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Introduction 

Safe service environments don’t just happen: they require ongoing planning, commitment and 

maintenance.  The Blue Card system aims to create safe and supportive service environments where 

children and young people can receive services and participate in activities essential to their 

development and wellbeing.  The Blue Card system has 3 key components: 

 Risk management strategies 

 Blue Card screening 

 Compliance and ongoing monitoring. 

The Working with Children (Risk Management and Screening) Act 2000 (the Act) and the Working with 

Children (Risk Management and Screening) Regulation 2011 requires organisations regulated by the 

blue card system to develop, implement and review annually a Child and Youth Risk Management 

strategy.  

The purpose of a Child and Youth Risk Management strategy is to help to identify potential risks of harm 

to children and young people and to implement strategies to minimise these risks. 

A well-developed strategy will help St Luke’s Anglican School achieve its objectives by providing a clear 

and consistent framework to guide and support children and young people, parents, employees, 

volunteers and visitors to our school. 

In order to comply with the legislative framework, a Child and Youth Risk Management strategy must 

address eight (8) minimum requirements.  These requirements: 

 address an organisation’s commitment to creating a safe and supportive service environment 

 strengthen an organisation’s capability to provide such an environment 

 assist an organisation to manage any particular concerns with respect to the safety and 
wellbeing of children and young people who are involved with the organisation, and 

 promote the consistency of an organisation’s approach to risk management, both within the 
organisation and with respect to compliance with the requirements under the Act. 

 

The eight requirements are: 

COMMITMENT 
1. A statement of commitment to the safety and wellbeing of children and the protection of 

children from harm. 
2. A code of conduct for interacting with children. 

 

CAPABILITY 
3. Written procedures for recruiting, selecting, training and managing staff and volunteers. 

 

CONCERNS 
4. Policies and procedures for handling disclosures or suspicions of harm, including reporting 

guidelines. 
5. A plan for managing breaches of your risk management strategy. 
6. Risk management plans for high risk activities and special events. 

 

CONSISTENCY 
7. Policies and procedures for managing compliance with the blue card system. 
8. Strategies for communication and support. 
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The Principal is accountable for ensuring that the Child and Youth Risk Management strategy is 

developed, implemented and reviewed annually. 

The strategy is to be reviewed at the completion of each school year with the results to inform the 

development of the new strategy document. The new strategy is to be approved in accordance with St 

Luke’s Anglican School governance requirements for implementation at the beginning of the 

subsequent school year. The review process must be documented which together with the strategy 

document will be archived for future reference. 

Notwithstanding the scheduled review, should circumstances change significantly before the 12 month 

review period, the strategy will be immediately reviewed in order to maintain appropriate accuracy, 

relevance and authority. 

 

Scope 
This strategy applies to all students, parents, employees, volunteers and visitors St Luke’s Anglican 

School.  

 

The following describes how the strategy document was developed. 

Column A –Requirement: This sets out the 4 Key Areas and 8 Mandatory Requirements as set out in the 

Working with Children (Risk Management and Screening) Act 2000 and the Working with Children (Risk 

Management and Screening) Regulation 2011. 

Column B – Action/s: Intentional actions, programs and processes that have been developed and will be 

implemented. The Action/s must be specific and expressed in terms that can be assessed and evaluated 

as to their effectiveness. 

Column C –Reference: Describes the policy, procedures, protocols and other guidelines which form the 

authority for the particular Action/s. 

Column D – Responsible Officer: This identifies the particular staff member who has responsibility for 

the development and/or implementation of a particular Action/s.  

Column E – Evidence: This identifies those things which can be objectively examined and will 

demonstrate that the Action is in place and is being applied correctly.  

 

Abbreviations 

ACSQ  Anglican Church Southern Queensland 
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Part 1: COMMITMENT 

Child and Youth Risk Management Strategy 

Column A Column B Column C Column D Column E 

Requirement Action/s or Descriptor Reference Responsible Officer Evidence 

1. Statement of 
commitment 

The Anglican Church Southern Queensland has 
developed as stated below a statement of 
commitment to the safety and wellbeing of 
children and the protection of children from 
harm. 
 
St Luke’s Anglican School supports the rights 
of children and young people and is 
committed to ensure the safety, welfare and 
wellbeing of students and children. St Luke’s 
Anglican School is therefore committed to 
responding to allegations of student harm 
resulting from the conduct or actions of any 
person including that of employees. 
 
This commitment includes the provision of a 
safe and supportive living and learning 
environment for all students and requires all 
employees, volunteers and visitors to model 
and encourage behaviour that upholds the 
dignity and protection of students and 
children from harm. 
 
In support of this commitment, St Luke’s 
Anglican School is dedicated to our Child and 
Youth Risk Management strategy which 
includes having relevant policies, procedures 
and training in place to effectively address the 
safety and wellbeing of students and children 
in their care. 

