Elizabeth House Policies













Child Protection
Relationships and Ill Treatment
Stand-down’s, Suspension and Exclusions
Complaints
Catholic Character
Harassment
Protected Disclosures
Alcohol, Tobacco and drugs
Health and Safety
Fees
Personal Privacy Policy
Equal Employment Opportunity

Identifying suspected abuse and neglect - Procedure
Child abuse means the harming (whether physically, emotionally, or sexually), ill-treatment, abuse, neglect or
deprivation of any child or young person. While there are different definitions of abuse, the important thing is to
think about the overall wellbeing or risk of harm to the child. Often children are neglected or harmed when parents
don’t have the skills and knowledge to care for their children safely, or where the family system is not working well.
If you notice a pattern forming or several signs that make you feel worried, this could be an indication that
something’s wrong. These signs may include: physical signs, behavioural concerns, developmental delays, obvious
lack of care, talking about things that may indicate abuse and concerns about family environment.
Information on identifying possible abuse or neglect is detailed in ‘Working together to keep children and young
people safe. An Interagency Guide’ (Child, Youth and Family, 2011, (Working Together)).
This document should be read in conjunction with this policy on an annual basis. The ‘Signs of abuse and neglect’
resource (Child Youth and Family) below provides a summary of this document.

Every situation is different and it’s important to consider all available information about the child and their
environment before reaching conclusions. For example, behavioural concerns may be the result of life events, such
as parental divorce, accidental injury or the arrival of a new sibling etc

Responding to suspected abuse or neglect - Procedure
You see a child being abused, OR you observe signs of abuse in a child, OR a child reports being abused
RESPOND TO THE CHILD’S NEEDS




Ensure the child is safe from immediate harm. Call the Police if the child is in immediate danger
Attend to any physical or emotional distress in the child – seek medical support if need be.
Listen, reassure, record

Are you a
staff
member?

IMMEDIATELY INFORM THE CHILD PROTECTION OFFICER
(Hostel Manager)
If the suspected abuser is this person, inform the College
Principal OR Oranga Tamariki on 0508 326 459 OR the
Police
A referral to Oranga Tamariki may be made at any time by
any person/s.

PREPARE A WRITTEN RECORD
Record – not in onBoard – on paper





Date, time and place of observation/reporting
of abuse
Names of anyone present
What the child says – exactly
Any physical, emotional or behavioural signs of
abuse
Give this to the Child Protection Officer

Are you
the Child
Protection
Officer

Call the Police
if there is
immediate
danger

Child Protection Officer – Hostel Manager
GATHER INFORMATION
Gather the full report from the person who identified the abuse. Offer them support, this may include
external supervision, or other agreed outcomes. Inform them of what actions are intended.
Ring Oranga Tamariki (0508 326 459) and discuss concerns. Oranga Tamariki will indicate as to whether a
Report of Concern is required.

REPORT ABUSE
Ring Oranga Tamariki on 0508 326 459 and tell them: (If it is an emergency, ring the Police)










Your own name
Name of child/children (also known as/nicknames)
Date of Birth
Ethnicity
Name of caregivers, parents and other family members and current living situation
Current legal custodians
Reasons why it is believed that the child has been abused
Other significant background information
Any concerns for your physical safety in making this notification
Ask what happens next – get a timeframe

Alleged
abuse by
a person
outside
the
boarding
house

Alleged
abuse by
a person
inside
the
Boarding
House

Work with OT
to decide how
and when
parents are told

Inside Elizabeth House
Outside Elizabeth House






You are most likely to suspect abuse is by a
parent but you cannot assume this. If you are
concerned about the child going home, tell
Oranga Tamariki or the Police.
While the child is at the Boarding House
ensure the child is not at risk of being further
abused.
Consider what other supports can be placed
around the child









Maintain a close liaison with ‘OT’/POLICE and
discuss any future actions with them first
Discuss the disclosure process with Police, and
appropriateness of worker remaining on
premises.
Recommend the suspected abuser seeks legal
advice.
Ensure records are kept of any comments or
event relating to the complainant(s) and/or
allegations and follow up action is taken and
documented.
Seek employment and legal advice whilst
following Individual Employment Agreements
procedures.

