
Ballarat Christian College  
 

 

Policy Title Working with Children Check Policy 
Date Policy 
Approved November 2018 

Policy Owner & 
Position Principal 

Team 
Responsible for 
Policy 

Principal, Business Manager and Administration Staff 

Authorised by Principal 
Who is the 
Policy for? 

Board members, Staff, Students, Parents1, Volunteers, Visitors, Onsite 
Contractors and Wider School Community 

Version 
Control Version 6 

Statutory/ 
Legislative 
Requirement 

• Privacy Act 
• Victorian Child Safe Standards 2015 
• Discrimination Acts 
• Working with Children Act 2005 
• Working with Children Regulations 2006 
• Transport (Compliance and Miscellaneous) Act 1983 (Vic) 
• Child Employment Act 2003 

Relevant cross 
references 

• Visitors & Volunteers Policy 
• Child Safety Policy 
• Vision, Purpose, Objects & Values, Principles, Child Safety Undertaking 

& Statement of Faith 
• Staff Code of Conduct  

Include during 
Induction Yes 

Review Date 2020 
  

 

Purpose of the 
Policy 

 

To provide an environment which is safe for those attending Ballarat 
Christian College. The College will endeavour to ensure that all Board 
members, staff, volunteers, visitors and onsite contractors are 
appropriate individuals to be involved in child-related work as mentioned 
in the Working with Children Act 2005. 

The Working with Children Check (WWCC) Policy assists to support the 
College’s zero tolerance of child abuse, by preventing those who pose a 
potential risk to the safety of children from working with students, in 
both paid and unpaid work environments. 

The WWCC Policy is an important part of Ballarat Christian College’s 
recruitment process to ensure the safety, welfare and wellbeing of all 
students within the College and assists to support Ballarat Christian 
College’s zero tolerance for child abuse and neglect. 

                                                           

1 Parents, Guardians or Care Givers 
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Behold, children are a gift from the Lord….  Psalm 127:3 

Responsibility 
for 
Management of 
Policy 

Principal, Business Manager and appropriate Administration Staff 

 

Policy 
Statement and 
Procedure 

 
Ballarat Christian College is committed to providing a child safe 
environment where children and young people are safe and feel safe, and 
their voices are heard about decisions that affect their lives. Particular 
attention will be paid to the cultural safety of Aboriginal children and 
children from culturally and/or linguistically diverse backgrounds, as well 
as the safety of children with a disability.  

Every person involved in and with Ballarat Christian College has a 
responsibility to understand the important and specific role he/she plays 
individually and collectively to ensure that the wellbeing and safety of all 
children and young people is at the forefront of all they do and every 
decision they make.2 

 
Implementation and Coverage 

All potential Board members, employees, volunteers, visitors and onsite 
contractors are to be asked the following questions during an interview; 

• Are you aware our College has a zero tolerance for child abuse? 

• What do you know about child safety? 

• Are you aware that, as part of your employment, volunteering, 
visiting and onsite contracting, that you will be required to obtain 
a WWCC prior to beginning attendance at Ballarat Christian College 
as required by the Working with Children Act 2005 and the 
Victorian Child Safe Standards? 

 
Process 
Employment and engagement of volunteers with Ballarat Christian 
College will not be available to any individual until both a valid WWCC 
Card and National Police Check (NPC), which has been issued by a 
state/territory police authority or the Australian Federal Police, have 
been provided to the College Principal. 

WWCC status will be checked on a weekly basis through the Department 
of Justice website.  If a card is found to be expired, cancelled or invalid 
employees or volunteers will be required to not return to site until a new 
status check shows a valid card.  

A provisional offer of employment will be made conditional to the 
successful applicant being able to provide these checks to the College, 
this offer will only be held for a four-week period. 

All WWCC/NPC records will be kept with the College’s Administration 

                                                           

2 Revised PROTECT | The Department of Education and Training | ©2016 
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Office to ensure all validity dates are recorded. If a WWCC expires, all 
those covered by this policy must stop all child-related work immediately 
until this has been renewed. 

Teachers will fully supervise any volunteer and visitor assisting their class 
and will check as required that the WWCC has been obtained and 
received by Administration.  

