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Statement of Principle
The Diocese of Cairns, encompassing all of its entities, has zero tolerance for abuse of children or 
vulnerable persons.  The Diocese recognises that the terms abuse and vulnerability have many forms.
The Diocese recognises the dignity of all children and vulnerable people and the significant role that the 
Catholic Church plays in promoting environments which nurture the well-being of people in their care. 
It is an expectation that all staff and volunteers within the Diocese will strive to ensure the protection 
and safeguarding of any and all vulnerable persons.  This policy applies to clergy, religious who are 
usually bound by Integrity in Ministry, pastoral associates, employed staff and volunteers and informs 
and directs all child protection procedures within the Diocese of Cairns.  It is an expectation that all staff 
will abide by all protocols, guidelines and codes of conduct in place in ensuring the provision of safety 
to all children and vulnerable people.
The Diocese will achieve this by;
Acknowledging
• The right to protection from harm for all people is paramount.
• Personal dignity and integrity are both a right and a responsibility.
• Children and young people have a right to safety whilst in the Diocese’s care.
• Safe recruitment and selection practices are essential to ensuring the provision of safe activities 

and environments for children and vulnerable people.
• Adults have a responsibility to care for children and young people, to promote their welfare and to 

protect them from any kind of harm.
Identifying….
• Which steps to take when concerns arise regarding the safety of children and vulnerable people.
• Established and effective structures and practices to ensure accountability.
• Safe recruiting and selection practices for all Church personnel including volunteers as part of the 

Diocese’s commitment to employing people who will keep children safe from harm. 
• Standards of conduct which set out clear guidelines regarding ethical behaviour as an essential part 

of keeping children safe.
Responding…
• Ensuring all staff and volunteers are clear what steps they are to take when concerns arise regarding 

the safety of children and young people. Ensuring action is taken to support and protect children 
and young people where concerns arise regarding possible abuse.

• Taking seriously any concerns raised.
• Taking positive steps to ensure the protection of children and young people who are the subject of 

any concerns.
• Supporting children, young people, staff and volunteers who raise concerns or who are the subject 

of concerns.
• Acting appropriately and effectively in referring or cooperating with any subsequent process of 

investigation.
• Listening and taking seriously the views and wishes of children and young people.
• Working in partnership with parents/carers/and/or other professionals to ensure the protection of 

children and young people.
Implementation Procedures:
• All employees and volunteers will sign and abide by the Code of Ethical Behaviour, Cairns Diocese.
• Recruitment procedures will include checks on suitability for working with children and young 

people, in addition to Blue Card regulations and National Police Checks where required.
• In the first instance, all personnel and volunteers wishing to work with children and/or vulnerable 

adults in the Cairns Diocese are required to complete a Safeguarding Declaration Form
• The Diocese is required to comply with particular State legislative requirements (See Legislation)
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• The Diocese will provide all of its staff with, or advise how its staff can obtain, the current information 
about legislation and government initiatives.

• Regularly evaluate its current practices and develop an action plan for implementing changes to 
meet legislative requirements.

• Employee induction will include briefing on child and young people protection issues.
• All workplaces will display contact details for reporting possible child abuse and all staff and 

volunteers will have contact details for reporting.
Reflection
Research by the Truth Justice and Healing Council (August 2013) indicates that the greater the number 
of organisational strategies implemented, the safer children, young people and vulnerable adults will 
be in their contacts with the organisation.  

In developing an extended culture of guardianship, the Diocesan approach to providing a safe 
environment for all children incorporates three main strategies:
• Safe recruitment and selection practices – helping prevent those who pose a risk to children and 

vulnerable adults from holding positions of trust.
• Code of Ethical Behaviour – having clear guidelines that set out what is and is not acceptable 

behaviour is an essential part of keeping members of the parish community safe. 
• Safe activities – ensuring a safe environment for all activities.
The Diocese of Cairns Safeguarding Policy commits to align with the National Professional Standards 
Office Protection and Prevention document as outlined below:
Protection and Prevention
The Catholic Church in Australia is fully committed to strategies that promote safe faith communities, 
where children and vulnerable adults are nurtured and protected whilst participating in the many and 
varied activities of our Church. Pope Francis has highlighted our responsibility for these ‘little ones’:

“We want every activity and every place in the church to be completely safe for minors”. “The best results and the 
most effective resolution, will occur when the church commits itself to “personal and collective conversion, the 
humility of learning, listening, assisting and protecting the most vulnerable”  - (Closing address at global four-day 
summit on child protection in the Catholic Church – Vatican February 2019)

Protection and Prevention entails providing advice and support to the leadership of Catholic Dioceses, 
eparchies, religious congregations and other Church organisations on all matters relating to safeguarding 
children and vulnerable adults. This includes, but is not limited to:

• Advising on safe recruitment practices, training, support and supervision for all voluntary 
workers, paid employees, religious and clergy;

• Assisting in the development of safeguarding policies, procedures and best practice;
• Conducting national training opportunities for Church leaders and other targeted groups 

on relevant subject matter;
• Promoting sound risk management practices;
• Disseminating general advice on legislative compliance in this field;
• Liaising with national and international stakeholders, including other religious 

denominations, government departments and non-government agencies
Understanding Harm and Abuse
Those who work in the service of the Church should be clear as to the meaning of Harm and Abuse:
Definitions
Abuse:
•  Physical abuse is when a child suffers physical trauma or injury that is not accidental.  It doesn’t 

always leave visible marks or injuries.  What matters most is the act itself that caused the trauma or 
injury.  Physical abuse can include but is not limited to: hitting, shaking, throwing, burning, biting, 
poisoning.
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• Emotional / Psychological Abuse happens when a child’s social, intellectual or emotional 
development is damaged or threatened.  It can include but is not limited to: rejection, teasing or 
bullying, yelling, criticism, exposure to violence.

• Family (or Domestic) Violence is defined as when one person in a relationship uses violence or 
abuse to control the other person.  It is usually an ongoing pattern of behaviour aimed at controlling 
a partner through fear.  

• Neglect: when a child’s health and development are affected as a result of their basic needs not 
being met.  These basic needs include:  food, housing, health care, adequate clothing, personal 
hygiene, hygienic living conditions, medical treatment and adequate supervision.

• Cultural Abuse: abuse received primarily because of a person’s cultural background and often 
resulting in discrimination and harassment.

• Sexual Abuse: sexual assault, sexual harassment or any conduct of a sexual nature inconsistent 
with the relationship between Diocesan personnel and those who are in their pastoral care.  Sexual 
abuse includes sexual behaviour involving the relevant person and another person in the following 
circumstances:

• The other person bribes, coerces, exploits, threatens or is violent toward the relevant person.
• The relevant person has less power than the other person.
•  There is a significant disparity between the relevant person and the other person in 

intellectual capacity or maturity.
• Sexual abuse can be physical, verbal or emotional and can include: having any kind of 

sexual contact with a child, rape, incest, having sexual relations with a child under 16 
years, talking in a sexually explicit way, sending obscene mobile messages or emails to a 
child, persistently intruding on a child’s privacy, showing pornographic material to a child 
or forcing them to watch a sexual act, child prostitution.

• Blue card:  The Blue Card is issued by the Commission for Children and Young People and Child 
Guardian. The Blue Card check is to see if a person is eligible to work in the areas of child-related 
work covered by the Commission’s Act. If a person is eligible, they are issued a positive notice letter 
and a blue card. The system applies in Queensland only.

• Child in need of protection: A child who has suffered significant harm, is suffering significant harm 
or is at unacceptable risk of suffering significant harm and does not have a parent able and willing 
to protect the child.  

• Diocese:  The Roman Catholic Trust Corporation for the Diocese of Cairns constituted by letters 
patent under the religious Education and Charitable Institutions Act 1861 as trustees for the Roman 
Catholic Church in the Cairns Diocese.

• Harm:  Harm is any detrimental effect of a significant nature on the person’s physical, psychological 
or emotional wellbeing.  How the harm is caused is immaterial.  Harm can be caused by physical, 
psychological or emotional abuse or neglect; or sexual abuse or exploitation.  It may be caused by a 
single act, omission or circumstance or a series or combination of acts, omissions and circumstances.

• Pastoral care:  The work involved, or the situation which exists when one person has responsibility 
for the wellbeing of another, or for a faith community of which the complainant is, or was, a part. 
It includes the provision of spiritual advice and support, education, counselling, medical care, and 
assistance in times of need. All work involving the supervision or education of children and young 
people is a work of pastoral care.

• Self-harm:  Deliberately and  voluntary  physical self-injury (that is not life-threatening and is without 
any conscious suicidal intent) in an attempt to cope with strong f feelings  such as  anger, despair 
and self-hatred.
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Standards: Those expectations and behaviours of clergy/religious and lay church workers/volunteers 
as articulated in the National Committee for Professional Standards publications: Integrity in Ministry, 
Integrity in the Service of the Church, and the Diocese of Cairns Code of Conduct for Employees.
Vulnerable persons: 
• A child or children.
• An individual aged 18 years and above who is or may be unable to take care of themselves, or is 

unable to  protect themselves against harm or exploitation by reason of age, illness, trauma or 
disability, or any other reason.

Related Legislation and Policies
This policy and its procedures are governed by current legislation including:
Legislation
• The Commission for Children and Young People and Child Guardian Act 2000 Queensland;
• The Child Protection Act 1999; 
• Working with Children (Risk Management and Screening) Act 2000;
• Public Guardian Act 2014; 
• Disability Services Act 2006;
• Queensland Family and Child Commission Act 2014; 
• United Convention of the Rights of the Child 1991. 
This policy and its procedures uphold the principles and standards set out in:
• Integrity in Ministry
• Integrity in the Service of the Church
• Diocese of Cairns Code of Conduct for Employees. 

