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Executive Summary 
The Working with Children (Risk Management and Screening) Act 2000 and the Working 

with Children (Risk Management and Screening) Regulation 2001 require regulated 

organizations to develop and implement a child and youth risk management strategy which 

aims to keep children and young people safe. 

 

The Child Protection Committee reviewed the Club’s 2009 Child Protection policy finding 

that a new Child & Youth Risk Management Strategy was required to comply with current 

legislation & community expectations. 

All volunteers will be directed to read this strategy at their first opportunity. 
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Statement of Commitment 
Bundaberg Amateur Radio Club is committed to ensuring that the safety, welfare and 
wellbeing of children and young people is maintained at all times during their participation 
in Club activities.  
Bundaberg Amateur Radio Club aims to promote a safe environment for all children and 
young people and will treat them with respect and understanding at all times. 
We will assist club volunteers to recognize child abuse and neglect and follow the 
appropriate notification procedures when reporting alleged abuse. 
To ensure children and young people are kept safe from harm, we will: 

 Adopt and review a Risk Management Strategy 

 Appoint a Child Protection Contact Person 

 Provide volunteers with training resources with review procedures & updates as 
required 

 Adopt a Code of Conduct for volunteers working with children and young people 

 Identify potential risks and take immediate action when harm or suspected harm 
are identified 

 Implement Complaint Handling Procedures 

Code of Conduct    
 
Who must comply with this code of conduct? 

The code of conduct applies 
to all Club Members, 
volunteers & invited guests 
who enter our Club 
environment 

 

Volunteers working with 
Children and young 

people will be requested 
to agree to, and sign the 

Code of Conduct 

 

What is Acceptable 

and 

What’s Not ? 
 

See Appendix 2 
 

 Acceptable Behaviour Unacceptable Behaviour 

LANGUAGE 

• Using encouraging/positive words 
& pleasant tone of voice 

• Open and honest communication 

•Insults, criticisms or name calling 

•Bullying, swearing or yelling 

•Sexually suggestive comments or jokes 

RELATIONSHIPS 

•Being a positive role model 

•Building relationships based on trust 

•Empowering children to share in 
decision making 

•Favouritism or giving gifts 

•Spending excessive amounts of time alone with 
children 

•Contact outside of working hours (either physical 
or via email/phone)  

•Bullying, harassment 

•‘Grooming’ children or young people 

PHYSICAL 
CONTACT 

•Allowing for personal space 

•Touching due to medical emergency  

•Protecting from physical harm 

 •Non-threatening 

•Violent or aggressive behaviour including hitting, 
kicking, slapping or pushing 

•Kissing or touching of a sexual nature consistent 
with ‘grooming’ 

OTHER 

•Appropriate attire/clothing for role 
•Use of internet/mobile phone for 
work related purposes only 

•Using alcohol or other substances before or 
during work 
•Inappropriate clothing 
•Sending inappropriate emails 
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Training Team code of conduct 

The Club code of conduct applies to BARC Training Team volunteers. Risk Assessment 
indicates that Training volunteers have a prolonged and closer contact with children and young 
people.  As a consequence of these activities being assessed as ‘High Risk’, these additional 
Code of Conduct measures will be adopted by all training team volunteers:  See appendix 2  

 TRAINING SESSIONS WITH INDIVIDUAL CHILDREN WILL NOT BE CONDUCTED UNLESS ANOTHER TRAINER 
OR PARENT/GUARDIAN IS PRESENT 

 IF A TRAINING SESSION INCLUDES 2 OR MORE CHILDREN; A SINGLE TRAINER MAY COMMENCE CLASSES 

 WHEN A TRAINING SESSION IS COMPLETE AT LEAST 2 TRAINERS WILL WAIT WITH THE GROUP UNTIL THE 
LAST STUDENT HAS BEEN COLLECTED OR HAS LEFT THE TRAINING PREMISES 

