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Child Protection Policy and Procedure
________________________________________________
Policy summary
This policy affirms our organisation’s [service/organisation name] commitment to the safety and wellbeing of children. It outlines the procedures to be followed when child abuse is reported or suspected and provides practical guidance on preventative measures to reduce the risk of abuse occurring.
All staff members are required to be familiar with this policy and to adhere strictly to its protocols. Our collective responsibility is to ensure a safe environment where children are protected, respected, and supported.
Purpose statement
We are committed to ensuring the safety and wellbeing of all children in our care. Our foremost priority is the protection of children from abuse and neglect, and we are dedicated to creating an environment where every child feels safe, valued, and supported.
We actively support the roles of the New Zealand Police and Oranga Tamariki—Ministry for Children—in the investigation of suspected or alleged abuse, and we will report any concerns to these agencies promptly and responsibly.
We work in partnership with families and whānau to uphold the safety and wellbeing of their children, recognising the vital role they play in a child’s life.
Our environment is one where physical, emotional, verbal, and sexual abuse are not tolerated. We are committed to maintaining a culture of vigilance, care, and respect.
Policy principles
We are firm in our commitment to the safety and wellbeing of all children in our care. Our guiding principles are:
· Child-Centred Approach – the interests and protection of the child are paramount in all our actions and decisions.
· Whānau Engagement – we recognise and respect the rights of family and whānau to be involved in decisions affecting their children.
· Staff Capability – we are committed to ensuring all staff are trained to identify signs and symptoms of abuse and neglect, and to respond appropriately and confidently.
· Collaborative Practice – we support our staff to work in alignment with this policy and in partnership with external agencies to uphold consistent, high-quality child protection standards.
· Legal Compliance – we will always act in accordance with relevant legislation and regulatory responsibilities.
· Information Sharing – We are committed to sharing information in a timely and appropriate manner, and to discussing concerns, with colleagues and management to ensure a coordinated response.
· Safe Culture – We promote a culture where staff feel safe and supported to challenge poor practice or raise concerns without fear of reprisal.
· A commitment to develop and maintain links with iwi, Pasifika and other cultural and community groups and to ensure that important cultural concepts (e.g. whakamanawa, whakapapa, te reo Māori, tikanga, kaitiakitanga, wairuatanga) are integrated, as appropriate, into practice.
Management commitment
There are policies for the appropriate response to, and management of, child abuse and neglect.
Procedures exist to provide appropriate, adequate support for, and supervision of, staff affected by child abuse or neglect.
Staff seek advice when child abuse is suspected or identified.
The Child Protection policy is reviewed 3 yearly and as required.
There is a training plan that ensures staff receive child protection training upon induction and refresher training at least every 3 years. 
Ensure there are tools in place, and these are accessible to staff for recording care and protection concerns. 
Provide support and advice for staff regarding child abuse and neglect.
Committed to implementing safer recruitment procedures.  Safety checking is completed upon employment (7 step safety check) and every 3 years subsequently (4 step safety check)
Service layout supports the supervision of children and minimises areas of low visibility
The service implements a supervision policy that ensures all children are supervised and those adults working with children are supervised by a Person Responsible. 
Definitions of terms
Child – Any child or young person aged under 18 years and who is not married or in a civil union.
Staff – Any adult who is employed by or volunteers for [service/organisation name] and any person or organisation contracted to provide children’s services for [service/organisation name].
Disclosure – Information given to a staff member by a child, parent/caregiver or third party in relation to abuse or neglect.
Person responsible – The Person responsible in accordance with the Education (Early Childhood Services) Regulations 2008 or the designated person responsible for providing advice and support to staff where they have a concern about any child/children, or they want advice around the child protection policy.
Oranga Tamariki, Ministry for Children – The government agency responsible for investigating and responding to suspected abuse and neglect and for providing care and protection to children found in need.
