES 

Indoors: 

Outdoors: 

CARE OF CHILDREN 

INTERPERSONAL RELATIONSHIPS 

ATOMOSPHERE 

PROGRAMME PLANNING AND IMPLEMENTATION 
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Deyejgpme.ntal_Records: 

1 .  Adequacy/Appropriateness 

2 .  How a r e  t h e s e  r e f l e c t e d  i n  t h e  Programme 

N u t r i t i o n / R o u t i n e s  r e s t ,  m e a l s ,  t o i l e t i n g  etc. 

P a r e n t  Involvement: 

M a n a g e m e n t  ( i s s u e s ,  p r o b l e m s ,  effectiveness) 

G e n e r a l  Comments: 
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Outstandlag7Matters: 

Recommendations: 

F o l l o w - u p  Required: 

ACTION TAKEN: 

C h i l d r e n ' s  S e r v i c e s  Adviser 
/ '  / 

R e g i o n a l  Director 
/ / 

Officer-in-Charge 
F u n d i n g  a n d  Licensing 
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A p p e n d i x  5 

INTERIM REPLY TO CORRESPONDENCE 

Dear 

T h e  m a t t e r s  r a i s e d  i n  y o u r  l e t t e r  of 
b e i n g  e x a m i n e d  b y  t h i s  Department. 

, a r e  presently 

A d e t a i l e d  r e p l y  w i l l  b e  f o r w a r d e d  t o  y o u  a s  s o o n  a s  possible. 

Y o u r s  faithfully 

Officer-in-Charge 
FUNDING AND LICENSING 

OR U n i t  Manager 
COMMUNITY WELFARE OFFICE 
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A p p e n d i x  6 

Dear 

ADVICE TO CHILD CARE SERVICES FOLLOWING ANNUAL REPORT: 

R e :  A n n u a l  R e p o r t  f o r  C h i l d  C a r e  Services 

F o l l o w i n g  t h e  C h i l d r e n ' s  S e r v i c e s  A d v i s e r ' s  r e c e n t  a n n u a l  v i s i t  t o  y o u r  service, 
i t  h a s  b e e n  n o t e d  t h a t  a n u m b e r  o f  i t e m s  r e q u i r e  a t t e n t i o n  i n  o r d e r  t o  maintain 
y o u r  s e r v i c e  a t  min imum l i c e n s i n g  standards. 

P l e a s e  f i n d  a t t a c h e d  a l i s t  o f  r e c o m m e n d a t i o n s  w h i c h  r e q u i r e  a t t e n t i o n  within 
t h e  n e x t  3 m o n t h s .  I t  w o u l d  b e  a p p r e c i a t e d  i f  y o u  c o u l d  a d v i s e  me i n  writing 
when  t h e s e  o u t s t a n d i n g  m a t t e r s  h a v e  b e e n  completed. 

Y o u r s  faithfully 

R e g i o n a l  Director 
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A p p e n d i x  7 

APPLICATION FOR EXEMPTION FROM LICENSED NUMBERS 

Name o f  C e n t r e  

T e r m  1 2 3 1 9  

S e s s i o n s  Mon T u e s  Wed T h u r s  Fri 
( P l e a s e  c i r c l e )  AM AM AM AM AM 

PM PM PM .PM PM 

N a m e ( s )  o f  C h i l d  D 0 B 

R e a s o n ( s )  f o r  E x e m p t i o n .  ( P l e a s e  Tick) 

( a )  F a m i l y  i n  c r i s i s  situation. 
( b )  I n  c o n s u l t a t i o n  w i t h  s t a f f  i n  D.O. 
( c )  C h i l d r e n  a t  risk. 
( d )  S t a t e  Ward. 
( e )  C h i l d r e n  i n  f o s t e r  care. 
( f )  H a n d i c a p p e d  Children. 
( g )  N o n - E n g l i s h  s p e a k i n g  children. 
( h )  R e f e r r a l  f r o m  m e d i c a l / p a r a m e d i c a l  field. 
( 1 )  Other. 

Comments  

R e f e r r e d  b y  

D a t e  C h i l d  c o m m e n c e d  a t t e n d i n g  t h e  C e n t r e  

E x e m p t i o n  g i v e n  o n  u n d e r s t a n d i n g  t h a t  c h i l d  w i l l  f i l l  f i r s t  a v a i l a b l e  vacancy. 
P l e a s e  n o t i f y  y o u r  a d v i s e r  w h e n  t h i s  occurs. 

D i r e c t o r ' s  S i g n a t u r e  D a t e  

T e a c h e r ' s  S i g n a t u r e  D a t e  

A d v i s e r ' s  S i g n a t u r e  D a t e  
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A p p e n d i x  8 

D a t e  o f  Visit: 

I N I T I A L  REPORT ON CHILD CARE SERVICE 

Name o f  C h i l d  C a r e  Centre: 

A d d r e s s :  Phone: 

SECTION I 

I .  Licence 

F u l l  Name o f  Applicant: 

Address: 

On b e h a l f  of: Phone: 

(Name o f  A s s o c i a t i o n  - i f  applicable) 

A d d r e s s  f o r  s e r v i c e  o f  notices: 

D e t a i l s  o f  p r o p r i e t o r s h i p  ( o w n e d ,  l e a s e d ,  r e n t e d ,  etc.): 

R e n t a l :  $ p e r  w e e k  p a i d  to: 

Fees: 

To  whom d o  t h e  f e e s  o r  p r o f i t s  f r o m  t h e :  C e n t r e  go? 

H a s  t h e  c e r t i f i c a t e  o f  c h a r a c t e r  b e e n  v e r i f i e d ?  Yes/No 

A p p l i c a t i o n  f o r  l i c e n s e  f o r  ' c h i l d r e n :  A g e  range: 

S e s s i O n s  o p e r a t i n g :  d a y s  Hours: 

F u l l  d a y  Hours: 

M o r n i n g  Hours: 

A f t e r n o o n  Hours: 

V a c a t i o n s ,  Hours: 

W h e r e  i s  l i c e n c e  displayed? 

A u t h o r i s e d  Supervisor 

H a s  l i c e n s e e  r e c e i v e d  a c o p y  o f  R e g u l a t i o n s ?  Yes/No 
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2 .  P l a y  E q u i p m e n t  a n d  Facilities 
I n d o o r y l a y j q u i p m e n t :  ( c o m m e n t  u p o n  adequacy) 

Books: 
H o u s e k e e p i n g '  corner: 
P r o j e c t  b j o c k S ' a n d : n l o c k  toys: 
M a n i p u l a t i v e  toys: 
O c c u p a t i o n  materials: 

Storage: 
F o r  d i s p l a y  o f  t o y s  And books: 
F o r  e q u i p m e n t  a n d  p r o g r a m m e  material: 
O u t d o o r  storage: 
O u t d o o r  p l a y  equipment: 
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SECTION 2 

3 .  C a r e  o f  Children: 

G i v e  d e t a i l s  o f  a l l  staff: 

D a t e  o f  Visit: 

i HOURS/DAYS 
NAME I DATE OF BIRTH L ON DUTY I POSITION OF STAFFLIAUALIFICATIONS 

1 1 _ 1  

H a v e  c o p i e s  o f  q u a l i f i c a t i o n s  ( i n c l u d i n g  F i r s t  A i d )  b e e n  s i g h t e d ?  Yes/No 

S u p e r v i s i o n :  Comment o n  a d e q u a c y  o f  s t a f f  s u p e r v i s i o n  o f  c h i l d r e n  a t  a l l  times, 
a n d  r e c o m m e n d a t i o n  i f  inadequate. 

OPERATION 

Number  o n  r o l e :  0 - 2  years 
Number  present: 
Comment o n  a t t e n d a n c e  patterns: 

No .  D i s a l e d  c h i l d r e n  enrolled: 

2 - 3  years 
On w a i t i n g  list: 

3 - 4  years 
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G r o u p s  operating: 

1 NUMBER OF 1 HOURS 1 AGE RANGE 1 SUPERVISED BY 
CHILDREN I OPERATING L 

GROUP I 
_I I I 

- 
I 

I I I I 
I I I I 

I I I I 
I I I 1 

I_ _I 
I I I I 
I I I I 

Routines: 

M e a l s / R e f r e s h m e n t s  - t i m e  g i v e n ,  adequacy: 

M i d - m o r n i n g  snack: 

Lunch:• 

A f t e r n o o n  snack: 

O t h e r  fluids: 

T o i l e t i n g  a n d  w a s h i n g -  - t i m e  a n d  adequacy: 

R e s t  r o u t i n e  - p e r i o d  a n d  a d e q u a c y ;  p r o v i s i o n  f o r  d a r k e n i n g  room: 

A r e a  a v a i l a b l e  f o r  i s o l a t i o n  o f  a s i c k  child: 

• P r o v i s i o n  f o r  u r g e n t  m e d i c a l  attention: 

S t o r a g e  o f  w r i t t e n  records: 

S t o r a g e  o f  f i r s t - a i d  supplies: 
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E d u c a t i o n a l  ' P r o g r a m m e :  - 
Comments  o n  1 .  i n d o o r  programme 

2 .  o u t d o o r  programme 

3 .  m u s i c  c o n t e n t  o f  programmes 

4 .  l a n g u a g e  c o n t e n t  o f  programmes 

5 .  o t h e r  a s p e c t s  o f  programme 

6 .  d e v e l o p m e n t a l  records 
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R e c o m m e n d a t i o n s  t o  A u t h o r i s e d  Superviser 

4 .  Symmary 
G e n e r a l  Comments 

Recommendations: 

F o l l o w - u p  Required: 

A c t i o n  Taken: 

C h i l d r e n ' s  S e r v i c e s  Adviser 
/ / 

Officer-in-Charge 
F u n d i n g  a n d  Licensing 

/ 
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A p p e n d i x  9 

CHILD PROTECTION 

GUIDELINES FOR CHILDREN'S SERVICES 

C h i l d r e n ' s  S e r v i c e s  c o v e r s  a l l  s e r v i c e s  c a t e r i n g  f o r  c h i l d r e n  a g e d  from 
b i r t h  t o  12 y e a r s  o f  a g e  a n d  o f f e r i n g  c a r e  a n d  e d u c a t i o n  a w a y  f r o m  the 
c h i l d ' s  home. 