 
Student Protection in 
Anglican Schools 
Policy 2015. ACSQ 
 
This policy was 
adopted by St Luke’s 
Anglican School on 
21 April 2015 
 
 
 
 
 
 
 

 
Director, Office of the 
Director of 
Professional Standards 
ACSQ 
 
 
Principal, St Luke’s 
Anglican School 
 
 
 
 
 
Heads of Schools, St 
Luke’s Anglican School 
 
 
 
 
Assistant to the 
Principal, St Luke’s 
Anglican School  
 
 
 
 
 
 

 
Policy which was adopted on 21 April 2015 is available 
in reception foyers of the school and in the resource 
centre. 
 
 
 
Statement of Commitment is affirmed by the Principal 
regularly in the newsletter and by other digital 
communication, and by announcement at school 
community gatherings. At the time the Mission 
Statement is revisited, this Statement of Commitment 
will form part of the Mission Statement. 
 
It is to be used where possible in publications such as 
the Student Diary, Handbooks etc. Discussions will take 
place at review time to check where else the Statement 
of Commitment can be used. 
 
 
The Statement of Commitment is placed in the foyer of 
the main office and the reception area of the Primary 
School Office. 
 
Statement of commitment is advertised on the school 
website and staff portal. 
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Part 1: COMMITMENT 

Child and Youth Risk Management Strategy 

Column A Column B Column C Column D Column E 

Requirement Action/s or Descriptor Reference Responsible Officer Evidence 

2. Code of Conduct  

 
St Luke’s Anglican School has clearly 
established values and expectations to 
provide a safe and supportive 
environment. Codes of Conduct exist for 
staff, students, volunteers, visitors and the 
general school community. Our values and 
expectations are expressed through the 
following policies: 
 
1. Staff Code of Conduct 
 
 
 
 
 
 
2. Staff Handbook 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Staff Code of 
Conduct [merging 
service charter and 
email etiquette 
guidelines]  
 
 
 
 
 
 
The Staff 
Handbook was last 
revised in January 
2016. The review 
frequency is 
annually.  
 
 
 
 
 

 
 
 
 
 
Principal, St Luke’s 
Anglican School 
 
 
 
 
 
 
 
 
 
Principal, St Luke’s 
Anglican School 
 
 
 
 
 
 
 
 
 

Staff Code of Conduct forms part of each vacancy 
advertised on the school website. It is outlined in 
the annual Staff Handbook. It appears under 
“Published Policies” on the staff portal. 
 
As per our communication strategy, the Principal 
emailed staff on 17 September 2015 drawing 
attention to updated Staff Code of Conduct. Any 
future updates will be communicated to staff by 
email. 
 
 
 
 
 
 
Current staff need to certify that they have read 
and understood the handbook. The certification is 
placed on each staff member’s personal file. 
All new staff are required to certify that they have 
read and understood the handbook prior to 
commencing employment. This forms part of the 
pre-employment checks. The certification is placed 
on each staff member’s personal file. The 2016 
Staff Handbook includes references to Student 
Protection. 
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3. School Community Code of Conduct 
 
 
 
 
 
 
 
 
 
 
 
 
4. Safeguarding our Students – 
information for coaches, tutors, 
volunteers and visitors to Anglican Schools 
 
 
 
 
 
 
 
 
5. Volunteer Code of Conduct and 
Engagement Policy and Procedures 
 
 
 
 
 

 
 
 
School Community 
Code of Conduct  
The review 
frequency is every 
three years. 
 
 
 
 
 
 
 
 
Safeguarding our 
Students – 
information for 
coaches, tutors, 
volunteers and 
visitors to Anglican 
Schools was 
implemented in 
May 2015 
 
 
Volunteer Code of 
Conduct and 
Engagement Policy 
and Procedures 
 
 
 

 
 
 
Principal, St Luke’s 
Anglican School 
 
 
 
 
 
 
 
 
 
 
 
Principal, St Luke’s 
Anglican School 
 
 
 
 
 
 
 
 
 
Principal, St Luke’s 
Anglican School 
 
 
 
 
 

 
 
 
The policy is available on the school website and 
the staff and parent/student portals. 
 
On each occasion when the School Community 
Code of Conduct is revised it is communicated to 
parents. 
 
In a newsletter article in Term 4 2015 the Principal 
advised parents that the School Community Code 
of Conduct was revised to include a section on 
Student Protection. 
 
 
A register of volunteers is maintained through the 
school management system (ERM). 
 
 
 
 
 
 
 
 
 
Following the adoption of the new Volunteer Code 
of Conduct and Engagement Policy and Procedures 
an email was sent to all current volunteers advising 
them of the new policy and attaching a copy of the 
policy. This document appears on the school 
website under QUICKLINKS – student protection, 
and on the staff portal. 
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6. Student Diaries 
 
 

 
 
 
Student Diary for 
Years 4-12 
This document was 
reviewed and 
updated in 
September 2015 in 
readiness for the 
2016 school year. It 
includes the 
Anglican Schools 
Commission 
required Student 
Protection detail. 