New Zealand Police (NZ Police) – The agency responsible for responding to situations where a child is in immediate danger and for working with Oranga Tamariki in child protection work and investigating cases of abuse or neglect where an offence may have occurred.
Safer recruitment – Following good practice processes for pre-employment checking to manage the risk of unsuitable persons entering the children’s workforce. This relates to and is in accordance with the mandatory requirements under the Children’s Act 2014.
Child protection – Activities carried out to ensure that children are safe in cases where there is suspected abuse or neglect or the risk of abuse or neglect
Definitions of abuse
Child abuse – Includes physical, emotional and sexual abuse as well as neglect which is the direct consequence of a deliberate act or omission by an adult, and which has the potential or effect of serious harm to the child.
Emotional abuse – Emotional abuse is a pattern of systematic and purposeful harm aimed towards the child, which damages their psychological, social, intellectual, and emotional functioning or development. This type of abuse is often repetitive and targeted, and it can include:
constant degradation or vitriolic criticism
humiliation or shaming
isolation from family or peers
scapegoating (singling out a child for blame or punishment)
threatening, corrupting, or exploiting the child
denying access to cultural, faith, or identity-affirming experiences
exposure to family violence.
Neglect – Neglect is a pattern of behaviour that occurs over a period of time and results in impaired functioning/development of a child or young person. It is the failure to provide for a child’s basic needs. Neglect may include:
physical neglect – not providing adequate food, clothing, shelter, or hygiene
medical neglect – failing to seek or follow through with necessary medical care
emotional neglect – ignoring a child’s emotional needs, affection, or support
supervisory neglect – leaving a child unsupervised or in unsafe situations
educational neglect – child's educational needs are not adequately met.
Physical abuse – Physical abuse is an act that may result in physical harm to a child. This harm may be deliberate or the unintentional result of a deliberate action. It includes both single incidents and patterns of behaviour and may include:
bruising, cutting, hitting, or beating
biting, burning, or causing abrasions
strangulation, suffocation, or drowning
poisoning or fabricated illness
shaking (especially of infants)
use of objects as weapons (e.g. broom, belt, bat)
Sexual abuse – Sexual abuse includes acts or behaviours where an adult, older, or more powerful person uses a child for a sexual purpose, and includes,
Touching a child in a sexual way
Exposing a child to sexual acts or materials
Involving a child in the production of sexual images or videos
Encouraging or coercing a child to engage in sexual behaviour
Rape or attempted rape
Sexual exploitation, including grooming (online or in person) 
Identifying possible abuse or neglect
All staff must be able to identify the signs and symptoms of possible abuse, and have the confidence to take appropriate action, with the support and guidance of the Person Responsible.
Indicators of abuse
We all have a responsibility in knowing how to recognise signs of abuse and neglect these can be found in the attached Appendix 1 and at the websites below. 
Identify abuse | Oranga Tamariki — Ministry for Children
Child Matters is a registered charitable trust that provides guidance, advice, education and support to protect children. Indicators of different types of abuse can be found on the Child Matters website.
Indicators of Child Abuse | Emotional, Physical, Behavioural 
Responding to suspected abuse or neglect
All suspicions, observed incidents or reports of incidents should be reported directly to the Person Responsible as soon as possible, who will immediately take steps to protect the child(ren) and ensure that:
the concern is recorded in accordance with organisational procedures,
initiate a Report of Concern (RoC) to Oranga Tamariki if there is clear evidence or reasonable cause to believe that abuse has occurred, or
seek advice / consult Oranga Tamariki where evidence is less clear but there is cause for suspicion of abuse.
Oranga Tamariki Contact Details
0508 326 459 (0508 FAMILY) 
contact@ot.govt.nz 
0508EDASSIST (0508 332 774)
Responding to disclosures and identification of abuse
Any person has the right and responsibility to contact Oranga Tamariki and/or the Police if they are concerned that a child may be in need of care and protection.
Any notification made to Oranga Tamariki or New Zealand Police (specified agencies) requires notification to the Ministry of Education at the same time (HS128).
Disclosure of abuse
	A child makes a verbal disclosure of abuse to an adult in the service.

