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7.6. NOTIFICATION TO REGULATORY AUTHORITY
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Wyndham Policy & Procedure

Statement of Commitment

Wyndham City Council is committed to safeguarding children younger than 18 and ensuring their active
participation as valued members of our community, while fostering a child-safe environment. We focus on
early identification of risks to protect children from harm, whether caused by adults, harmful behaviours
between children, exposure to family violence, or concerns like grooming, cumulative harm, or neglect.

We encourage the reporting of any concerns or suspicions of child abuse or harm. The Reportable Conduct
Scheme improves how organisations respond to allegations of abuse, harm, neglect, and risk to children.
Under this scheme, the CEO, or their delegate, must report any allegations of child-related misconduct to the
Commission for Children and Young People within a specific timeframe.

All allegations are taken seriously, and reporting does not require agreement on the conduct. Concerns can be
reported to a line manager or directly to the Senior Child Safe Advisor. Investigations will be conducted by an
external party under the oversight of relevant authorities, including Victoria Police, the Department of Families,
Fairness and Housing, and Child Protection.

Furthermore, Wyndham City Council has also publicly declared its commitment to being a Child Safe
Organisation on our external website and recognises the importance of Child Safety in the provision of quality
community services. All children and young people who attend services, programs, events, and community
spaces have a right to feel safe, be safe, and be heard. We are committed to maintain a child safe
environment, and value a culture of safety within council and its operations.

There are also behavioural expectations to recognise the importance of an inclusive and welcoming
environment to all children & young people of the wider community including Aboriginal and Torres Strait
Islanders, culturally and/or linguistically diverse, those with a disability and promoting an environment with no
tolerance for racism.

This policy will outline the procedures that apply for notifications to the regulatory authorities from Wyndham
City Early Childhood Education Services.

As an approved provider, Wyndham City recognises and supports the responsibility that its staff must notify
the relevant regulatory authority of the following matters within a prescribed timeframe:

serious incident

physical and/or sexual abuse of a child.

circumstances at the service which pose a risk to the health, safety or wellbeing of children.
any complaints which allege a breach of the legislation.

relevant changes to the operation of the service.

This policy applies to the approved provider, persons with management or control, nominated supervisor,
persons in day-to-day charge, early childhood teachers, educators, staff, students, volunteers,
parents/guardians, children, and others attending the programs and activities of EECS, including during offsite
excursions and activities.

This policy must be read together with, but limited to, the following policies:
e Providing a Child Safe Environment.
e Incident, Injury, Trauma and lliness.
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Approved Provider and
EECS Unit

Nominated Supervisors/
Team Leaders

Early Childhood Teacher,

Educators, and other staff

Family, parents/guardians
and students

Contractors, volunteers,

Develop clear processes and procedures for notifying
regulatory authorities.

Ensure that services are kept up to date with relevant and
related legislation.

Understand EECS’s legal requirements for notifications to the
regulatory authority.
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Inform your supervisor of any notification to the Regulatory
Authority as soon as possible.

Inform the Executive, when appropriate, of any serious
incident.

Notify the relevant regulatory authority of serious incidents,
child abuse (physical and/or sexual), complaints, and
required operational changes.
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Ensure notifications are made correctly and within the required
timeframe. (Appendix 7.06.1 - Notification Types and
Timeframes)
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Ensure all notifications of serious incidents and complaints are
made to the regulatory authority in writing within:

24 hours of the incident or complaint occurring; or

24 hours of becoming aware of the incident or complaint.
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11.

Complete required documentation for serious incidents, child
abuse (physical and/or sexual), or complaints that must be
reported.

12.

Provide support and guidance to staff in managing
notifications when needed.

13.

Provide staff with advice and support to complete required
documentation.

14.

Inform parents/guardians, when relevant, if a notification
related to their child or family is being made (e.g., in response
to a complaint).
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15.

Report all complaints, incidents, and serious incidents to the
Regulatory Authority (DE) through the National Quality
Agenda IT System (NQAITS).
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16.

