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Definitions 

The ‘Definitions’ outlined below, set out the meaning of words used in this policy and procedure and its 

attachments, without limiting the ordinary and natural meaning of the words.  

 

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

 Affiliated body means a Boardriders Club and/or Surf School, affiliated to SQ or member associations 

 Breach is any action or inaction by any individual, organisation and/or affiliated body, bound by SQ’s Child 

Protection Policy & Procedure, including children and young people, that fails to comply with the Policy 

and Procedure.  However, a breach that results in significant harm to a child or young person needs to be 

considered in terms of an allegation or suspicion of harm  

 Children and/or young people are individuals under the age of 18 years old 

 Complainant means the person making a complaint 

 Contractors are external providers contracted to provide goods or services to SQ and/or its affiliated 

bodies, which may include coaches, administrators, event staff or are sole operators, engaged by SQ 

 Disclosure of harm occurs when a person, including a child and/or young person, tells a SQ employee, 

contractor, member, affiliated body, about harm that has happened or is likely to happen  

 Employees are individuals engaged by SQ in either a ‘paid’ or ‘non-paid’ capacity 

 Harm involves any detrimental effect of a significant nature on the child and young person’s physical, 

psychological or emotional wellbeing. Harm may be caused by physical, psychological or emotional abuse 

or neglect or sexual abuse or exploitation. Harm can be caused by a single act, omission or circumstance 

or a series or combination of acts, omissions or circumstances  

 Regulation means the Working with Children (Risk Management and Screening) Regulation 2011 

 Suspicion of Harm involves any detrimental effect of a significant nature to the child or young person’s 

physical, psychological or emotional wellbeing. This may include a concern regarding significant changes 

in behaviour or the presence of new unexplained and suspicious injuries 

 Strategy refers to SQ’s Child and Youth Risk Management Strategy 

 Volunteers are external individuals/organisations engaged to provide goods or services to SQ and/or its 

affiliated bodies, which may include coaches, administrators and/or event staff. 
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1.0 Surfing Queensland’s (SQ) Commitment to Child Protection   

1.1 SQ Statement of Commitment to the Safety and Wellbeing of Children and Young 

People and the Protection of Children from Harm 

Surfing Queensland’s (SQ’s) Child Protection Policy and Procedure outlines its commitment to maintain the 

safety and wellbeing of children and young people operating within its organisational framework.   
 

SQ maintains a commitment to eliminate any form of discrimination, harassment, child harm/abuse and any 

other forms of inappropriate behaviour.  As part of its commitment, SQ’s Child Protection Policy and 

Procedure clearly outlines the steps required to take the necessary disciplinary action against any person 

and/or organisation bound by this policy and procedure, should a breach of the policy and procedure occur.   
 

SQ’s Child Protection Policy and Procedure outlines SQ’s commitment to ensure the safety of children and 

young people.  Furthermore, it seeks to ensure that all individuals involved with children and young people 

within SQ’s scope of activity, are aware of their key legal and ethical rights, legal responsibilities, as well as the 

standards of behaviour expected of them. 

 

1.1.1 Position Statements 

Child protection  

SQ is committed to the safety and well-being of all children and young people who participate in our sport or 

access our services. SQ supports the rights of the child and will act, at all times to ensure that a child-safe 

environment is maintained. SQ acknowledges the valuable contribution made by its staff, junior participants, 

members and volunteers and we encourage their active participation in providing a safe, fair and inclusive 

environment for all participants.  
 

Identify and analyse risk of harm  

SQ will develop, implement and continually monitor the SQ Child Protection Policy and Procedure and SQ Risk 

Management Strategy, including a review of the organisation’s existing child protection practices, to 

determine how child-safe our organisation is and to identify any additional steps SQ can take to minimise and 

prevent the risk of harm to children because of the actions of an employee, volunteer or another person.  
 

Develop Codes of Behaviour  

SQ will develop and promote a ‘Code of Behaviour’, that sets out the conduct the organisation expects of 

adults when they deal and interact with children and young people, especially those in SQ’s care.  SQ will also 

implement a ‘Code of Behaviour’, to promote appropriate conduct between children and young people.  

These codes will clearly describe professional boundaries, ethical behaviour and unacceptable behaviour. 

(Refer to the table in Schedule 1.2 of this policy.)  
 

Choose suitable employees and volunteers  

SQ will take all reasonable steps to ensure that the organisation engages suitable and appropriate people to 

work with children and young people, especially those in positions that involve regular unsupervised contact 

with children and young people.  This will include using a range of screening measures.  SQ will ensure that 

Working with Children Checks are conducted for all employees and volunteers who work with children, where 

an assessment is required by law.  If a criminal history report is obtained as part of their screening process, SQ 

will handle this information confidentially and in accordance with the relevant legal requirements. (Refer to 

Schedule 2.1 of this policy.)  
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Support, train, supervise and enhance performance  

SQ will ensure that all the organisation’s employees and volunteers who work with children and young people 

have ongoing supervision, support and training. SQ’s goal is to develop their skills and capacity and to 

enhance their performance so the organisation can maintain a child-safe environment in our sport. 
 

Empower and promote the participation of children  

SQ will encourage children and young people to be involved in developing and maintaining a child-safe 

environment for our sport.  
 

Report and respond appropriately to suspected abuse and neglect  

SQ will ensure that all employees and volunteers are able to identify and respond appropriately to children 

and young people at risk of harm and that they are aware of their responsibilities, under state laws to make a 

report if they suspect on reasonable grounds that a child has been, or is being, abused or neglected. (Refer to 

Schedule 3.1 of this policy.)  