	Steps
	Actions

	Listen carefully and calmly

	Allow the child to speak freely—do not interrupt or ask leading questions.
Stay calm and composed, even if the disclosure is distressing.
Use open-ended prompts like “Tell me more about that” or “What happened next?”

	Reassure the child

	Let the child know they did the right thing by telling you.
Avoid making promises you can’t keep (e.g. “I won’t tell anyone”).
Say something like: “Thank you for telling me. I’m going to do my best to help you.”
If the child is not visibly distressed re-engage the child in the programme.
If the child is visibly distressed provide appropriate reassurance and re-engage in appropriate activities under supervision until they are able to participate in the programme without adult support.

	Do not investigate

	Do not question the child beyond what is necessary to clarify your concern.
Avoid asking leading or suggestive questions.
Leave the investigation to trained professionals (e.g. Oranga Tamariki or NZ Police).
Make no assumptions about what has occurred or who it might involve

	Ensure child’s immediate safety
	If the child is in immediate danger, take steps to ensure their safety and call NZ Police (111).
Remove the child from harm if safe and appropriate to do so.

	Report immediately

	Inform the Person Responsible as soon as possible and decide on immediate actions.
If it is suspected that a child has been or is likely to be abused or neglected notify Oranga Tamariki promptly.
Oranga Tamariki contact details: 
Phone: 0508 326 459 (0508 FAMILY)

	Record the disclosure
	Write down exactly what the child said, using the child’s own words as much as possible.
Note the date, time, location, and any witnesses.
Do not add your own interpretations or assumptions.
Record what actions have been taken
(Do not take photos)

	Maintain confidentiality

	Share information only with those who need to know.
Do not discuss the matter with other staff, children, or families unless directed by authorities.
Store all information securely

	Follow up

	Ensure the child receives appropriate support.
Continue to monitor the child’s wellbeing.
Participate in any follow-up actions or meetings as required.


Identification of abuse
	If a staff member identifies suspected child abuse.

	Steps
	Actions

	Ensure child’s immediate safety

	If the child is in immediate danger, take steps to ensure their safety and call NZ Police (111).
Remove the child from harm if safe and appropriate to do so.

	Stay calm and supportive

	Remain calm and composed.
Avoid expressing shock, disbelief, or anger.
Make no assumptions about what has occurred or who it might involve

	Do not investigate

	Do not question the child beyond what is necessary to clarify your concern.
Avoid asking leading or suggestive questions.
Leave the investigation to trained professionals (e.g. Oranga Tamariki or NZ Police).

	Report the concern

	Inform the Person Responsible as soon as possible and decide on immediate actions.
If it is suspected that a child has been or is likely to be abused or neglected notify Oranga Tamariki promptly. 
Oranga Tamariki contact details: 
Phone: 0508 326 459 (0508 FAMILY)
If the suspected abuser is the Person Responsible contact [service provider details]. Where this is not possible contact Oranga Tamariki or NZ Police

	Formally document the concern
	[bookmark: _Hlk202874102]Formally document the concern as soon as possible, including:
what was said or observed (the facts) 
date, time, and location
names of those involved
what actions you have taken.
(Do not take photos)

	Maintain confidentiality

	Share information only with those who need to know.
Do not discuss the matter with other staff, children, or families unless directed by authorities.

	Follow up

	Ensure the child receives appropriate support.
Continue to monitor the child’s wellbeing.
Participate in any follow-up actions or meetings as required.


Staff Allegations
When it has been disclosed or observed that a person employed or engaged in [service/organisation name] has allegedly abused or neglected a child the following process will be followed.
	Allegations or concerns about a staff member

	Steps
	Actions

	Ensure child’s immediate safety

	If the child is in immediate danger, take steps to ensure their safety and call NZ Police (111).
Remove the child from harm if safe and appropriate to do so.