Ensure all educators complete the ‘Protecting Children
Mandatory Reporting and Other Obligations for the Early
Childhood Sector’ online module annually, with completion
recorded in staff records and a certificate attached.

17.

Ensure all near misses are reported to your supervisor as
soon as possible.

18.

Ensure all documentation is stored according to organisational
policy. (Appendix 2.25.07 - Wyndham Record and Information
Management Policy)
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Serious incidents: any incident/event at the service that results in:

— The death of a child while being educated and cared for by the service or following an incident while
being educated and cared for by the service.

— Any incident involving a serious injury or trauma to a child while that child is being educated and
cared for, which:

— areasonable person would consider required urgent medical attention from a registered medical
practitioner; or

— the child attended or ought reasonably to have attended a hospital e.g. broken limb*

— any incident involving serious illness of a child while that child is being educated and cared for by
a service for which the child attended, or ought reasonably to have attended, a hospital e.g. severe
asthma attack, seizure or anaphylaxis*

— Any emergency for which emergency services attended.

— Achild appears to be missing or cannot be accounted for at the service.

— Achild appears to have been taken or removed from the service in a manner that contravenes the
National Regulations.

— Achild is mistakenly locked in or locked out of the service premises or any part of the premises.

— Any incident that requires the Approved Provider to close or to reduce the number of children
attending, the education and care service for a period.

— Any circumstance arising at the service that poses the risk to health, safety and wellbeing of a child or
children attending the service.

— The attendance at an approved education and care service of any additional child or children being
educated or cared for in an emergency in the circumstances set out in regulation 123(5).

— Incidence of sexual or physical abuse.

— Allegation of sexual or physical abuse.

NOTE: This means an incident, situation or event where there is an imminent or severe risk to the health,
safety or wellbeing of a person at an education and care service. It does not mean an incident where
emergency services attended as a precaution.

Serious injury, illness or trauma: can include but not limited to - Amputation, Anaphylactic reaction
requiring hospitalisation, Asthma requiring hospitalisation, Broken bone/Fractures, Bronchiolitis, Burns,
Diarrhoea requiring hospitalisation, Epileptic seizures, Head injuries, Measles, Meningococcal infection,
Sexual assault, Witnessing violence or a frightening event

Physical and/or sexual abuse of a child: any incident where you reasonably believe that physical and/or
sexual abuse of a child has occurred or is occurring at the service. Any allegation that sexual or physical
abuse of a child has occurred or is occurring at the service.

Complaints: that the safety, health or wellbeing of a child or children was or is being compromised while that
child or children is or are being educated or cared for by the approved education and care service; or that the
legislation has been contravened.

Operational changes: Include various changes to service operations relating to staffing, facilities, and other
administrative matters, and reference should be made to the relevant section of the legislation.

National Law: section 174(2)(a) and section 174A(a) (FDC),
e National Regulations: regulation 176(2)(a).
¢ National Quality Framework: Quality Area 2

e Appendix 7.06.1 - Notification Types and Timeframes
e Appendix 2.25.07 - Wyndham Record and Information Management Policy
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QUALITY AREA 7 | VERSION 7.0

& Related Policies
O/O e 2.01 - Providing a Child Safe Environment
2.08 - Incident, Injury, Trauma and lliness
e 7.03 - Privacy and Confidentiality
e 7.05- Compliments and Complaints

Authorisation and Version Control

Version | Objective ID Action Date LT DO
date Date

3 A2340480 Major Changes - wording 20/11/2018 KK 22/01/2019 2021

4 A4005857 Addition — Wyndham City’s Statement of 12/05/2022 TP 2025
Commitment — Child Safe Standards.

5 A4703342 Updated format and process clarification. July, 2023 TP July 2026
Updated Wyndham City’s Statement of 23/06/2025 TP

6 A4703342 Commitment to a Child Safe Organisation — as per //p sisad July 2026
Wyndham City’s Child Safe Management page °f
Updated appendix 7.6.1: Notification Types and 12/08/2025 22/08/2025

7 A4891308 Timeframes in line with legislative changes //‘p T August 2026
effective 1 September 2025 f
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