N o t i f i c a t i o n s  o f  C h i l d  Abuse 

T h e  C h i l d  W e l f a r e  A c t  c o n t a i n s  p r o v i s i o n s  w h i c h  p r o t e c t  t h e  person 
n o t i f y i n g  a c h i l d  a b u s e  m a t t e r  t o  t h e  D e p a r t m e n t  o f  Y o u t h  a n d  Community 
Services. 

( 1 )  T h e  n o t i f i c a t i o n  s h a l l  n o t  b e  h e l d  t o  c o n s t i t u t e  a b r e a c h  of 
p r o f e s s i o n a l  e t i q u e t t e  o r  ethics. 

( 2 )  No l i a b i l i t y  f o r  d e f a m a t i o n  i s  i n c u r r e d  b y  r e a s o n  o f  t h e  m a k i n g  of 
t h e  notification. 

( 3 )  T h e  n o t i f i c a t i o n  s h a l l  n o t  c o n s t i t u t e  a g r o u n d  f o r  c i v i l  proceedings 
f o r  m a l i c i o u s  p e r s e c u t i o n  o r  f o r  conspiracy. 

C h i l d r e n ' s  S e r v i c e  S t a f f  a t  C h i l d r e n ' s  Court 

I t  i s  r a r e  f o r  s t a f f  f r o m  4 C h i l d r e n ' s  S e r v i c e  t o  b e  e x p e c t e d  t o  give 
e v i d e n c e  i n  C h i l d r e n ' s  C o u r t .  S t a f f  c a n  o n l y  o f f e r  o b s e r v a t i o n ,  twit 
i n t e r p r e t a t i o n s  Of  behaviour. 

R e p o r t s  f r o m  C h i l d r e n ' s  S e r v i c e s '  Staff' 

I f  n o t e s  a r e  b e i n g  k e p t  o n  a p a r t i c u l a r  c h i l d  f o r  r e p o r t s  f o r  District 
O f f i c e r s ' ,  • t h e  p a r e n t s  m u s t  b e  i n f o r m e d .  I t  i s  t h e  D i s t r i c t  Officer!s 
r e s p o n s i b i l i t y  t o  i n f o r m  t h e  p a r e n t s  a n d  e x p l a i n  why t h e y  a r e  a s k i n g  the 
s t a f f  f o r ,  a report. 

P a r e n t s  s h o u l d  b e  i n f o r m e d  b y  D i s t r i c t , O f f i c e r s  i f  t h e y  a r e  v i s i t i n g  their 
c h i l d  a t  a c h i l d r e n ' s  service. 

T h e  I n t e r v i e w i n g  o f  C h i l d r e n  a t  C h i l d r e n ' s  Service 

T h e  C h i l d r e n ' s  S e r v i c e  s h o u l d  b e  i n f o r m e d  w h e n  D i s t r i c t  O f f i c e r s  f r o m  the 
D e p a r t m e n t  o f  Y o u t h  a n d  C o m m u n i t y  S e r v i c e s  ( D . O . ' s )  a r e  l i k e l y  t o  call 
r e g a r d i n g  i n t e r v i e w i n g  a child. 

T h e  c h i l d  s h o u l d  h a v e  a s u p p o r t  p e r s o n  a t  t h e  i n t e r v i e w ,  s u c h  a s  the 
D i r e c t o r  o r  A s s i s t a n t .  T h e  i n t e r v i e w  s h o u l d  b e  i n  t h e  c h i l d ' s  language 
a t  t h e  c h i l d ' s  d e v e l o p m e n t a l  level. 

C o n t a c t  w i t h  P a r e n t s  o r  Care-Givers 

T h e  D . O . ' s  h a v e  t h e  r e s p o n s i b i l i t y  o f  c o n t a c t i n g  t h e  p a r e n t s  a n d  advising 
t h e m  o f  t h e  i n t e r v i e w  r e g a r d l e s s  o f  t h e  o u t c o m e  o f  t h e  interview. 
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M e d i c a l  Examinations 

I f  a c h i l d  n e e d s  u r g e n t  m e d i c a l  t r e a t m e n t ,  t h e n  t h e  m e c h a n i s m s ,  i . e .  a 
c o n s e n t  f o r m ,  a l r e a d y  e x i s t s  a t  t h e  Centre. 

W h e r e  a D i s t r i c t  O f f i c e r  d e c i d e s  a c h i l d  n e e d s  a m e d i c a l  e x a m i n a t i o n ,  the 
p a r e n t s  s h o u l d  b e  c o n t a c t e d  a n d  p e r m i s s i o n  g r a n t e d  b e f o r e  t h e  examination 
t a k e s  p l a c e .  T h e  D i s t r i c t  O f f i c e r  i s  r e s p o n s i b l e  f o r  t h i s  process. 

I n  t h e  c a s e  o f  s e x u a l  a b u s e ,  t h e  n o n - a f f e n d i n g  p a r e n t  s h o u l d  b e  contacted. 

I f  a p a r e n t  r e f u s e s  t o  h a v e  t h e  c h i l d  e x a m i n e d ,  a D i s t r i c t  O f f i c e r  can 
s e r v e  a n  o r d e r  c a l l e d  S e c t i o n  148C o n  t h e  p a r e n t ,  f o r  a n  e x a m i n a t i o n  to 
b e  c a r r i e d  o u t  o n  t h e  child. 

Apprehep5i,on 

" A p p r e h e n s i o n "  i s  a l e g a l  t e r m  w h i c h  m e a n s  t h e  r e m o v a l  o f  a c h i l d  f r o m  the 
g u a r d i a n  o r  t e m p o r a r y  c u s t o d i a n  a n d  t o  t a k e  t h e  c h i l d  i n t o  care. 

I n  C h i l d r e n ' s  S e r v i c e  t h i s  w o u l d  o c c u r  o n  v e r y  r a r e  o c c a s i o n s  a n d  o n l y  if 
i t  w a s  c o n s i d e r e d  t h a t  t h e  c h i l d  s h o u l d  n o t  r e t u r n  t o  t h e  p a r e n t ' s  home 
a n d  t o  e n s u r e  h i s / h e r  s a f e t y .  A f t e r  a c h i l d  i s  a p p r e h e n d e d  a n d  t a k e n  into 
c a r e ,  t h e  c h i l d  m u s t  a p p e a r  b e f o r e  t h e  f i r s t  a v a i l a b l e  C h i l d r e n ' s  Court 
w h e r e  t h e  f a c t s  a r e  p u t  b e f o r e  t h e  M a g i s t r a t e  f o r  t h e  c o u r t ' s  determination 
a s  t o  t h e  f u t u r e  p l a c e m e n t  o f  t h e  child. 

I t  w o u l d  b e  e x t r e m e l y  r a r e  a n d  a n  e x c e p t i o n a l  c i r c u m s t a n c e  w h e r e  a child 
w a s  r e m o v e d  f r o m  t h e  C h i l d r e n ' s  S e r v i c e  b y  a D i s t r i c t  O f f i c e r  w i t h o u t  first 
i n t e r v i e w i n g  t h e  p a r e n t s  o r  a t  l e a s t  a d v i s i n g  t h e m .  I n  a n y  circumstances 
i t  i s  t h e  a p p r e h e n d i n g  D i s t r i c t  O f f i c e r ' s  r e s p o n s i b i l i t y  t o  k e e p  the 
p a r e n t / g u a r d i a n s  f u l l y  a p p r a i s e d  o f  a l l  a c t i o n s  a n d  i n v o l v e m e n t  w i t h  their 
child. 

I f  t h e  c h i l d r e n ' s  S e r v i c e s '  s t a f f  e n c o u n t e r  a n y  d i f f i c u l t i e s  i n  either 
p r o c e d u r a l  o r  c a s e w o r k  m a t t e r s ,  t h e y  s h o u l d  c o n t a c t  t h e  D i s t r i c t  Manager 
o r  R e s i d e n t  D i s t r i c t  Officer: 
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A p p e n d i x  10 

DEPARTMENTAL REFERRAL OF CHILDREN 

TO CHILD CARE SERVICE 

AGREEMENT 

u n d e r t a k e  t o  a l l o w  t h e  Director 
( n a m e  o f  YACS C a s e  Co-ordinator 

a n d / o r  h e r / h i s  n o m i n e e  a s  agreed, a c c e s s  to 
CENTRE'S NAME 

c a s e  m a n a g e m e n t  p l a n s  f o r  a n d  t o  i n v i t e  t h e  Director 
C H I L D ' S  NAME 

a n d / o r  h e r / h i s  n o m i n e e  t o  a t t e n d  c a s e  c o n f e r e n c e s  r e g a r d i n g  t h i s  c h i l d .  I also 

u n d e r t a k e n  t o  i n f o r m  t h e  D i r e c t o r  a s  s o o n  a s  p o s s i b l e  o f  a n y  c h a n g e s  in 

a t t e n d a n c e ,  a d d r e s s ,  c i r c u m s t a n c e s  o r  f e e  p a y m e n t s  w i t h  r e g a r d  t o  t h i s  child. 

SIGNED DATE 
YACS Co-ordinator 

I .  o f  
DIRECTOR CENTRE'S NAME 

u n d e r t a k e  t o  p r e s e r v e  c o n f i d e n t i a l i t y  w i t h  r e g a r d  t o  a l l  a s p e c t s  o f  t h i s  case 
and: 

( T i c k  a s  Agreed) 

. k e e p  a d i a r y  r e c o r d  o f  r e l e v a n t  a s p e c t s  of 
b e h a v i o u r ,  p r o g r e s s  a n d  a t t e n d a n c e  of 

. 
p r o v i d e  w r i t t e n  r e p o r t  o n  behaviour, 

p r o g r e s s  a n d  a t t e n d a n c e  of 

. p r o v i d e  v e r b a l  r e p o r t s  o n  behaviour, 

p r o g r e s s  a n d  a t t e n d a n c e  of 

. 
p r o v i d e  i n f o r m a t i o n  a b o u t  c o n t a c t s  with 
p a r e n t s /  a n d / o r  g u a r d i a n s  of 

. r e s p o n d  t o  w r i t t e n  a n d /  o r  v e r b a l  requests 
f o r  i n f o r m a t i o n  a b o u t  t h e  progress, 
a t t e n d a n c e  a n d  b e h a v i o u r  of 

. r e s p o n d  t o  w r i t t e n  a n d / o r  v e r b a l  requests 
f o r  i n f o r m a t i o n  a b o u t  p a r e n t / s  attendance 
a n d  b e h a v i u r  t o w a r d s  t h e  c h i l d  a n d / o r  the 
Centre 

