
St Mary’s Catholic Primary School is a school which operates with the consent of the Catholic
Archbishop of Melbourne and is owned, operated and governed by Melbourne Archdiocese Catholic
Schools Ltd (MACS), where formation and education are based on the principles of Catholic doctrine,
and where the teachers are outstanding in true doctrine and uprightness of life.

Purpose
St Mary’s Catholic Primary School is committed to the safety of all students, and the creation of a just
and respectful environment that supports the health and wellbeing of the school community. All in our
school have a duty of care, a moral obligation and a shared responsibility to protect the most
vulnerable members of the community.

The purpose to ensure children and young people are protected against sexual abuse is a
community-wide responsibility, and schools have particular responsibilities to ensure children and
young people are safe in their care, and to actively and intentionally work to eliminate all forms of
abusive behaviour towards children.

St Mary’s Catholic Primary School has zero tolerance towards child abuse.

Scope
This Policy applies to the whole school community in supporting safe environments for all children and
young people.

It concerns the responsibilities of St Mary’s Catholic Primary School in complying with the provisions of
the Working with Children Act 2005 (Vic.), which was enacted ‘to assist in protecting children from
sexual or physical harm by ensuring that people who work with, or care for, them have their suitability
to do so checked by a government body’ (section 1(1)).

Teachers with current Victorian Institute of Teaching (VIT) registration are exempt from obtaining a
Working with Children Check (WWCC) as the VIT registration process includes screening for suitability
for child-related work. Ministers of religion and those performing duties of a religious vocation are
required to have a WWCC.

Implementation

Teaching Staff
▪ All teachers employed are to be registered with the Victorian Institute of Teaching (VIT) and

are to maintain current registration whilst in employment at St. Mary’s.
▪ All teaching positions are advertised stating that applicants must hold current registration or

be in the process of gaining registration.
▪ Contract to contain the words, “This offer of employment is conditional on you being

registered with the Victorian Institute of Teaching and maintaining that registration.”
▪ On accepting a position, the employee will be asked to provide a current VIT Registration Card.

This card is to be photocopied by the Deputy Principal and placed on the employee’s
personnel file.

▪ Prior to the first teaching day of each school year, the Principal is to update the VIT Public
Register
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▪ When a teacher is employed after the commencement of the current school year or a teacher
resigns within the current school year, at that time, the VIT Public Register will be updated

▪ Clause 14 of the Victorian Catholic Education Multi Enterprise Agreement 2013 will be enacted
should any person not hold current VIT Registration.

Person Responsible to enact process: School Principal

Casual Relief Teachers
● Prior to being engaged in employment, VIT Registration Card is to be presented. A photocopy

is to be taken and placed on personnel file
● At the commencement of each school year, prior to being engaged in teaching duties, all

Emergency teachers current VIT Registration status will be checked via the VIT Public Register
Person responsible to enact process:  Deputy Principal

Non-Teaching Staff
● All non-teaching staff must apply for a Working with Children and a National Police Check prior

to employment
● The National Police Check and Working with Children Card (WWC) is to be presented prior to

commencement of employment. These cards are to be photocopied and placed on their
personnel file.

● Record of non-teaching staff’s WWC is to be added to the school’s electronic data base.
● At the commencement of each school year, the register is to be checked to ensure all Cards are

current and to be updated as required.
● All Parish staff who work in the Administration Building are to hold a WWC. Record of Card

number is to be recorded on the school’s electronic data base.
Person responsible to enact process: Administration Officer

External Provider
An external provider is any person or Company that provides a service to the school and charges a Fee.
An external provider would most likely not be supervised by a teacher.ie. (Tennis lessons, IT Support,
Cleaning Service)

● External Provider is to complete Memorandum of Understanding (MOU) at the
commencement of the school year and attach copy of WWC. Documents are to be placed on
School MOU file.

● Record of WWC is to be added to school online register.
Person responsible to enact process: Administration Officer

Volunteers
● All persons who volunteer their services to the school are to hold a valid WWC
● WWC is to be presented to the Office where a copy will be taken and filed
● WWC details are to be entered on the school’s electronic data base.
● Teachers or groups (i.e. Parents’ Association) in the school who engage a volunteer are to

check with Office staff as to the status of the WWC prior to person being able to assist with
activities.