Responding to a child when the child discloses abuse – Supporting Notes
Listen to the child

Disclosures by children are often subtle and need to be handled with particular
care, including an awareness of the child’s cultural identity and how that affects
interpretation of their behaviour and language.
Reassure the child
Let the child know that they:
• Are not in trouble.
• Have done the right thing.
Ask open- ended prompts e.g.,
Do not interview the child (in other words, do not ask questions beyond open
“What happened next?”
prompts e.g. “what happened next”). Let them tell their story, but do not elicit
detail. Document what is said.
Do not make promises that can’t be kept, e.g., “I will keep you safe now”.
If the child is visibly distressed
Provide appropriate reassurance. Provide an alternative activity, space or keep
them company while someone seeks the Guidance Counsellor or Hostel
Manager. If very distressed, take the child with you.
If the abuser is allegedly a staff Inform Hostel manager. Document what is said.
member
If the child is not in immediate
Re-involve the child in ordinary activities and explain what you are going to do
danger
next.
If the child is in immediate
Contact the Police immediately.
danger
As soon as possible formally
Record:
record the disclosure
• Word for word, what the child said.
• The date, time and who was present
What will happen next?
You will have a full discussion of your concerns with the Guidance Counsellor
and/or the Hostel Manager, no decision will be made in isolation.
Notifying authorities
The safety of the child will be assessed. If the child is in immediate or imminent
danger, Oranga Tamariki and or the Police will be contacted by the Guidance
Counsellor/designated person to ensure their safety. The Hostel Manager will
be kept fully informed.
In severe instance or when a staff member is allegedly involved, the Hostel
Board Chairperson will also be informed.
Decisions about notifications will be collaborative and appropriate guidance will
be accessed.
If the child is safe in the short term, appropriate agencies will be contacted.
If the abuse is from a person outside of the family, the
parents/caregivers/whanau will be informed at the earliest opportunity under
guidance from Oranga Tamariki and/or Police to ensure the child is not placed
at risk.
Once a notification has been made, it may take some time for it to be
processed. If further abuse is suspected or disclosed, an additional notification
will be made.
Support
Dealing with abuse and neglect is very stressful. Support will be made available
to the child, peers and staff members affected.
References/Useful documents
1. Vulnerable Children Act 2014 http://www.legislation.govt.nz/act/public/2014/0040/latest/whole.html
2. Children’s Action Plan. Safer Organisations Safer Children: Guidelines for child protection policies to build safer
organisations. https://www.orangatamariki.govt.nz/assets/Uploads/Safer-Organisations-safer-children.pdf
3. New Zealand standard (2006). New Zealand Standard Screening, Risk Assessment and Intervention for Family
Violence including Child Abuse and Neglect. https://www.police.govt.nz/resources/2006/nzs-8006-2006/nzs8006-2006.pdf

Supporting Notes:
 No decisions should be made in isolation. Employees as per procedure need to consult with the Child
Protection Officer who in turn will consult other professionals where needed.
 Oranga Tamariki is responsible for looking into the situation to find out what may be happening, whether
our organisation (Elizabeth House and Sacred Heart Girls' College New Plymouth) needs to work with the
family/whānau or put them in touch with people in their community who can help.
 Oranga Tamariki will make the decision to inform the parents or caregivers, in consultation with our
organisation (Elizabeth House and Sacred Heart Girls' College New Plymouth). Advise what, if any,
immediate action may be appropriate, including referring the concern to the Police.
 Our organisation (Elizabeth House and Sacred Heart Girls' College New Plymouth) commits not to use
‘settlement agreements’, where these are contrary to a culture of child protection. Some settlement
agreements allow a member of staff to agree to resign provided that no disciplinary action is taken, and a
future reference is agreed. Where the conduct at issue concern the safety or wellbeing of a child, use of such
agreements is contrary to a culture of child protection.

Disclosure statement
To be treated with the utmost confidentiality.
Please lodge this form directly with the Hostel Manager or Guidance Counsellor.