SIGNED 
DIRECTOR 

DATE 

c h i l d ' s  name 

c h i l d ' s  name 

c h i l d ' s  name 

c h i l d ' s  name 
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A p p e n d i x  11 

REGION 

LOCATIONS OF YOUNG DISABLED CHILDREN'S CO-ORDINATORS 

COMMUNITY WELFARE OFFICE AREA SERVICED 

C e n t r a l  Metropolitan 

S o u t h  W e s t  Metropolitan 

N o r t h  W e s t  Metropolitan 

N o r t h  E a s t  Metropolitan 

Hunter 

BURWOOD 

HURSTVILLE 

S t r a t h f i e l d ,  Burwood, 
A s h f i e l d ,  Canterbury, 
Bankstown 

R o c k d a l e ,  Hurstville, 
K o g a r a h ,  Sutherland, 
E n g a d i n e ,  Heathcote 

STANMORE C o n c o r d ,  Drummoyne, 
L e i c h h a r d t ,  Marrickville, 
S y d n e y  C i t y ,  S o u t h  Sydney, 
B o t a n y ,  Woollahra, 
Randwick 

CAMPBELLTOWN C a m p b e l l t o w n ,  Camden, 
Pinton 

FAIRFIELD F a i r f i e l d ,  Liverpool 

BLACKTOWN B l a c k t o w n ,  M o u n t  Druitt, 
- S t  Marys 

PARRAMATTA A u b u r n ,  HolrOyd, 
. : P a r r a m a t t a ,  B a u l k h a m  Hills 

PENRITH R i c h m o n d ,  W i n d s o r ,  Penrith, 
L o w e r  B l u e  ,Mountains, 
Warragamba 

DEE WHY M a n l y ,  W a r r i n g a h ,  Mosman, 
N o r t h  S y d n e y ,  Willoughby, 
L a n e  C o v e ,  H u n t e r s  Hill, 
D e e  Why 

NORTH EAST H o r n s b y ,  B e r o w r a ,  Brooklyn, 
METROPOLITAN G o s f o r d ,  Wyong,  Hyde, 
REGIONAL OFFICE Ku-ring-gal 

CARDIFF 

NEWCASTLE 

N e w c a s t l e . ,  C a r d i f f ,  Part 
O f  Wyong L a k e  Macquarie 

N e w c a s t l e ,  Maitland, 
G r e a t e r  C e s s n o c k ,  Port 
S t e p h e n s ,  Singleton, 

. D e n m a n ,  Muswellbrook 

I l l a w a r r a  WARILLA W o l l o n g o n g ,  Kiama, 
S h e l l h a r b o u r ,  Shoalhaven 

WOLLONGONG W o l l o n g o n g ,  Mittagong, 
B o w r a l ,  Wingecarribee 
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A p p e n d i x  12 

FILEJN10..: 

DEPARTMENT OF YOUTH AND COMMUNITY SERVICES 

APPLICATION FOR SUBSIDY FOR A CHILD WITH DISABILITIES 

( T o  Be C o m p l e t e d  a n d  F o r w a r d e d  t o  t h e  . A d v i s e r  W i t h i n  F o u r  ( 4 )  W e e k s  o f  the 
C h i l d ' s  Commencement) 

T e r m :  C a l e n d a r  Year: 

Name o f  Centre: 

C h i l d '  Name: 

D a t o _ o f _ B i . r t h :  / / 

D a t e  o f  E n r o l m e n t :  / / 

Centre.'_s 
P h o n e  N o . :  ( ) 

A t t e n d a n c e :  MON TUES WED THURS FRI 
( P l e a s e  encircle) 

AM AM AM AM AM 
PM PM •PM PM PM 

1 D e s c r i p t i o n  o f  D i s a b i l i t y :  H a s  a r e f e r r a l  b e e n  r e c e i v e d ?  YES/NO 
I f  y e s ,  f r o m  whom? 

2 .  D e s c r i p t i o n  o f  P a r e n t ' s  E x p e c t a t i o n s  o f  t h e  C h i l d '  P e - S c h o o l  Experience: 

3 .  A v a i l a b l e  R e s o u r c e s :  ( e g .  T e a c h e r ,  S p e c i a l i s t  S u p p o r t ,  E q u i p m e n t ,  etc.) 

4 .  F o c u s  o f  I n d i v i d u a l i s e d  P r o g r a m m e :  ( P l e a s e  t i c k  o n e  o r  m o r e  a s  applicable) 

a .  Behavioural 
b .  S o c i a l  Development 
c .  I n t e l l e c t u a l  Development 
d .  Speech/Language 
e .  M o t o r  S k i l l s :  G r o s s  motor 
f .  M o t o r  S k i l l s :  F i n e  Motor 

5 .  W h a t  a r e  Y o u r  E x p e c t a t i o n s  f o r  T h i s  C h i l d  f o r  t h e  R e m a i n d e r  o f  t h e  Term?: 

a. 

b. 

C. 

6 .  How W i l l  t h e _  S u b s i d i _ b y  S p e n t  i n  R e s p e c t  t o  T h i s  Child?: 

S i g n a t u r e  o f  Teacher 
W o r k i n g  w i t h  T h i s  Child 

D i r e c t o r ' s  Signature 

A d v i s e r ' s  Signature 

D a t e  ../../.. 

D a t e  ../../.. 

D a t e  ../../.. 
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A p p e n d i x  12 

DEPARTMENT OF YOUTH AND COMMUNITY SERVICES 

CONTINUING RECORD - SUBSIDY FOR A-CHILD WITH DISABILITIES 

( T o  Be C o m p l e t e d  a n d  F o r w a r d e d  t o  t h e  A d v i s e r  W i t h i n  F o u r  ( 4 )  W e e k s  o f  the 
C h i l d ' s  R e t u r n  t o  t h e  C e n t r e  f o r  E a c h  S u c c e e d i n g  T e r m  F o l l o w i n g  Initial 
Application) 

T e t m :  C a l e n d a r  Year.: 

Name_pf_Centre: 

C h i l d '  Name: 

D a t e  o f  B i r t h :  / / 

D a t e  o f  Enrolment: 

Centre's 
P h o n e  No.: 

A t t e n d a n c e :  MON TUES WED THURS FRI 
( P l e a s e  encircle) 

AM AM AM AM AM 
PM PM PM PM PM 

1 .  Comments  o n  t e C h i l d ' s  P r o g r e s s  D u r i n g  t h e  P r e v i o u s  Term: 

2 .  G o O t s l / E x p O t a t i o n t s 1  f o r / O f  T h i s  C h i l d  f o r  t h e  C u r r e n t  Term; 

a. 

b. 

C. 

3 .  Do You N e e d  A s s i s t a n c e  w i t h  T h i s  C h i l d ? :  ( P l e a s e  t i c k  o n e  o r  m o r e  as 
applicable) 

4. 

a .  Assessment 
b .  P r o g r a m m e  Planning 
c .  A d d i t i o n a l  Information/Resources 
d . -  P r o f e s s i o n a l  Support 
e .  Evaluation 

How t h e  S u b s i d y  B e i n g  S p e n t  i n  R e s p e c t  t o  T h i s  Child?: 

S i g n a t u r e  o f  Teacher 
W o r k i n g  w i t h  T h i s  C h i l d  D a t e  ../../.. 

D i r e c t o r ' s  S i g n a t u r e  D a t e  ../../.. 

A d v i s e r ' s  S i g n a t u r e  D a t e  ../../.. 
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Appendix 13 

3._NURSES__ I 

CENTRE: 

NAME: 

ADDRESS: 

DEPARTMENT OF YOUTH AND COMMUNITY SERVICES 

APPLICATION FOR SALARIES SUBSIDIES: Period 

PERMIT/LICENCE FOR 

DAYS OF OPERATION: 

HOURS OF OPERATION: 

CONTACT PERSON: 

TELEPHONE NO.: 

CHILDREN 

STAFF TYEAR5 or- T-ACADEMIC TAWARD-7 TANNUALTEMPWED I-INCREMENT 
EMPLOYED EXPERIENCE :i QUALIFICATIONS IUNDER, ISALARYIFULL-TIME IF DATE 

AS EARLY I !WHICH : [ON, IP/T NOTI 

1,_DIRECTOR I 

CHILDHOOD [ 
TEACHER ;.1 

I 

.1EMPLOYEDIWHIQH 
IWAGENo 

. I  l i s  . --IBASED 

I I 

IYES/. 
HOW 

-MANY HRSI 
1: EMPLOYED I_ 

1 - - 1 ' : - I • I I 
LI I. 1 

4 I 1 I 
2. OTHER . I I. I I 

TEACHING •I '_ I I I 
STAFF I I I I 

I I I I 
_1 1 1 1 1_ 
_1 i_ 1 1 1_ 1 
_1 _1 1 1 

1 I 1 
1 1 1 

i J 

i 
1 

i I 
_ 

f: 
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A p p e n d i x  13 

STATE AND FEDERAL ASSISTANCE 

ADDITIONAL INFORMATION 

( i )  I s  t h e  C e n t r e  N o n - p r o f i t  M a k i n g  YES/NO 

( i i )  I s  t h e  C e n t r e  r e g i s t e r e d  w i t h  the 
D e p a r t m e n t  o f  S e r v i c e s  u n d e r  t h e  YES/NO 
C h a r i t a b l e  C o l l e c t i o n s  A c t  1 9 3 4 ?  R e g .  No. 

( i i i )  I s  t h e  C e n t r e  Community Based? 
( i . e .  a v a i l a b l e  t o  a l l  children) 

( i v )  Do y o u r  a c t i v i t i e s  a l l o w  community 
p a r t i c i p a t i o n  i n  t h e  management  of 
t h e  C e n t r e  ( i . e .  i n  your 
Constitution)? 

COMMENTS: 

( v )  I s  F i n a n c i a l  A s s i s t a n c e  t o w a r d s  salary 
c o s t s  r e c e i v e d  f r o m  a n y  o t h e r  source? 

YES/NO 

YES/NO 

YES/NO 

IF  YES p l e a s e  g i v e  f u l l  d e t a i l s  

( v i )  I s  a l l  n o r m a l  a n d  a p p r O O r i a t e  insurances 
maintained? 

( v i i )  A r e  a n y  r e s t r i c t i o n s  o r  p r e f e r e n c e s  places 
o n  enrolments? 

COMMENT: 

( v i i i )  P l e a s e  l i s t  t h e  " e x t e n d e d  s e r v i c e s "  being 
p r o v i d e d  o u t s i d e  t h e  n o r m a l  o p e r a t i n g  hours 
o f  t h e  C h i l d  C a r e  Centre.. 