Guidance on dealing with non-compliance with the Safeguarding Policy
Process
Preamble:  In some rare instances, there is resistance to complying with, or refusal to comply with, 
safeguarding policy/procedures.  These may be identified through the parish audit or through the 
visits to parishes made by the Safeguarding Coordinator/Manager Professional Standards.  A staged 
process will be adopted in addressing identified issues, as outlined below.
Stage 1 
The Safeguarding Coordinator/Manager Professional Standards has the primary role in identifying 
where difficulties arise and in offering support in addressing them.  Where an issue is identified, the 
Safeguarding Coordinator will determine whether training and/or support is needed to address the 
issue, ensure that this is provided and agree on a timeframe for action.  Experience has shown that 
difficulties are usually successfully dealt with at this stage.
Stage 2 
If the issue is not resolved, the Diocesan church authority becomes actively involved.  A follow up visit 
is arranged by the Safeguarding Coordinator/Manager Professional Standards and a member of the 
Church Authority.  The aim is both to support the Safeguarding Coordinator/Manager Professional 
Standards and to emphasise the serious nature of the issue.  Ways of addressing the issue are 
discussed; a plan of action agreed and implemented.
Stage 3 
If this intervention is not successful, then the matter will be referred to the Episcopal Vicar - 
Moderator of the Curia for consideration.  The Vicar will then advise the Bishop on how to proceed.
At all stages, the intention is to gain acceptance of, and compliance with, policy and procedures. (See 
Safeguarding Incident Reporting Form).
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Clergy and Religious are bound by the standards for ethical behaviour as outlined in “Integrity in 
Ministry”. Employees and volunteers who work in agencies such as Catholic Education, Centacare Cairns 
or Catholic Early Learning and Care (CELC) should refer to their particular Code of Conduct. Breaches 
of a Code of Conduct may result in disciplinary action being taken, up to and including separation from 
employment. 
Personal inter relationships are the starting point of Christian life, ministry and service and are central 
to Catholic life. To foster relationships designed to be collaborative, communicative and coordinated 
without intention to harm or allow harm to occur I have approved this Code of Ethical Behaviour. This 
Code clarifies and affirms the standards of behaviour expected by the Bishop of Cairns and the Catholic 
Diocese of Cairns of their employees, volunteers and students on placement within the Diocese. They 
shall:
1. Commit to justice and equity by exhibiting the highest Christian ethical standards and personal 
integrity in their professional conduct. 
2. Uphold the dignity and right to respect of all people by conducting themselves in a moral manner 
consistent with the discipline, norms and teachings of the Catholic Church. 
3. Commit to safe and supportive relationships by not taking advantage of any pastoral or authoritative 
role for their own benefit and by adhering to the requirements of the law of Queensland and the 
Commonwealth regarding reporting any suspected abuse of children, young people and vulnerable 
adults. 
4. Respond with integrity to those who are poor, alienated or marginalised or not in a position of 
power or authority, by not acting in an abusive or neglectful manner; and by sharing concerns about 
suspicious or inappropriate behaviour with the appropriate person in their management structure. 
5. Accept responsibility for the protection of children, young people and vulnerable adults from all 
forms of abuse and harm by providing a professional work environment that is free from harassment;,and 
following relevant policies and/or procedures. 
6. Maintain appropriate professional boundaries in all contact settings including virtual by:  
Demonstrating behaviour consistent with one’s role and responsibilities; 
• Avoiding inappropriate emotional attachment; 
• Not engaging in relationships of a very personal or sexual nature; 
• Maintaining a proper distance between one’s work and personal time activities; 
• Acting in a reasonable, open and transparent manner in those situations involving the giving and/

or acceptance of gifts from children or the vulnerable or when entering into personal financial 
relationships or other transactions with such persons; 

• Not disclosing personal information of a written, verbal, video and/or photographic nature in an 
inappropriate manner

Most Rev James Foley DD DPh (Leuven)
Bishop of Cairns
Date: 

CODE OF ETHICAL BEHAVIOUR
You have been told what the Lord requires of you: To act justly, to love tenderly and to walk humbly with your God. Micah 6:8
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Conduct not consistent with this Code of Ethical Behaviour in the workplace 
includes, but is not limited to being engaged in activities or situations that can 
give the appearance of:

 • Bullying;

• Sexual or other harassment; 

• Exploitation;

• Sexual exploitation;

 • Conflict of interest; 

• Abuse, as defined in the Church’s Towards Healing document; 

• Possession or distribution of pornographic material; 

• Abuse of alcohol, drugs or gambling that in any way interferes with the person’s service of the 
Church; and 

• Any form of criminal conduct, including stealing or any other form of theft or any form of assault.

CODE OF ETHICAL BEHAVIOUR
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SAFEGUARDING COMMITMENT STATEMENT

The Diocese of Cairns is actively committed to fostering communities of safeguarding that recognise 
and uphold the dignity and rights of all children and vulnerable adults.

The Diocese has a zero tolerance to abuse and will respond promptly to all abuse concerns, allegations 
and incidents. This includes contacting the police immediately where there may be immediate risk of 
harm to any person, especially a child. 

Every person within the Diocese of Cairns who comes into contact, or works with children and vulnerable 
adults, seeks to uphold the dignity of all children and vulnerable adults and commits to establishing 
safe and supportive relationships.

The Diocese of Cairns has documented policies and procedures to prevent risks to children and vulnerable 
adults and build a strong culture of safeguarding. All priests, religious, staff and volunteers are expected 
to follow these policies and procedures and contribute to the culture of care and protection of all 
children and vulnerable adults.

We will plan, organise and review all activities with children, proactively considering potential risks 
and strive to ensure risks are reduced, and eliminated where possible. Everyone is encouraged to 
communicate any area of concern or where you think our approach may need improvement. 

Anyone who brings forward a suspicion, concern, knowledge or allegation of current or past abuse of a 
child or vulnerable adult to the Diocese of Cairns will be responded to sensitively, respectfully, actively 
and in a timely manner, in line with our lawful obligations and our own Complaints Handling Policy.

We will listen to the voices of children and vulnerable adults as we constantly strive to remain vigilant 
and make improvements.

The Diocese commits to comply with the National Catholic Safeguarding Standards and relevant 
statutory obligations related to the protection of children and vulnerable adults.

For more information or to raise a concern please contact: 
Your Parish Safeguarding Representative or  
Professional Standards and Safeguarding Office on 40509765

SAFEGUARDING IS EVERYONE’S RESPONSIBILITY
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PROCEDURE FOR RESPONDING TO CONCERNS,   
SUSPICIONS, ALLEGATIONS OR DISCLOSURES OF ABUSE

The guiding principle is that the safety of the child is always the most important consideration.  The 
benefit of the doubt always lies with the one making the disclosure.
The Diocese of Cairns expects that all concerns, allegations, suspicions and disclosures of abuse are 
taken seriously.  It is critical that employees and/or volunteers know what is expected of them in these 
circumstances.  All reporting of allegations is highly sensitive and should be dealt with in a sensitive and 
confidential manner with respect for the privacy of the individual/s involved.
Any allegation or concern regarding the abuse of a child should be treated seriously.  It is important for 
anyone raising the concern to follow the reporting procedure strictly.  Particular care should be given 
to completing the Safeguarding Recording Form being mindful of confidentiality and the sharing of 
information with appropriate people.  
Whether a child protection concern involves a person in the Church or not, it is still the responsibility 
of everyone in the Church (and its agencies) to make a report to ensure that children and vulnerable 
adults who may need help and protection are not left at risk of abuse.
1. Introduction
• The Church has a responsibility to pass on safeguarding concerns about a child to the civil authorities 

even when they do not concern Church personnel directly. The guiding principle is that the safety 
of the child is always the most important consideration.

• It is our aim, if children disclose concerns, that they feel comfortable about voicing the matter 
in a safe, supportive, understanding and sensitive environment. It is important to recognise that 
absolute confidentiality cannot be guaranteed to a person who wishes to speak about a situation of 
abuse or suspected abuse. This does not apply to situations involving the Sacramental Seal, which 
is inviolable.

• When a concern is raised about the welfare of any child, whether suspected or disclosed, it should 
be brought to the attention of the Parish Safeguarding Representative who, in turn, will advise the 
Safeguarding Coordinator/Manager Professional Standards Unit.

• This procedure should be followed if any concern, allegation, suspicion or disclosure is made, 
whether current or historical, that indicates a member of Church personnel (current or former) has 
harmed a child, or may have harmed a child.

• This procedure must also be followed for any other instances where personnel suspect or receive 
disclosures that a child is, may have been, or is likely to be experiencing abuse, even when this 
abuse is not occurring in a Church setting.

The procedure applies to all Church personnel.

2. Procedure to be followed when responding to concerns, suspicions, allegations or disclosures of 
abuse.  
2.1 Listen, reassure and explain
• Stay calm and listen - give the person the time to say what he/she wants.
• Don’t ask leading questions or make suggestions.
• Don’t stop the person recalling significant events but don’t make him or her repeat the story 

unnecessarily.
• Reassure the person that he/she has done the right thing but don’t promise to keep a secret.
• Explain what needs to be done next, in age-appropriate terms.
• Indicate who will be made aware of the information given.
For further guidance on dialogue with people communicating a concern, allegation, suspicion or 
disclosure of abuse, refer to Safeguarding Children: Policy and Procedures for the Diocese of Cairns.
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PROCEDURE FOR RESPONDING TO CONCERNS,   
SUSPICIONS, ALLEGATIONS OR DISCLOSURES OF ABUSE

2.2 Record the discussion
• Make a written record as soon as possible afterwards and definitely before the end of the day.
•  Record the discussion as carefully as possible using the Disclosure or Suspicion of Harm Reporting 

form.  Attach additional notes made to Disclosure or Suspicion of Harm Reporting form.
• Do not be selective. Include details which, to you, may seem irrelevant. It may prove invaluable at 

a later stage in an investigation.

3. Responsibility to report child abuse or neglect
3.1 Everyone must be alert to the possibility that children with whom they are in contact may be 
suffering from abuse or neglect.
3.2 Child Safety Services should always be informed when a person has reasonable grounds for concern 
that a child may have been, is being, or is at risk of being, abused or neglected.
3.3 Child protection concerns should be supported by evidence that indicates the possibility of abuse 
or neglect.
3.4 A concern about a potential risk to children posed by a specific person, even if the children are 
unidentifiable, should also be communicated to the Department of Child Protection and Family Support.
3.5 The guiding principles in regard to reporting child abuse or neglect may be summarised as follows:
(i) the safety and well-being of the child must take priority
(ii)  reports should be made without delay to the Safeguarding Coordinator who, in turn, will provide 

same to Child Safety Services.
3.6 Any reasonable concern or suspicion of abuse or neglect must elicit a response. Ignoring the signals 
or failing to intervene may result in ongoing or further harm to the child.
3.7 Child Safety Services has a statutory obligation to identify children who are not receiving adequate 
care and protection, to provide family support services and, where necessary, to take children into the 
care of Child Safety Services. People who report concerns need to be assured that their information 
will be carefully considered with any other information available, and a child protection assessment 
will only proceed where sufficient risk is identified. Where criminal charges are warranted Child Safety 
Services will advise the Queensland Police.
3.8 Parents/carers should be informed if a report is to be submitted to Child Safety Services or the 
Safeguarding Coordinator, unless doing so is likely to endanger the child.
3.9 Child Safety Services will respect the wishes of non-professionals reporting concerns in good faith 
who ask to remain anonymous wherever possible, but cannot give a guarantee that the information 
would not be sought and given within judicial proceedings.

4. Designated Safeguarding Representatives for reporting neglect or abuse
 4.1  As an organisation which includes children in activities the Cairns Diocese has appointed Parish 
Safeguarding Representatives who:
 (i) Will act as a liaison with outside agencies and a resource person to any staff member or volunteer 
who has child protection concerns.
 (ii) Are responsible for ensuring that the standard reporting procedure is followed, so that suspected 
cases of child neglect or abuse are referred promptly to the Safeguarding Coordinator or in the event 
of an emergency Child Safety Services.
  (iii) Will ensure that they are knowledgeable about child protection and undertake any training 
considered necessary to keep themselves updated on new developments.