 
 
 
Principal, St Luke’s 
Anglican School 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Details on Student Protection as requested by the 
ASC are included in the 2016 Student Diary. 
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Part 2: CAPABILITY 

Child and Youth Risk Management Strategy 

Column A Column B Column C Column D Column E 

Requirement Action/s or Descriptor Reference Responsible Officer Evidence 

3. Written processes 
for recruitment, 
selection, training 
and managing staff 
and volunteers. 

 

St Luke’s Anglican School is committed to 
an equitable, transparent, consistent and 
merit based approach to recruitment and 
selection in order to attract, select and 
retain the most capable and suitable 
people. Our Staff Recruitment and 
Selection Policy ensures that procedures 
are followed at each stage of the 
recruitment and selection process – 
vacancy, applications and shortlisting, 
screening, selection and appointment. 
 
 
 
 
The policy is a key component of this Child 
and Risk Management Strategy as a 
legislative requirement of the Working 
with Children (Risk Management and 
Screening) Act 2000 and Working with 
Children (Risk Management and Screening) 
Regulation 2011. 

Staff Recruitment 
and Selection 
Policy 
This was adopted 
on 05 May 2015. 
 
Procedures to 
operationalise the 
Staff Recruitment 
and Selection 
Policy 
 
 
 
 
Working with 
Children Check 
(Blue Card) Policy 
 
 
Procedures for 
Processing Blue 
Cards 
This was updated 
and implemented 
in September 2015 
 

Principal, St Luke’s 
Anglican School 
 
 
 
 
Assistant to the 
Principal 
 
 
 
 
 
 
 
Principal, St Luke’s 
Anglican School 
 

 
 
Receptionist and 
Office Manager,  
St Luke’s Anglican 
School  
for implementation 
and compliance at  
school level 
 

This policy is available on the staff portal. It is 
published together with each vacancy advertised 
on the school website. 
 
 
 
Procedures to operationalise the policy at all 
stages are held by the Assistant to the Principal. 
These include agreed interview questions on child 
protection and questions to the referees. 
Advertising vacancies, receipt of applications, 
screening and selection and pre-employment 
checks are all part of these procedures.  
 
 
This policy was adopted by the Senior Leadership 
Team in November 2015. It appears on the staff 
portal. 
 
 
This procedure was referred to the Senior 
Leadership Team in November 2015. It 
operationalises the Blue Card Policy. 
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Overseas Students 
and Homestay 
Students 
Handbook; 
Overseas Students 
Complaints and 
Appeals Policy 

 
Registrar, St Luke’s 
Anglican School 
 

 
These documents are available on the school 
website. They have recently been reviewed to 
update references to new Student Protection and 
Complaints policies. 
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Part 3: CONCERNS 

Child and Youth Risk Management Strategy 

Column A Column B Column C Column D Column E 

Requirement Action/s or Descriptor Reference Responsible Officer Evidence 

4. Policies and 
procedures for 
handling disclosures 
or suspicions of 
harm including 
reporting 
guidelines. 
 

St Luke’s Anglican School has adopted the 
Anglican Church Southern Queensland 
Student Protection Policy and Procedures 
framework and has fully implemented the 
intent of the framework. 
 
 
 
 
The Complaints Management in Anglican 
Schools Policy and Procedures has been 
adopted by the School Council and the 
School. It appears on both the school 
website and on the staff portal. 
 
Local complaints management procedure 
has been updated. 
 
 
 
 
 
 
 
 

Student Protection 
in Anglican Schools 
Policy and 
Procedures was 
implemented on 21 
April 2015. It will 
be reviewed 
annually. 
 

Complaints 
Management in 
Anglican Schools 
Policy and 
Procedures was 
implemented in 
August 2015. It will 
be reviewed 
annually. 
 

Protocol for Dealing 
with Complaints of 
Sexual Harassment, 
Assault or Sexually 
Inappropriate 
Behaviour 

 
 

 
 
 
 
 
 
Chair of School 
Council 
for School Council 
approval and 
compliance 
 
Principal, St Luke’s 
Anglican School 
for school 
compliance 

The school website contains student protection 
information under QUICKLINKS, including: 

o PDF and EBook versions of the Student Protection 
Policy and Procedures 

o Student Protection Officer details 
o Child Protection Information Flyer for Parents 
o Protocol for Dealing with Complaints of Sexual 

Harassment, Assault or Sexually Inappropriate 
Behaviour 

o Complaints Management in Anglican Schools Policy 
and Procedures 

 
The staff intranet contains student protection 
information including: 

o PDF and eBook versions of the Student Protection 
Policy and Procedures 

o Student Protection Officer details 
o Complaints Management in Anglican Schools Policy 

and Procedures 
o Protocol for Dealing with Complaints of Sexual 

Harassment, Assault or Sexually Inappropriate 
Behaviour 

o Student Protection Resource Sheets  
o Student Protection Newsletters 
o Child Protection guides (FaCC etc) 
o Student Protection for Volunteers and Visitors 

o Visitor Code of Conduct and Engagement Policy and 
Procedures 
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Student Protection Policy and Procedures 
available in hard copy at the main 
administration foyer, the reception area of 
the Primary School, the reception area of 
the Early Learning Centre and in the 
resource centre. 
 