● Register is to be reviewed at the commencement of each year. Any person with an out of date
record will be contacted requesting updated WWC

Person responsible for enacting process: Administration Officer

Definitions
For the purposes of the Working with Children Act 2005, children are those under the age of 18 years.
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Child-related work is work involved in one of the occupational fields listed in the Act, and usually
involves direct contact with a child where that contact is not directly supervised by another person.
Note: Work is not child-related work by reason only of occasional direct contact with children that is
incidental to the work.

Direct contact is any contact between a person and a child that involves:

● physical contact

● face-to-face oral communication.

Direct supervision is supervision of a person’s contact with children, rather than of their work in
general. Supervising another person’s contact with children must be personal and immediate, but can
include a brief absence such as taking a telephone call in another room.

Unsupervised child-related work is any type of activity where an adult has ‘direct contact’ with a
student or students/young people that is not directly supervised by a member of staff.

Victorian Institute of Teaching (VIT) is the registration body for teachers in Victoria.

Working with Children Check (WWCC) is required by persons doing child-related work in Victoria as
paid workers or volunteers, where that work is not directly supervised by someone with an appropriate
check. A WWCC is not required by teachers who hold current VIT registration.

Principles
The following principles underpin our commitment to child safety within our school:

● all students deserve, as a fundamental right, safety and protection from all forms of abuse and
neglect

● a safe environment is required to protect children and young people from harm, and to prevent staff
or other adults from abusing their position of authority and trust

● our school’s commitment to the protection of children is embedded in the culture of our school, and
our individual and collective responsibility to take action is understood and accepted

● each child and young person’s ongoing safety and wellbeing must be the primary focus of all
decision-making.

At St Mary’s Catholic Primary School, the leadership, teachers and all staff must be fully self-aware of,
and comply with, their professional obligations and responsibilities with regard to the protection of
children.

Policy
St Mary’s Catholic Primary School will ensure that a current WWCC is held by all persons involved at
the school who are required to do so. The school will maintain accurate and up-to-date WWCC and VIT
registers for teachers, clergy, other staff, contractors and volunteers. This duty is allocated to the
Principal, Deputy Principal and the Administration Team.

Each year, all staff are made aware of the school’s procedures for volunteers, contractors and other
persons, including the need for prior approval of such work by the designated member of the school’s
leadership team.

Communication of this Policy

● This Policy is available on the School Website and Staff Handbook. Reference to the
requirement to hold a WWC is in the Parent Information Book
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● At the commencement of each school year, a reminder is placed in the Candela (School
Newsletter) that Volunteers are to hold a current WWC.

Who requires a WWCC?
Only people doing child-related work (and who aren’t otherwise exempt under the Act) need a WWCC.
This applies to both paid and volunteer workers. Not everyone who has contact with children needs a
WWCC. More information about the occupations requiring a WWCC is included in the list of
occupational fields.

A WWCC is required:

● by adults engaged in child-related work within the meaning of the Act, which includes engaging in
voluntary work and providing practical training as well as paid employment

● if the work usually involves direct contact with a child or children

● when the contact with children is not occasional direct contact and is not incidental to the work

● for clergy and those performing duties of a religious vocation, including the parish priest, who must
show the Principal or delegate their current WWCC

● by volunteers, including members of the school’s advisory committees or boards, and those involved
in practical training, such as student teachers.

School staff are responsible for obtaining their own WWCC; however, our school must ensure that valid
checks are held by all those requiring one by maintaining a current and up-to-date WWCC register. The
currency of WWCCs by all staff is monitored by a staff member nominated by the Principal at the
school whose role specifically includes maintenance of the WWCC register and related tasks.

The school will ensure that a register of all teaching staff who, while having current registration with
the VIT, are exempt from obtaining a separate WWCC is maintained in the school.

Each year, all staff are made aware of the WWCC requirements and that it is a condition of their tenure
at the school to ensure currency is maintained.

External references
Victorian Working with Children Act 2005

Working with Children Check Victoria website
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