5. Standard Reporting Procedure
5.1 Any person reporting a child abuse or neglect concern should do so without delay.
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There are two options:
5.1.1  Consult with the Parish Safeguarding Representative or contact the Safeguarding Coordinator
 5.1.2 Report directly to Child Safety Services. A report can be made in person, by telephone or in 
writing. Contact numbers for all child protection offices in the Diocese are available at this site.
 5.2 Pass all records, including rough notes, immediately to the Safeguarding Coordinator. (The initial 
Disclosure or Suspicion of Harm Reporting form will form the first entry in a file of information about 
the case and will be retained by the Safeguarding Coordinator.)
 5.3 Before deciding whether or not to make a formal report, you may wish to discuss your concerns 
directly with the Safeguarding Coordinator.
 5.4 Under no circumstances should a child be left in a situation that exposes him or her to harm or 
to risk of harm pending intervention. In the event of an emergency, where you think a child is in 
immediate danger and you cannot get in contact with the Safeguarding Representative or Safeguarding 
Coordinator, then contact Child Safety Services or the Queensland Police.
 5.5 The Standard Report Form for reporting child welfare and protection concerns to Child Safety 
Services will be used by the Safeguarding Coordinator when reporting child protection and welfare 
concerns to Child Safety Services. If a report is made by telephone, this form should be completed and 
forwarded subsequently to the Safeguarding Coordinator.
 5.6 Child Safety Services will follow up on all referrals, even if the Standard Report Form has not been 
used.

6. Retrospective disclosures by adults
  It is essential to establish whether there is any current risk to any child who may be in contact with 
the alleged abuser revealed in such disclosures. If any risk is deemed to exist to a child who may be in 
contact with an alleged abuser, the allegation should be reported to the Safeguarding Coordinator or 
Child Safety Services without delay.

7. Deciding to share child protection concerns
 7.1 The belief that parents/carers or other persons in charge of children would actually harm or neglect 
them is not easy to sustain. There may be a tendency, therefore, to deny, minimise or explain away any 
signs that a child is being harmed, even when evidence exists. At times, it is hard to distinguish between 
abusive situations and those where other problems are present, such as unemployment, poverty, poor 
housing, addiction, mental illness or isolation. Sympathy for families in difficult circumstances can 
sometimes dilute personal or professional concerns about the safety and welfare of children. However, 
the protection and welfare of the child must always be the paramount concern.
 7.2 Reluctance to act on suspicions about child abuse or neglect can often stem from uncertainty and 
fear. Members of the public or professionals may be afraid of repercussions, afraid of being thought 
insensitive, afraid of breaking a confidence or afraid of being disloyal. Knowledge and information 
about child abuse will help to overcome reluctance to take action. So too will confidence in the child 
protection and welfare services.
 7.3 It is the responsibility of all those working with children to recognise child protection concerns and 
share these with the agencies responsible for assessing or investigating them.
 Remember: It is not the role of the person who receives the concern, allegation, suspicion or disclosure 
to investigate or to determine whether the child protection concerns are evidenced or not. You only 
need to form a belief.

8.Cases not reported to Child Safety Services or the Safeguarding Coordinator
 In those cases, where the Safeguarding Representative decides not to report concerns to Child Safety 
Services or the Safeguarding Coordinator, the person who raised the concern should be given a clear 
written statement of the reason/s why the organisation is not taking such action. The person should be 

PROCEDURE FOR RESPONDING TO CONCERNS,   
SUSPICIONS, ALLEGATIONS OR DISCLOSURES OF ABUSE
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advised that if he/she remains concerned about the situation, he/she is free as an individual to consult 
with, or report to, Child Safety Services or the Safeguarding Coordinator. The Safeguarding Coordinator 
can assist with the written response if needed.

9. Confidentiality
 9.1 The effective protection of a child often depends on the willingness of personnel involved with 
children to share and exchange relevant information. It is, therefore, critical that there is a clear 
understanding of professional and legal responsibilities with regard to confidentiality and the exchange 
of information.
 9.2 All information regarding concern about child abuse or neglect will be shared on ‘a need to know’ 
basis in the interests of the child with the relevant statutory authorities.
 9.3 No undertakings regarding secrecy can be given. Those working with a child and family should 
make this clear to all parties involved, although they can be assured that all information will be handled 
appropriately, taking full account of legal requirements.
 9.4 Ethical and statutory codes concerned with confidentiality and data protection provide general 
guidance. The provision of information to the statutory agencies for the protection of a child is not a 
breach of confidentiality or data protection.
 9.5 It must be clearly understood that information gathered for one purpose must not be used for 
another without consulting the person who provided that information.
9.6 The issue of confidentiality will be part of the training for staff and volunteers who work with 
children.

10. Legal protection
 10.1 The Child Protection Act 1999 S197(A) makes provision for the protection from civil liability of 
persons who have communicated child abuse ‘honestly and reasonably and in good faith’ to designated 
Representatives of Child Safety Services or to any member of the Safeguarding Agreement. This 
protection applies to organisations as well as to individuals. This means that, even if a communicated 
suspicion of child abuse proves unfounded, a plaintiff (complaint receiver) who took an action would 
have to prove that the person who communicated the concern had not acted reasonably and in good 
faith in making the report.
A person who makes a report in good faith and in the child’s best interests may also be protected under 
common law.

11.   Freedom of information
 Notwithstanding the requirement of all professionals involved in child protection and welfare cases to 
share relevant information, records are nevertheless confidential. They do not belong to individuals 
(except for independent practitioners) and are the property of the organisations that keep them. 
Members of the public also have a right to be given reasons for decisions made concerning them.

12.  Additional procedures when allegations relate to Church personnel 
 Where allegations of abuse are made against Church personnel, the Cairns Diocese provides a range of 
additional supports for both those who have experienced abuse and those who have perpetrated it, in 
line with the best practice model outlined by the Truth, Justice and Healing Process.
Church personnel will also be subject to the disciplinary and legal procedures.

PROCEDURE FOR RESPONDING TO CONCERNS,   
SUSPICIONS, ALLEGATIONS OR DISCLOSURES OF ABUSE
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I have read this procedure and agree to follow it correctly

Name

Signed                                                                                                                  Date

Parish

PROCEDURE FOR RESPONDING TO CONCERNS,   
SUSPICIONS, ALLEGATIONS OR DISCLOSURES OF ABUSE
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1.2.2  The Diocese of Cairns appoints a Safeguarding Committee at the highest level of leadership to 
oversee the effective ongoing implementation of child safeguarding practices, including the 
Child Safeguarding Policy and related procedures and practices. 

1.  Authority 
 1.1 The Safeguarding Consultative Committee is a formally constituted Committee within the Diocese 
of Cairns reporting to the Bishop currently chaired by Executive Director - Catholic Education Services.
 1.2  The Safeguarding Committee has delegated authority to oversee and monitor policies, procedures 
and practices which safeguard children engaging with Diocese of Cairns and to ensure safeguarding 
functions are embedded in the governance structures and practices of Diocese of Cairns. 

2 Membership [this will vary depending on entity structure and governance] 
The Committee has a maximum membership of eight (8) comprising: 
 2.1 Chairperson appointed by church authority.
2.2 Other members may include: 
• Church Authority or delegate 
• Vicar General 
• Nominated operational personnel (including Safeguarding Co-ordinator if not
already included as chairperson) 
 • Independent/external members with expertise in safeguarding or child protection or organisational 
culture or offender management, etc 
 • Parish/congregational/ministry representatives (may be parish priest or parish pastoral associate or 
representative from Centacare/Catholic Education/ Catholic Early Learning and Care (CELC) /other ministries) 

3 Purpose of The Safeguarding Committee:
  3.1 Oversees the effective ongoing implementation of child safeguarding practices, including the Child 
Safeguarding Policy and related procedures and practices, in relation to all children engaged with 
Diocese of Cairns. National Catholic Safeguarding Standards; Edition one (1) May 2019 Indicator 1.2.2 

 3.2 Co-ordinates annual self-audits at a local level (parishes, ministries and/or congregational works) 
of compliance with Diocese of Cairns requirements, in line with the National Catholic Safeguarding 
Standards. 
3.3 Monitors, tracks progress and reviews the Safeguarding Implementation Plan for Diocese of Cairns. 
 3.4 Provides support and advice in relation to complaint handling, including responses to and support 
for all persons affected by reported/alleged incidents relating to breaches of child safeguarding. 

4  Responsibilities
The onus of the Committee is to support Diocese of Cairns to fulfil their responsibilities in relation to 
safeguarding by:
4.1 Identifying and contributing to the development and/or ongoing review of a Child Safeguarding 
Policy, Commitment Statement and appropriate elements of a Code of Conduct.
4.2 Contributing to the development of the Diocese of Cairns’ Safeguarding Implementation Plan which 
outlines the monitoring and continual improvement of child safeguarding practices.
4.3 Monitoring, tracking progress and regularly reviewing the Safeguarding Implementation Plan. 
4.4  Supporting the Diocese of Cairns to implement all aspects of the National Catholic Safeguarding 
Standards.
4.5 Monitoring local and national implementation of safeguarding legislation and policy to ensure 
practice is appropriate, effective and consistently applied across Diocese of Cairns
4.6  Identifying and building strategic associations in relation to safeguarding between relevant areas of 
the Diocese of Cairns’ works/ministries.
4.7  Ensuring children are given opportunities to understand and contribute appropriately to the 
Diocese of Cairns’ safeguarding practices.
4.8  Supporting the Diocese of Cairns to engage and openly communicate with families, carers and 

SAFEGUARDING CONSULTATIVE COMMITTEE 
 – TERMS OF REFERENCE
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SAFEGUARDING CONSULTATIVE COMMITTEE 
 – TERMS OF REFERENCE

communities about Diocese of Cairns’ child safeguarding approach, including receiving input and 
feedback on the effectiveness of the approach.

5 Term of Office
5.1  Members are appointed for a term of three (3) years.
5.2  Gaps in knowledge, skill or background of the Committee are reviewed annually and the Chair 
makes recommendations to the Church Authority for any necessary changes or additions to member-
ship.
5.3  Members are approved by Bishop James Foley – Diocese of Cairns. National Catholic Safeguard-
ing Standards: Edition 1, 2019 Indicator 1.2.2

6 Frequency of meetings
The Committee meets four (4) times per year (with additional organised on a needs basis) 

7 Quorum
Five members, including the Chair, is considered a quorum for meetings of the Committee.

8 Decision making
 The Safeguarding Committee will endeavour to achieve consensus in relation to matters requiring a 
decision. In the absence of consensus, matters for decision by the Committee shall be decided by a 
majority of votes of those present.

Note: The Safeguarding Committee does not oversee day-to-day management of safeguarding practices 
or the core work of the Safeguarding Co-ordinator. It does however provide strategic and skilled guid-
ance and advice to the Church Authority and leaders, including the Safeguarding Coordinator.
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1. Valuing our young parishioners and vulnerable adults

Children have a very important place in our parishes.  We celebrate their faith at Baptism, First Holy 
Communion and Confirmation; they are the life and focus of our parish schools; their energies and ini-
tiatives play a vital role in many of our parish activities.  We are always eager to encourage their active 
participation in parish life.  Towards this end, we are committed to doing everything we can to create 
a safe and welcoming environment for our young parishioners, where their welfare is paramount.  It is 
our parish policy to ensure that our children will be protected and supported in all activities.

We realise that valuing young people means valuing volunteers as well: insisting on safe practices, elim-
inating the necessity for people to take risks and providing them with support will make for a healthier 
and safer gathering.  This parish policy, addressed to parish clergy, lay employees and volunteers, cov-
ers all Church-related activities and circumstances involving people under the age of eighteen.