 
Student Protection Policy and Procedures 
provided to all School Council members 
 
 
 
 
Student Protection Policy and Procedures 
provided to all staff before 
commencement and at annual training 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Student Protection 
in Anglican Schools 
Policy and 
Procedures (2015) 
 
 
 
 
Student Protection 
in Anglican Schools 
Policy and 
Procedures (2015) 
 
 
Student Protection 
in Anglican Schools 
Policy and 
Procedures (2015) 
 
Staff Induction 
Handbook 
 
Staff Code of 
Conduct (merging 
Service Charter 
and Email 
Etiquette 
Guidelines) 
 
 
 
 
 

 
Hard copy of this policy and procedures is held in 
various public areas around the school. The folder 
includes the Student Protection Guide for 
Volunteers and Visitors. 
 
 
 
 
Copy of Student Protection Policy and Procedures 
has been emailed to all members of School 
Council. Training has been provided to all School 
Council members and is recorded in the minutes. 
 
 
The 2016 Staff Handbook includes new student 
protection procedures. Copies of policies, 
documents etc are on the staff portal. 
 
Student protection training is being provided to all 
current staff, pre-service teachers, supply teachers 
and casual workers at staff in-service in January 
2016 and signed attendance sheets are available as 
evidence. This student protection training covers 
C&YRMS and grooming of children. All staff who 
are not present on the day will be given training in 
the near future and their signed certification will 
be retained as evidence. 
 
All current (and new in 2016) staff have certified 
that they have read the Student Protection in 
Anglican Schools Policy and Procedures (2015) as 
part of the pre-employment checks. These are 
available as evidence. 
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Student Protection Officers 
 
 
 
 
 
Reporting Forms, 1, 2 and 3 
 
 
 
 
Link to e-Report form 
 
 
Link to e-Referral form 
 
 
All volunteers and visitors will be provided 
with the Student Protection Volunteers 
and Visitors Guide 
 
All volunteers and visitors will be provided 
with the Volunteers Code of Conduct and 
Engagement Policy and Procedures 
 

Student Protection 
Volunteer and 
Visitor Guide 
 
Volunteer Code of 
Conduct and 
Engagement Policy 
and Procedures 
 
Student Protection 
Officers template 
 
 
 
 
ASC Reporting 
Forms 
 
 
 
 
 
 
 
 
 
Student Protection 
Volunteers and 
Visitors Guide 
 
Volunteers Code of 
Conduct and 
Engagement Policy 
and Procedures 

All 2015 staff have been emailed the Student 
Protection Volunteer and Visitor Guide. A copy is 
available on the staff portal. 
 
All 2015 staff have been emailed the Volunteer 
Code of Conduct and Engagement Policy and 
Procedures. 
 
A copy is available on the staff portal for new staff. 
 
 
All 2015 Student Protection Officers (Mr David Eke, 
Mrs Jane Bridges, Mr Ryan Collins and Mr Peter 
Robinson) undertook Student Protection Officer 
training. The Principal (Mr Martin Oates) also 
undertook Student Protection Officer training. Ms 
Robyn Deer (new 2016 SPO replacing Mr David 
Eke) and current SPOs will undertake training in 
2016. 
 
Reporting forms are available on the staff portal. 
Student Protection Officers have access to the 
folder in the SPO password-protected ASC 
resources site. 
 
Link to e-Report form is available on the staff 
portal. 
 
Link to e-Referral form is available on the staff 
portal. 
 
Student Protection Volunteers and Visitors Guide 
provided to new volunteers and visitors before 
commencement. 
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Blue Card Management 
 
 
 
 
 
 
 
 
 
 
Codes of Conduct 

 
Working with 
Children Check 
(Blue Card) 
Procedure 
 
 
Staff Recruitment 
and Selection 
Procedure 
 
 
Staff Handbook 
 
Volunteers Code of 
Conduct and 
Engagement Policy 
and Procedures 
 
Student Diary 

 
Volunteers Code of Conduct and Engagement 
Policy and Procedures provided to new volunteers 
and visitors before commencement. 
 
 
 
Blue Card register maintained for all staff, 
volunteers and visitors. 
 
New non-teaching staff, volunteers and visitors 
apply for a Blue Card prior to commencement. 
Volunteers must hold a Blue Card prior to starting. 
 
All non-teaching staff are required to hold or be 
eligible to hold a Blue Card prior to 
commencement. 
 
