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WORKING WITH CHILDREN 
CHECK POLICY & PROCEDURE 

BELL PARK NORTH PRIMARY SCHOOL 

1. POLICY STATEMENT 

Bell Park North Primary School will assess and verify the suitability of staff and volunteers who will work with children.  
Unless an exemption applies to a person, a valid Working With Children Check (WWC Check) is the minimum 
standard for all adults working with children.  If a volunteer's occupation exempts them from the requirement to have a 
WWC Check e.g. police officers, teachers, they must provide evidence to support their claim to an exemption. 

In addition to a WWC Check, Bell Park North Primary School may also require a criminal record check.  This may be 
considered necessary when certain offences are relevant to the duties of the volunteer or staff member, for example
checking for dishonesty offences may be required for a role that involves managing finances or petty cash. 

2. POLICY PURPOSE 

To minimise risk of harm to students by requiring staff and volunteers of Bell Park North Primary School to provide 
evidence that they have appropriate approvals to work with children in accordance with legislation and Department 
policy. 

3. IMPLEMENTATION 

It is the responsibility of the principal to ensure that only suitable and eligible persons are employed in the school.  
Prior to employing a person, the principal must be satisfied that the person meets the required Suitability for 
Employment Checks.  See Suitability for Employment Policy: 

http://www.education.vic.gov.au/hrweb/Documents/Suitability_for_employment.pdf 

To maintain high standards of conduct and professionalism in our school, Bell Park North Primary School will ensure 
that the Department's procedures for criminal record checks are implemented.

http://www.education.vic.gov.au/hrweb/employcond/Pages/crimcheck.aspx 

Bell Park North Primary School will adhere to the Department procedures for the conduct of criminal records checks 
for all school based employees, including arrangements that allow for the acceptance of the criminal records check 
conducted by the Victorian Institute of Teaching and WWC Checks to meet the Department's pre-employment 
suitability for employment requirements. 

3.1 Volunteers 

3.1.1 Definition 

WWC Checks are required by all volunteers who will be working with students for school activities whether or not 
supervised by a teacher and whether or not the activity is on school grounds or during school hours. 

For example, a volunteer who is assisting at a school camp or any other approved school activity outside of school 
grounds will require a WWC Check.  See section 3.5 below for a list of exemptions. 

3.1.2 Commencing volunteering 

A volunteer can commence work in Bell Park North Primary School when they provide a receipt as proof they have 
applied for a WWC Check with the Department of Justice and have otherwise been considered by the school to be 
suitable. 
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3.2 Working with Children Check 

The WWC Check is a minimum checking standard set by the Working with Children Act 2005 for those who work with 
children, either on a paid or voluntary basis.  It checks for serious sexual, violent and drug-related offences as well as 
disciplinary findings of professional agencies such as the Victorian Institute of Teaching. 

To be a volunteer at Bell Park North Primary School a valid Working with Children Card provided by the Department of 
Justice is required.  This card is: 

• valid for 5 years 
• transferable between volunteer organisations 
• free of charge for volunteers, but cannot be used for paid employment. 

Note: WWC Checks for paid employment can be used to show suitability for volunteer work. 

3.3 Maintaining records 

A copy of the staff member or volunteer’s WWC Check will be kept on the file at the school. 

Bell Park North Primary School will implement procedures to ensure staff members and volunteers hold a valid WWC 
Check card; at a minimum annually at the commencement of the school year. 

It is the responsibility of the staff member or volunteer to: 

• provide Bell Park North Primary School with the successful WWC Check card prior to commencement 
• notify the principal if there has been a relevant change in circumstances, for example, if they have been 

charged or found guilty of a new relevant offence or if their WWC Check has been suspended. 
• apply for a new WWC Check before their card expires. 

3.4 Privacy 

Bell Park North Primary School will apply privacy principles when collecting, using, retaining or disposing of personal 
or health information in accordance with the Privacy and Data Protection Act 2014 (Vic) and the Health Records Act 
2001 (Vic). 

3.5 Exemptions 

The Working with Children Act identifies categories of individuals who are exempted from the requirement to have a 
WWC Check.  Bell Park North Primary School reserves the right to nevertheless require a WWC Check if the principal 
considers it necessary in the circumstances.  The exempt categories are: 

3.5.1 Student volunteers 

A student who is 18 or 19 years of age is exempt from the WWC Check for volunteer work organised by or held at the 
same educational institution they attend. 

3.5.2 Parents volunteering in an activity with their child 

Parents volunteering in an activity, in which their child participates or normally participates, are exempt from needing a
WWC Check. 