 
 

1.1.2 Purpose and scope of SQ’s Child Protection Policy and Procedure  

Both SQ’s Child Protection Policy and Procedure and SQ’s Member Protection Policy, uphold SQ’s core 

organisational values to create a safe, fair and inclusive environment for everyone associated with and 

participating in, the sport of surfing within SQ’s scope of activity.  
 

Information contained within SQ’s Child Protection Policy and Procedure aligns with ‘state specific’ Child 

Protection and Safety legislation and Department of Housing and Public Works – Sport and Recreation 

guidelines, the peak Sport and Recreation agency in Queensland. SQ’s Child Protection Policy and Procedure 

has been adopted by the SQ Board and is reviewed annually.  
 

Attachments to this policy have been designed to assist SQ affiliated bodies, including (but not limited to 

Boardriders Clubs and/or Surf Schools), to best manage and meet mandatory legislative child protection 

requirements, within their own scope of activities.  

 

1.1.3 Who is bound by SQ’s Child Protection Policy and Procedure 

SQ’s Child Protection Policy and Procedure applies (but is not limited to): 

 Persons appointed or elected to SQ’s boards, committees and sub- committees 

 Employees and Contractors 

 Support personnel, including managers, physiotherapists, psychologists, masseurs, sport trainers and 

others;  

 Coaches and Service Providers (who may not be employed under a specific written agreement) who 

represent SQ and/or an affiliated body of SQ;  

 Athletes;  

 Event officials, including judges, event commentators, event support personnel, volunteers and other 

officials; 

 Work experience or industry placements;  

 Trainees; 

 Members, including life members;  

 Parents and Guardians 

 Consultants/contractors (including Coaches and Service Providers who may be under specific 
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employment and/or secondment agreements);  

 Personnel (including athletes, coaches, officials and other), participating in events and activities, 

including camps and training sessions, held or sanctioned by SQ; and  

 Affiliated Boardriders Clubs, Surf Schools and other affiliated organisations  

 Any other person to whom the policy may apply or who has agreed to be bound by the policy. 

 

1.1.4 Responsibilities of those Bound by SQ’s Child Protection Policy and Procedure  

SQ’s Responsibilities  

SQ must; 

 Adopt, implement and comply with this policy and procedure 

 Ensure that this policy and procedure is enforceable 

 Publish, distribute and promote this policy and procedure and the consequences of any breaches of 

the policy, amongst its network 

 Promote and model appropriate standards of behaviour at all times 

 Deal with any complaints made under this policy and procedure, in an appropriate manner  

 Deal with any breaches of this policy and procedure in an appropriate manner  

 Recognise and enforce any penalty imposed under this policy and procedure  

 Ensure that a copy of this policy and procedure is available or accessible to all people and/or 

organisations to whom this policy and procedure applies 

 Engage appropriate individuals to receive and manage complaints and allegations of inappropriate 

behaviour  

 Monitor and review this policy and procedure annually.  
 

Affiliated Bodies’ Responsibilities (Boardriders Clubs and Surf Schools)  

Affiliated Bodies (bound by this policy), must;  

 Refer to SQ’s Child Protection Policy & Procedure, as well as SQ’s Member Protection Policy, when 

developing their own ‘organisational specific’, Child Protection Policy and Procedures 

 Ensure that the policy and procedure is enforceable 

 Publish, distribute and promote their policy and procedure and the consequences of any breaches of 

the policy 

 Promote and model your appropriate standards of behaviour at all times 

 Deal with any complaints made under your policy and procedure, in an appropriate manner  

 Deal with any breaches of their policy and procedure in an appropriate manner  

 Recognise and enforce any penalty imposed under the policy and procedure  

 Ensure that a copy of their policy and procedure is available or accessible to all people and 

organisations to whom their policy and procedure applies 

 Engage appropriate individuals to receive and manage complaints and allegations of inappropriate 

behaviour 

 Monitor and review their policy and procedure biennially.  

 

SQ has developed a ‘state bound’ Child Protection Policy and Procedure to protect children and young people.  

SQ’s Child Protection Policy and Procedure has been developed to set the benchmark in relation to child 

protection and to help guide its affiliated bodies with the development of their own specific Child Protection 

Policy and Procedures. 
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NB: The Commission for Children and Young People and Child Guardian Act 2000 requires every regulated 

business or employer (Boardriders Club and Surf School), to have a risk management strategy in place, and to 

review it each year.  Although a governing body or parent organisation (SQ), may prepare and distribute a 

Child Protection Policy and Procedure, as well as a risk management strategy on your behalf, this is not 

sufficient under the legislation. 
 

A risk management strategy is not just a document.  It involves developing and maintaining policies, 

procedures and systems to reduce the risk of an incident occurring, and to minimise any damage to children 

and young people in your care, and your organisation.  The affiliated body is therefore responsible for doing 

this. The specific risks of your Boardriders Club or Surf School and issues must be identified, analysed and 

managed in each context.  Staff, volunteers, parents and young people, should be encouraged to contribute 

to the process. 
 

The person responsible for recruiting and managing staff (paid or volunteer), within your Boardriders Club / 

Surf School, must ensure those employed/engaged, are suitable to work with children or young people.  Staff 

and parents need to understand and follow your Boardriders Club / Surf School’s policies and procedures to 

protect children and young people from harm. 
 