	Report the concern

	Inform the Person Responsible as soon as possible and decide on immediate actions.
If it is suspected that a child has been or is likely to be abused or neglected notify Oranga Tamariki promptly. 
Oranga Tamariki contact details:
Phone: 0508 326 459 (0508 FAMILY)
If the suspected abuser is the Person Responsible contact (service provider details). Where this is not possible contact Oranga Tamariki or NZ Police

	Consult/notify appropriate agency
	Consult/notify Oranga Tamariki or NZ Police before advising the person concerned.
Oranga Tamariki contact details: 
Phone: 0508 326 459 (0508 FAMILY)

	Formally document the concern
	Formally document the concern as soon as possible, including:
What was said or observed (the facts) 
Date, time, and location
Names of those involved
What actions you have taken
(Do not take photos)

	Implement Regulation 56
Education (Early Childhood Services) Regulations 2008
	If the Service Provider has reasonable grounds to believe that a person employed or engaged in the services has physically ill-treated or abused a child, after consultation with Oranga Tamariki and/or NZ Police, the Service Provider will take immediate steps to exclude the person from coming into contact with children. (Regulation 56)

	Inform the parents/whānau
	Parents / whānau, whose child/ren have been affected by the staff member’s actions, will be informed by the Person Responsible of the allegations. 
They will be offered support and informed of the actions that will be taken.

	Inform the Ministry of Education
	Any notification made to Oranga Tamariki or NZ Police (specified agencies) requires notification to the Ministry of Education at the same time (HS128).

	Allegation investigation
	An investigation into the allegation will be undertaken, with the guidance of Oranga Tamariki and NZ Police. 
The investigation will seek to establish if there are reasonable grounds to believe that the person has physically or emotionally ill-treated or abused a child or committed a crime against children.

	Human Resources process
	Implementation of appropriate Human Resources processes will be undertaken.
We will follow (service name) disciplinary policies, guided by the employment contract/collective employment contract and relevant statutory obligations

	Maintain confidentiality

	Share information only with those who need to know.
Do not discuss the matter with other staff, children, or families unless directed by authorities.

	Follow up

	Ensure the child receives appropriate support.
Continue to monitor the child’s wellbeing.
Participate in any follow-up actions or meetings as required.


[Service/organisation name] commits to not to using ‘settlement agreements’, where these are contrary to a culture of child protection. 
Allegations or concerns about staff will also be made to the Teaching Council Aotearoa New Zealand without delay, where there is reason to believe a registered teacher has engaged in serious misconduct. 
Where a notification is made by the service to as specified agency such as Oranga Tamariki, NZ Police and Teaching Council Aotearoa New Zealand the service provider must also notify the Ministry of Education at the same time.
A Process Diagram is provided as Appendix 2
An Incident Record Template is provided as Appendix 3
	Role of the Person Responsible

	Steps
	Actions

	Gather information
	Ensure you have the written record of what has occurred from all persons involved.
Offer support to the persons involved.
If needed, access guidance and support from the appropriate Agency - Oranga Tamariki, NZ Police.

	Report suspected abuse
	Report the suspected abuse to Oranga Tamariki or NZ Police.
Seek guidance on how to:
Talk to families /whānau
Support the child, and
What happens next
Oranga Tamariki contact details: 
Phone: 0508 326 459 (0508 FAMILY)

	Things to consider as a Person Responsible
	Ensure child’s immediate safety - Remove the child from harm if safe and appropriate to do so.
Consider, Regulation 56 - if you have reasonable grounds to believe that a person employed or engaged in the services has physically ill-treated or abused a child, after consultation with Oranga Tamariki and/or NZ Police, take immediate steps to exclude the person from coming into contact with children.
Inform the parents/whānau.
Report the serious incident to the Ministry of Education (HS128).
Complete an investigation using the report template (link)
Implementation of appropriate human resources processes. 
If the person is a registered teacher complete a mandatory report to Teaching Council Aotearoa New Zealand.
Continue to maintain records of additional meetings, discussions and comments.
Seek legal advice where appropriate.