Activities involving our parish schools are governed by the overarching policies, guidelines and proce-
dures of Catholic Education Services.  

It is important that, from the outset, we make and emphasise the following confidentiality statement 
in accordance with the guidelines of the civil authorities:

Where safeguarding children concerns arise, information must be shared on a ‘need to know’ basis in 
the best interest of the child.  Sharing information in this regard is not a breach of confidentiality.  It is 
best practice that parents and children are told if personal information is being shared, unless doing so 
could put the child at further risk.

2. Our Parish Safeguarding Representatives
Some adults in our parish have undertaken child protection training and have been appointed to the 
role of Parish Safeguarding Representative.  They can be contacted through the parish office or via the 
details outlined on church noticeboard posters and bulletins.  The Parish Safeguarding Representatives 
have been selected because they have good listening skills and sufficient knowledge about safeguard-
ing children issues.  They are familiar with parish activities and are available to our volunteers and 
parishioners to help us create an ever more child-friendly and child-safe environment in our parishes.
The role of the Parish Safeguarding Representative is as follows:
They will be required to:

• Be a source of support, advice and information on all matters of safeguarding children and 
vulnerable adults in the parish.

• Be the first point of contact for children, vulnerable adults and other members of the par-
ish community regarding suspicions of abuse and other safeguarding concerns.

• Respond to all safeguarding concerns in line with the Diocesan Safeguarding Policy and 
Procedure manual, reporting these concerns to the Safeguarding Coordinator and/or other 
authorities, as required.

• Keep the Parish Priest informed of all concerns, responses and activities relating to safe-
guarding children and other members of the parish community.

• Raise the profile of safeguarding in the parish, ensuring that it remains a high priority and 
report on any issues or concerns with the implementation of the safeguarding policy and 
procedures.

• Assist with proactive measures with parishes to safeguard children.
• Ensure that all statutory requirements are met within parishes in respect to safeguarding 

of children and vulnerable adults.    

PARISH SAFEGUARDING PRACTICE/GUIDELINE



18

3.Good practice for working with children
Our parish is fully committed to the guidelines outlined in Developing Safe Practices – guidelines for 
Church personnel and all relevant church policies on child protection.  The Code of Ethical Behaviour for 
those who work in the Service of the Church must be adhered to by all Church personnel.
4. Recruiting and supporting our parish volunteers
When recruiting or selecting parish volunteers, we will ensure that the Declaration Form is completed 
by all staff and volunteers who work with children in Church-related activities.
Training will be provided, not only for new recruits but for all volunteers, in order to maintain stand-
ards and good practice.  Our Parish Safeguarding Representatives will play a role in facilitating this 
support.
If a grievance issue arises, we will follow the procedures listed in the Guidance on dealing with 
non-compliance with the Safeguarding Policy.
5.Developing safe practices for involvement in parish activities
A guidance document is available for Church personnel outlining what to do to keep children safe 
before, during and after their involvement in Church-related activities.  The document is included in 
the Developing Safe Practices form and covers the following areas:

• Parental and child consent
• Risk assessment
• Vetting for events/activities
• Supervision
• Knowing the children and the personnel
• Ensuring other individuals do not get the opportunity to harm children
• Health and safety
• Use of IT equipment
• Records of attendance
• Incident reports

The form used to obtain consent from parents or guardians prior to children participating in an activity 
or event is included as Parental Consent Form.  When asking parents/guardians to complete this form 
please provide a copy of the Code of behaviour for children taking part in Church activities form.
6.Responding to safeguarding children concerns
When concerns are raised about the welfare of any child taking part in parish-related activities, wheth-
er suspected or disclosed, these will be brought to the attention of a Parish Safeguarding Representa-
tive or directly to the Safeguarding Coordinator/Manager Professional Standards Unit who will report 
to the Department of Child Safety, Youth and Women.  These concerns can be in five different catego-
ries:  neglect, family violence, emotional, physical and sexual abuse.  
All parish clergy, staff and volunteers will be given copies of this guidance document, Procedure for 
responding to concerns, suspicions, allegations or disclosures of abuse.
If members of our parish disclose concerns to parish staff or volunteers, it is important that they feel 
comfortable about voicing the matter in a safe, supportive, understanding and sensitive environment.  
It is important to recognise that we cannot guarantee absolute confidentiality under any circumstances 
to a person who wishes to speak to us about a situation of abuse or suspected abuse.
We will ensure that the procedure is followed in responding to concerns, suspicions, allegations or dis-
closures of abuse, and will use the Child Concern Referral/Recording Form.
All Church personnel are expected to deal with concerns, suspicions, allegations or disclosures of abuse 
by bringing the information to a Parish Safeguarding Representative, who will refer the matter to the 
Safeguarding Coordinator.  (This does not apply to situations involving the Sacramental Seal, which is 
inviolable.)

PARISH SAFEGUARDING PRACTICE/GUIDELINE
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7.Responding to complaints against parish personnel 
Any concerns or grievances about how this parish provides for child safety, supervision and protec-
tion will be taken very seriously by our parish and dealt with appropriately.  It is paramount that 
precedence is given to the care of children above all other factors.  Advice will be sought to ensure 
fair procedures.  All efforts will be made to deal with these matters with justice for all and within an 
appropriate timescale.
Complaints made, or a concern raised, about a member of Church personnel will be brought to the 
Safeguarding Coordinator who will report the matter to Child Safety Services.  The Safeguarding Co-
ordinator will also report the matter to the appropriate Diocesan Church authority and/or the Vicar 
General.
8. Parish Record Keeping 
Application forms, declaration forms, and all other documentation associated with recruitment and 
selection will be stored securely.  Access will be restricted to the Parish Priest, and/or the Parish Rep-
resentatives, and/or the Parish Safeguarding Representatives.
Each parish will be responsible for storing an accurate record of each activity involving children in a 
confidential way.  This will include: parental consent, program/activity details, attendance, incident 
records, necessary medical details etc.
Written confidential records of all complaints will be forward to the Safeguarding Office where they will 
be stored securely and confidentially.
9. Audits 
We will carry out a regular self-audit of our safeguarding children policy and procedures.  This is an 
important method of ensuring that a process of continuous improvement takes place, and of demon-
strating accountability and transparency.  This audit will be carried out in accordance with the check-
list on Parish Self Audit Form.

PARISH SAFEGUARDING PRACTICE/GUIDELINE
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ESTABLISHING SAFEGUARDING REPRESENTATIVES IN 
CAIRNS PARISHES
The aim of the Safeguarding Policy is the establishment of two Safeguarding Representatives in every 
parish in the Diocese of Cairns.  These Representatives will be provided with ongoing support and 
training and will be responsible for the implementation of policies and procedures, together with 
proactive measures within their individual parishes.
Furthermore, there will be a notable person within the parish whom clergy, Church workers, children, 
parents and parishioners can approach and speak with if they are not feeling safe of have something 
they wish to disclose that relates to an individual’s safety.
Parish Safeguarding Representatives will be supported and mentored by the Manager of the Professional 
Standards Unit and/or the Diocesan Safeguarding Coordinator. A wide range of proactive activities will 
be coordinated across the Cairns Diocese that will work towards keeping children safe.
A key responsibility of the Professional Standards Unit will be to assist those parish-based Representatives 
in implementing the safeguarding policies and procedures within their parishes and to ensure that best 
practice is maintained at all times.
Those suitable for the role of Parish Safeguarding Representatives:-
The person appointed to this role should:
• Be a regular member of the parish who can demonstrate a commitment to safeguarding children 

and vulnerable adults at risk from all cultural backgrounds and abilities.
• Have a good awareness of the civil safeguarding policies and procedures, statutory legislation and 

guidance.
• Be contracted to the role for a set tenure followed by a review of the incumbent by the Manager 

Professional Standards Unit. 
Training in safeguarding and child protection will be provided.  A background or prior experience in this 
field would be advantageous but not necessary.  The role will require the applicant to apply for – or to 
already possess and maintain – a current Working with Children Blue Card.
Roles and Responsibilities of Parish Safeguarding Representatives
The role of Parish Safeguarding Representatives is key to ensuring that parishes meet the Diocese of 
Cairns safeguarding responsibilities in all aspects of service that they undertake.
They will be required to:
• Be a source of support, advice and information on all matters of safeguarding children and 

vulnerable adults in the parish.
• Be the first point of contact for children, vulnerable adults and other members of the parish 

community regarding suspicions of abuse and other safeguarding concerns.
• Respond to all safeguarding concerns in line with the Diocese’s Safeguarding Policy and procedures, 

reporting these concerns to the Manager of Professional Standards and/or other authorities, as 
needed.

• Keep the Parish Priest informed of all concerns, responses and activities relating to safeguarding 
children and other members of the parish community.

• Raise the profile of safeguarding in the parish, ensuring that it remains a high priority, and report on 
any issues or concerns with the implementation of the Safeguarding Policy and procedures.

• Assist with proactive measures within parishes to safeguard children.
• Ensure that all statutory requirements are met within parishes in respect to the safeguarding of 

children and vulnerable adults. 
Training
Safeguarding material including policy and procedures will be made available to you on your
appointment and an induction meeting with the Diocesan Safeguarding Coordinator will occur in the
first two weeks of undertaking tasks related to your role. This may occur over the phone depending
on your location. Training in safeguarding policy and procedures will occur face-to-face for you within 
the first three (3) months of engagement and then annually as an ongoing arrangement. Targeted 
training on safeguarding policy and procedure may occur after a critical incident or significant risk being
identified, or on the directive of the Bishop or Safeguarding Committee;
Targeted training involving other professionals and external stakeholders such as Queensland Police
Service, Child Safety Services etc. may be required as identified. 
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VOLUNTEER ENGAGEMENT LETTER

Date             
Name
Address

Dear xxxxxxxxxxxx

We are delighted that you are able to assist the xxxxxx Parish within the role of Safeguarding 
Representative/or Parish Volunteer. 
In this role, your activities will be coordinated and/or supervised jointly by the Parish Priest and The 
Safeguarding Coordinator.   
I acknowledge that your involvement is purely voluntary, and you may end your participation at any 
time.  In so doing, our approach is to develop a working relationship that respects the human dignity of 
everyone as well as mutual rights and responsibilities. 
In serving the needs of our church community, together, we need to ensure that we comply with 
our various mutual responsibilities. I would like to take this opportunity to clarify and confirm our 
expectations of a Safeguarding Representative. These include the need to: 
Comply with our approved policies, procedures and practices and familiarise yourself with your various 
duties and responsibilities as discussed with you (and/or as outlined in the position description); 
Undertake relevant training and/or formation development activities associated with this role; Conduct 
yourself in a manner that supports Catholic values, the mission of the Church and adherence to the 
Code of Ethical Behaviour; Maintain the confidentiality of information that you are made aware of in 
your capacity as a volunteer concerning the personal or business affairs of a parishioner, a member of 
the public, the Parish or the Diocese unless required by law to disclose such information; On cessation 
of your engagement as a volunteer, you will need to return all documents, records or property in your 
possession at that time; and Before working with any children or young people you must agree to 
participate in a screening process and successfully obtain and maintain a Working With Children Blue 
Card Positive Notice or, where required for Registered Teachers, a Blue Card Exemption.  
Finally, whilst volunteers do not receive any remuneration for their volunteer work they may claim any 
out of pocket expenses agreed to at the time of their engagement or in the course of volunteering, if 
they provide receipts.
I am enclosing a copy of the Safeguarding Handbook for your reference and use.  If you have any concerns 
or questions about any of these matters, please contact Patricia Andersen, Diocesan Safeguarding 
Coordinator on telephone  40509765 or 0427000532.  I also enclose the Code of Ethical Behaviour 
which I would ask that you sign and return to the Safeguarding Coordinator.
On a final note, let me take this opportunity to reassure you that we appreciate your interest in 
volunteering in what I can only describe as a very rewarding work environment. We look forward to 
working with you. 