 
Teachers 

All teachers registered with the Victorian Institute of Teachers from 2006 
will obtain an NPC as part of their application for registration. Due to the 
ongoing monitoring that occurs for staff as part of annual registration, 
teachers are not required to obtain a WWCC. 

 
Non–Teaching Staff 

All non-teaching staff employed at Ballarat Christian College are required 
to obtain an NPC, which has been issued by a state/territory police 
authority or the Australian Federal Police, and WWCC immediately before 
commencing their employment. The WWCC is valid for five years and can 
be used between employers or organisations. The WWCC is monitored by 
the Department of Justice and Regulation and therefore status is deemed 
to be continual until advice is received by the College to the contrary. All 
those covered under this policy must link Ballarat Christian College to 
their WWCC card. Refer to Appendix 3 

 
Onsite Contractors 

All permanent onsite contractors working on Ballarat Christian College 
grounds are required to obtain an NPC and WWCC, prior to 
commencement of work duties.  

All non-permanent onsite contractors working on Ballarat Christian 
College grounds are required to obtain a WWCC prior to commencement 
of work duties.  

The WWCC is valid for five years and can be used between employers or 
organisations. WWCC cards are monitored by the Department of Justice 
and Regulation on an ongoing basis and therefore status is deemed to be 
continual until advice is received by the College to the contrary. 

 
Extra-Curricular Instructors 

All individuals attending Ballarat Christian College to work in a child- 
related environment with students will be required to have a WWCC 
before commencement at Ballarat Christian College. Such staff include 
but is not limited to: 

• Sports Coaches 
• Music Tutors 
 
Volunteers/Regular Visitors 

If a parent or relative is involved in a once-off activity at the College in 
which their own individual child is involved they do not require a WWCC, 
however this person must be under the direct supervision of the teacher 
at all times. 
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All regular visitors and volunteers in all other cases where there is no 
guarantee that direct supervision with a teacher will occur, are required 
to produce a valid WWCC prior to attending the event. All volunteers 
must link Ballarat Christian College to their WWCC card. 
 

Such events include but are not limited to; 

• Regular classroom help 
• Classroom incursion help 
• Excursions 
• Camps 
• Carnivals 

 

 

Prior to any work/duties occurring at Ballarat Christian College any 
volunteer, visitor and extra-curricular staff must sign in at the 
Administration Office, present their WWCC card to staff, where a copy 
will be taken for first-time entrance into the College. Administration staff 
will keep a record of all WWCC cards received. In the event of regular 
attendance at the College the WWCC card must be sighted by 
Administration staff and the person’s attendance recorded at the 
Administration sign in/out counter. 
 

Individuals exempt from obtaining a WWCC are required to present to the 
Administration staff the appropriate identification on each occasion prior 
to signing into the College. 
    

All individuals once signed into the College must wear a name badge 
whilst completing their duties. Upon leaving the College all individuals 
must sign out at the Administration sign in/out counter. 

 
Non-Regular and Interstate Visitors 

Visitors in this category will be covered by the procedure outlined in the 
Victorian Government’s “Working with Children Check: Working across 
State and Territories” document.  See Appendix 2. 
 
Non-regular and interstate visitors are required to remain under direct 
supervision and be escorted by a College staff member at all times whilst 
onsite at the College, or for their time of involvement in a College 
activity. 
 
Outside Organisations 
These organisations are required to provide written assurances that their 
staff and volunteers hold a valid WWCC card when undertaking child 
related work or a statement as to why these persons are exempt from 
this requirement. 
 
Exemptions may include; 

• Children under 18 years of age 
• Student volunteers who are 18 or 19 years of age who complete 

volunteer work organised by or held at the College’s institution 
• Teachers who are registered with the Victorian Institution of 

Teaching (VIT) 
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• Police Officers or an Australian Federal Police Officer 
• Interstate visitors for a period of up to 30 days in the same 

calendar year.3 
 

Accredited Drivers under the Transport (Compliance and Miscellaneous) 
Act 1983 (Vic) 

An accredited driver under Division 6 of the above legislation must hold a 
WWCC if undertaking child-related work. Therefore, upon booking buses 
as part of this process the staff member will ask specifically for a driver 
who holds a valid WWCC, which will need to be presented at the 
Administration Office on the day of the event to be copied and filed 
away. All drivers must have their WWCC card available upon request. 