The 2016 Staff Handbook is updated to include 
student protection information. 
 
The Volunteers Code of Conduct and Engagement 
Policy and Procedures was adopted in September 
2015 and is current. 
 
Contains code of conduct referred to as The St 
Luke’s Way. 
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Part 3: CONCERNS 

Child and Youth Risk Management Strategy 

Column A Column B Column C Column D Column E 

Requirement Action/s or Descriptor Reference Responsible Officer Evidence 

 
5. A plan for managing 

breaches of your 
risk management 
strategy. 
 

 
Processes for managing breaches of the 
school’s Risk Management Strategy. 
 
Identify levels of breach and actions for 
managing the response actions: 
 

o A breach which relates to validity of 
current Blue Card to include immediate 
stand down of the person until the matter 
is investigated and action determined. 

o A breach of process, such as failure to 
adequately complete activity risk 
assessment will be handled as a 
performance concern and will result in the 
application for misconduct or diminished 
performance. 

 

The process includes communication 
processes where appropriate to Blue Card 
Services, Principal or Chair of School 
Council. 

 
Performance 
Improvement 
Policy and 
Guidelines  
(Clause 9) 
 
Working with 
Children (Blue 
Card) Check 
 
Child and Youth 
Risk Management 
Strategy 
 
Staff Code of 
Conduct (merging 
Service Charter 
and Email 
Etiquette) 
 
 

 
Chair of School 
Council, St Luke’s 
Anglican School 
 
Principal, St Luke’s 
Anglican School 
 
Approving staff for 
excursions and 
incursions) for risk 
assessment forms 
 
Staff for completion 
of Risk Assessment 
processes and forms 
 
 
 
 
 
 
 
 
 

 
Risk Management Policy includes a section relating 
to risk assessments for high risk activities, relative 
Student Protection / Blue Card issues and 
approved by appropriate approval levels within the 
ERM framework. This is currently a work in 
progress. 
 
Staff are advised to make themselves aware of the 
Performance Improvement Policy and Guidelines, 
Working with Children (Blue Card) Check and the 
Child and Youth Risk Management Strategy. 
 
Copy available on the staff portal. 
 
 
 
 
 
 
 
 
 
 
 

 



P a g e  | 15 

 

 

Part 3: CONCERNS 

Child and Youth Risk Management Strategy 

Column A Column B Column C Column D Column E 

Requirement Action/s or Descriptor Reference Responsible Officer Evidence 

6. Risk management 
plans for high risk 
activities and 
special events. 

Current Risk Management processes for all 
activities are to include a section relating 
to Student Protection / Blue Card 
compliance for high risk activities. 
 
Responsible staff who complete current 
Risk Assessment forms for activities are to 
be trained in the new section dealing with 
Student Protection / Blue Card issues. 
 
Staff who approve Risk Assessments are to 
be trained on the new requirements. 
 
 
 
 
 
 
 

Risk Management 
Policy was last 
reviewed on 21 
January 2014. The 
frequency of 
review is every 2 
years. 

Chair of School 
Council, St Luke’s 
Anglican School 
 
Principal, St Luke’s 
Anglican School 
 
Approving staff for 
excursions and 
incursions) for risk 
assessment forms 
 
Staff for completion 
of Risk Assessment 
processes and forms 
 
 

The Risk Management Policy to include a section 
relating to risk assessment for high risk for high risk 
activities and special events relative to Student 
Protection and Blue Card issues and approved by 
appropriate approval levels within the school’s 
policy and procedure framework. This is a work in 
progress. 
 
Copy of the updated policy is on the staff portal. 
 
Staff are advised to make themselves award of the 
update policy and the procedures required. 
 
An EVIDENCE DOCUMENT is available on the staff 
portal supporting the Risk Assessment processes 
and forms. 
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Part 4: CONSISTENCY 

Child and Youth Risk Management Strategy 

Column A Column B Column C Column D Column E 

Requirement Action/s or Descriptor Reference Responsible Officer Evidence 

7. Policies and 
procedures for 
managing 
compliance with 
the blue card 
system. 
 

The Blue Card system aims to create safe 
and supportive service environments 
where children and young people can 
receive services and participate in 
activities essential to their development 
and wellbeing.  The Blue Card system has 
3 key components: 

 Risk management strategies 

 Blue Card screening 

 Compliance and ongoing 
monitoring. 

The Working with Children (Risk 
Management and Screening) Act 2000 (the 
Act) and the Working with Children (Risk 
Management and Screening) Regulation 
2011 requires organisations regulated by 
the blue card system to develop, 
implement and review annually a Child 
and Youth Risk Management strategy.  

At St Luke’s Anglican School we operate 
under various child protection policies as 
shown in earlier sections of this Strategy. 