Yours sincerely 

Mark Pollock
Manager – Professional Standards and Safeguarding Office
Catholic Education Services – Diocese of Cairns
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DEVELOPING SAFE PRACTICES

Initial considerations
• For each activity or event, consider the following practices; 

Whether or not the event/activity/contact is a ‘one off’? 
Will it involve parents/carers? 
What is the age range and level of ability of the children involved

The next stage in the process is to do a risk assessment to decide how best to run the activity or 
event. 
Apply practices such as the following to help keep both children and personnel safe

Working with Children Legislation 
Ensure that all personnel who are in a position of trust with children hold a current Working with 
Children Card.  Where an exemption may apply, ensure the individual has completed a Declaration 
Form and ensure adequate supervision arrangements are in place to ensure they are not in a position 
to harm children.
Ensure that an up to date Working with Children database is kept at the parish.

Recruiting for events/activities
Ensure that all personnel who are in a position of trust with children are recruited, in line with Diocesan 
parish policy and procedures.  Sometimes, Church organisations may run ‘one off’ events where people 
such as parents/volunteers will help out or individuals will supply a service.  In such situations, the 
adults involved should be asked to complete the Declaration Form.  It is also expected that there 
be some form of agreement with individuals/organisations who are going to supply a service, or be 
involved in activities or events with children, stating that they will abide by the expected standards of 
behaviour and comply with the Diocesan Safeguarding Policy.  They may be given a copy of the Code of 
ethical behaviour for those who work in the service of the Church.

Supervision
The recommended ratio of adults to children for events/activities are as follows:
Under 8 years:  The minimum adult to child ratio in any group should be two adults per group.   
8 years and over:  Two members of staff to 20 children (15 children for outdoor activity).    Thereafter 
one additional staff member per additional 10 children.
These ratios are recommendations.  They are not statutory requirements.  For individuals who do not 
require a Working with Children Card, adequate supervision arrangements must be in place to ensure 
they are not in a position to harm children.

Know the children
• Have defined criteria for membership of the organisation/group.
• Create a registration system for each child.
• Keep a record on each child, including medical details, any special needs, emergency 

contact numbers, attendance, consent forms.
Know the personnel

• Display a work schedule so that everyone knows who is on duty.
• Respond to any allegation or complaints made about workers.
• Provide supervision for workers, including opportunities for discussing concerns and 

training needs, an annual review to assess general performance and any changes that you 
need to make.

Other ways to make sure individuals do not get the opportunity to harm children
• Try to use open plan venues/spaces, where individuals cannot take children away on their 

own and adults are in sight of other adults.
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• Maintain a culture of awareness amongst the adults and children present by ensuring 
everyone is clear about their roles and responsibilities, and people are encouraged to 
challenge and report any inappropriate conduct with the children.

• Inform children how to report concerns.
• Make sure there is good supervision of staff and volunteers.
• Make sure you take feedback and debrief after the event.
• Where possible teach children about Protective Behaviours.

Health and Safety
You will need to comply with good health and safety practices.  Make sure you ask yourself the following 
questions when planning an activity or event:

• Is there appropriate supervision in place? (Activities should not take place if this is not 
possible).

• Does the venue meet health and safety standards?
• Are fire precautions in place and checked regularly?
• Do you have first aid supplies to deal with minor accidents? (It is also advisable that first 

aid training is provided).
• Do you have adequate and appropriate changing and toilet facilities with separate 

provision for boys and girls?
• Is there adequate insurance to cover activities?
• Are all trips away carefully planned, including adequate provision of safe transport?
• Do you have appropriate and adequate sleeping arrangements for all overnight trips?

Parental Consent
Have signed consent form from parents or guardians prior to children participating in an activity or 
event and keep this record of their permission.
Provide a copy of the code of behaviour for children taking part in Church activities.

Use of IT equipment
Ensure that children will not have access to internet facilities while engaged in Church-related activities.
Ensure that photos will only be taken and/or published with parental consent and this consent will be 
recorded.

Planning trips away
Introduction
Trips away which involve young people can be an extremely rewarding and fulfilling experience    for   
adults and children/young people involved in them.  However, to do this safely and in a way which 
safeguards all concerned requires careful planning and consideration.  Listed below are a number of 
areas which should be considered in planning a trip away.

Considerations for planning trips away, Have you:
• Identified the aim and outcomes of the program?
• Followed the child Safeguarding Policy and Procedures?
• Carried out a risk assessment?
• Recruited and selected staff/volunteers using safe practices procedures?
• Selected a key staff member who has overall responsibility for the trip?
• Selected staff for the trip who are appropriately trained, qualified and vetted (if 

appropriate)?
• Nominated a staff member who is trained in and responsible for first aid?
• Ensured that you have adequate and gender-based supervision in line with the 

Safeguarding Policy and Procedures?

DEVELOPING SAFE PRACTICES
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• Appointed a contact person at home who has access to all information and contact 
details?

• Checked your own insurance and ensured that you have coverage for all activities?
• Checked that the transport has appropriate insurance, qualified drivers and seatbelts?
• Carried out an equipment safety check?
• Checked the first aid kit?
• Ensured there is a contingency plan?
• Made provision for returning home early?
• Allocated a budget and contingency fund?
• Checked out the locations and accommodation of the trip away to ensure they have:
• Current Working with Children cards;
• Appropriate safeguarding policy, practices and procedures;
• Recruitment procedures;
• Insurance cover;
• Appropriately trained and qualified staff;
• Changing areas for boys and girls (if required);
• Disability access (if required)

Have the young people/participants:
• Been involved as much as possible in the planning of the trip?
• Agreed to a behaviour contract, with consequences?
• Agreed to established boundaries in relation to unstructured time?
• Been given information on appropriate clothing, and contact details for leaders?
• Consented to the trip away?

Have parents/carers:
• Met with leaders and been informed of the program?
• Been given a copy of the child protection policy and procedures?
• Consented in writing (Parental Consent Form)?
• Given contact details, medical details including allergies, illnesses, medications and 

dietary requirements (Parental Consent Form)?
• Been given contact details of leaders and trip location?
• Been given details for pick up and drop off of young people/participants?
• Been given a copy of Code of Behaviour for children taking part in Church activities?

Have staff:
Been trained on the Safeguarding Code of Behaviour and Child Protection Policy, on how to deal with a 
disclosure and in dealing with challenging behaviour?

• Been assigned responsibilities and schedule for breaks?
• Been made aware of how to handle an emergency and made aware of who to contact in 

an emergency?
• Evaluated program with young people?

If staying overnight, have you checked:
• If there is access to staff 24/7?
• If there are appropriate sleeping arrangements for young people, i.e. separate provision 

for boys and girls and separate provision for leaders within earshot of young people?
• The Centre’s supervision and security?
• All workers have a current Working with Children Card?  No exemptions apply to 

overnight events.

DEVELOPING SAFE PRACTICES
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DEVELOPING SAFE PRACTICES

Name

Signed                                                                                                                  Date

Parish
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INCLUDING CHILDREN WHO HAVE DISABILITIES

Children with disabilities may have additional needs that place additional responsibility on those who 
care for and work with them.  It is often the situational and environmental factors which are barriers to 
inclusion rather than the physical or intellectual difficulty the child experiences.  Where possible, the 
environmental factors should be adapted to the child’s needs.  Disabling attitudes need to be addressed 
through education and information.

Children who have a disability have the same rights as any other child, in line with the UN Convention 
on the Rights of the Child.

Points to consider when including a child with a disability in your group

• Work in partnership with the child’s parents and any professionals involved to establish 
ways in which the child can be included.

• Make sure inclusion is possible before bringing the child into the group.
• Make reasonable adjustments.
• Be interested in the child and build rapport.
• If the child has a communication impairment, acquiring some key skills in the child’s com-

munication method will be useful.
• Some specific training may be useful or required e.g. as regards Autism Spectrum Disor-

der or Epilepsy.
• Risk assessments may be necessary depending on the child’s needs and the activity to be 

undertaken.
• Higher staff ratios may be required if the child has additional needs or behavioural chal-

lenges.
• Intimate care requirements:  When introducing a disabled child into an activity, it is im-

portant to establish whether he/she has intimate care needs and who should provide or 
assist with this if it is necessary.  It is important to remember that not every child with a 
disability has intimate care needs.  Intimate care is, to some extent, individually defined 
and varies according to personal experience, cultural expectations and gender.  It may 
be described as help with anything of a personal or private nature that the individual is 
unable to do him/herself.

Generally, Church personnel involved in parish activities in the Diocese of Cairns are not expected to be 
involved in provision of intimate care, which should be undertaken by suitably qualified people.  Deci-
sions on who provides intimate care for a child should be discussed and agreed by everyone concerned: 
the child’s views should be ascertained; parents must be consulted and their consent sought; a register 
of carers agreed and being the same sex as the child; the age, stage of development and ethnicity of the 
child will need to be considered.  Most importantly, who will carry out intimate care and how it should 
be done must be agreed upon in advance.  

Guidelines to be borne in mind in providing intimate care include: the sensitive nature of such tasks; 
the need to treat every child with dignity and respect; ensure an appropriate degree of privacy; involve 
the child to the extent possible in his/her own care; try to ensure consistency in who provides care.  
On occasion, a need may arise for Church personnel to assist.  Where health and safety issues arise 
e.g. when changing a child, dealing with waste or blood, an apron and gloves should be worn.  Physical 
contact should take place within a culture of limited touch and in response to the needs of the child, be 
of limited duration and be appropriate to the age and stage of the development of the child.  It should 
be open to scrutiny and every effort made to ensure that contact is not intrusive.  



27

The consent of parents/carers (and children of appropriate age) should be sought before any media 
images (photographs/videotape/film) are taken.  

In the case of First Communion or Confirmation, where children are prepared in school, parental 
permission for any media images should be obtained by the school.  

Photographs should only be taken by an authorised person who has a suitable reason related to the 
child, school or parish.  A photograph should not allow an unauthorised person to identify a child or 
their whereabouts. 

IMAGES OF CHILDREN INVOLVED IN CHURCH ACTIVITIES

Name

Signed                                                                                                                  Date

Parish

INCLUDING CHILDREN WHO HAVE DISABILITIES

If a child appears distressed or unhappy, this should be discussed with parents and the Parish 
Safeguarding Representative.  Any concerns or allegations should be reported following the process 
outlined in Procedure for responding to concerns, suspicions, allegations or disclosures of abuse form.
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The data entered will be used only for the purpose indicated in the form. It may be accessed only by 
those with responsibility for managing files

To be completed annually by the Parish Priest and the Parish Safeguarding Representative.