Support Provided to Affiliated Bodies  

SQ provides guidance and support to its affiliated bodies, in developing and implementing their own Child 

Protection Policy and Procedure, through the provision of guidance, information and resources. However, like 

other liability management provisions, responsibility for developing, monitoring and reviewing Child 

Protection Policy and Procedure, rests with individual affiliated bodies, who are best placed to evaluate the 

services they provide and the service environments in which they are provided.  
 

Individual’s Responsibilities 
Individuals bound by this policy must;  

 Make themselves aware of the contents of this policy and procedure 

 Comply with all relevant provisions of the policy and procedure, including any behavioural ‘Codes of 

Conduct’ and the steps for making a complaint or reporting possible child abuse set out in this policy 

and procedure 

 Consent to the screening requirements set out in this policy and procedure, and any state/territory 

Working with Children Checks if the person holds or applies for a role that involves regular 

unsupervised contact with a child or young person under the age of 18 or where otherwise required 

by law  

 Place the safety and welfare of children above other considerations  

 Be accountable for their behaviour, and;  

 Comply with any decisions and/or disciplinary measures imposed under this policy and procedure.  

 

 

1.2 SQ’s Code of Behaviour For Interacting with Children and Young People  
 

SQ’s Code of Behaviour For Interacting with Children and Young People, provides clear ‘behavioural’ 

expectations for all adults when interacting with children and young people.  This code has been developed to 

ensure children and young people under the supervision/direction of SQ and its affiliated bodies, are always 

kept safe and protected from harm. It is paramount that SQ and those bound by this policy and procedure, 
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establish, build and continue to maintain positive relationships with children and young people, by adhering 

to SQ’s Child Protection Policy and Procedure.  SQ’s Code of Behaviour For Interacting with Children and Young 

People applies to any person who is bound by SQ’s Child Protection Policy & Procedure (refer to Schedule 1.1.4 

of this policy).  
 

Surf Coaches and Boardriders Club Committee Members both hold special positions of trust, arising out of the 

unique nature of their work in developing young surfers, to achieve their sporting aspirations. To ensure 

young surfers are kept safe and protected at all times, it is imperative that all those individuals responsible for 

the development of the young surfer, strive to establish, build and maintain positive relationships with young 

surfers, particularly children and young people, by abiding by the practices and procedures contained in the 

SQ Child Protection Policy and Procedure, as well as their own organisation’s Child Protection Policy and 

Procedure.  
 

Furthermore, it is essential that SQ’s affiliated bodies, including Boardriders Clubs and Surf Schools develop 

their own specific Code of Behaviour, relating to the inherent scope of their organisation’s operations, by 

using the guiding principles outlined in both SQ’s Code of Behaviour For Interacting with Children and Young 

People, as well as Surfing Australia’s and SQ’s Codes of Behaviour, outlined in Schedule 7 of SQ’s Member 

Protection Policy. 

 

SQ’s Code of Behaviour (table) For Interacting with Children and Young People  

 

Type of 

Behaviour 

Appropriate Inappropriate 

Physical 

contact 

- Understanding and respecting a child 

or young persons ‘personal space’ 

- Targeted physical contact due to a 

medical emergency 

- Targeted physical contact to protect a 

child or young person from a danger, 

physical harm or injury 

- Targeted (non-threatening) physical 

contact specifically to correct 

technique 

- Clear communication with a child or 

young person, outlining the reason 

and method of physical contact prior 

to making physical contact. 

- Any form of aggressive or violent 

behaviour or actions toward (or in the 

presence of) a child or young person. 

Examples include hitting, kicking, striking, 

pinching, hair pulling, slapping, pushing, 

biting, choking. 

- Any form of touching/kissing of a sexual 

nature including all intimate acts. 

Examples include any sexual act on a 

child or young person, any sexual act in 

the presence of a child or young person. 

- Any form of contact with an intimate 

part of a child or young person’s body 

including genitals, buttock or breast 

area.  

- Any form of direct physical contact that 

is not due to a medical emergency or to 

protect the child or young person from 

physical harm 

- No communication with the child or 

young person prior to having to make 

targeted physical contact due to one of 
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the above reasons. 

Language - Always providing encouraging and 

positive words / reinforcement 

- Honest and open communication 

- Using a calm and pleasant tone when 

communicating 

- Offering open and constructive 

feedback. 

- Ridicule, criticism, insults, sexual 

innuendoes and/or hazing. 

- Any form of verbal intimidation, bullying, 

swearing or use of excessive tone. 

Relationships - Positive role model/mentor 

- Building relationships that are built on 

respect and trust 

- Empowering children and young 

people to contribute to, and share in 

decision making 

- Be accompanied by a second adult 

when isolated with a child and/or 

young person. 

- Non-inclusive approach, favouritism or 

bias. 

- Avoid being alone with a child or young 

person whenever possible. 

- Any form of grooming, propositioning, 

sexual assault or sexual abuse of a child 

or young person.  

- Any form of sexual harassment or 

inappropriate comments of a sexual 

nature whether directed to a child or 

young person or in their presence. 

- Questioning or discussing sexual 

preference, experience or knowledge 

with a child or young person. 

- Bullying, either verbal or physical 

- Building relationships built on fear 

and/or any use of intimidation. 

Supervision 

of Children 

- If a child or young person approaches a 

  SQ employee and wishes to talk to the  

  SQ employee privately about a matter, 

  the employee should endeavour to  

  immediately address the situation in an  

  open area and in the sight of other  

  adults (e.g. coaches, officials, SQ  

  employees, parents/guardians). 