 

Work Placement Learning 

The Victorian Government Department of Education and Training (Vic 
DET) has recently clarified the situation in relation to WWC Checks, work 
experience and structured workplace learning.  

Under the Child Employment Act 2003, it is a requirement that all 
employers of work experience students aged under 15 years obtain a 
Child Employment Permit. It is also a requirement that all supervisors of 
work experience students aged under 15 years must hold a valid WWC 
Check. If the employer is also the nominated supervisor, then the 
employer is also required to hold a valid WWC Check.  

The Child Employment Act 2003 does not affect work experience or 
structured workplace learning arrangements for students aged 15 years 
and over.  

Employers of work experience or structured workplace learning students 
aged 15 years and over are not required to obtain a Child Employment 
Permit, and supervisors are not required to obtain a WWC Check. This is 
due to an exemption in the Working with Children Check Act for 
placements that are made in accordance with Ministerial Order 382 – 
Work Experience Arrangements and Ministerial Order 55 – Structured 
Workplace Learning Arrangements.4 

Changes in Circumstances 

A person holding a valid WWCC is required to notify the Department of 
Justice and Regulation and the College as soon as practicable of a 
relevant change of circumstances as required in the Act.5 

The Business Manager and Administration Staff are responsible for 
maintaining records of the status of each individual working in a child 
related environment. 

These procedures consider the implementation of the Working with 
Children Act 2005 and the Working with Children Regulations 2006. The 
procedures outline the new processes for obtaining the WWCC for all 

                                                           

3 Sourced department of Justice – working with children check Victoria 
http://www.workingwithchildren.vic.gov.au/home/about+the+check/who+needs+a+check/exemptions/  
4 https://services.is.vic.edu.au/ebiz/memos/MemoDownload.aspx?ID=3882 

5 Sourced La Trobe University Working with Children’s Check Policy 
http://www.latrobe.edu.au/policy/documents/working-with-children-policy.pdf  

http://www.workingwithchildren.vic.gov.au/home/about+the+check/who+needs+a+check/exemptions/
http://www.latrobe.edu.au/policy/documents/working-with-children-policy.pdf
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child-related work in accordance with the Child Safe Standards 2015.  
 

Child-related work refers to work within one or more of the occupational 
fields defined in the Act where the contact with a child is unsupervised, 
direct, and part of a person’s duties.6 
 

Administration staff are to ensure that a record is made upon receipt of 
the WWCC card/NPC and filed appropriately, ensuring that a record is 
made indicating when an update of the WWCC/NPC is required so that 
this may be followed up accordingly. 
 

Administration staff are required to ensure that monitoring of the 
continuing suitability of all Board, staff, visitors, volunteers and onsite 
contractors to partake in child-related work is conducted each term for 
WWCC and NPC, with appropriate follow-up of records as required. 
 
Follow-up includes the following but is not limited to, the following; 
 
Working With Children Check 
 
1. Log on to “Working with Children Check website” 

http://www.workingwithchildren.vic.gov.au/utility/home/ and scroll 
across to the cardholder section – then to check status and enter 
individual details as provided. 

2. In the event of a non-current WWCC status being indicated 
Administration staff are required to advise the Principal who will 
cease the individual’s work/duties immediately, until a valid card is 
received. 

o Upon return to the College the individuals will follow first time 
entrance process for submission of WWCC card. 

 
Victorian Institute of Teachers Registration;  
1. At the beginning of each term log into the Victorian Institute of 

Teaching (VIT) school portal, add any new teachers to Ballarat 
Christian College and remove any terminated or exited teachers as 
required. 

2. Check to ensure that all current teachers have a valid registration and 
print record and file appropriately.  

a. Administration staff are required to report directly to the 
Principal, or delegate, any unregistered teachers who are on 
the current employment list. 

b. In the event of this occurring the Principal or delegate will be 
required to terminate unregistered teachers immediately.  
 

Collecting and Monitoring VIT registrations, WWCC Cards and National 
Police Checks for Staff and Volunteers 
 
See appendix 4 for information on how Ballarat Christian College collects 
and monitors this information. 