YES/NO 

YES/NO 

D e c l a r e  t h a t  t h e  information 
( F u l l  Name) 

p r o v i d e d  a b o v e  i s  correct. 

S i g n a t u r e  

O f f i c e  D a t e  P h o n e  N 

N . B .  IF INSUFFICIENT SPACE PLEASE ATTACH SEPARATE SHEETS 
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A p p e n d i x  14 

DEPARTMENT OF YOUTH AND COMMUNITY SERVICES 

SUBSIDIES ADVICE SHEET 

F o r  y o u r  i n f o r m a t i o n ,  t h e  q u a r t e r l y  p a y m e n t  o f  r e c u r r e n t  s a l a r y  s u b s i d i e s  is 
c a l c u l a t e d  a s  follows: 

h o u r s  w o r k e d  a w a r d  h o u r ' s  p e r  w e e k  x A w a r d  S a l a r y  X S u b s i d y  x d a y s  i n  quarter 
366,25 

100% = Full-Time 

NAME: 

P a y m e n t  f o r  t h e  Period:- 

x $ % 
P l u s / M i n u s  a d j u s t m e n t  f o r  t h e  Period 

P l u s / M i n u s  a d j u s t m e n t  f o r  t h e  Period 

NAME: 

NAME: 

- 365.25= 
to 

TOTAL 

P a y m e n t  f o r  t h e  Period: 
x $  x % 

P l u s / M i n u s  a d j u s t m e n t  f o r  t h e  Period 

to 

- 3 6 5 . 2 5  = 
to 

P l u s / M i n u s  a d j u s t m e n t  f o r  t h e  P e r i o d  to 

P a y m e n t  f o r  t h e  Period: 
x $  x % 

P l u s / M i n u s  a d j u s t m e n t  f o r  t h e  Period 

TOTAL 

- 3 6 5 . 2 5  = 
to 

P l u s / M i n u s  a d j u s t m e n t  f o r  t h e  P e r i o d  to 

TOTAL 
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A p p e n d i x  14 

NAME: 

NAME: 

NAME: 

P a y m e n t  f o r  t h e  Period: 
x $  x% 

P l u s / M i n u s  a d j u s t m e n t  f o r  • t h e  Period 
- 3 6 5 . 2 5  = 
to 

P l u s / M i n u s  a d j u s t m e n t  f o r  t h e  P e r i o d  to 

P a y m e n t  f o r  t h e  Period: 

x $ x % x.  - 3 6 5 . 2 5  = 
P l u s / M i n u s  a d j u s t m e n t  f o r  t h e  P e r i o d .  to 

TOTAL 

P l u s / M i n u s  a d j u s t m e n t  f o r  t h e  Period. 

P a y m e n t  f o r  t h e  Period: 
x $  x% 

P l u s / M i n u s  a d j u s t m e n t  f o r  t h e  Period 

to 

TOTAL 

- 3 6 5 . 2 5  = 
t o  = 

P l u s / M i n u s  a d j u s t m e n t  f o r  t h e  P e r i e d  to 

TOTAL 
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! CESSATATION OF DUTY OF STAFF 
DURING THIS QUARTER. 

77- 

Name o f  p r e v i o u s  staff 

D a t e  o r  resignation 
1 

Name o f  p r e v i o u s  staff 
1 
1 / D a t e  o f  resignation 

ENTRY ON DUTY 

Name o f  Staff 
Member 

D a t e  o f  Commencement 

/ / 

Name o f  Staff 
Member 

D a t e  o f  Commencement 

LEAVE LOADING PAID THIS 
QUARTER 

Name o f  o f  S t a f f  P e r i o d  o f  L e a v e  Amount 
/ / t o • /  / 
/ / t o  / / 
/ / t o  / / 
/ / t o ,  / / 
/ / t o  / / 
/ / t o  / / 
/ / t o  / / 
/ . /  t o  / / 
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VACATION CARE FUNDING SCHEDULE 

T o  b e  r e t u r n e d  annually 

Region 

E l e c t o r a t e  o f  P r o g r a m m e  L o c a l  G o v e r n m e n t  A r e a  

NAME OF SPONSOR NAME OF PROJECT 

P o s t a l  A d d r e s s  A d d r e s s  

C o n t a c t  P e r s o n  

P h o n e  N o .  

N o .  o f  S e r v i c e s  S p o n s o r e d  

F E E S  M i n i m u m  P e r  c h i l d / d a y  
A v e r a g e  P e r  c h i l d / d a y  

A c t i v i t y / E x c u r s i o n  F e e  

INCORPORATED Yes/No 

REGIONAL F I L E  No. 

N o .  S u b s i d i s e d  Places 
N o .  D i s a b l e d  C h i l d r e n  5-12 

12-18 

A p p e n d i x  15 

VACATION 1 NO. OF 1 NO. OF. 1 TOTAL 1 . P A I D  1 VOLUNTEERS 1 NO. OF I DATES OF 1 O F F I C E  USE ONLY 
1 CHILDREN 1 DISABLED 1 CHILDREN 1 STAFF 1 WEEKS 1 PROGRAMMEIGENERAL1SPECIAL 1 TOTAL 

_ APRIL 
JULY 
SEP/OCT 
D E C /  JAN 

1 5 - 1 2  YES 1 CHILDREN 1 
1 A 1 B  A & B 

REGIONAL COMMENTS & RECOMMENDATIONS 

1 A c t u a l  1 F u n d e d  1 

_1 _1. 

1 _1 
1_ L 

! A c t u a l  ' F u n d e d '  'GRANT !NEED ! 
I I I I 1SUBSIDY 1 

. i  i Ll_ 
i J J__ A. i 1_ 

L. .1 ___L__ 
_1 1 I I. 
_i_ I LTOTALA_ 

S i g n a t u r e  o f  A p p l i c a n t  (Print) 

Date- 
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FUNDING APPLICATION 

T o  b e  r e t u r n e d  a n n u a l l y  w i t h  a u d i t e d  financial 
r e p - o r t  t o  y o u r  R e g i o n a l  O f f i c e  o f  Y o u t h  and 
C o m m u n i t y  Services. 

You a r e  h e r e b y  r e q u e s t e d  t o  p r o v i d e  f i n a n c i a l  a s s i s t a n c e  to 

a n o n - p r o f i t  o r g a n i s a t i o n  ( h e r e i n a f t e r  r e f e r r e d  t o  a s  "the 
o r g a n i s a t i o n " )  t o  c o n d u c t  v a c a t i o n  c a r e  p r o j e c t ,  namely 

( h e r e i n a f t e r  r e f e r r e d  t o  a s  " t h e  p r o j e c t " )  a t  
i n  t h e  S t a t e  Of New S o u t h  Wales. 

I t  i s  u n d e r s t o o d  a n d  a g r e e d  t h a t  a n y  f i n a n c i a l  assistance 
p r o v i d e d  b y  y o u  p u r s u a n t  t o  t h i s  r e q u e s t  w i l l  b e  provided 
u p o n  t h e  f o l l o w i n g  c o n d i t i o n s  a n d  t h e  o r g a n i s a t i o n  agrees 
t o  b e  b o u n d  thereby:- 

(A)  F i n a n c i a l  a s s i s t a n c e  s h a l l  b e  m a d e  a v a i l a b l e  f r o m  moneys 
p r o v i d e d  b y  t h e  G o v e r n m e n t  o f  t h e  C o m m o n w e a l t h  o f  Australia 
a n d  t h e  G o v e r n m e n t  o f  t h e  S t a t e  o f  New S o u t h  W a l e s  for 

• ( i n t e r  a l i a )  t h e  p u r p o s e s  o f  t h e  p r o j e c t  a n d  s h a l l  b e  paid 
t o  t h e  organisation. 

( B )  T h e  p a y m e n t  o f  t h e  f i n a n c i a l  a s s i s t a n c e  t o  y o u  is 
c o n d i t i o n a l  upon:- 

( i )  c h e q u e s  d r a w n  a g a i n s t  t h e  b a n k  a c c o u n t  r e f e r r e d  to 
i n  p a r a g r a p h  (A)  b e i n g  d r a w n  o n l y  f o r  t h e  p u r p o s e  of 
t h e  p r o j e c t  a n d  b e i n g  s i g n e d  b y  e a c h  o f  t h e  persons 
w h o s e  n a m e s  a r e  o n  t h e  account. 

( i i )  t h e  o r g a n i s a t i o n  e n s u r i n g  t h a t  a n  a m o u n t  e q u a l  t o  the 
a m o u n t  o f  f i n a n c i a l  a s s i s t a n c e  p r o v i d e d  b y  you 
p u r s u a n t  t o  t h i s  r e q u e s t  i s  a p p l i e d  a s  s o o n  as 
p r a c t i c a b l e  b u t  n o t  l a t e r  t h a n  t w o  w e e k s  a f t e r  the 
n o m i n a t e d  p e r i o d  f o r  t h e  p u r p o s e  o f  t h e  p r o j e c t  and 
n o t  otherwise; 

( i i i )  t h e  p r o j e c t  n o t  b e i n g  d o u b l e  f u n d e d  i n  r e s p e c t  o f  the 
s a m e  i t e m s  b y  g r a n t s  f r o m  t h e  G o v e r n m e n t  o f  the 
C o m m o n w e a l t h  o f  A u s t r a l i a  a n d  f r o m  t h e  G o v e r n m e n t  of 
t h e  s a i d  State; 

ANNUAL AUDIT ( i v )  t h e  o r g a n i s a t i o n  f u r n i s h i n g  O r  c a u s i n g  t o  b e  furnished 
b y  n o  . l a t e r  t h a n  5 p . m .  o n  14  N o v e m b e r ,  a certificate 
b y  a n  i n d e p e n d e n t  q u a l i f i e d  a c c o u n t a n t  t h a t  h e  has 
s a t i s f i e d  h i m s e l f  t h a t  a n  a m o u n t  e q u a l  t o  t h e  amount 