-  SQ employees should not be alone  

   with children and young people  

   whenever possible. 

-  Entering a bathroom, changeroom or  

   bedroom/dormitory area without  

   reasonable grounds. Examples of  

   reasonable grounds include an  

   emergency or injury involving a child or  

   young person. 

 

One-on-one 

contact with 

a Child or 

Young 

Person 

- Only when approved and for work 

related purposes. 

- Socialising with a child or young person 

outside of the workplace or inviting them 

to do so (e.g. an invitation to attend your 

home). 
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Transport of 

Children and 

Young 

People 

- All children and young people should 

have their own transportation to and 

from training and events, unless 

approval (written or verbal) is 

provided from parents/guardians that 

the team travel together. 

- Any transporting of a child or young 

person without approval from 

management. 

- Any travel with a child or young person 

where the parent/guardian has not 

approved either in writing or verbally. 

Use of 

electronic 

devices and 

carriage 

services 

including 

email, sms, 

social media 

and/or 

internet 

platforms 

- Use of internet/mobile phone for work 

   related purposes only   

- Any electronic contact with a child or 

young person being transparent and 

via platforms that are approved by SQ 

Management 

- Any form of inappropriate use of  

  electronic devices and/or social media  

  platforms.  

- Taking photographs of a child or young  

  person that are inappropriate, covert,  

  and/or without their consent. 

- Any use of any camera device in a  

  bathroom, changeroom or  

  bedroom/dormitory. 

- Contacting a child or young person via   

  email or phone, for non-work related   

  matters. 

- Contacting a child or young person via  

  social media for non-work related  

  matters. 

Other -  - Smoking and/or the consumption of 

alcohol or illegal drugs is prohibited on 

SQ premises. 

-  Inappropriate clothing whilst 

   performing work related duties. 
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2.0 Capability  

2.1 SQ Procedures for Recruiting, Selecting, Training and Managing Staff and Volunteers. 

As part of SQ’s commitment to protecting the safety and welfare of children and young people, SQ requires 

the following measures to be met when recruiting staff:  

 Identify positions (paid & voluntary) that involve working with people under the age of 18 years.  

 Check a person’s referees (verbal & written) and interview a person about his/her suitability for the 

role and his/her suitability for working with children.  

 Ask people applying for a position/role, that involves regular contact with people under 18 years of 

age, to comply with Queensland Legislative Screening (Blue Card) requirements.  

 Apply for a Blue Card on behalf of paid employees and volunteers where the nature of their work falls 

under any of the categories regulated by the Act.   

 SQ General Manager must also sight the applicant’s identification documents specified on the 

application form.  

 Ensure that all SQ volunteers (unless exempt) hold a valid Blue Card before they start volunteering, 

regardless of how often they come into contact with people under 18 years of age.   

 Paid employees can begin or continue employment while waiting for the outcome of their Blue Card 

application.   

 If a negative notice is issued at any time, then SQ will:  

 In the case of an existing employee/volunteer, transfer the person to another role which does not 

require them to work directly with people under 18 years of age.  If this is not possible, then seek 

legal advice before beginning the process to terminate the appointment   

 In the case of a person applying for a position/role, not appoint them.  

 If the person does not agree to the Check after explaining why it is a requirement, SQ will:  

 In the case of an existing employee/volunteer, transfer the person to another role which does not 

require them to work directly with people under 18 years of age.  If this is not possible, then seek 

legal advice before beginning the process of terminating the appointment. In the case of a person 

applying for a position/role, not appoint them.  

Privacy associated with Screening 

SQ will protect the privacy of any person who was checked and the confidentiality of any information 

obtained through the checking process.  Information collected during screening (e.g. police reports and 

referee reports) will be returned to the relevant person if that person is not appointed to/ will not remain in 

the position, or otherwise be destroyed with the consent of the person concerned. 
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Training  

SQ recognises that training in child protection related matters enhances skills and knowledge of employees 

and contractors and, therefore, minimises the risk of harm to children and young people.   

SQ provides support and information to new staff when they begin their role through an induction process. 

New and existing SQ employees and contractors receive annual training during team meetings and other 

training exercises in the following areas:   

• Identifying, assessing and minimising risks, such as the different types of harm that may occur (e.g. 

physical, emotional, sexual, psychological abuse and neglect) and guidance in relation to the signs 

which may indicate that harm may be occurring or where this information can be sourced from:  

 The Strategy and SQ policies and procedures;   

 Compulsory training as required by industry standards or legislation; and  

 Handling a disclosure or suspicion of harm, including reporting guidelines.  
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3.0 Concerns 

3.1 SQ Policies and Procedures for Handling Disclosures or Suspicions of Harm, including 

Reporting Guidelines 

Policy Statement  

SQ is committed to supporting all children or young people who make complaints no matter the nature of the 

complaint. However, as SQ does not have any powers to act as a law enforcement agency, tribunal, court or 

child protection agency, it is not able to conduct thorough investigations or decide as to the substance of an 

allegation or a complaint of a serious or criminal nature.  
 

Any investigation or decision-making function relating to allegations of a serious or criminal nature involving 

children and young people will be referred to the relevant law enforcement (i.e. Queensland Police Service) or 

child protection agency (i.e. Department of Child Safety, Youth and Women). SQ will then take any 

appropriate steps to mitigate the risk to children until the relevant agency is able to provide further advice as 

to the substance of the allegations and the necessary actions that SQ must take to protect children. The 

protection of children is paramount when an allegation of serious harm and/or criminal offence is made.  
 