Review Every two years 

                                                           

6 As defined by Department of Justice http://www.workingwithchildren.vic.gov.au/home/resources/definitions/  

http://www.workingwithchildren.vic.gov.au/utility/home/
http://www.workingwithchildren.vic.gov.au/home/resources/definitions/
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Appendix 1 
Working with Children Check General Information Guide7 
 

 

                                                           

7 http://assets.justice.vic.gov.au/wwcc/resources/8060c685-c8fb-4d02-af55-0a201ae7f099/general+info+guide+-
+jan+2016.pdf  

http://assets.justice.vic.gov.au/wwcc/resources/8060c685-c8fb-4d02-af55-0a201ae7f099/general+info+guide+-+jan+2016.pdf
http://assets.justice.vic.gov.au/wwcc/resources/8060c685-c8fb-4d02-af55-0a201ae7f099/general+info+guide+-+jan+2016.pdf


Page 9 of 12 

 

 



Page 10 of 12 

Appendix 2 
Working with Children Check: Working across State and Territories 
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Appendix 3 
Working with Children Check: Linking to Ballarat Christian College 
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Appendix 4 
Procedures for Collecting and Monitoring VIT Registrations, WWCC 
Cards and National Police Checks for Staff and Volunteers 
 
1. VIT Registration 
 

a. Existing Staff 

i. It is a requirement of employment for all Teaching Staff that they are appropriately registered with 
the Victorian Institute of Teaching (VIT) and that such registration is maintained on an annual 
basis. Teachers are responsible for all costs incurred in this process. 

ii. Teachers will supply the Payroll Officer each year with a copy of their VIT card to demonstrate 
current registration. 

iii. The Payroll Officer shall maintain a register of all Teachers using the online portal at 
https://www.vit.vic.edu.au 

iv. VIT details will be entered into TASS in the Qualification tab of each employee 

v. The Payroll Officer will verify the details online at  https://www.vit.vic.edu.au in February and 
October each year. 

vi. Any unregistered teachers will be followed up, and the Principal will be advised. 
 

b. New Staff 

i. Prior to be offered employment at the College, applicants for Teaching Staff positions shall 
demonstrate that they are appropriately registered (or eligible for registration) with the Victorian 
Institute of Teaching (VIT). The applicants shall be responsible for all costs incurred in this process. 

ii. Successful applicants shall upon appointment supply the Payroll Officer with a copy of their VIT 
card to demonstrate current registration. 

2. WWCC Cards 
i. It is a requirement of employment/engagement for all non-teaching staff, volunteers and regular 

contractors that they are hold a valid WWCC card, issued by the Victorian Department of Justice & 
Regulation. Responsibility for all costs incurred in this process rests with the individual. 

ii. Non-teaching staff, volunteers and regular contractors must supply the Payroll Officer with a copy 
of their valid WWCC card to demonstrate current registration. 

iii. The Payroll Officer shall confirm , on a fortnightly basis, the current WWCC status  of all non-
teaching staff, volunteers and regular contractors using the online portal at 
https://online.justice.vic.gov.au/wwccu/checkstatus.doj       

iv. WWCC details will be entered into TASS in the Qualification tab of each employee 

v. Any non-compliant non-teaching staff, volunteers and regular contractors will be followed up, and 
the Principal will be advised. 

3. National Police Checks 
 

a. Teaching Staff 

i. National Police Checks (NPC) are incorporated into the VIT registration procedures and the 
College considers this the appropriate management control. 

b. Non-Teaching Staff volunteers and regular contractors 

i. It is a requirement of employment/engagement for all non-teaching staff, volunteers and regular 
contractors that they supply the College, prior to employment/engagement, a National Police 
Check (issued by Victoria Police). Responsibility for all costs incurred in this process rests with the 
individual. 

ii. Non-teaching staff, volunteers and regular contractors must supply the Payroll Officer with an 
original or certified copy of their satisfactory NPC report to demonstrate compliance. 

iii. Any non-compliant non-teaching staff, volunteers and regular contractors will be followed up, and 
the Principal will be advised. 

https://www.vit.vic.edu.au/
https://www.vit.vic.edu.au/
https://online.justice.vic.gov.au/wwccu/checkstatus.doj