• o f  f i n a n c i a l  a s s i s t a n c e  p r o v i d e d  t o  t h e  organisation 
h a s  b e e n  a p p l i e d  f o r  t h e  p u r p o s e  o f  t h e  A p r i l ,  July, 
S e p t e m b e r / O c t o b e r ,  C h r i s t m a s  p r o j e c t s .  F o r  the 
p u r p o s e  o f  t h i s  c o n d i t i o n ,  " c e r t i f i c a t e  b y  an 
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i n d e p e n d e n t  q u a l i f i e d  a c c o u n t a n t "  m e a n s  a certificate 
s i g n e d  b y  a p e r s o n  w h o  i s  r e g i s t e r e d  a s  a company 
a u d i t o r  o r  p u b l i c  a c c o u n t a n t  ' u n d e r  a l a w  o f  a State 
o r  T e r r i t o r y  o r  a member  o f  t h e  I n s t i t u t e  of 
C h a r t e r e d  A c c o u n t a n t s  i n  A u s t r a l i a  o r  o f  the 
A u s t r a l i a n  S o c i e t y  o f  Accountants; 

( C )  T h e  a p p r o v e d  o r g a n i s a t i o n  w i l l  a b i d e  b y  t h e  following 
g e n e r a l  c o n d i t i o n s  r e l a t i n g  t o  t h e  o p e r a t i o n  o f  childhood 
s e r v i c e s  s u p p o r t  b y  A u s t r a l i a n  a n d  S t a t e  G o v e r n m e n t  grants; 

( i )  t h e  s e r v i c e  m u s t  b e  a v a i l a b l e  t o  a l l  m e m b e r s  o f  the 
community; 

( i i )  p r i o r i t y  w i l l  b e  g i v e n  t o  c h i l d r e n  who w o u l d  otherwise 
n o t  b e  s u p e r v i s e d  a n d  c h i l d r e n  w i t h  disabilities; 

( i i i )  p e r s o n s  r e s i d e n t  i n  t h e  c o m m u n i t y  o r  u s i n g  t h e  service 
w i l l  h a v e  t h e  o p p o r t u n i t y  t o  p a r t i c i p a t e  i n  the 
p l a n n i n g  a n d  m a n a g e m e n t  o f  t h e  service; 

( i v )  t h e  s e r v i c e  w i l l  c o - o p e r a t e  a s  a p p r o p r i a t e  w i t h  other 
c h i l d h o o d  a n d  a s s o c i a t e d  h e a l t h  a n d  w e l f a r e  services 
t o  a l l o w  t h e  d e v e l o p m e n t  o f  a c o m p r e h e n s i v e  flexible 
a n d  i n t e g r a t e d  a p p r o a c h  t o  t h e  n e e d s  o f  the 
community; 

( v )  t h e  s e r v i c e ,  w h e r e  a p p l i c a b l e  w i l l  a c c o r d  with 
r e q u i r e m e n t s  l a i d  down b y  s t a t e  a n d / o r  local 
authorities; 

( v i )  t h e  s e r v i c e  w i l l  b e  o p e r a t e d  o n  a n o n - p r o f i t  basis 
w i t h  a v i e w  t o  b a l a n c i n g ,  o v e r  a r e a s o n a b l e  period,. 
a n y  s u r p l u s  o r  loss; 

( v i i )  t h e  s e r v i c e  w i l l  o f f e r  a s l i d i n g  s c a l e  o f  r e d u c e d  fees 
t o  c h i l d r e n  f r o m  l o w  i n c o m e  families. 

( v i i i )  a l l  n o r m a l  a n d  a p p r o p r i a t e  i n s u r a n c e  f o r  t h e  service 
o r  p r o j e c t  w i l l  b e  t a k e n  o u t  a n d  m a i n t a i n e d  including 
p u b l i c  l i a b i l i t y  insurance; 

( i x )  p r o p e r  r e c o r d s  o f  a c c o u n t s  w i l l  b e  m a i n t a i n e d  f o r  each 
s e r v i c e  a n d  a u d i t e d  f i n a n c i a l  s t a t e m e n t s  w i l l  be 
p r o v i d e d  a s  required. 
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(D)  Any u n e x p e n d e d  f u n d s  a d v a n c e d  f o r  t h e  p u r p o s e  o f  operation 
o f  t h e  p r o j e c t  s h o u l d  b e  n o t i f i e d  t o  t h e  Officer-in-Charge 
F u n d i n g  a n d  L i c e n c i n g ,  Y o u t h  a n d  C o m m u n i t y - S e r v i c e s  Regional 
O f f i c e ,  immediately. 

DATED t h i s  d a y  o f  19 

SIGNED by 

b e i n g  a u t h o r i s e d  o f f i c e r s  of 
t h e  o r g a n i s a t i o n  i n  t h e  p r e s e n c e  of 

(Witness) 
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DUE: 14 NOV 

VACATION CARE - ANNUAL AUDIT FORM 

Name o f  O r g a n i s a t i o n .  

• Name o f  C e n t r e :  
INCOME 

C h r i s t m a s  A p r i l  J u l y  Sept/Oct 

1-Subsidy 

1 Tees _J. • i _I 
1-Dther 
I :  v 

_ I  _ _ I  
TOTAL-INCOME- - 5  _I -$. I - - '  i V I _ _ 

EXpENDITURE 

1Salaries 

Excursions 

CleaningCleaning 

Materials 

Equipment 

Insurance 

Advertising 

Audit 

O t h e r  

TOTAL EXPEND. 

BALANCE: 

(Income-Expend.) 
G e n e r a l  Comment b y  Auditor: 

I c e r t i f y  t h a t  i n  my o p i n i o n ,  a n  a m o u n t  e q u a l  t o  t h e  a m o u n t  o f  financial 
a s s i s t a n c e  p r o v i d e d  t o  t h i s  o r g a n i s a t i o n  h a s  b e e n  a p p l i e d  f o r  t h e  p u r p o s e s  of 
t h e  p r o j e c t ;  a n d  f o r  n o  o t h e r  purpose. 

S i g n a t u r e  o f  A u d i t o r :  PRINT NAME: 
TITLE: 

PLEASE NOTE: 
F u n d i n g  f o r  f u t u r e  p r o j e c t s  w i l l  o n l y  b e  c o n s i d e r e d  i f  t h i s  s t a t e m e n t  a n d  report 
i s  f u l l y  c o m p l e t e d ,  s i g n e d  b y  a q u a l i f i e d  A u d i t o r ,  a n d  r e t u r n e d  b y  t h e  1 4 t h  Nov. 
e a c h  y e a r .  F u n d i n g  w i l l  n o t  b e  c o n s i d e r e d  u n l e s s  a l l  f o r m s  a r e  i n  b y  d u e  date. 
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DEPARTMENT OF YOUTH AND COMMUNITY SERVICES 

To  b e  r e t u r n e d  t o  t h e  O . I . C .  F u n d i n g  a n d  L i c e n c i n g  i n  t h e  R e g i o n a l  O f f i c e  within 
t w o  w e e k s  o f  t h e  f i n a l  d a y  o f  e a c h  vacation. 

VACATION CARE - REPORT DUE: 

Name o f  s p o n s o r i n g  O r g a n i s a t i o n  

Name o f  C e n t r e  

L o c a t i o n  o f  C e n t r e  

D a t e s  o f  O p e r a t i o n  / / t o  / / H o u r s  o f  O p e r a t i o n  am to 

Number  o f  I n d i v i d u a l  C h i l d r e n  Who a t t e n d e d  D u r i n g  Vacation 

A v e r a g e  D a i l y  A t t e n d a n c e  A v e r a g e .  F e e  p e r  C h i l d  p e r  Day  $ 

Maximum F e e  p e r  C h i l d  p e r  D a y  $ 
-- 

How many c h i l d r e n  w e r e  g i v e n  s u b s i d i s e d  p l a c e s  ? 

How many  h a n d i c a p p e d  c h i l d r e n  a t t e n d e d  ? 

W h a t  u s e  w a s  made  o f  s p e c i a l i s t s ,  c o m m u n i t y  r e s o u r c e s  a n d  amenities? 

Pm 

Wha t  c o m m e n t s / f e e d  b a c k  h a v e  y o u  r e g a r d i n g  t h e  p r o j e c t ?  ( p l e a s e  a t t a c h  statement) 

How many  s t a f f  w e r e  e m p l o y e d  d u r i n g  t h e  v a c a t i o n  ? 

How many h o u r s  p e r  w e e k  w e r e  e a c h  s t a f f  member  e m p l o y e d  a n d  a t  w h a t  wage? 

How many v o l u n t e e r s  w e r e  i n v o l v e d  i n  t h e  c e n t r e  a n d  i n  w h a t  capacity? 

T h a n k  y o u  f o r  c o - o p e r a t i n g  i n  p r o v i d i n g  t h i s  i n f o r m a t i o n  t o  a s s i s t  with 

f u t u r e  p l a n n i n g .  P l e a s e  e n c l o s e  a c o p y  o f  d a i l y  p r o g r a m m e  a n d  o t h e r  statements 

t h a t  may b e  necessary. 

SIGNED 

POSITION 

DATE PRINT NAME 

INCOME EXPENDITURE 
Grant $ Salaries $ 
Fees $ Excursions $ 
Excursions $ Cleaning $ 
Other $ Equipment $ 

Administration $ 
TOTAL INCOME $ TOTAL EXPENDITURE $ 

I c e r t i f y  t h a t  i n  my o p i n i o n ,  a n  a m o u n t  e q u a l  t o  t h e  a m o u n t  o f  financial 
a s s i s t a n c e  p r o v i d e d  t o  t h i s  o r g a n i s a t i o n  h a s  b e e n  a p p l i e d  f o r  t h e  p u r p o s e s  of 
t h e  p r o j e c t ,  a n d  f o r  n o  o t h e r  purpose. 

SIGNATURE OF TREASURER DATE 
PRINT NAME. 

( F u n d i n g  f o r  f u t u r e  p r o j e c t s  w i l l  o n l y  b e  c o n s i d e r e d  i f  t h i s  s t a t e m e n t  i s  fully 
c o m p l e t e d  a n d  r e t u r n e d  t o  t h i s  D e p a r t m e n t  b y  t h e  d u e  date.) 
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COMMUNITY FUNDING 

CONDITIONS OF FUNDING 

( f o r  a l l  f u n d e d  o r g a n i s a t i o n s  e x c e p t  P r e - S c h o o l  s e r v i c e s ,  s a l a r y  s u b s i d i e s  to 
L o c a l  G o v e r n m e n t  a n d  A l t e r n a t e  C a r e  Funding). 