Process  

This section sets out the process for managing suspicions and/or disclosures of child abuse or harm.  
 

Reasonable grounds to suspect harm  

SQ employee/contractors may have ‘reasonable grounds’ to suspect harm if:  

• A child or young person informs SQ employee/contractors that they have been harmed  

• Someone else, for example, another child or young person, a parent, or a staff member, tells SQ 

employees/contractors that harm has occurred or is likely to occur  

• A child or young person informs SQ employees/contractors they know someone who has been 

harmed. It is possible the child may be referring to themselves  

• SQ employees/contractors are concerned at significant changes in the behaviour of a child or young 

person, or the presence of new unexplained and suspicious injuries, and/or  

• SQ employees/contractors witness the harm occurring. If this is the case, intervene immediately, 

provided it is safe to do so. If it is unsafe, call the police for assistance on 000.   
 

Examples of a disclosure of harm  

A disclosure of harm may sound like:   

• “I think I saw…”   

• “Somebody told me that…”   

• “I just think you should know...”   

• “I’m not sure what you can do, but...”   
 

Responding to a suspicion and/or disclosure of harm  

All incidents or disclosures of harm or suspicions of harm are to be taken seriously and actioned immediately, 

regardless of whom perpetrated the harm, in an efficient and effective way.  

SQ employees/contractors should:   

• Not react in a shocked or in a critical way or with disbelief to a disclosure;  
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• Find a private place to talk to ensure confidentiality (preferably in sight of another adult and not in a 

closed office) and to make the child or young person making the disclosure more comfortable and 

less concerned;  

• Not give an assurance to the child or young person that the information provided will be kept secret. 

SQ employees/contractors are encouraged to advise the child or young person that they have done 

the right thing in making the disclosure, but the disclosure must be reported so that someone can 

help keep them safe;  

• Not attempt to conduct their own investigation or mediate an outcome between the parties;  

• Only ask enough questions to confirm the need to report the matter. SQ employees /contractors 

should avoid asking probing questions as this could cause distress, confusion and interfere with any 

later enquiries. For instance, SQ employees/contractors should ask non-leading questions such as 

“What happened then?” or “Can you tell me about that?”, as opposed to leading questions such as 

“Did X touch you?”;   

• Act on the basis that the information the person is providing is true;  

• Ensure the child or young person in question is safe;  

• Maintain the safety of other children and young people;  

• Take file notes of the conversation as per the next section of this guideline; and  

• Inform the SQ General Manager as soon as possible.  
 

Any disclosure of harm is important and must be acted upon, regardless of whether the harm to a child or 

young person has been caused by a person from, within or outside the organisation.  
 

Documenting disclosure suspicion and/or disclosure of harm  

SQ employees/contractors must immediately document a disclosure/suspicion of harm, preferably using the 

Confidential Record of Child Abuse Allegation (see ATTACHMENT A).  If the record is not readily available, the 

SQ employee/contractor must take comprehensive notes, recording the following information:   

• Date and time that record is made;  

• The name, age and address of child or young person;  

• Time, date and location of incident;  

• The name of any other adult present during the conversation;  

• The complainant (if not the child or young person);  

• Who is present (i.e. the complainant, receiver of the complaint and any other person);  

• Reason for suspecting abuse or harm (for example observation, injury, information);  
 

Exactly what the person disclosing said, using “I said..”, “they said..”;  

• The questions asked by the SQ employee/contractor;  

• Any comments the SQ employee/contractor made; and  

• The actions the  employee/contractor took following disclosure, including arrangements for the 

immediate protection of the child or young person.  
 

The SQ employee/contractor must complete the Confidential Record of Child Abuse Allegation (Attachment A) 

as soon as possible within 5 days of being aware of the incident and attach their notes to the document.   
 

 

Reporting Disclosure/Suspicion of Harm   

SQ employees/contractors must immediately contact the SQ General Manager who will report the 

suspicion/disclosure to the relevant agency, i.e. the Queensland Police Service and Department of Child 

Safety, Youth and Women.  
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Where the person alleged to have committed the harm to a child is a SQ employee, please follow the process 

outlined above.   
 

Reporting Actual Harm   

Where a SQ employee/contractor observes actual harm towards a child or young person, the 

employee/contractor must intervene immediately, provided it is safe to do so, and as soon as possible inform 

the police. If it is unsafe to intervene, immediately call the police for assistance on 000.   
 

As soon as possible, the employee/contractor must notify their supervisor or manager who will alert the 

General Manager. SQ employees and contractors are to be familiar with and regularly refer to the Reporting 

Harm to a Child or Young Person procedure set out above.  
 

Complaint made relating to harm to a child  

A complaint relating to harm to a child made in person would be treated as a disclosure and the process 

outlined above would be followed.  
 

Confidentiality  

All SQ employees and contractors must adhere to the guidelines specified below regarding confidentiality 

associated with concerns or complaints regarding a child or young person. 
 

Complainants, respondents and managers/supervisors are to keep diary notes relating to incidents, along with 

any other documentation relating to the matter stored securely and confidentially at all times.   
 

The matter must only be discussed with other persons who are able to provide support or advice about a 

specific process.  

 

3.2 SQ Plan for Managing Breaches of SQ’S Risk Management Strategy 

This section outlines the steps to be taken following a breach of the Strategy in order to address the breach in 

a fair and supportive manner.   
 