Name of Parish Year

Persons completing the audit

Please list church related activities which involve children in this parish

1. Developing a culture of safety

Are there Parish Safeguarding Representatives in place? Yes No Number

Is the Diocesan Safeguarding poster with contact details 
for Safeguarding Coordinator and Representatives prominently displayed?  Church
  
  Parish Centre

  Sacristy
  
  Parish Website/bulletins

Are copies of the Parish Safeguarding Policy available on request Yes No

Are contact details of Parish Safeguarding Representatives Yes No

Are there signed copies of Code of Behaviour for all adults 
working in the Parish? Yes No

Is there a sign in/out register?   Sacristy

  Choir

  Activities with children.   
  Please state activity:

PARISH SELF AUDIT
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PARISH SELF AUDIT
Have all persons working with children provided a current 
Working With Children card? Yes No

If no, state reasons why

Does each parish group involving children have an appropriate  
number of volunteers to supervise?  Altar services

  Choir

  Other activities 
  Please state activity:

Are all forms in place and kept up to dare? Yes No 
(ie Recruitment, Consent and Incident)

Is there provision for storage of documentation relating Yes No 
to all aspects of the safeguarding procedures

Are all records securely store in the parish office? Yes No

Who has access to the records?

2. Responding to Concerns

Have all the staff and volunteers been made aware 
of the procedure for allegations or disclosures of abuse? Yes No

Have all staff and volunteers signed the Declaration Form 
to observe these procedures? Yes No

Have any reports/concerns/complaints been reported to 
Parish Safeguarding Representatives within the last 12 months? Yes No   
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3. Implementing Diocesan Safeguarding Policy

Have all the children involved in parish activities received 
the Code of Behaviour for Children Form? Yes No

Do Parish Safeguarding Representatives provide support to the 
volunteers and check that all Safeguarding Procedures 
are complied with Yes No

Is there structured regular contact between Parish Safeguarding 
Representatives and the Priests (and with the Parish Pastoral Council, 
if applicable)? Yes No

How often per year?

Have Parish Safeguarding Representatives and clergy completed approved 
safeguarding children training? 
(Complete details below) Yes No

Name Year of Training Update Session Year

  Yes No

  Yes No

  Yes No

  Yes No

  Yes No

  Yes No

  Yes No

  Yes No

Have information sessions on Safeguarding Policy and Procedures been attended by relevant staff and volunteers?

Year completed

Signed Parish priest Date

Signed Safeguarding Representative Date

Signed Safeguarding Representative Date

Following completion of the audit process, is there any follow-up action to be taken?

For office use only

Received by

Signed  Date

    

PARISH SELF AUDIT
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PARISH SAFEGUARDING REPRESENTATIVE NOMINATION

Parish Priest

Mass times you attend

Name

Phone number

Email

Address

Blue Card number 
*required

Please answer all questions to the best of your ability

Why are you nominating for the 
position of Parish Safeguarding 
Representative?

What is important to you 
about this role?

How long have you lived 
in the parish area?

What skills and/or attributes 
would you bring to this role?
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Please outline any past experience 
you may have working with children 
either paid or voluntary.

By signing this nomination form, you agree, should you be selected, to fulfil the role of Parish Safeguarding 
Representative, to make yourself available initially for induction training.  You also agree that there is no 
known reason why you should not be considered for the role of parish Safeguarding office.

I hereby declare the information I have provided is accurate.

Name

Signed

Date

Nomination supported by:

Name

Signed

Date

PARISH SAFEGUARDING REPRESENTATIVE NOMINATION
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PARISH SAFEGUARDING REPRESENTATIVE ROLE DESCRIPTION

The role of the Parish Safeguarding Representative is to provide support, advice and information on 
matters concerning the safeguarding of children and vulnerable adults in the parish.

The duties of the Parish Safeguarding Representative are as follows:
• Understand Diocesan Safeguarding policies and Code of Ethical Behaviour.
• Raise the profile of safeguarding in the parish and report concerns to the Diocesan Safeguarding 

Coordinator or Manager Professional Standards about the implementation of Diocesan policies 
and Code of Ethical Behaviour

• Assist the Parish to develop protocols to ensure that organisations which use Parish premises to 
conduct children’s activities are compliant with the Diocesan Working with Children Check and 
National Police Record Check Policy.

• Provide assistance to parish volunteers in undertaking any training programs, for example, the 
training module about protecting children and vulnerable adults.

• Assist with proactive measures to safeguard children and vulnerable adults.
• Assist in the Parish audit of safeguarding practices and the management of the implementation of 

statutory/policy requirements such as Working with Children Check (Blue Cards)
• Ensure that child protection is a standing agenda item at Parish Council meetings.
• Liaise with the Diocesan Safeguarding Coordinator in relation to all of the above duties.

Selection Criteria
The person appointed to this role should:
• Be reliable, a good communicator, trustworthy and discreet.
• Be a regular member of the parish community.
• Demonstrate a commitment to safeguarding children and vulnerable adults.
• Have a knowledge of the principles of Towards Healing and Integrity in the Service of the Church.
• Have a knowledge of Diocesan policies and codes of conduct relating to children and vulnerable  

adults.
• Have an understanding of the legislative requirements relating to the reporting of child abuse.

Training in Safeguarding and Child Protection will be provided.
The appointee will require a Working with Children Check (Blue Card) and/or Police Check.
The position is voluntary and is supported by the Diocesan Coordinator and Manager Professional 
Standards. The position does not require a person to undertake investigations.

The appointment is for a period of two years.
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Clergy and Religious are bound by the standards for ethical behaviour as outlined in “Integrity in 
Ministry”. Employees and volunteers who work in agencies such as Catholic Education, Centacare Cairns 
or Catholic Early Learning and Care (CELC) should refer to their particular Code of Conduct. Breaches 
of a Code of Conduct may result in disciplinary action being taken, up to and including separation from 
employment. 
Personal inter relationships are the starting point of Christian life, ministry and service and are central 
to Catholic life. To foster relationships designed to be collaborative, communicative and coordinated 
without intention to harm or allow harm to occur I have approved this Code of Ethical Behaviour. This 
Code clarifies and affirms the standards of behaviour expected by the Bishop of Cairns and the Catholic 
Diocese of Cairns of their employees, volunteers and students on placement within the Diocese. They 
shall:
1. Commit to justice and equity by exhibiting the highest Christian ethical standards and personal 
integrity in their professional conduct. 
2. Uphold the dignity and right to respect of all people by conducting themselves in a moral manner 
consistent with the discipline, norms and teachings of the Catholic Church. 
3. Commit to safe and supportive relationships by not taking advantage of any pastoral or authoritative 
role for their own benefit; and by adhering to the requirements of the law of Queensland and the 
Commonwealth regarding reporting any suspected abuse of children, young people and vulnerable 
adults. 
4. Respond with integrity to those who are poor, alienated or marginalised or not in a position of 
power or authority, by not acting in an abusive or neglectful manner; and by sharing concerns about 
suspicious or inappropriate behaviour with the appropriate person in their management structure. 
5. Accept responsibility for the protection of children, young people and vulnerable adults from all 
forms of abuse and harm by providing a professional work environment that is free from harassment; 
and following relevant policies and/or procedures. 
6. Maintain appropriate professional boundaries in all contact settings including virtual by:  
Demonstrating behaviour consistent with one’s role and responsibilities; - Avoiding inappropriate 
emotional attachment; 

• Not engaging in relationships of a very personal or sexual nature; 
• Maintaining a proper distance between one’s work and personal time activities; 
• Acting in a reasonable, open and transparent manner in those situations involving the giving 

and/or acceptance of gifts from children or the vulnerable or when entering into personal 
financial relationships or other transactions with such persons; 

• Not disclosing personal information of a written, verbal, video and/or photographic nature 
in an inappropriate manner

Most Rev James Foley DD DPh (Leuven)
Bishop of Cairns
Date: 

I have read and understand this Code of Ethical Behaviour

Name: 

Signature:   Date:

 

CODE OF ETHICAL BEHAVIOUR
You have been told what the Lord requires of you: To act justly, to love tenderly and to walk humbly with your God. Micah 6:8
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PARENTAL CONSENT FORM - Diocese of Cairns
(A resource document for Parish use as required)

Name of event

Date of events: From To 

Name of organiser

Details of child/young person

Name

Address

Date of Birth Male Female

Other relevant information 
(Please mention any medical conditions, special needs or dietary requirements)

Please note that the organisers cannot administer any medication. Should your child require 
medication or intimate care, please discuss this with the organisers who will work with you to 
establish how your child will be accommodated, according to relevant policies and procedures.

Guardian Contact Details

Name

Daytime Phone

Home Phone

Mobile Phone

Email address

Health Form

Name of church group/event

Name of participant

Personal Details

Name

Address

Date of Birth Phone number/s
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Emergency Contacts 
Contact 1 - Parent /Guardian

Name Relationship to Child

Address

Phone Home  Work Mobile Phone

Contact 2 - Parent /Guardian

Name Relationship to Child

Address

Phone Home  Work Mobile Phone

Doctor’s details

Name   Phone number/s

Address

Medicare No   Number on Card

Private Health Fund  Member No

Medical Details

Can he/she take paracetamol (Panadol) Yes No

Does he/she suffer from any illness? Yes No

If yes, please state

Does he/she suffer from any allergies Yes No

If yes, please state

Date of last Tetanus

Does he/she have impaired hearing? Yes No

Does he/she has impaired vision? Yes No

PARENTAL CONSENT FORM - Diocese of Cairns
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Does he/she have a disability? Yes No
If yes, please state

In case of a medical emergency
In the event of illness or accident, I give permission for medical treatment to be administered where 
considered necessary by a suitably qualified medical practitioner and/or hospital. I understand that 
every effort will be made to contact me as soon as possible. In an emergency, I can be contacted at 
the following telephone numbers:

Signed:

PARENTAL CONSENT FORM - Diocese of Cairns
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SAFEGUARDING AGREEMENT

This is a safeguarding agreement for the integration of offenders as parishioners in the Diocese of 
Cairns.            
Diocese of Cairns Safeguarding Commitment
The Diocese of Cairns is committed to providing safe and secure environments for all its members, 
leaders and especially its children, young people and vulnerable individuals.  To this end, the purpose 
of the Safeguarding Policy and procedures will be centred on putting the needs of children first.  The 
rights of children to be safe are paramount, accordingly, the Diocese of Cairns is committed to the 
development of robust policies, procedures and frameworks that relate to child protection.
The Cairns Diocese is committed to strengthening the capacity of Church workers (both paid and 
voluntary), individuals, parents and parish communities to protect children from all forms of abuse.  
The Diocese of Cairns recognises that all children are vulnerable.  The core belief of the Catholic Church 
challenges us to care for all those who are in need of our care and protection.
Purpose of the Safeguarding Agreement:
In recognising the value of re-integration of offenders into society, and providing spiritual support to 
such offenders, it is similarly recognised that there is a great importance in ensuring all vulnerable 
persons (children or adult) are protected from risk of abuse in church or pastoral settings in the fullest 
way possible.
Never has this importance been as great as it is at present, given the learnings the Church has made 
in recent times in relation to the appropriate management of risk to children and vulnerable people. 
Consequently, this Diocese has determined that a protocol in relation to such circumstances is necessary 
to achieve these dual aims. The following Agreement and Procedures relating to its implementation, 
which is to be executed between the parties, seeks to identify risk factors and monitoring processes to 
provide protective mechanisms for all persons, whilst allowing for pastoral support for offenders.
Adherence to the terms of the Agreement by the offender is imperative and non-negotiable. The 
document is intended to operate in an enduring fashion.  It is to be reviewed annually, via the submission 
of a report into its effectiveness by the Parish Priest to the Manager, Professional Standards, Diocese of 
Cairns, or other such relevant position as may supersede that position. This report is to be furnished no 
later than the anniversary of the date of execution of the Agreement.
This agreement is to be executed ONLY FOLLOWING:

•  The completion of a documented risk assessment by the Parish Priest, who has an awareness 
of the operations of the parish, the Church(es) within the parish, and the parish community

•  The Bishop of the Diocese being made aware of the Agreement and its operation, including 
review of the risk assessment

•  A determination that risk factors identified are appropriately manageable. Should particular 
circumstances arise whereby the risk is deemed to be unmanageable, this will be discussed 
between the parties

•  The Diocese endeavouring to discover whether the offender’s parole or other legal 
obligations post incarceration preclude attendance by the offender at Church / Parish 
events. The offender is to assist the Diocese in determining this by assisting by all means 
possible

•  A meeting between the Parish Priest, Manager Professional Standards, the offender and 
the offender’s nominated support person(s) with whom the offender intends to attend 
Church.  If a meeting is impracticable due to continuing incarceration of the offender, 
written submissions may be received from the offender in lieu of a meeting. This meeting 
/ submissions will address, but is not limited to discussing:

• Complete disclosure by the offender as to his / her offences and sentence imposed
• Rehabilitative measures undertaken by the offender since the committing of the offences
• Discussion addressing the offender’s remorse
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SAFEGUARDING AGREEMENT

• Complete disclosure by the offender as to his / her parole or other legal reporting obligations 
as may exist (including reporting as a registered offender). It is impossible to appropriately manage risk 
to all parties without information addressing these matters.
Where the offender’s attendance at Church or at parish events may be deemed by relevant authorities 
as being in conflict with the offender’s parole or other legal obligations – the parole or other legal 
obligations have primacy and take precedence over attendance at Church or parish events. If these 
obligations imposed preclude the offender’s ability to lawfully attend Church or parish services, the 
parish and Diocese will respect that fact and will not do anything to facilitate attendance in contradiction 
with the offender’s legal obligations.
Non conformity with any of the above points will result in the agreement not being executed by the 
Diocese / parish, and attendance by the offender at Church / parish events will be precluded.
Should any victim of the offender be known or suspected to attend the parish where the offender 
intends to attend Church or parish activities, it will be necessary in the aim of fairness and respect 
for that victim to consult with him/her as to the proposed attendance of the offender. It is likely that 
such a scenario would have implications for the offender’s parole or post incarceration legal reporting 
obligations in any event.  The wishes of any victim will be taken into account in determining the matter.

Implementation Stages:
1.  Risk Assessment – to be conducted by Parish Priest and provided to Manager 

Professional Standards in advance of in person meeting
2.  Meeting / receipt of written submissions by the offender, his / her family or support 

persons. Discussion should focus on expectations as to attendance, dress, behaviour, 
interaction and participation in Church / parish activities. This will include discussion 
about identified activities and Church services whereby attendance of the offender 
is not desirable from a risk management perspective, because it would be adverse to 
the rights of other persons. There is also to be discussion aimed at making it plain that 
non-execution of this Agreement or any contravention of the Agreement will result in 
the Agreement being voided and the offender being liable to be excluded from further 
involvement in Church / parish activities. Finally, there is to be discussion with persons 
identified as support people for the offender and who are willing to monitor the 
offender during Church activities, that they will be expected to take that role seriously, 
and report in a timely fashion to the Parish Priest or Manager, Professional Standards 
Unit, any perceived causes of concern to them.

It is to be noted that the terms of the Agreement may vary from time to time depending on the 
circumstances of each matter.

TERMS OF THE AGREEMENT:
Clause 1. Parties 
The Parties to this Agreement, as reflected in the signatory section are:

(a) The offender …………………………….

(b) The parish, represented by the Parish Priest …………………………………….

(c) The nominated support person(s) of the offender …………………………………….
 1.1 In recognition of prior offending by the offender against children and / or vulnerable 
people, it is deemed appropriate to manage the risk to the parish community, the Diocese of 
Cairns and to the offender themselves, by stipulating that the following control mechanisms be 
implemented for as long as the offender wishes to remain a parish member of ………………………. 
(Name of Parish).
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Clause 2. Attendance at Church Services:
 2.1 The offender is to nominate a church service or services which he/she intends to attend. To give 
efficacy to this agreement, every attempt is to be made to be consistent in attending the nominated 
services. 
 2.2 The Parish Priest is to monitor the attendance of the offender and discuss with the offender if the 
nominated services are not being attended.  
 2.3  The offender will not participate in a voluntary or any other fashion in any form of children’s 
liturgy, Sunday school, or any analogous activity whereby interaction with children, young people, or 
vulnerable people may be reasonably foreseen. 
 2.4 During Church services, the offender will sit in a place within the Church with consistency, and will 
ideally sit with family or other nominated support people.
 2.5 In attending the Church, the offender will not utilise facilities in and around the precincts of the 
Church including toilets, bathrooms or other facilities where children, young people of vulnerable 
people may be present in isolation from the larger congregation. This includes any facilities commonly 
shared by the Church and school of the parish.
2 .6 The offender’s continued attendance at Church services is at all times subject to the overriding
need to protect others from harm. Where the two concepts are in conflict for whatever reason, as 
determined by the Parish Priest in consultation with the Manager Professional Standards Unit and the 
Diocese, the needs of the parish community will prevail.
 2.7 The offender will decline any offers of hospitality from other parish members to attend private 
residences or locations where children, young people or vulnerable people might reasonably be 
expected to be in attendance.
 2.8 Any breach by the offender of any parole or other post incarceration obligation imposed by 
authorities is to be made known to the Parish Priest and/or the Manager of Professional Standards 
Unit immediately by the offender and/or his nominated support person(s).
 2.9 Reluctance on the part of the offender to enter into the agreement will require a meeting with the 
Manager, Professional Standards Unit.
Clause 3. Parish Functions or Events other than attendance at Church Services:
 3.1  Consideration is to be given to the offender and his support persons as to the appropriateness of 
attending certain parish events as may from time to time occur. These would include events where 
interactions with children or young people or vulnerable people can reasonably be foreseen. These 
would include but are not limited to fetes, school events, other celebratory functions and the like. If 
the decision is made by the offender to attend, interactions with children, young or vulnerable people 
are to be avoided, as is the use of facilities including toilets and bathrooms or other facilities where 
children, young people or vulnerable people may be present in isolation from the larger congregation. 
This includes any facilities commonly shared by the Church and school of the parish. 
 3.2 It is accepted by the offender that if any person the offender has offended against is identified to be 
in attendance at any parish function, the offender will make this known to the Parish Priest as soon as 
possible, and will absent themselves from the function as soon as possible.
 3.3 The offender will not allow themselves to be in a situation at a parish service or function where they 
are alone with children or vulnerable people.
Clause 4: Continuity of this Agreement.
4.1 It is intended that this Agreement will operate in an enduring fashion and it will be maintained and 
if necessary amended. Should the Parish Priest of the relevant parish change over time, the outgoing 
Parish Priest will identify this Agreement and its effect as being relevant to the incoming Parish Priest.
 

SAFEGUARDING AGREEMENT
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SAFEGUARDING AGREEMENT

Clause 5: Miscellaneous.
 5.1 To be absolutely clear, at no time will it be tolerated that exploitative, grooming, sexualised or 
violent behaviours will occur in connection with the Diocese, parish, its Church, its services or functions, 
school or community. This agreement is deliberately aimed at bringing the importance of this message 
home to all parties.
 5.2 Any concerning behaviours will always be brought to the attention of appropriate internal staff of 
the Diocese, as well as to the appropriate authorities if it is reasonably thought necessary to do so. 
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COVENANT OF CARE – Diocese of Cairns 

                 
This is a written agreement regarding the involvement in church activities of:

..............................................................................................................................

WITH

 ................................................................................................................................

To facilitate him/her to worship, celebrate and to receive support whilst safeguarding vulnerable 
people.

We respect an individual’s right to their faith and seek to appropriately facilitate that. For those who 
have offended against children or who are viewed as a potential risk to vulnerable people, their pres-
ence will only be permitted in areas free of children and vulnerable people.
The purpose of this agreement is to:

• Minimize any potential risk to vulnerable people
• To facilitate involvement in the church community
• To promote an abuse/offence-free life

The agreement will be reviewed regularly and will remain for an indefinite period.
It is expected that the agreement is entered into in an honest manner and the support available is 
utilised in an active way.
Any issues, concerns or behaviour which places a vulnerable person at risk will be passed on immedi-
ately to the Statutory agencies.  
At this time this information would be shared with

..................................................................................................................................................................

INTRODUCTION
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  ........................................................................................................................ agrees to:

• Attend the following services:

• Make a choice to sit away from children/vulnerable people in the place of worship and 
take responsibility to remove him/herself where a child sits next to him/her

• Choose to engage in activities where children/vulnerable people are not involved i.e. 
adult only activity as opposed to children’s activities and seek the guidance of 
 
..............................................................................................................................................
in this.

• Discuss any invitation to parish activities or social functions as part of the church commu-
nity or which are occurring on property linked to your place of worship with

...............................................................................................................................................
and attend only with the written agreement of 

...............................................................................................................................................

Avoid being alone with children/young people/vulnerable people and take responsibility as 
the adult for behaving appropriately and removing him/herself immediately from any such 
unforeseen situations.

• Not to bring any photographic equipment into the church activity.

•  In order to comply with his/her licence agreements ………………………………..........................

•  also agrees that he/she will:

• Not engage in any work, whether paid or voluntary, with children under the age of 18 
years.

• Not to reside in any household, even for one night, where there are children

• Not to attend within any exclusion zone as stated in your licence.

COVENANT OF CARE – Diocese of Cairns 
SAFE BEHAVIOUR
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SUPPORT
In order to enable .......................................................................................................................................
to safely participate in church life and to promote his/her commitment to live an abuse/offence free life 
the church will:
Make available a person to discuss any issues relevant to this agreement

....................................................................................................................................................................
(details of support person and nature of support to be offered)

To facilitate the protection of children/vulnerable people as well as to remove the possibility of

....................................................................................................................................................................
being wrongly suspected of abuse, the support person will share the details of any child/vulnerable 
people protection concerns with:

…………………..……………………………….....................................................................and probation.

To allow …………………………………………………………………................................................................

to safely participate in church, he/she undertakes to:

Use the support in an active, honest manner and attend any meetings arranged with the support person 
named above.

Seek support at potentially risky times e.g. illegal fantasy, periods of loneliness, so as to address these 
issues in a positive and non-abusive manner.