Protected Disclosure
The Protected Disclosures Act 2022 encourages employees to disclose and report information about serious wrongdoing in the workplace. This Act provides protection for those employees from criminal and legal retribution and outlines the internal procedure to be followed when investigating the matter.
Mandatory Reporting to Teaching Council of Aotearoa New Zealand (Teaching Council)
[bookmark: _Hlk202874467]Under the Education and Training Act 2020, [service/organisation name] is legally obliged to make a mandatory report to the Teaching Council of Aotearoa New Zealand (Teaching Council) when there is reason to believe a teacher has engaged in serious misconduct. This is to be brought to the Teaching Council’s attention early in the process and a conclusive assessment of the circumstances is not required by [service/organisation name] prior to doing this. Failing to make a report is an offence, which carries a fine of up to $25,000 unless there is reasonable justification.
Transparency and Communication
Where appropriate, individuals making an allegation will be provided with a copy of this policy to ensure transparency and understanding of the process.
Confidentiality and information sharing
All matters related to individual cases are confidential to those directly involved and should under no circumstances be discussed with other staff, other parents, children or any other person outside of [service/organisation name].
The Privacy Act 2020 and the Oranga Tamariki Act 1989 allow information to be shared to keep children safe when abuse or suspected abuse is reported or investigated. Note that under sections 15 and 16 of the Oranga Tamariki Act, any person who believes that a child has been, or is likely to be, harmed physically, emotionally or sexually or ill-treated, abused, neglected or deprived may report the matter to Oranga Tamariki or the NZ Police and, provided the report is made in good faith, no civil, criminal or disciplinary proceedings may be brought against them.
Staff may be required to share information about children and their wellbeing with authorised government agencies such as Oranga Tamariki, the New Zealand Police, the Family Court, legal representatives, and registered health professionals. All requests for information must follow the [service/organisation name]’s formal procedure to ensure compliance with privacy legislation and the protection of children’s rights. Information will only be shared when the request is made in writing, appropriate identification and purpose are confirmed, and where necessary, written consent from the child’s parent or caregiver is obtained. All responses must be factual, impartial, and approved by the Person responsible before release.
Best practice: Inform parents of your intention if it is safe to do so. However, parental consent is not required to transfer this information as it will be used to prevent harm to a child. Where parents object, the facts should be recorded and note the reasons for your decision to transfer information.
Recruitment and employment (safety checking)
[Service/organisation name] recruitment policy reflects a commitment to child protection by including comprehensive screening procedures in accordance with the Children’s Act 2014.
[Service/organisation name] ensures that all staff working with children, are employed in accordance with this Act as stipulated in the staff recruitment policy. Safety checking is a central part of this and will be carried out in accordance with the Children’s (Requirements for Safety Checks of Children’s Workers) Regulations 2015. If there is any suspicion that an applicant might pose a risk to a child, that applicant will not be employed. 
Details of the safety checking process are fully detailed in the services [insert where this is found e.g. Safety Checking or Recruitment policies].