As outlined above in the definitions section, a breach is any action or inaction by any SQ employees or 

contractors, children or young people, affiliated body or parents who fail to comply with any part of the 

Strategy. This includes any breach in relation to:   

• Statement of commitment to the safety and wellbeing of children and young people and the 

protection of children and young people from harm  

• Codes of Conduct for interacting with children and young people  

• Procedures for recruiting, selecting, training and managing paid employees and volunteers  

• Policies and procedure for handling disclosures or suspicions of harm, including reporting guidelines  

• Policies and procedures for implementing and reviewing the children and youth risk management 

strategy including 

 maintaining an employee register  

 Risk management plans for high risk activities, and   

 Strategies for communication and support.   
 

SQ employees and contractors, children and young people and parents/guardians are to be made aware of 

the action or inactions that form a breach, as well as the potential outcomes of breaching the Strategy.   
 

Process to manage a breach   
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Breaches will be managed in a fair, unbiased and supportive manner.  

The following procedures are to be followed:  

• All people concerned will be advised of the process;  

• All people concerned will be able to provide their version of events;  

• The details of the breach, including the versions of all parties and the outcomes will be recorded;  

• Matters discussed in relation to the breach will be kept confidential; and   

• An appropriate outcome will be decided.  

All breaches will be referred to SQ Board of Directors for review, and to develop options and 

recommendations for the CEO and/or General Manager to address the breach.  

 

Suitable outcomes for breaches  

Where a SQ employee or contractor is alleged to have committed harm to a child, their roles and duties must 

be reviewed by the SQ Board of Directors.   
  

Depending on the nature of the breach, outcomes may include:  

• Providing additional training to employees relating to the SQ Child Protection Policy and 

Procedure;  

• Providing closer supervision of a SQ employee/contractor and/or review their roles and duties; 

and  

• Consideration of further action in accordance with SQ Human Resources guidelines and general 

Industrial Relations guidelines. 
 

Any findings of unacceptable conduct resulting from an investigation either internal or by an external law 

enforcement agency will be considered in accordance with Industrial Relations guidelines. This may result in 

further disciplinary action being taken against the employee.   

  

3.3 SQ Risk Management Matrix for High Risk Activities and Special Events.  

Where an activity is not addressed in the Strategy, SQ employees/contractors responsible for conducting the 

activity must conduct a risk assessment.   

SQ employees/contractors are required to undertake the following six steps when conducting a risk 

assessment:   

• Establish the context:  

• Identify the risks;  

• Analyse the risks;  

• Evaluate the risks;  

• Manage the risks; and  

• Reassess and review   

SQ employees/contractors may use the template for a Risk Management Plan (see ATTACHMENT B).   

Examples of activities that will require a risk assessment to be conducted include, but are not limited to, any 

event or activity where:  

 SQ employees and contractors and children and young people are required to travel as part of a team  
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• SQ employees and contractors are required to conduct additional or non-standard training sessions 

with a child or young person, and  

• A SQ employee may be left alone with a child or young person for an irregular or extended period of 

time. 

  

4.0 Consistency 

4.1 SQ Policies and Procedures for Managing Compliance with the Blue Card System 
The SQ Procedures for Recruiting, Selecting, Training and Managing Staff and Volunteers (refer to schedule 2.1 

of this policy) outlines the relevant processes and responsibilities for conducting employment screening. All 

person/s (excluding volunteers and trainees) who are undertaking regulated employment and who are likely 

to work with children must hold a blue card.  

Volunteers and trainee students who work with children and young people must hold a blue card if their work 

falls into a category of regulated employment, regardless of how often they will come into contact with 

children and young people, unless an exemption applies.  

Blue Cards are issued by Blue Card Services, Department of Justice and Attorney General, Queensland 

Government. Forms may be obtained from the website http://www.bluecard.qld.gov.au/.  

 Records of employee Blue Cards  

SQ is responsible for Blue Card renewals, which includes ensuring blue card holders are notified in advance of 

the expiry of their card, and for facilitating processing of the renewal application. Employees, who currently 

hold a position that requires a blue card, are required to renew their blue card within 21 days of expiry.  

SQ employees and contractors (who require a Blue Card) who do not hold a valid Blue Card, must not be 

involved in SQ programs or activities, nor work with children or young people.    

The SQ General Manager maintains a confidential register containing the personal details and Blue Card 

details of all existing employees. This register includes detail regarding:   

• When the person applied and/or the date of issue of the positive notice and blue card  

• The expiry date of the blue card, and  

• The renewal date (this will be set at least 30 business days before expiry to allow employees to 

continue working in child-related employment).  

* (see ATTACHMENT C) 

The SQ General Manager also maintains a written record of the following information for all SQ employees:  

• Whether a negative notice has been issued  

• Any change in status to a blue card (e.g. a change in police information, the positive notice and blue 

card is cancelled or suspended)  

• When there is a change in police information, when SQ informed Blue Card Services of the change, 

and  

https://www.bluecard.qld.gov.au/definitions.html#volunteer
https://www.bluecard.qld.gov.au/definitions.html#volunteer
https://www.bluecard.qld.gov.au/definitions.html#traineeStudent
https://www.bluecard.qld.gov.au/definitions.html#traineeStudent
https://www.bluecard.qld.gov.au/definitions.html#employment
https://www.bluecard.qld.gov.au/definitions.html#employment
http://www.bluecard.qld.gov.au/applications/applications.html
http://www.bluecard.qld.gov.au/applications/applications.html
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• Any changes of personal information of an employee, including the date they informed Blue Card 

Services.  