 

 

The Working with 
Children (Risk 
Management and 
Screening) Act 
2000 (the Act) and 
the Working with 
Children (Risk 
Management and 
Screening) 
Regulation 2011  

 
 
 
 
 
 
 
Staff Recruitment 
and Selection 
Policy was 
implemented on 
Tuesday 05 May 
2015. The 
frequency of 
review is every 2 
years. 

Principal, St Luke’s 
Anglican School 
for implementation 
of the policy and 
procedures and 
ensuring compliance 
 
Nominated staff for 
management of the 
Blue Card Register 
(Receptionist and 
Office Manager) 
 
All staff and staff 
managing 
volunteers 
 
 
Principal, St Luke’s 
Anglican School for 
implementation of 
the policy 
 
 
 
 
 

 
Working with Children (Blue Card) procedure 
approved by the appropriate approving levels 
within the various policies. 
 
Copies of related policy and procedures are 
available on the staff portal. 
 
The Principal has communicated with staff and 
staff who manage volunteers regarding Blue Card 
Policies. 
 
Blue Card Register is being maintained and is up to 
date in the required format. The Principal will in 
future audit the Blue Card Register every six 
months. 
 
 
 
The policy is available on the staff portal and is 
advertised with each vacancy. 
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Our Staff Recruitment and Selection Policy 
stipulates that non-teaching staff are 
required to possess or be eligible for the 
issue of a positive notice blue card 
(Working with Children Check). At every 
interview this criteria will be verified and if 
this is not suitably met under no 
circumstances will a candidate be 
progressed. 

 

Our Safeguarding Our Students – 
Responsibility, Recognising and Reporting 
Policy for coaches, tutors, volunteers and 
visitors to St Luke’s Anglican School and 
our Volunteers Register through ERM also 
addresses the requirement for the above 
categories of people to have a volunteer 
Blue Card. 

 

 

We have a very detailed step-by-step 
Procedure for Processing Blue Cards and 
requirements for maintaining a register 
and reminder system for Blue Cards. 

 

Relevant staff have been trained in the 
application of the Blue Card Procedure. 

 

 
 
 
 
 
 
 
 
 
 
 
 
Safeguarding our 
Students – 
information for 
coaches, tutors, 
volunteers and 
visitors to Anglican 
Schools was 
implemented in 
May 2015 
 
 
 
Procedure for 
Processing Blue 
Cards 
 
 
 
Blue Card Register 

 
Assistant to the 
Principal for 
compliance with 
procedures 
 
 
 
 
 
 
 
Nominated Staff 
 
 
 
 
 
 
 
 
 
 
 
Nominated Staff 
 
 
 
 
 
Nominated Staff 

 
Detailed procedures have been developed and are 
held by the Assistant to the Principal. The results of 
the procedures and pre-employment checks are 
placed on the individual staff file. 
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Part 4: CONSISTENCY 

Child and Youth Risk Management Strategy 

Column A Column B Column C Column D Column E 

Requirement Action/s or Descriptor Reference Responsible Officer Evidence 

8. Strategies for 
communication and 
support. 

 
Strategy for communication and support 
includes 
 

o Information on the Child and 
Youth Risk Management Strategy 
for new staff on commencement 
of their employment, with 
continuing professional 
development annually. 

o Processes for communicating the 
location of relevant documents, 
authorities and other information. 

o Processes for ensuring relevant 
staff are advised of changes and 
updates to compliance 
requirements. 

o Refresh training for key staff who 
have responsibility for managing 
all or part of the Child and Youth 
Risk Management Strategy. 
 

 
CYRMS Procedures 
– Communication 
and Support 
attached to the 
Management 
Strategy as 
Appendix A 
(September 2015) 

 
Principal, St Luke’s 
Anglican School 
for implementation 
and ensuring 
compliance; regular 
communication 
 
Student Protection 
Officers, St Luke’s 
Anglican School 
for compliance and 
regular 
communication 

 
Procedures for Communication and Support are 
attached to the Child and Youth Risk Management 
Strategy, as Appendix A. 
 
Copy of the CYRMS and Procedures is on the staff 
portal. 
 
Staff were advised to be award of Policy and 
Procedures on the staff portal. 
 
Regular communication with staff on these 
procedures has, and will occur by way of: 

o Email and other digital communication 
updates 

o Regular short training and information 
sessions in staff meetings 

o Include policy and procedures in all staff 
and volunteer orientation and induction 
material and processes. 
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Appendix A to Strategy 

 

Child and Youth Risk Management 

Strategy 

Procedures 

[Communication and Support] 

 

 

 

 

PROCEDURES | CYRMS – Communication and Support Procedure Reference No. CYRMS A1 

Procedure Implementation Date 
Wednesday 07 October 2015 

Review Date and Frequency 
Every twelve months 

Responsible for Review 
Senior Leadership Team 
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1. PURPOSE 

This document supports the 2016 Child and Youth Risk Management Strategy and is referred 

to as Appendix A. 