1 .  Access 

1 . 1  S e r v i c e s  a n d  p r o g r a m s  m u s t  b e  m a d e  a c c e s s i b l e ,  a v a i l a b l e  and 
a p p r o p r i a t e  t o  a l l  D i s a b i l i t y  G r o u p s ,  C u l t u r a l  a n d  L i n g u i s t i c  Groups 
w i t h i n  t h e  g e o g r a p h i c a l  a r a  s e r v e d  a n d / o r  t h e  i d e n t i f i e d  target 
group. 

2 .  Status. 

2 . 1  E a c h  m a n a g e m e n t  c o m m i t t e e  f u n d e d  s h a l l  b e  a n o n - p r o f i t  community-based 
organisation. 

2 . 2  E a c h  m a n a g e m e n t  c o m m i t t e e  s h a l l  h a v e  a n d  p r o v i d e  t o  t h e  D e p a r t m e n t  of 
Y o u t h  a n d  C o m m u n i t y  S e r v i c e s  ( h e r e i n a f t e r  c a l l e d  t h e  D e p a r t m e n t ' )  a 
c o n s t i t u t i o n  o r  A r t i c l e s  o f  A s s o c i a t i o n  a c c e p t a b l e  t o  t h e  Department. 

3 .  Manmement 

3 . 1  E a c h  f u n d e d  s e r v i c e  s h a l l  h a v e  a M a n a g e m e n t  S t r u c t u r e  d r a w n  f r o m  the 
c o m m u n i t y  t o  b e  s e r v e d ,  r e p r e s e n t a t i v e  o f  a n d  r e s p o n i v e  t o  it. 

3 . 2  S t a f f  o f  t h e  o r g a n i s a t i o n  a r e  t o  b e  i n c l u d e d  i n  d e c i s i o n  making 
p r o c e s s e s  a f f e c t i n g  p r o j e c t  p l a n n i n g ,  d e v e l o p i n g  a n d  evaluation. 

3 . 3  L o c a l  G o v e r n m e n t s  w h i c h  s p o n s o r  s e r v i c e s  u t i l i s i n g  S e c t i o n  5 2 7  o r  530A 
C o m m i t t e e s  u n d e r  t h e  L o c a l  G o v e r n m e n t  A c t  s h a l l  e s t a b l i s h  local 
c o m m u n i t y  b a s e d  o r g a n i s a t i o n s  t o  whom r e s p o n s i b i l i t y  f o r  m a n a g e m e n t  of 
t h e  s e r v i c e  c a n  b e  f u l l y  t r a n s f e r r e d  w i t h i n  a maximum o f  t h r e e  years 
f r o m  i n i t i a l  r e c e i p t  o f  funds. 

4 .  Accountability 

4 . 1  Records 

4 . 1 . 1  T h e  o r g a n i s a t i o n  s h a l l  e n s u r e  t h a t  a d e q u a t e  f i n a n c i a l  and 
o p e r a t i o n a l  r e c o r d s  a n d  r e g i s t e r s ,  i n c l u d i n g  t h o s e  specified 
i n  S c h e d u l e  A, a r e  k e p t  a n d  m a i n t a i n e d  i n  r e l a t i o n  t o  the 
o p e r a t i o n  o f  t h e  service. 

4 . 1 . 2  Upon t h e  r e q u e s t  o f  t h e  D e p a r t m e n t ,  t h e  o r g a n i s a t i o n  shall 
a r r a n g e  f o r  t h e  r e c o r d s ,  b o o k s  o f  a c c o u n t  a n d  documents 
r e l a t i n g  t o  t h e  s e r v i c e  t o  b e  m a d e  a v a i l a b l e  f o r  i n s p e c t i o n  by 
a n  a u t h o r i s e d  r e p r e s e n t a t i b v e  o f  t h e  D e p a r t m e n t  ( i n c u d i n g  the 
t a k i n g  o f  s u c h  e x t r a c t s  a n d  t h e  m a k i n g  o f  s u c h  c o p i e s  a s  the 
r e p r e s e n t a t i v e  c o n s i d e r s  a p p r o p r i a t e )  a n d  s h a l l  a f f o r d  all 
r e q u i s i t e  a s s i s t a n c e  t o  t h e  r e p r e s e n t a t i v e  i n  c a r r y i n g  u t  the 
inspection. 
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4 . 1 . 3  T h e  o r g a n i s a t i o n  s h a l l  a l s o  p r o v i d e  s u c h  s t a t i s t i c a l  and 
p r o g r a m  i n f o r m a t i o n  o n  t h e  o p e r a t i o n  o f  t h e  s e r v i c e  a s  is 
s p e c i f i e d  i n  S c h e d u l e  B.  I n  a d d i t i o n ,  t h e  o r g a n i s a t i o n  will 
c o - o p e r a t e  i n  t h e  p r o v i s i o n  o f  o t h e r  r e e a s o n a b l e  statistical 
a n d  p r o g r a m  i n f o r m a t i o n  f o r  i r r e g u l a r  s u r v e y s  c o n d u c t e d  b y  the 
D e p a r t m e n t  o r  a n  a u t h o r i s e d  r e p r e s e n t a t i v e  ( p r o v i d e d  t h a t  the 
c o n f i d e n t i a l l y  o r  i n d i v i d u a l  c l i e n t s  o f  t h e  p r o j e c t  is 
respected). 

4 . 2  Financial 

4 . 2 . 1  T h e  o r g a n i s a t i o n ' s  f i n a n c i a l  y e a r ,  a n  a u d i t e d  financial 
s t a t e m e n t  f o r  e a c h  f u n d e d  p r o j e c t ,  t o  b e  f o r w a r d e d  t o  the 
a p p r o p r i a t e  R e g i o n a l  O f f i c e  o r  S e n i o r  C o m m u n i t y  Liaison 
O f f i c e r  w i t h  t h e  c o n t i n u a t i o n  o f  f u n d i n g  a p p l i c a t i o n  form. 

4 . 2 . 2  T h e  a u d i t e d  f i n a n c i a l  s t a t e m e n t  s h a l l  b e  a c c o m p a n i e d  b y  a 
p r o f o r m a  c e r t i f i c a t e  ( a s  p e r  S c h e d u l e  C) s i g n e d  b y  a n  auditor, 
u n l e s s  t h e  o r g a n i s a t i o n  r e c e i v e s  l e s s  t h a n  $ 1 0 , 0 0 0  f r o m  the 
D e p a r t m e n t  a n d  h a s  O b t a i n e d  a n  e x e m p t i o n  f r o m  t h e  relevant 
R e g i o n a l  Director. 

T h e  A u d i t o r  s h a l l  be: 

r e g i s t e r e d  a s  a c o m p a n y  a u d i t o r ;  or 

a member  o f  t h e  I n s t i t u t e  o f  C h a r t e r e d  Accountants; 
or 

a member  o r  t h e  A u s t r a l i a n  S o c i e t y  o f  Accountants 
a n d  s h a l l  n o t  b e  a n  e m p l o y e e  o r  a member  o f  t h e  Manageement 
C o m m i t t e e  o f  t h e  r e c i p i e n t  organisation. 

4 . 2 . 3  O r g a n i s a t i o n s  r e c e i v i n g  l e s s  t h a n  $ 1 0 , 0 0 0  f r o m  t h e  Department 
c a n  a p p l y  t o  t h e  r e l e v a n t  R e g i o n a l  D i r e c t o r / S e n i o r  Community 
L i a i s o n  O f f i c e r  f o r  a n  e x e m p t i o n  f r o m  s u b m i t t i n g  a full 
A u d i t e d  Statement. 

G r o u p s  w i t h  s u c h  a n  e x e m p t i o n  s h a l l  s u b m i t  a proforma 
c e r t i f i c a t e  ( a s  p e r  S c h e d u l e  D) s i g n e d  b y  t h e  P r e s i d e n t  and 
T r e a s u r e r  o r  S e c r e t a r y ,  a n d  p r o v i d e  s u c h  o t h e r  i n f o r m a t i o n  as 
may b e  r e q u i r e d  b y  t h e  Department. 

4 . 3 . 4  T h e  o r g a n i s a t i o n  s h a l l  e n s u r e  t h a t  a n y  o p e r a t i n g  s u r p l u s  of 
i n c o m e  o v e r  e x p e n d i t u r e  f r o m  t h e  c o n d u c t  o f  t h e  f u n d e d  service 
i s  n o t  u s e d  t o  f i n a n c e  a n y  a c t i v i t y  o t h e r  t h a n  i n  r e l a t i o n  to 
t h e  p u r p o s e  f o r  w h i c h  t h e  g r a n t  w a s  provided. 

4 . 3 . 5  No a r r a n g e m e n t s  o r  c o m m i t m e n t s  i n  r e l a t i o n  t o  t h e  service 
s h a l l  b e  e n t e r e d  i n t o  w h i c h  a r e  i n c o m p a t i b l e  o r  inconsistent 
w i t h  t h e  p u r p o s e  o f  t h e  grant. 

4 . 3 . 6  T h e  o r g a n i s a t i o n  s h a l l  e n s u r e  t h a t  p r o j e c t s  commence  n o  later 
t h a n  f o u r  m o n t h s  a f t e r  t h e  r e c e i p t  o f  f u n d i n g .  Project 
m a n a g e m e n t  c o m m i t t e e s  , a r e  t o  s e e k  w r i t t e n  a p p r o v a l  f r o m  the 
D e p a r t m e n t  w h e r e  p r o j e c t s  w i l l  n o t  b e  c o m m e n c i n g  w i t h i n  four 
m o n t h s  o f  r e c e i p t  o f  funding. 
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4 . 3 . 7  T h e  o r g a n i s a t i o n  s h a l l  n o t i f y  t h e  D e p a r t m e n t  i n  w r i t i n g  i n  the 
e v e n t  t h a t  a s s i s t a n c e  i s  approved 

4 . 3 . 8  T h e  o r g a n i s a t i o n  s h a l l  e n s u r e  a p p r o p r i a t e  r e l e v a n t  insurance 
p o l i c i e s  a r e  t a k e n  o u t  e . g .  w o r k e r ' s  c o m p e n s a t i o n ,  public 
l i a b i l i t y ,  p r o p e r t y ,  contents. 

4 . 3 . 9  O r g a n i s a t i o n s  e m p l o y i n g  s t a f f  s h a l l  e n s u r e  p r o v i s i o n s  a r e  made 
f o r  r e l e v a n t  i n d u s t r i a l  c o n d i t i o n s  t o  b e  m e t  e . g .  entitlements 
f o r  a n n u a l  l e a v e ,  s i c k  l e a v e ,  l o n g  s e r v i c e  l e a v e ,  maternity 
l e a v e ,  l e a v e  l o a d i n g ,  a w a r d  s a l a r i e s  ( w h e r e  appropriate). 