Where a negative notice is issued the person must immediately cease undertaking the role for which a blue 

card is required. SQ General Manager (in consultation with the CEO) will review and develop options and 

recommendations for the delegate in order to address the matter. 

Within 60 business days prior to the renewal date for an employee’s blue card, the SQ General Manager 

notifies the employee that they need to apply for a blue card before that date. The SQ General Manager 

sends a follow up reminder within 40 business days.   

 The SQ General Manager also advises employees, once a year and when reminding them to renew their blue 

card, that they must notify Blue Card Services using the appropriate form of any change to their personal 

details within 14 days, highlighting that a failure to notify is an offence.  

Notifying Blue Card Services  

Where an employee or contractor holding a blue card advises that there has been a change in their police 

information, the SQ General Manager is to be informed and they will advise Blue Card Services immediately 

through submitting a change in police information notification form.  SQ must not continue to employ the 

employee or contractor until the form has been submitted and any revised status of the employee’s Blue Card 

is known. The employee or contractor is not required to disclose the specific nature of the change, only that a 

change has occurred.   

Where an employee or contractor stops being employed by SQ, the SQ General Manager will also submit a ‘no 

longer with organisation’ form to Blue Card Services.  

Where a person is to relieve/backfill in a SQ position that has been determined as a role requiring a Blue Card, 

the person must hold a current Blue Card prior to their commencement in the role (regardless of the period 

of relieving/backfilling). Confirmation occurs when the relevant SQ delegate undertakes the appropriate 

employment screening checks including obtaining a Queensland Blue Card. 

SQ Strategies for Communication and Support  

SQ is committed to communicating the Strategy, as well as the consequences of breaching the Strategy, to all 

stakeholders, including employees, contractors, children and young people, coaches, parents and guardians.   

Annual Review 

To ensure that the Strategy remains current and effective in identifying and minimising risks of harm to 

children, the documents forming part of the Strategy are monitored and reviewed annually. These documents 

will also be reviewed after any incident where a child or young person is at risk of harm, or a breach of the 

strategy is identified.    

SQ employees and contractors, children and young people, parents and guardians should be involved in any 

reviews. Furthermore, these documents must be reviewed in their entirety and accurate, complete records 

must be made of the review, including the date, location of review, who participated in the review and any 

discussions.   

The review is to consider any issues SQ has identified with the Strategy, such as:   
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• Whether policies and procedures were followed;  

• Whether any incidents relating to children and young people risk management issues occurred;  

• Issues with the actual process used to manage any incidents;  

• The effectiveness of SQ’s policies and procedures in preventing or minimising harm to children and 

young people; and  

• Issues with the content and frequency of training in relation to the Strategy.   

 

SQ employees and contractors, children and young people, parents and guardians must be advised of any 

changes to policies and procedures, and training must be provided to SQ employees and contractors if 

necessary.   
  

The SQ Child Protection Policy and Procedure has been developed from information provided in the:  

 Child and Young People Risk Management Strategy Toolkit – Blue Card Services, Queensland Government 

 Appropriate Behaviour Policy – Department of Sport and Recreation, Queensland Government  

 Risk Management Guideline for Working with Minors – Department of Sport and Recreation, Queensland 

Government  

 Child Protection Policy - Swimming Australia   

 Child Protection Risk Management Policy – Equestrian Queensland Inc  

 Athletics Queensland – Child and Youth Risk Management Strategy 

 Various Materials – Play By The Rules Website  

 Various Materials - Child Protection In Sport Unit UK Website  

 Standards Australia - AS/NZS ISO 31000:2009 Risk management - Principles and guidelines 
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ATTACHMENT A - CONFIDENTIAL RECORD OF CHILD ABUSE ALLEGATION 
 

Complainant’s name   

(if other than the child)  

  
Date formal complaint 

received:  

         /       /  

Role/status in sport    

Child’s name    Age:  

Child’s address    

Person’s reason for 

suspecting abuse   

(e.g. observation, 

injury, disclosure)  

  

 

 

 

 

 

 

 

 

 

 

 

Name of person  

complained about  

  

Role/status in sport    Administrator (volunteer)                           Parent  

  Athlete/player                                             Spectator  

  Coach/Assistant Coach                              Support Personnel  

  Employee  (paid)                                         Other  

  Official                                            

Witnesses  

(if more than three 

witnesses, attach 

details to this form)  

Name (1):  

Contact details:  

 

Name (2):  

Contact details:  

 

Name (3):  

Contact details:  
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Interim action taken  

(if any)   
  

  

  

  

QAS Executive 

contacted  

(General Manager) 

(CEO) 

Who:  

When:  

 

Police contacted  
Who:  

When:  

Advice provided:  

  

  

  

Child protection agency 

contacted  
Who:  

When:  

Advice provided:  

  

  

  

Police Actions 

(if any)  

What did Police advise? 

 

 

Police Finding:  
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Child protection agency 

investigation (if any)  

Finding:  

  

  

  

Internal investigation   

(if any)  

Finding:  

  

  

  

External investigation  

(if any)  

  

Action taken    

  

  

Completed by  

  

Name:  

Position:  

 

Signature:                                                                                    

 

Date:     /       /                

Signed by  Complainant (if not a child)  

 Name: 

 

Signature: 

 

Date:    /       /       

  

 

 

 

 

 

 



 
SURFING QUEENSLAND CHILD PROTECTION POLICY & PROCEDURE - December 18 v1.0 2

4 

ATTACHMENT B - SAMPLE RISK MANAGEMENT PLAN 
 
*Further information and guidelines can be found via the resources section of the Queensland Government 

Blue Card website.  https://www.bluecard.qld.gov.au/pdf/rmst/risk-management-plan.pdf  

  

Surfing Queensland is committed to developing and reviewing risk management plans, as required, for high 

risk activities and special events.  