In the last school term of 2015 the Principal and Student Protection Officers will run 

brainstorming sessions to identify the risks that are particular to St Luke’s, and schools 

generally. This may result in changes to the CYRMS version which was lodged with the 

Director of Professional Standards in December 2015. 

Towards the end of 2015 and in early 2016, St Luke’s will provide notification to parents 

through our newsletter and on the school’s website that our 2016 Child and Youth Risk 

Management Strategy is operational. We will ensure that links are provided to the actual 

document. Parents will be invited to provide feedback. 

The 2016 Child and Youth Risk Management Strategy will be introduced to all staff at the 

compulsory initial professional development days prior to the commencement of the school 

year. Training materials will be provided to help identify risks of harm and how to handle 

disclosures or suspicions of harm and how this links with our Risk Management Strategy. 

All volunteers will be required to read the 2016 Child and Youth Risk Management Strategy 

and certify that they will accept, support and adhere to the strategy. This will take place 

through our Volunteer Register. 

By combining these groups of people, we will actively build a culture which recognises and 

values the importance of upholding safeguards for children. 

 

2. HOW WE COMMUNICATE AT ST LUKE’S 

In the life of the school, swift and regular communication is considered to be a priority by 

the Principal and the Senior Leadership Team. Our preferred method of communication is 

email; however, communication regularly takes place with face-to-face discussions, short 

training and information sessions, whole staff briefings, teaching staff briefings etc. 

Notes are taken at meetings of the Senior Leadership Team, Teaching Staff Briefings, 

Workplace Health and Safety and Consultative Committee for distribution to all staff. 

Other group meetings covered by a formal agenda are held regularly. These include Heads of 

School, Heads of Department etc. 

When policy documents are reviewed and changed, the Principal advises all staff and 

attaches a copy of the new policy document to the email. 
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3. ACTIONS 

St Luke’s Anglican School has in place many strategies for communication with and support 

of staff and volunteers including: 

 

Workplace Health and Safety Induction 

A St Luke’s specific workplace health and safety online training video has been produced. All 

new employees (teaching, non-teaching, contract, supply, on-call) and volunteers are 

required to watch and complete the video certification prior to starting work. 

Returning staff who have completed the prior version of workplace health and safety 

induction (paper version) are required to complete the training through the online training 

video. 

 

Student Protection in Anglican Schools 

All current staff have completed training; most having completed multiple compulsory 

professional development sessions. These include a Power Point presentation at the 

beginning of the 2015 school year; reading and certifying having read the Student Protection 

in Anglican Schools Policy and Procedures 2015 and a session on management of volunteers. 

All new staff are required to certify that they have read the Student Protection in Anglican 

Schools Policy and Procedures 2015 before they commence employment. 

 

St Luke’s Staff Handbook 

All current staff are required to read and certify having read the annual version of the St 

Luke’s Staff Handbook. 

All new staff are required to read and certify having read the annual version of the St Luke’s 

Staff Handbook before they commence employment. 

 

Blue Card 

All current non-teaching staff employed at the school hold current Positive Notice Working 

with Children Check (Blue Card).  

All new non-teaching staff employed at the school are required to apply for a Blue Card prior 

to starting work. 

The Principal or his delegate will provide relevant individuals (which may include volunteers) 

with information to understand their obligations as a Blue Card holder. 
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Child and Youth Risk Management Strategy 

The Principal and Student Protection Officers will deliver regular information sessions for 

staff in relation to our Child and Youth Risk Management Strategy. These sessions may be 

included in parent information sessions, assemblies for all students, pastoral care lessons 

etc. 

 

The Principal and Student Protection Officers will ensure that age-appropriate child 

protection posters are clearly visible on notice boards around the school. 

A link to the Child and Youth Risk Management Strategy will be provided as part of the 

resources for all new staff and will form part of the pre-employment checks. 

The Principal and Student Protection Officers will schedule regular annual and mandatory 

training for staff in relation to the various policies and procedures which make up the St 

Luke’s Child and Youth Risk Management Strategy, with a particular focus on managing 

disclosures or suspicions of harm. 

The Principal, Student Protection Officers and Line Managers will actively consider if there 

are any aspects of the CYRMS which can be incorporated within professional development 

and performance plans. 

The Principal, Student Protection Officers and Line Managers will provide budget allocation 

for training and/or materials relating to child protection. 

 

4. HOW ST LUKE’S WILL SUPPORT THE SCHOOL COMMUNITY 

It is recognised that staff may require support to deal with issues such as behaviour 

management, stress, conflict, bullying, child protection concerns, breaches of the risk 

management strategy and dealing with disclosures or suspicions of harm. 

The Principal and Student Protection Officers (all of whom are on the Senior Leadership 

Team) are available to listen, support, advise and act. They are supported by the Workplace 

Health and Safety Officer (also a member of the Senior Leadership Team). 