Recording

Decision making
Notifying authorities

Notifying Agencies

Storage

Childs Name:
Date and Time:
Location:
Staff members name and signature:
Anything said by child:
Factual concerns or observations that have led to
suspicion of abuse or neglect:
Action taken
Discussion of concerns should include the Hostel
Manager and Guidance Counsellor
Notify Oranga Tamariki if there is belief that the child
has been, or is likely to be abused or neglected.
Phone: 0508 FAMILY (0508 326 459)
Email: contact@ot.govt.nz
Follow advice and guidance of Oranga Tamariki which
will include what, if any, immediate action may be
appropriate, including referring the concern to the
Police.
If the concern doesn’t amount to suspicion of abuse or
neglect, a request for service may be made to a
community provider to assist the family: Strengthening
Families, Tui Ora, family/whanau counselling agencies,
TPC, Adult Mental Health, CAMHS, drug and alcohol
services.
Securely store the record of concern, any related
discussion and correspondence, advice, actions,
previous concerns.

Responding to suspected abuse or harm within The Church - Procedure
If it is disclosed to you that someone has been abused or harmed within the Church, whether current or
historical the following procedure is to be followed in accordance with the National Office for Professional
Standards.

Elizabeth House - Recruitment, Screening and Vetting Procedure

1. The following checks will be completed for all people Elizabeth House is seeking to employ or engage as a
children’s worker.
2. Where Contractors, or other workers not directly employed enter the Boarding House premises, or have
unsupervised contact with students at the boarding house, that Company/Employer must attest to having
screened and vetted under the Vulnerable Children’s Act their employees and they are fit to enter the
premises. Written evidence of this must be cited, copied and kept on file.
3. Where Contractors/Employers other than Elizabeth House cannot verify that their employees have been
screened and vetted under the Vulnerable Children’s Act they are prohibited from entering the premises
until this has been completed.

Children’s Worker:
A children’s worker is a person whose work involves regular (at least once each week or at least 4 days each month)
or overnight contact with a child and that contact takes place without a parent or guardian being present. That work
can be paid or unpaid work undertaken as part of an educational or vocational training course and contact includes
by telephone or electronic means.

Core Worker:
A core worker is a children’s worker who provides their service in a manner that requires or allows them to be the
only children’s worker present with a child or the children’s worker who has primary responsibility or authority over
the child.

Summary of the checks required - The table below summarises the checks required for:




New children’s workers – anyone applying for a role as a children’s worker.
Existing children’s workers – anyone currently employed by an organisation whose checks are being brought up
to the required standard.
Rechecks – the three-yearly rechecking for each person an organisation intends to continue to employ.

For each part of the check a link to more detailed information is provided.
Parts of the safety check
1

New

Identity confirmation, either by:
1.

Existing

Recheck

Y

Y

Y

Use of an electronic identity credential (e.g., the RealMe identity verification service), and a
search of personnel records to check that the identity has not been claimed by someone
else; OR

2.

Following the prescribed regulatory process by:
1.

Checking an original primary identity document.

2.

Checking an original secondary identity document.

3.

Checking an identity document that contains a photo, or by using an identity
referee.

4.

Searching personnel records to check that the identity has not been claimed by
someone else.

2

An interview of the potential children’s worker.

Y

3

Obtaining and considering a work history, covering the preceding 5 years.

Y

4

Obtaining and considering information from at least one referee.

Y

5

Seeking information from any relevant professional organisation or registration body including

Y

Y

Y

Y

Y

Y

(but not limited to) confirming their registration status.
6

Obtaining and considering information from a New Zealand Police vet, unless at least threeyearly New Zealand Police vetting is already a condition of the potential children’s worker
holding professional registration or a practicing certificate (and the specified organisation has
confirmed that that registration or certificate is current).

7

Evaluation of the above information to assess the risk the potential children’s worker would
pose to the safety of children if employed or engaged, taking into account whether the role is a
core children’s worker or non-core children’s worker role.

Y

Y

Y

Elizabeth House – Safety Check Procedure for all New Appointments
This check must be completed for all new appointments.
Name: ____________________________________ Core worker:
Position: __________________________________ Date:

Non-core worker:

/ / 20___

Safety Check
Identity Verification, either by:
1. Use of an Electronic Identify Credential (eg, the RealMe identity verification service) and a
search of personnel records to check that the identity has not been claimed by someone else.
OR
2. Following the regulatory process to provide confidence that:
• The identity exists (ie that it is not fictitious) by checking an original primary identity document.
• The identity is a “living” identity and the potential children’s worker uses that identity in the
community by checking an original secondary identity document.
• The potential children’s worker has links to the identity either by checking an identity document
and contains photo, or by using an identity referee.
• Searching personnel records to check that the identity has not been claimed by someone else.
Two Forms of identification sighted – one from
Category A (Primary Identity) and one from Category B
(Secondary Identity).
Category A
Tick
New Zealand Passport
[ ]
A New Zealand Certificate of Identiy issued
[ ]
under the Passports Act 1992 to Non-New
Zealand citizens who cannot obtain a passport
from their country of origin.
New Zealand Certificate of Identiy (issues to
[ ]
People who have refugee status)
New Zealand Refugee Travel Document
[ ]
Emergency Travel Document
[ ]
New Zealand Firearms License
[ ]
Overseas Passport (with or without New
[ ]
Zealand Immigration Visa/Permit)
New Zealand Full Birth Certificate issues on or
[ ]
after 1998
New Zealand Citizenship Certificate
[ ]
Name Changed:
If an employee has changed their name they have
produced document showing name change.
Copies of identification filed

Yes

No

Category B
New Zealand Driver’s Licence
18+ Card (must be current)

Tick
[ ]
[ ]

Community Services Card

[ ]

Super Gold Card
Veteran Super Gold Card
Inland Revenue Number
Electoral Roll Records

[
[
[
[

New Zealand issued utility bill not more than 6
months earlier- enter issue date

[ ]

Yes

No

Yes

No

Personnel record checked

Yes

No

Police vet conducted (if applicable)

Yes

No

Interview
An interview of the potential children’s worker. The
interview may be conducted via telephone or other
communications technology.

Yes

No

N/A

]
]
]
]

Reference check – preceding five years
Obtaining and considering a work history covering the
preceding five years, provided by the potential
children’s worker.
Reference Check – referee
Obtaining and considering information from at least
one referee, not related to the potential children’s
worker or part of their extended family.

Yes

No

Yes

No

Name: ________________________________

Date: ____/____/ 20____

Name: ________________________________

Date: ____/____/ 20____

Name: ________________________________

Date: ____/____/ 20____

Seeking Information
From any relevant professional organisation or
registration body including (but not limited to)
confirming their registration status.
Risk Assessment
Evaluation of the above information to access the risk
the potential children’s worker would pose to the
safety of children if employed or engaged, taking into
account whether the role is core children’s worker or a
non-core children’s worker role.

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

•
•

•
•
•
•

Will this person be safe to work with children?
Do they understand the development needs of
children and know how to act to ensure these
are met?
Will they activity contribute to a culture of child
protection?
Will they support and adhere to school’s child
protection policies?
Will they be prepared to make child safety a
priority?
Do they meet all other considerations for this
position?

Final assessment
•
•

Suitable
Reason for suitability

Signed: _________________________ Hostel Manager

Date: ____/____/ 20____

N/A

Elizabeth House VCA Screening and Vetting Checklist
(New Children’s Workers)
NAME:
1

DATE:
Identity confirmation, either by:
Following the regulatory process to provide confidence that:

2



The identity exists (ie that it is not fictitious) by checking an original primary
identity document.



The identity is a ‘living’ identity and the potential children’s worker uses that
identity in the community by checking an original secondary identity document.



The potential children’s worker links to the identity either by checking an identity
document that contains a photo, or by using an identity referee.



Searching personnel records to check that the identity has not been claimed by
someone else.

An interview of the potential children’s worker.
The interview may be conducted via telephone or other communications technology.

3

Obtaining and considering a work history, covering the proceeding five years, provided by the
potential children’s worker.

4

Obtaining and considering information from at least one referee, not related to the potential
children’s worker or part of their extended family.

5

Seeking information from any relevant professional organisation, licensing authority, or
registration authority, including (but not limited to) confirmation that the potential children’s
worker is currently a member of the organisation, or currently licensed or registered by the
authority.

6

Obtaining and considering information from a New Zealand Police vet, unless at least threeyearly New Zealand Police vetting is already a condition of the potential children’s worker
holding professional registration or a practicing certificate (and the specified organisation has
confirmed that the registration or certificate is current).

7

Evaluation of the above information to assess the risk the potential children’s worker would
pose to the safety of children if employed or engaged, taking into account whether the role is
a core children’s worker or non-core children’s worker role.