3.5.3 Family members and people who are closely related to the child 

Family members closely related to each child in the child-related work are exempt from the WWC Check. 
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‘Closely related’ to a child means: 

• parent 
• spouse or domestic partner 
• step-parent 
• mother-in-law or father-in-law 
• grandparent 
• uncle or aunt 
• brother or sister, including half siblings, step siblings, brother-in-law or sister-in-law. 

“Exemption”: When working or volunteering at Bell Park North Primary School all visitors are required to 
provide a WWC Check.  This includes POGS (Providers of goods and services). 

3.5.4 Teachers 

Registered teachers or teachers who have permission to teach from the Victorian Institute of Teaching under Part 2.6 
of the Education and Training Reform Act 2006 are exempt from requiring a WWC Check. 

3.5.5 Police officers 

Sworn Victoria Police officers or sworn Australian Federal Police officers are exempt from requiring a WWC Check. 

For a full list of exemptions and examples refer to: Working with Children Check–Exemptions 

4. LINKS AND REFERENCES 

School Policy Advisory Guide: 

• Volunteer Checks 
• Volunteer Workers 

DEECD Human Resources: 

• Suitability for Employment Checks 

External Links: 

• Victorian Institute of Teaching 
• Working with Children Check 

5. EVALUATION 

This policy will be reviewed at least annually or more often if necessary due to changes in legislation or 
circumstances. 



FL
O
W
CH

AR
T
FO

R
W
O
RK

IN
G
W
IT
H
CH

IL
DR

EN
CH

EC
KS

AT
BE

LL
PA

RK
N
O
RT

H
PR

IM
AR

Y
SC
HO

O
L.

Re
qu

es
tW

or
ki
ng

W
ith

Ch
ild

re
n
Ch

ec
k

(W
W
CC

)

W
W
CC

Ca
rd

is
pr
ov
id
ed

.

Ch
ec
k
th
at

th
e
ca
rd

is
cu
rr
en

ta
nd

th
e
ph

ot
o
is
of

th
e
vo
lu
nt
ee
r/
st
af
f.

If
ca
rd

is
cu
rr
en

t-
gr
ee
n

If
ca
rd

is
no

tc
ur
re
nt
-r
ed

Ph
ot
oc
op

y
ca
rd

Fi
le
ph

ot
oc
op

y
al
ph

ab
et
ic
al
ly
in
W
W
CC

fo
ld
er

in
of
fic
e

Ad
d
al
lt
he

de
ta
ils

on
th
e
W
W
CC

Re
gi
st
er
.

Co
pi
es

to
be

ke
pt

in
bo

th
el
ec
tr
on

ic
an

d
ha

rd
co
py

fo
rm

,a
sp

er
th
e
St
af
fR

eg
is
te
rP

ol
ic
y.

Do
es

no
th

ol
d

W
W
CC

.

Pr
ov
id
e
th
e
vo
lu
nt
ee
r/
st
af
fw

ith
an

ap
pl
ic
at
io
n
or

di
re
ct
th
em

on
lin
e
to

do
w
nl
oa

d
a
fo
rm

.

In
st
ru
ct
th
e
vo
lu
nt
ee
r/
st
af
ft
o

lo
dg
e
th
e
co
m
pl
et
ed

fo
rm

at
th
e

Po
st
O
ffi
ce
.

In
fo
rm

th
e
vo
lu
nt
ee
r/
st
af
ft
o

br
in
g
th
e
W
W
CC

to
th
e
of
fic
e

w
he

n
th
ey

ha
ve

re
ce
iv
ed

it.

Th
e
Bu

si
ne

ss
M
an

ag
er

ha
sp

rim
ar
y

re
sp
on

si
bi
lit
y
fo
rc
he

ck
in
g
an

d
pr
oc
es
si
ng

W
W
CC

s.

Al
lA

dm
in
is
tr
at
io
n
st
af
fa

re
al
so

re
sp
on

si
bl
e
fo
rf
ul
ly
im

pl
em

en
tin

g
th
is
pr
oc
es
si
n
th
e
ev
en

to
ft
he

Bu
si
ne

ss
M
an

ag
er
’s
ab

se
nc
e
or

at
th
e
in
st
ru
ct
io
n
of

th
e
Bu

sin
es
s

M
an

ag
er
.

N
B:

It
is
m
an

da
to
ry

th
at

al
lv
ol
un

te
er
s

an
d
lo
ca
lly

em
pl
oy
ed

st
af
fh

ol
d

cu
rr
en

tW
or
ki
ng

W
ith

Ch
ild

re
n

Ch
ec
ks
.