We recognise that if staff concerns are not addressed effectively, our ability to provide a safe 

and supportive environment for children and young people may be affected. 

We recognise that other people in the school community such as volunteers, parents, 

children and young people may also require support to assist with managing concerns. 

St Luke’s has partnered with external support and counselling services and these are 

available through the Principal and Student Protection Officers. 
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Child and Youth Risk Management 

Strategy 

EVIDENCE DOCUMENT 

REQUIREMENT NO.6 

[Risk Management Plans for high risk activities and 

special events] 

 

 

EVIDENCE DOCUMENT | CYRMS – RISK MANAGEMENT PLANS FOR HIGH RISK 
ACTIVITIES AND SPECIAL EVENTS 

 

Implementation Date 
Monday 23 November 2015 

Review Date and Frequency 
Every twelve months 

Responsible for Review 
Student Protection Officers | Principal 
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St Luke’s Anglican School considers all activities could have the potential to cause harm in both 

workplace health and safety and child protection issues. This potential for harm substantiates the need 

for risk management plans to manage risk. All activities and special events are managed through a risk 

management process to ensure appropriate control measures are implemented to manage the 

identified risks. High risk activities are entered on the school's risk register to ensure management and 

review of implemented controls. 

St Luke’s Anglican School uses the Enterprise Risk Manager (ERM) online risk assessment form for the 

risk management process for all events or activities which consists of the following steps. 

Step 1 - Description and responsibility 

Each risk assessment requires the following information to be completed to ensure adequate 

description, supervision and control of each activity or event: 

a. Name of Person completing report 
b. Date 
c. Details of activity or event, questions to consider include: 

1. What is the activity 
2. What are the elements of the activity from start to finish 
3. Where is the activity taking place 
4. What environmental factors need to be considered 
5. Who is involved in the activity, Parents? Staff? Children? Volunteers? Contractors? 

d. Person responsible for activity or event  
e. Date of activity or event  
 

Each risk assessment is sent to the appropriate Head of Department and Head of School for approval 

prior to the activity or event beginning. Each person responsible for conducting an activity or event 

certifies that they have the necessary skills and training to perform the activity or event. 

Step 2 - Identify the risks 

Each risk assessment requires staff to assess the risk taking into account all aspects of the activity, 

including physical, emotional and psychological injury. Determining where, when, how or why might 

harm occur. Carefully considering child protection issues. All identified risks are individually entered in 

the ERM form. 

Step 3 - Analyse the risks 

All risks are individually analysed to determine the risk potential/likelihood and the risk 

consequence.  The risk potential/likelihood and consequences are controlled by the following five 

terminologies. 

Potential/likelihood Consequences 

Rare - May only occur in exceptional 
circumstances 

Insignificant - No injuries, low financial loss 

Unlikely - Could occur at sometime Minor - First Aid treatment, on-site release immediately contained, medium 
financial loss  

Possible - Might occur at sometime Moderate - Medical treatment required, on-site release contained with 
outside assistance, high financial loss  

Likely - Will probably occur in most 
circumstances  

Major - Extensive injuries, loss of production capability, off-site release with 
no detrimental effects, major financial loss  
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Almost Certain - Is expected to occur in 
most circumstances 

Catastrophic - Death, toxic release off-site with detrimental effect, huge 
financial loss  

 

Step 4 - Evaluate the risks 

Each risk is evaluated automatically on the ERM form from the likelihoods and consequences selected in 

the terminologies above. This calculation is based on the matrix below. 

 Rare Unlikely Possible Likely Almost certain 

Insignificant Low Low Low Moderate  High 

Minor Low Low Moderate High High 

Moderate Moderate Moderate High High Acute 

Major High High Acute Acute Acute 

Catastrophic High Acute Acute Acute Acute 

 

Risks are evaluated in the approval process to determine if the risk is acceptable or returned to the 

originator to resubmission. High risk activities or special events with a high or acute assessment are 

entered into the school’s risk register. 

 

Step 4 - Manage the risks 

All risks that are identified are required to have controls implemented to eliminate or reduce the risk to 

an acceptable level.  All staff are required to adhere to the principles of risk management as contained 

in the St Luke’s Anglican Risk Management policy and AS/NZS ISO 31000:2009 Risk Management. 

Controls are determined according to the “Hierarchy of Control” system described below. The following 

control elements are utilised in the order presented and where appropriate used in conjunction. 

1. Elimination 

↓ 

2. Substitution 

↓ 

3. Isolation 

↓ 

4. Engineering 

↓ 

5. Administration 

↓ 

6. Personal Protective Equipment (PPE) 
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Step 6 - Review 

All high risks or special events that are repetitive in nature are added to the school’s risk register with 

controls implemented and assigned a reviewer. Heads of Schools are responsible for reviewing controls 

in each of their respective areas. ERM automatically sends an email reminding the assigned person to 

review the controls. See example below. 

 

 

           

 

 