Training, supervision and support
Training, resources and/or advice will be available to ensure that all staff can develop and strengthen their knowledge of:
the detail of this policy.
the signs and symptoms of child abuse and neglect.
roles and responsibilities around record keeping and reporting.
responsibilities to children.
limitations of their role.
[Service/organisation name] commits to bi-annual [service to decide on timeframes within at least 3 yearly] staff training and consistent review of our child protection policy and reporting processes to ensure they are effective and fully understood by all staff.
Review of this policy and the procedure will also be undertaken after an incident that requires this policy to be implemented. Review will evaluate the effectiveness of the policy and procedures and the implementation of the procedures by those staff involved. 
[Service/organisation name] will ensure that all staff have access to necessary training, resources and/or advice to ensure they can carry out their roles in terms of this policy, particularly: 
understanding child abuse and indicators of child abuse
how to reduce the risk of child abuse
understanding and complying with legal obligations regarding child abuse
working with outside agencies on child abuse issues
planning of environment and supervision to minimise risk
conducting conversations appropriately with a child, parent and whānau.
Understanding this policy and initial training will form part of our induction programme for new staff. 
Volunteers and practicum students
Volunteers/students are welcome in the service.
At no time will a volunteer or student be left alone with a child. They will always be supervised by the Person Responsible or a registered teacher.
Volunteers/students will not be placed on nappy changing duty.
Where we rely on a Tertiary Education Organisation (TEO) to carry out the safety check for students on our behalf, we will obtain a letter from the TEO confirming this. If any components of the safety check have not been completed by the TEO, we are responsible for completing these. 
We always complete the identity check and risk assessment, even if these have already been completed by the TEO. A separate letter should be obtained for each named student teacher. 
Safeguarding culture (suggestions of practice) 
[Service to add and remove practices relevant to the service]
Staff working in the service are well supervised and visible in the activities they perform with children. We maintain a supervision plan that ensures an awareness of our learning environment and clear lines of sight. 
The supervision plan ensures effective deployment of staff to keep children safe.
Children’s bathroom doors remain open and there is some visibility from other parts of the service, while also respecting children's privacy.
Physical contact of children during changing or cleansing must be for the purpose of that task only and no more than is necessary. Encourage children to take care of themselves if possible. 
Bathroom/baby change door to remain open when children are in the room 
Sleeping room and office to have glass windows 
Office door to be kept open if a child is present
No child is to be in the garden shed.
No child is to accompany a solitary staff member on any trip outside the Centre.
Trips to any private home or building are only to be undertaken with more than one staff member and/or adult present.
Never photograph a child’s ano-genital area, even as a record of your concern.
Visitors to the service will not perform care-taking tasks with children or be alone with them. 
Alcohol/Drugs
[Service/organisation name] has a zero tolerance for staff being under the influence of drugs and alcohol, staff will be excluded from the licensed premises while any suspicion is investigated.  Suspicions involving a registered teacher will be reported to the Teaching Council of Aotearoa New Zealand.
If any parent arrives to pick up their child and is suspected to be under the influence of drugs of alcohol, staff will use their discretion to decide whether the child is safe to be driven by the parent. Staff can offer to call another family member, but where drivers are non-cooperative, staff should call the NZ Police (111).
Explicit material
At [service/organisation name], we are committed to providing a safe, nurturing, and developmentally appropriate learning environment for all children. In alignment with Te Whāriki and the Education (Early Childhood Services) Regulations 2008, we strictly prohibit the use, display, or distribution of any explicit, inappropriate, or harmful material within our service.
We ensure that all learning resources, digital content, and environmental displays are carefully vetted. Staff are trained to identify and report any concerns related to inappropriate content, and we maintain clear procedures for addressing such issues.
This policy reflects our dedication to upholding the rights of children to learn in an environment free from exposure to material that is not suitable for their age or stage of development. 
Relevant Legislation and Regulations
Core Legislation
Education & Training Act 2020
Children’s Act 2014
Children, Young Persons and Their Families Act 1989
Licensing Criteria for Early Childhood Education and Care Services 2008 (For centre-based HS128 and GMA106)
The Education (Early Childhood Services) Regulation 2008 – Regulation 56
The Code of Professional Responsibilities & the Standards for the Profession
Supporting legislation
· Privacy Act 2020
· Human Rights Act 1993
· Family Violence Act 2018
· Employment Relations Act 2000
· Care of Children Act 2004
References used in this policy
· Child Matters 2014
· Teaching Council of Aotearoa New Zealand 
· Child, Youth and Family – Working together to keep children and young people safe
Review of the policy and procedures
A review of this policy will occur no less than once every three years.
Further things to consider under safe practices
· Staff working on their own with children (outside, beginning and end of day)
· Baby sitting for families
· Isolating children in sleep room/staff with one staff member 
· Children being removed from play space, isolated
· Visitors / parents / caregivers responsibilities and expectations
· Child Pickup and drop off - age of person able to pick up and drop off, process/expectations for people outside of the enrolment form to pick up/drop off. 
· Children picked up and dropped off by Van service.
· AI – the use of AI to write learning stories / assessment and other documentation – considering the sharing of personal information. 
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