These plans are documented separately to this Strategy and developed with input from the following groups 

stakeholders:  

• staff and management,  

• team managers and support staff,  

• coaches and contractors, and  

• officials and volunteers.  
  

Risk Management Process  

There are six steps to consider when developing an effective risk management plan:   

• Establish the Context (describe the activity)   

• Identify the Risks   

• Analyse the Risks   

• Evaluate the Risks   

• Manage the Risks and reassess, and   

• Review  

  

STEP 1 – ESTABLISH THE CONTEXT (DESCRIBE THE ACTIVITY)   

• what is the activity and what are your objectives   

• where is the activity going to take place – what environmental factors need to be considered   

• identify the stakeholders, staff, parents, and children and young people involved in the activity, and   

• identify all elements of the event from beginning to end  

  

STEP 2 – IDENTIFY THE RISKS  

Consider involving a wide range of stakeholders, including children and young people, to identify the risks 

associated with the high risk activity or special event. Checklists may identify general risks that should always 

be considered, however, it is important to brainstorm with your stakeholders to ensure all potential risks that 

might result in harm to a child or young person are identified.  

 

 

 

 

https://www.bluecard.qld.gov.au/pdf/rmst/risk-management-plan.pdf
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Workplace health and safety processes consider environment and equipment risks. Once you have fulfilled 

the workplace health and safety requirements, you must assess the risks associated with the child and youth 

risk management strategy. These risks are physical, emotional, sexual and cultural in nature, including the 

risks from:   

• other children or young people,   

• someone outside the organisation,   

• an employee or volunteer, and   

• themselves  

  

In relation to potential risks of harm associated with the high risk activities and special events SQ provides to 

children and young people, ask yourself questions such as:  

How might harm occur?   

• Running an activity where children and young people are required to change clothes, where the 

change rooms are unsupervised and open to the public   

• Paid employees or volunteers spending long periods alone with a child or young person   

• A coach offering special private sessions to a child or young person  

  

Why might harm occur?   

• Inadequate recruitment and selection practices of paid employees and volunteers   

• Incorrect instructions given to employees working with children or young people   

• Not providing training to employees and volunteers   

• Inadequate attention to cultural considerations  

  

When might harm occur?   

• Inadequate adult supervision   

• A staff member giving a child a lift home in a vehicle (without approval) 

  

STEP 3 – ANALYSE THE RISKS  

The purpose of risk evaluation is to make decisions, based on the outcomes of risk analysis. The level of risk 

will determine whether the high risk activity or special event is practical.  

Consider:   

• How likely is it that the risk will occur? (Likelihood)   

• What would happen if the risk did occur? (Consequences)  

  

STEP 4 – EVALUATE THE RISKS  

The fourth step requires you to evaluate the level of risk, which will depend on your answers to the questions 

asked at Step 3. For example, if a risk is likely to occur and the consequences could result in major harm to a 

child, then this would be considered high risk.  
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Below is an example of a risk analysis matrix for analysing and evaluating risks in organisational activities. To 

determine the likelihood of risk using this matrix, refer to the five columns of the risk analysis matrix across 

the page left to right. Then use the impact information listed on the left to determine the level of 

consequence. Finally, combine the consequence and likelihood rating to arrive at the risk level.  

RISK ASSESSMENT MATRIX – USED TO MEASURE RISK RATINGS 
 

 

 

STEP 5 – MANAGE THE RISKS  

Standards Australia’s AS/NZS ISO 31000:2009 Risk management - Principles and guidelines describes risk 

treatment as “a cyclical process of:   

• assessing a risk treatment;   
deciding whether residual risk levels are tolerable;   

• assessing the effectiveness of that treatment.”  
  

Risk management involves assessing the options in order to reduce the risk and the preparation and 

implementation of risk management plans, for example:   

• Reduce the risk – will the proposed additional controls reduce the risk?   

• Retain the risk - some risks will have to be retained and will require close monitoring.  

 

Risk management options should consider the values and perceptions of stakeholders and the most 

appropriate way to communicate with them.  

You now should consider how likely it is for the risk to occur after control measures have been put in place, 

and how bad the outcome would be if the risk was to occur. If you asses that a risk is still highly likely to occur 
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and the outcome could result in harm to a child then you may need to rethink the activity including seriously 

considering postponing or cancelling the activity due to the level of risk identified.  

STEP 6 – REVIEW  

Ongoing review is essential to ensure that the risk management plan your organisation develops for your high 

risk activity or special event is effective. Reviewing controls and responsibilities can be useful for future 

planning. You should consider who will review the risk management plan after the event or activity.  

Each stage of the risk management process should be recorded appropriately.  
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RISK EXAMPLES (OR HARMS) INVOLVING CHILDEN AND YOUNG PEOPLE 
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ATTACHMENT C - SAMPLE BLUE CARD REGISTER 
  

Employee  

Volunteer  

Name  

Blue Card  

Registration  

Number  

Blue Card 

Expiry Date  

Application  

Pending  

Yes / No  

Reason employee is 
not required to hold a  
blue card  

Checked By / Date  

  

  

  

          

  

  

  

          

  

  

  

          

  

  

  

          

  

  

  

          

  

  

  

          

  

  

  

          

  

  

  

          

  

  

  

          

  

  

  

          

  

 
 