5 .  Idemnity 

5 . 1  A l l  p e r s o n n e l  e m p l o y e d  b y  t h e  f u n d e d  o r g a n i s a t i o n - i n  w h a t e v e r  capacity 
s h a l l  b e  t h e  s o l e  r e s p o n s i b i l i y  o f  t h a t  o r g a n i s a t i o n .  T h e  Department 
w i l l  n o t  i d e m n i f y  t h e  g r a n t  h o l d e r  i n  r e s p e c t  o f  s u c h  p e r s o n n e l  for 
a n y  a c t  o r  c l a i m  r e s u l t i n g  f r o m  s u c h  employment. 

6 .  General 

6 . 1  T h e  f u n d e d  o r g a n i s a t i o n  s h a l l  p r o v i d e  t h e  o p p o r t u n i t y  fora 
r e p r e s e n t a t i v e  o f  t h e  D e p a r t m e n t  to: 

a t t e n d  b o a r d / c o m m i t t e e  m e e t i n g s  i f  r e q u e s t e d  b y  the 
Department 

v i s i t  a n y  s e r v i c e s  p r o v i d e d  a t  a n y  r e a s o n a b l e  time. 
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COMMUNITY FUNDING 

S c h e d u l e  A 

FINANCIAL RECORDS 

( a s  s p e c i f i e d  i n  c o n d i t i o n s  o f  F u n d i n g  4.1.1) 

A l l  f u n d e d  o r g a n i s a t i o n s  s h o u l d  m a i n t a i n  a c o m p l e t e  s e t  o f  a c c o u n t i n g  records 
r e l e v a n t  t o  t h e  l e v e l  o f  f u n d i n g  r e c e i v e d  a n d  a c t i v i t i e s  o f  t h e  organisation. 

T h e  f o l l o w i n g  r e c o r d s  a n d  s t a t e m e n t s  a r e  t o  b e  kept: 

S t a t e m e n t  o f  I n c o m e  a n d  Expenditure 

B a l a n c e  Sheet 

S o u r c e  a n d  A p p l i c a t i o n  o f  F u n d s  Statement 
( f o r  g r o u p s  r e c e i v i n g  g r a n t s  o f  m o r e  t h a n  $ 1 0 , 0 0 0  p.a.) 

C a s h  Book 

B a n k  D e p o s i t  Book 

P e t t y  C a s h  Book  ( k e p t  o n  i m p r e s t  system) 

P r e - n u m b e r e d  O f f i c i a l  R e c e i p t  Book 

M o n t h l y  B a n k  R e c o n c i l i a t i o n  o f  C a s h  Book 

D o c u m e n t a t i o n  o f  a l l  E x p e n d i t u r e  w i t h  e v i d e n c e  o f  approval 

W a g e s  r e c o r d  ( w h e r e  s t a f f  a r e  employed). 
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,COMMUNITY FUNDING 

S c h e d u l e  B 

REPORT FORMAT 

( a s  s p e c i f i e d  i n  C o n d i t i o n s  o f  F u n d i n g  4.1.3). 

T h e  D e p a r t m e n t  r e q u i r e s  a c o n c i s e  r e p o r t  .on t h e  s e r v i c e  p r o v i d e d  b y  y o u r  project 
d u r i n g  t h e  l a s t  12  m o n t h s .  P l e a s e  e n s u r e  t h a t  t h e  r e p o r t  i n c l u d e s  t h e  following 
i n f o r m a t i o n  i n  t h e  o r d e r  a n d  u n d e r  t h e  h e a d i n g s  s e t  o u t  b e l o w :  I f  information 
c a n n o t  b e  p r o v i d e d  i n  t h e s e  a r e a s  p l e a s e  a d v i s e  t h e  r e a s o n s  a n d  i n d i c a t e  how 
t h i s  m a t t e r  may b e  rectified. 

( i )  p r o j e c t  g o a l s  a n d  objectives 

( i i )  w e r e  p r o j e c t  o b j e c t i v e s  a c h i e v e d ?  how? 

( i i i )  m a j o r  u s e r s  o f  t h e  s e r v i c e  ( e . g .  a b o r i g i n a l  y o u t h ,  a g e d  12-18) 

( i v )  o p e r a t i n g  h o u r s  o f  t h e  service 

( v )  n u m b e r s  o f  p a i d  s t a f f  a n d  h o u r s  worked 

( v i )  n u m b e r s  o f  v o l u n t e e r  s t a f f  a n d  h o u r s  worked 

( v i i i )  a n y  c h a n g e s  i n  d e m a n d  f o r  t h e  service 

( i x )  a n y  d i f f i c u l t i e s  e n c o u n t e r e d  i n  p r o v i d i n g  t h e  service 

( x )  a n y  r e v i e w s  o f  t h e  project 

( x i  ) o t h e r  matters. 
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COMMUNITY FUNDING 

Sc.hodule_C,1. 

AUDIT CERTIFICATE PRO-FORMA 

S t a n d a r d  f u l l  a u d i t  c e r t i f i c a t e  b y  a q u a l i f i e d  a c c o u n t a n t  i n  respect 
C o m m u n i t y  F u n d e d  Organisations. 

• 
I / W e ,  ( f u l l  Name 
o f  address) 

b e i n g  a q u a l i f i e d  a c c o u n t a n t  w i t h i n  t h e  m e a n i n g  o f  t h e  C o m m u n i t y  F u n d i n g  Program 
d o  h e r e b y  c e r t i f y  t h a t  I / w e  h a v e  e x a m i n e d  t h e  b o o k s  a n d  f i n a n c i a l  r e c o r d s  of: 

i n  a c c o r d a n c e  w i t h  A u s t r a l i a n  S t a n d a r d s .  I n  m y / o u r  o p i n i o n  t h e  financial 
s t a t e m e n t s  p r e s e n t  f a i r l y  t h e  f i n a n c i a l  p o s i t i o n  o f  t h e  o r g a n i s a t i o n  a n d  the 

* r e s u l t  o f  i t s  o p e r a t i o n  f o r  t h e  p e r i o d  e n d e d  i n  a c c o r d a n c e  with 
t h e  A u s t r a l i a n  A c c o u n t i n g  Standards. 

S i g n a t u r e  D a t e  

A c c o u n t a n t ' s  Q u a l i f i c a t i o n  
( e . g : ,  AASA, FCA o r  i f  r e g i s t e r e d  c o m p a n y  a u d i t o r  o r  p u b l i c  a c c o u n t a n t ,  the 
r e l e v a n t  A c t  a n d  r e g i s t r a t i o n  No.) 

N o t e s  t o  a n d  f o r m i n g  p a r t  o f  A h e  a c c o u n t s  o f  

f o r  t h e  y e a r  e n d e d  

W e / I  h a v e  s a t i s f i e d  m y s e l f / o u r s e l v e s  that: 

a) 

b) 

c) 

An a m o u n t  e q u a l  t o  t h e  t o t a l  g r a n t  p a i d  h a s  b e e n  e x p e n d e d  i n  the 
a p p r o v e d  p r o j e c t / p r o g r a m  a c c o r d i n g  t o  c o n d i t i o n s  s p e c i f i e d  i n  funding 
a g r e e m e n t  f r o m  D e p a r t m e n t  o f  Y o u t h  a n d  C o m m u n i t y  Services*. 

E s t a b l i s h m e n t  o f  a l l  r e s e r v e s  p r o v i s i o n s  i s  j u s t i f i e d  a n d  represents 
f u n d s  s e t  a s i d e  f o r  

P a y m e n t s  t o  a s s o c i a t e d  a n d / o r  a f f i l i a t e d / b o d i e s  h a v e  b e e n  adequately 
disclosed: 

S i g n a t u r e  D a t e  
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S c h e d u l e  C-2 

AUDIT CERTIFICATE PRO-FORMA 

Q y a l i f i e d  A u d i t  R e p o r t  b y  a _ q u a l i f i e d  a c c o u n t a n t  i n  respect 
Organisations, 

C o m m u n i t y  Fundieg 

( Q u a l i f i e d  A u d i t  R e p o r t s  a r e  i s s u e d  w h e r e  t h e r e  a r e e  d e p a r t u r e s  f r o m  Australian 
A c c o u n t i n g  S t a n d a r d s ;  t h e  c o n s e q u e n c e s  o f  w h i c h  a r e  m a t e r i a l ,  a n d  w h e r e  an 
u n c e r t a i n t y  a f f e c t i n g  t h e  f i n a n c i a l  s t a t e m e n t s  i s  n o t  o f  a n  overwhelming 
nature.) 

I / W e ,  

b e i n g  ( a )  q u a l i f i e d  a c c o u n t a n t ( s )  w i t h i n  t h e  m e a n i n g  o f  t h e  C o m m u n i t y  Funding 

P r o g r a m  d o  h e r e b y  c e r t i f y  t h a t  I / w e  h a v e  e x a m i n e d  t h e  b o o k s  a n d  financial 

r e c o r d s  of 

i n  a c c o r d a n c e  w i t h  A u s t r a l i a n  A c c o u n t i n g  S t a n d a r d s .  • 

( P a r a g r a p h  o n  t h e  m a t t e r  o f  d e p a r t u r e  f r o m  s t a n d a r d s ,  o r  uncertainty). 

I n  m y / o u r  o p i n i o n ,  e x c e p t  f o r  t h e  e f f e c t  o n  t h e  f i n a n c i a l  s t a t e m e n t s  o f  the 
m a t t e r  r e f e r r e d  t o  i n  t h e  p r e c e d i n g  p a r a g r a p h ,  t h e  f i n a n c i a l  s t a t e m e n t s  present 
f a i r l y  t h e  f i n a n c i a l  p o s i t i o n  o f  t h e  o r g a n i s a t i o n  a n d  t h e  r e s u l t s  o f  the 
o p e r a t i o n  f o r  t h e  p e r i o d  e n d e d  in 
a c c o r d a n c e  w i t h  t h e  A u s t r a l i a n  A c c o u n t i n g  Standards. 

S i g n a t u r e  D a t e  

A c c o u n t a n t ' s  Q u a l i f i c a t i o n s  
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S c h e d u l e  C-3 

AUDIT CERTIFICATE PR07F0RMA 

A d v e r s e  A u d i t  R e p o r t  b y  _..a q u a l i f i e d  a c c o u n t a n t  i n  r e s p e c t  o f  C o m m u n i t y  Funding 
Organisations. 