Hostel Manager __________________________ Date: ____/____/____

Elizabeth House – Safety Check Procedure for Existing Children’s Worker
This check must be completed for all existing employees by the dates specified in the legislation.
Name: ____________________________________ Core worker:
Position: __________________________________ Date:

Non-core worker:

/ / 20___

Safety Check
Identity Verification, either by:
3. Use of an Electronic Identify Credential (eg, the RealMe identity verification service) and a
search of personnel records to check that the identity has not been claimed by someone else.
OR
4. Following the regulatory process to provide confidence that:
• The identity exists (ie that it is not fictitious) by checking an original primary identity document.
• The identity is a “living” identity and the potential children’s worker uses that identity in the
community by checking an original secondary identity document.
• The potential children’s worker has links to the identity either by checking an identity document
and contains photo, or by using an identity referee.
• Searching personnel records to check that the identity has not been claimed by someone else.
Two Forms of identification sighted – one from
Category A (Primary Identity) and one from Category B
(Secondary Identity).
Category A
Tick
New Zealand Passport
[ ]
A New Zealand Certificate of Identiy issued
[ ]
under the Passports Act 1992 to Non-New
Zealand citizens who cannot obtain a passport
from their country of origin.
New Zealand Certificate of Identiy (issues to
[ ]
People who have refugee status)
New Zealand Refugee Travel Document
[ ]
Emergency Travel Document
[ ]
New Zealand Firearms License
[ ]
Overseas Passport (with or without New
[ ]
Zealand Immigration Visa/Permit)
New Zealand Full Birth Certificate issues on or
[ ]
after 1998
New Zealand Citizenship Certificate
[ ]
Name Changed:
If an employee has changed their name they have
produced document showing name change.
Copies of identification filed

Yes

No

Category B
New Zealand Driver’s Licence
18+ Card (must be current)

Tick
[ ]
[ ]

Community Services Card

[ ]

Super Gold Card
Veteran Super Gold Card
Inland Revenue Number
Electoral Roll Records

[
[
[
[

New Zealand issued utility bill not more than 6
months earlier- enter issue date

[ ]

Yes

No

Yes

No

Personnel record checked

Yes

No

Police vet conducted (if applicable)

Yes

No

Seeking Information

Yes

No

N/A

N/A

]
]
]
]

From any relevant professional organisation or
registration body including (but not limited to)
confirming their registration status.
Risk Assessment
Evaluation of the above information to access the risk
the potential children’s worker would pose to the
safety of children if employed or engaged, taking into
account whether the role is core children’s worker or a
non-core children’s worker role.
•
•

•
•
•
•

Will this person be safe to work with children?
Do they understand the development needs of
children and know how to act to ensure these
are met?
Will they activity contribute to a culture of child
protection?
Will they support and adhere to school’s child
protection policies?
Will they be prepared to make child safety a
priority?
Do they meet all other considerations for this
position?

Final assessment
•
•

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Suitable
Reason for suitability

Signed: _________________________ Hostel Manager

Date: ____/____/ 20____

Elizabeth House VCA Screening and Vetting Checklist
(Existing Children’s Workers)
NAME:
1

DATE:
Identity confirmation, either by:
Following the regulatory process to provide confidence that:


The identity exists (ie that it is not fictitious) by checking an original primary
identity document.



The identity is a ‘living’ identity and the potential children’s worker uses that
identity in the community by checking an original secondary identity document.



The potential children’s worker links to the identity either by checking an identity
document that contains a photo, or by using an identity referee.



Searching personnel records to check that the identity has not been claimed by
someone else.

2

Seeking information from any relevant professional organisation, licensing authority, or
registration authority, including (but not limited to) confirmation that the potential children’s
worker is currently a member of the organisation, or currently licensed or registered by the
authority.

3

Obtaining and considering information from a New Zealand Police vet, unless at least threeyearly New Zealand Police vetting is already a condition of the potential children’s worker
holding professional registration or a practicing certificate (and the specified organisation has
confirmed that the registration or certificate is current).

4

Evaluation of the above information to assess the risk the potential children’s worker would
pose to the safety of children if employed or engaged, taking into account whether the role is
a core children’s worker or non-core children’s worker role.

Hostel Manager __________________________ Date: ____/____/____