Obtain the written agreement of the local religious representative to attend other religious services so 
that the information can be shared and the potential risk managed.

Inform the support person of any plans to move to a different location.

MONITORING AND REVIEW
The church will review this agreement regularly, and will amend it so as to promote the welfare of 
children/vulnerable people and to ensure adequate support is available.

The date of the first review is: ..................................................................................................................

At any time during this period ………….......................….. .- ………….......................….. or ……………………........
can request a meeting with the relevant partnership members to address any perceived or actual 
breach of the agreement by either party.

COVENANT OF CARE – Diocese of Cairns 
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COVENANT OF CARE – Diocese of Cairns 

The sensitive information contained in this agreement will be managed in an appropriate manner

..................................................................................................................................................................
accepts that contact will be made with his/her Probation officer who will meet with religious 
representatives as and when necessary.

..................................................................................................................................................................
understands that the church will not keep “secrets” and will inform the Statutory Agencies of any 
concerns or risk that arises.

In the event of child/vulnerable people protection concerns being identified

………..................................................................................................................................  
may be barred from attending a particular location, and in such circumstances, will follow the church’s 
agreement regarding informing the statutory authorities and any other relevant organisation.

……….................................................................................................................................. 
must inform

……….................................................................................................................................. 
and partnership members if he/she wishes to attend any other religious location or group. He/she 
must obtain written agreement before doing so.

CONFIDENTIALITY

SIGNATURES

Name (print): 

Signed:

Date:

Name (print): 

Signed:

Date:

PRIEST

Name (print): 

Signed:

Date:

PROBATION OFFICER

Name (print): 

Signed:

Date:
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DISCLOSURE OR SUSPICION OF HARM REPORTING FORM 
Receiving a disclosure and recording the information is an important step in supporting the child, young 
person or vulnerable adult.  The information may well form evidence and should be completed by a 
person who has undertaken training in receiving disclosures.  This might be the Parish Priest, person in 
a supervisory role or the local Safeguarding Representative.

Manager Professional Standards (07) 4050 9765 OR  email: professionalstandards@cns.catholic.edu.au
Ms Patricia Andersen - Safeguarding Co-ordinator on 40509765 or email pandersen@cns.catholic.edu.au

1.About the disclosure / concern 

Date of disclosure / concern       

Time of disclosure / concern        

How was the information received?     Telephone      Letter     Email     In person            
(Attach any written information to this form) 

2.Details of person making disclosure / raising concern

Name            

Address 

           

Telephone            

Email            

Relationship to child or alleged victim        

3.Details of the alleged victim         

Name            

Date of birth           

Address

                        

Telephone            

Language (is interpreter/signer needed?)        

Disability                                                                      

Special needs                                                      

Parish / Order (if applicable)                                                                    
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DISCLOSURE OR SUSPICION OF HARM REPORTING FORM 

4. Details of parent / carer (where appropriate)

Name            

Address

            

Telephone            

Email            

Is the parent / carer aware of the allegation, suspicion or complaint? Yes             No

5.Details of the alleged perpetrator      

 Name            

Address      

                  

Telephone            

Relationship to child/victim (parent/Priest/teacher etc.)      

Position in Church / Order                               

Address at time of incident                                                                    

Current contact with children if known

Any additional information         

6. Details of concern, allegation or complaint (include dates/times and location the 
incident(s) occurred, witnesses, if known.  Does the victim know this referral is being made?)
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7. Action taken

Has the matter been referred to the police?      Yes       No

If yes:  Date      Time       

If no explain why                        

                   

To whom was it referred?

Name
            
Position                                                                 

Address                        

Telephone            

Email            

      
Has the matter been referred to a member of the Church?   Yes             No

If yes:  Date      Time         

If no explain why    

To whom was it referred to?

Name            

Position                                                                 

Address

                        

Telephone            

Email            

DISCLOSURE OR SUSPICION OF HARM REPORTING FORM 
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8. Next Steps

What actions were agreed upon and by whom when the matter was referred to civil / Church authority?     

                   

                   

      

Are there any immediate child protection concerns?  If so, please record what actions have been taken by whom to 
address them:

                   
                   
                   
                   

Date form sent:       

9.Details of person completing the form

Name            

Telephone            

Email            

Position in Church                                              

Parish / Order                                                       

Form completed: Date      Time     

Signed:        

           

DISCLOSURE OR SUSPICION OF HARM REPORTING FORM 
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Once the matter is received by the Diocesan Officer they will manage the case and refer to the Parish 
on a “need to know basis”. 
A copy must be retained by the recipient of the disclosure and filed in a secure location.  
In the instance of sexual assault, a copy must accompany the report to the Police and a copy provided 
to the Manager Professional Standards.
For other forms of abuse, forward a copy to the Diocesan Safeguarding Officer as well as either 
Department of Child Safety, Youth and Women, or the Public Guardian in the instance of abuse of a 
vulnerable person.

CONTACT DETAILS: 
Manager – Professional Standards -  40509765 e: professionalstandards@cns.catholic.edu.au 
Diocesan Safeguarding Co-ordinator – 40509765 e: professionalstandards@cns.catholic.edu.au 
Manager Student Protection Officer - 40509765 e: professionalstandards@cns.catholic.edu.au 
Professsional Standards Office Brisbane - 1800 337 928  e: psoqld@catholic.net.au

Child Safety Services Contact Information 
If you suspect a child is experiencing harm, contact Child Safety Services to report suspected child 
abuse. You can contact Child Safety Services through the:

Regional Intake Service
Child Safety Service Centre; or Child Safety After Hours Service Centre.
The contact point that you choose will depend upon the service you need, and the time you make 
contact with Child Safety Services.

A Regional Intake Service
A Regional Intake Service is the contact point when you have concerns for a child and suspect that a 
child is being harmed or may be at risk of experiencing harm in the near future. Trained child protec-
tion workers talk to you about your concerns for the child. They will record information you provide 
and gather other information that may be helpful to assess the situation. The worker will then de-
cide the best way of responding to the information you have provided. When you contact a Regional 
Intake Service to report your concerns, your details will be confidential and your identity, if provided, 
will be protected by law. The Regional Intake Service receives information from community mem-
bers, government and non-government agencies during business hours from 9am to 5pm, Monday to 
Friday

Regional Intake Service and Contact
FAR NORTH QUEENSLAND 
PH: 1300684062
FAX 40398320

Child Safety After Hours Service Centre
• Outside of usual business hours, the Child Safety After Hours Service Centre:
• Provides a range of services to current clients of Child Safety Services;
• Is the contact point when you are concerned that a child has been harmed or may be at risk
• of harm; and
• Provides support for foster and kinship carers.
• Telephone: 07 3235 9999
• Freecall: 1800 177 135 (Queensland only)
• http://www.csyw.qld.gov.au/childsafety/about-us/contact-us
• Office of the Public Guardian www.publicguardian.qld.gov.au Freecall: 1800 661 533 
STOPLINE
Toll Free 1300304550
F: 03 9882 4480 E:doc@stopline.com.au P: c/o The Stopline, locked bag 8, Hawthorn, Vic, 
3122

DISCLOSURE OR SUSPICION OF HARM REPORTING FORM 
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• Our parish expects that children will act respectfully to themselves, their supervisors and fellow 
participants.

• Children must accept the ground rules of activities which supervisors will clearly explain to them.

• Children will not have access to the use of email or the internet when participating in our parish 
programs.

• Breaches of discipline and disruptive behaviour, including bullying, will be dealt with in a manner that 
is fair and transparent, by more than one member of Church personnel. Children and their parents 
will be advised of the consequences for breaching the code of behaviour. A three-stage process will 
be followed: the first stage will be a verbal warning; the second stage will involve informing the child's 
parents; the third stage - if the behaviour continues - the child will be asked to leave the group. The 
child, parents and group leaders will be involved in the consultation.

• Children or their parents who are dissatisfied with any aspect of activities or services can follow a 
complaints procedure; namely, to inform the leader of the program or, when appropriate, to contact 
one of our Parish Safeguarding Representative through the parish office.

Please note:
• The parish only accepts liability or responsibility for an incident or accident caused by the negligence or 

breach of statutory duty of the parish, its staff and volunteers.

• It is the responsibility of the parents to be on time when dropping off or collecting children.

• All participants must keep to the code of behaviour for this activity; otherwise they may be asked to 
discontinue their participation.

• Leaders are not allowed to give participants a lift to or from activities .

• Any concerns regarding the welfare and safety of children participating in parish activities should 
be brought immediately to the attention of the Parish Safeguarding Representative or the statutory 
authorities. 

CODE OF BEHAVIOUR FOR CHILDREN TAKING PART IN 
CHURCH ACTIVITIES



52

Parish: 

Address: 

Form Completed by: 

Persons Consulted: 

Date form Completed: 

Hazard Identification: 

Risk Assessment:

What is the harm the hazard could cause? 

What is the likelihood of this happening? 

Persons at risk? 

Existing control measures? 

Consequences: 

Likelihood: 

Risk Rating: 

CONTROL MEASURES

Possible Control Options: 

Preferred control options: 

IMPLEMENTATION:

                   Activity                Resources Required    Person(s) responsible       Sign off and date

   
   
   
   

REVIEW

Scheduled Review Date: 

Are the control measures in place? 

Are the controls eliminating or minimising the risk? 

Are there any new problems with the risk? 

RISK ASSESSMENT
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The Safeguarding Declaration form must be completed by everyone wishing to work with children and / or vulnerable 
adults in the Diocese of Cairns. It applies to all roles, including Clergy, Religious, lay workers, paid staff and volunteers. 
This form is strictly confidential and, except under compulsion of law, will be seen only by those involved in the 
recruitment and appointment process and the Diocesan Safeguarding Coordinator or delegate. All forms will be kept 
securely. Please note that this declaration form is to be completed prior to your appointment and will be completed 
in conjunction with a Blue Card Working with Children check and/or National Police Check (depending on your role in 
the Church).

Name

Date of birth

Address

Position and Parish 

1. Have you ever been convicted or charged with a criminal offence, including spent and unspent convictions and 
charges laid against you awaiting determination?

 Yes  No

If yes, please provide details below

2.Have you ever been under investigation by the Police, employer or organisation for an offence or misconduct?

 Yes  No

If yes, please provide details below

3. Are you or have you ever been prohibited or barred from working with children and/or vulnerable adults?

 Yes  No

If yes, please provide details below

SAFEGUARDING DECLARATION FORM
CONFIDENTIAL
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4. Has your conduct ever caused, or been likely to cause, significant harm to a child or vulnerable adult?
This includes allegations of significant harm or allegations of risk of significant harm caused by you.

 Yes No

If yes, please provide details below

Declaration I declare the above information is true, accurate and complete to the best of my knowledge. 
After I have been appointed, I agree to inform my line manager or supervisor if I am charged, cautioned or 
convicted of any offence or if I become subject to a Police or Child Safety Services investigation.

Signed: 

Date: 

Please return the completed form to the Safeguarding Coordinator
E. pandersen@cns.catholic.edu.au
PO Box 5296 Cairns Q 4870

SAFEGUARDING DECLARATION FORMCONFIDENTIAL