J / W e ,  

b e i n g  a q u a l i f i e d  a c c o u n t a n t  w i t h  t h e  m e a n i n g  o f  t h e  C o m m u n i t y  F u n d i n g  Program 
d o  h e r e b y  c e r t i f y  t h a t  I / w e  h a v e  e x a m i n e d  t h e  b o o k s  a n d  f i n a n c i a l  accounts 

o f  

( P a r a g r a p h  o n  t h e  m a t t e r  w h i c h  l e d  t o  t h e  a d v e r s e  opinion) 

I n  my o p i n i o n ,  b e c a u s e  o f  t h e  e f f e c t s  o f  m a t t e r s  d i s c u s s e d  i n  t h e  preceding 
p a r a g r a p h ,  t h e  f i n a n c i a l  s t a t e m e n t s  d o  n o t p r e s e n t  f a i r l y  t h e  financial 
p o s i t i o n s  o f  t h e  o r g a n i s a t i o n  a n d  t h e  r e s u l t s  o f  i t s  o p e r a t i o n  f o r  t h e  period 
e n d e d  i n  a c c o r d a n c e  w i t h  Australian 
A c c o u n t i n g  Standards. 

S i g n a t u r e  D a t e  

A c c o u n t a n t ' s  Q u a l i f i c a t i o n s  
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S c h e d u l e  _D 

AUDIT CERTIFICATE PRO-FORMA 

C e r t i f i c a t e  b y  t h e  P r e s i d e n t  a n d  T r e a s u r e r  o r  S e c r e t a r y  i n  r e s p e c t  o f  Community 
F u n d e d  O r g a n i s a t i o n s .  

We, 

a n d  

' h e r e b y  c e r t i f y  t h a t  t h e  i n f o r m a t i o n  c o n t a i n e d  i n  t h e  b o o k s  a n d  f i n a n c i a l  records 

Of 

p r e s e n t  f a i r l y  t h e  f i n a n c i a l  p o s i t i o n  o f  t h e  o r g a n i s a t i o n  a s  a t  

We a r e  s a t i s f i e d  that: 

a )  An a m o u n t  e q u a l  t o  t h e  t o t a l  g r a n t  p a i d  h a s  b e e n  e x p e n d e d  o n  t h e  approved 

project/program. 

b )  E s t a b l i s h m e n t  o f  a l l  r e s o u r c e s  a n d  p r o v i s i o n s  i s  j u s t i f i e d / r e c o r d e d  i n  the 

m i n u t e s  a n d  r e p r e s e n t s  f u n d s  s e t  a s i d e  for 

c )  A f u l l  a n d  c o m p l e t e  s e t  o f  f i n a n c i a l  r e c o r d s  h a s  b e e n  maintained. 

S i g n a t u r e  D a t e  

(President) 

S i g n a t u r e  D a t e  

(Treasurer/Secretary) 
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DIRECT DEPOSIT OF GRANTS - INFORMATION SHEET 

( T o  b e  c o m p l e t e d  w i t h i n  3 0  d a y s  a n d  r e t u r n e d  w i t h  b o t h  c o p i e s  o f  t h e  Agreement 
a n d  a c o m p l e t e d  d e p o s i t  slip.) 

To e n a b l e  t h e  D e p a r t m e n t  t o  p r o c e s s  y o u r  g r a n t  p a y m e n t  p r o m p t l y  a n d  effectively 
b y  e l e c t r o n i c  f u n d s  t r a n s f e r ,  i t  i s  e s s e n t i a l  t h a t  y o u r  o r g a n i s a t i o n  nominates 

. an  a c c o u n t  i n t o  w h i c h  t h e  g r a n t  may  b e  paid. 

To  f a c i l i t a e  p r o m p t  p a y m e n t  p l e a s e  c o m p l e t e  t h i s  f o r m  a n d  A r r a n g e  f o r  t w o  office 
b e a r e r s  o f  t h e  M a n a g e m e n t  C o m m i t t e e  t o : c e r t i f y  t h e  c o r r e c t n e s s  o f  the 
information. 

I n  a d d i t i o n ,  y o u  a r e  r e q u e s t e d  t o  a t t a c h  a COMPLETED DEPOSIT s u p  ( l e a v e  the 
" a m o u n t ' !  b l a n k )  t o  t h i s  f o r m .  T h i s  w i l l  e n s u r e  t h a t  t h e  g r a n t  i s  p a i d  i n t o  the 
c o r r e c t  account. 

ACCOUNT DETAILS: 

1 .  Name o f  Bank/Building 
S o c i e t y / C r e d i t  Union 

2 .  A d d r e s s  o f  b r a n c h  where 
y o u r  organisation's 
a c c o u n t  i s  kept 

3 .  Name o f  Account 
( e . g .  G r e e n  Hills 

N e i g h b o u r h o o d  Centre) 

4 .  A c c o u n t  Number 

5 .  I f  y o u  h a v e  n o m i n a t e d  a bank 
account: 
( a )  W h a t  i s  t h e  BSB number? 
( b )  I s  i t  a c h e q u e  a c c o u n t  or 

i s  i t  a s a v i n g s  account? 

1 
I ( a )  
1 (b) 
1 

CERTIFICATION: ( T o  b e  c o m p l e t e d  b y  t w o  o f f i c e  b e a r e r s  o f  t h e  Management 
Committee). 

On b e h a l f  o f  t h e  
M a n a g e m e n t  C o m m i t t e e ,  we c e r t i f y  t h a t  t h e  a b o v e  i n f o r m a t i o n  i s  complete 
a n d  c o r r e c t  a n d  t h a t  a c o m p l e t e d  d e p o s i t  s l i p  h a s  b e e n  a t t a c h e d  t o  this 
form. 

Signed S i g n e d  

P o s i t i o n  o n  M a n a g e m e n t  P o s i t i o n  o n  Management 
C o m m i t t e e  C o m m i t t e e  

D a t e  D a t e  
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PROJECT BUDGET 

( T o  b e  c o m p l e t e d  w i t h i n  3 0  d a y s  a n d  r e t u r n e d  W i t h  b a t h  c o p i e s  o f  t h e  Agreement_ 
t h e  D i r e c t  D e p o s i t  o f  G r a n t s  I n f o r m a t i o n  S h e e t  and a c o m p l e t e d : d e p o s i t  slip.) 

(A)  SALARIES AND ON COSTS: 

1. 

2. 

3. 

4. 

5. 

6. 

POSITION NUMBER HOURS HOURLY NUMBER 
PER WEEK RATE WEEKS 

- L e a v e  L o a d i n g  ( 1 7  1 / 2 %  o n  4 w k s  each 

W o r k e r s  Compensation 

O t h e r  (List) 

(B)  ADMINISTRATIVE COSTS:' 

( I n c l u d i n g  P r i n t i n g / S t a t i o n e r y ,  Postage, 
E l e c t r i c i t y / G a s ,  T e l e p h o n e ,  Advertising, 
B o o k s / M a g a z i n e s ,  A u d i t  F e e s ,  Insurance- 
O t h e r  t h a n  W o r k e r s  C o m p e n s a t i o n ,  Conference/ 
S e m i n a r / F e e s / T r a i n i n g ,  C l e a n i n g  etc.) 

SUB-TOTAL-A 

SUB -TOTAL-B 

(C)  TRAVEL COSTS: 
SUB-TOTAL-C 

(D)  RENT: 

P a i d  t o  
$ • p e r  w e e k  x 5 2  W e e k s  . . . .  . 

SUB-TOTAL-D 
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( P r o j e c t  B u d g e t  continued) 

( E )  MAINTENANCE AND EQUIPMENT: 

( L i s t  i f  o v e r  $ 3 , 0 0 0 )  

SUB-TOTAL-E 

( F )  OTHER: (LIST) 

SUB-TOTAL-F 

A p p e n d i x  21 

TOTAL 

( S h o u l d  e q u a l  t o t a l  g r a n t  provided) 

SIGNED TREASURER 

DATE 

SIGNED REGIONAL DIRECTOR/ 
DIRECTOR-GENERAL 

DATE 
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CHECKLIST FOR CONSTITUTIONS FOR 

CHILD CARE SERVICES 

N a m e _ o f _ S e r y i c e .  

A d d r e s s :  P h o n e .  

D o e s  t h e  constitution: 

1 .  A l l o w  f o r  1 / 3  p a r e n t  p a r t i c i p a t i o n  i n  t h e  Management 
o f  t h e  service? Yes/No 

2. S t a t e  o b j e c t i v e s  o f  t h e  Organisation? Yes/No 

3. H a v e  a c l a u s e  i n  t h e  O b j e c t i v e s  r e l a t i n g  t o  the 
p r o v i s i o n  o f  a n  E a r l y  C h i l d h o o d  P r o g r a m  f o r  the 
children? 

Yes/No 

4. A l l o w  f o r  t h e  M a n a g e m e n t  C o m m i t t e e  t o  m e e t  3 times 
p e r  y e a r  w i t h  A s s o c i a t i o n  members/parents? 

Yes/No 

5. C o n t a i n  a d i s s o l u t i o n  clause? Yes/No 
( i n c l u d i n g  n o t i f i c a t i o n  t o  t h e  D e p t .  upon 
c l o s u r e  o f  t h e  service?) 

6. S t a t e  t h e  q u o r u m  number 

- f o r  a g e n e r a l  meeting? Yes/No 

- f o r  a m a n a g e m e n t  C o m m i t t e e  meeting? Yes/No 

7. A l l o w  f o r  8 O r  m o r e  m e m b e r s  t o  b e  o n  t h e  Committee 
w i t h  t h e  D i r e c t o r / C o - o r d i n a t o r  ex-officio? 

Yes/No 

8. H a v e  a c l a u s e  r e l a t i n g  t o  a c c o u n t a b i l i t y  o f  funds? ,Yes/No 

9. H a v e  a c l a u s e  r e l a t i n g  t o  a m e n d m e n t s  t o  the 
constitution? 

Yes/No 

10. A l l o w  f o r  t h e  a p p o i n t m e n t  o f  Trustees? Yes/No 

11. H a v e  a c l a u s e  r e l a t i n g  t o  t h e  k e e p i n g  o f  minute 
o f  meetings? 

Yes/No 

12. S t a t e  proceedings 

- a t  g e n e r a l  m e e t i n g s ?  Yes/No 

- a t  M a n a g e m e n t  C o m m i t t e e  m e e t i n g s ?  Yes/No 
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