 VOLUNTEER OPERATORS DEMONSTRATING AT JOTA WILL ADHERE TO THE 2 PERSON POLICY AND WILL 
NOT BE ALONE IN SECLUDED AMATEUR RADIO SHACK LOCATIONS WITH INDIVIDUAL CHILDREN 

 IT IS PERMISSIBLE FOR ONE TRAINER TO DEMONSTRATE OPERATIONS TO A GROUP OF STUDENTS 

 IF STUDENTS LEAVE AND THE TRAINER FINDS THEMSELVES ALONE WITH A CHILD THEY WILL 
IMMEDIATELY EXCUSE THEMSELVES FROM THE ACTIVITY UNTIL ADDITIONAL STUDENTS, ADULT, PARENT 
OR ANOTHER TRAINER ARE PRESENT 

Managing volunteers 
 

Bluecard Services is a prevention and monitoring system which aims to minimize the risks of 
harm to children and young people by promoting safe and supportive environments. 
The past is risk managed through the initial assessment, which determines a person’s 
eligibility to work with children, based on known police or disciplinary information. 
The present is risk managed through police information of all blue card holders, which is 
continuously monitored so any changes are actioned appropriately, and the future is risk 
managed by organisations which implement child and youth risk management strategies and 
review them annually. 
 

Adult Club volunteers have a responsibility to promote the wellbeing of children and to make a 
positive contribution to a young person’s life so we will recruit & select volunteers and trainers 
with a positive outlook and suitability to work with children & young people. 
  

BARC Trainers & Volunteers working with children must: 
 

 be screened - undertake appropriate employment checks [Bluecard process] 

 be sponsored by at least 2 club members who attest to their care and compassion in 
dealing with children 

 show they understand and are able to separate training of adults from that of children. 
 

Child Protection Committee will prepare training material and facilitate annual refresher 
training to manage volunteers working with children & ensure that they have appropriate 
information to make the best decisions. 
 
Ongoing monitoring and assessment of volunteers will promote an attitude that “BARC 
cares about children”.  

Positive reinforcement as well as open and frank discussion should deter any persons 
seeking to harm children from using the Club as an avenue to encounter children 
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Handling disclosures & suspicions of Harm 
Policy and Procedures for Handling Disclosures or Suspicions of Harm 

BARC recognises that children and young people are vulnerable members of the 
community and that extra measures must be taken to protect and support them so we will 
respond as quickly as possible and in the best interests of the child or young person, when 
disclosures or suspicions of harm are received.  
Policy 

All volunteers working with children will receive training in identifying risks of harm and 
handling disclosures or suspicions of harm as soon as possible upon volunteering for 
training or events.  
Volunteers will report disclosed or suspected harm to the Child Protection Committee, the 
Club, Dep’t of Communities Child Safety and Disability Services or the Qld Police Service 
who will decide on an appropriate course of action.   See Appendix 3  Reporting Disclosures 
 
All members, volunteers and invited guests must comply with this policy. 
Definitions 

Harm 
Harm is “any detrimental effect of a significant nature on the child’s physical, psychological 
or emotional wellbeing. For harm to be significant, the detrimental effect on the child’s 
wellbeing must be substantial or serious, more than transitory and must be demonstrable 
in the child’s presentation, functioning or behaviour”. 
Categories of Harm:  

 physical abuse; e.g. beating, shaking, burning, biting, causing bruise or fractures by 
inappropriate discipline, giving children alcohol, drugs or inappropriate medication 

 emotional or psychological abuse; e.g. constant yelling, insults, swearing, criticism, 
bullying, not giving children positive support and encouragement 

 neglect; e.g. not giving children sufficient food, clothing, enough sleep, hygiene, 
medical care, leaving children alone or children missing school, and  

 sexual abuse or exploitation; e.g. sexual jokes, touching, exposing children to sexual 
acts or pornography; having sexual intercourse with a child [under 16 years of age] 
 

Suspicion of harm 
You can suspect harm if you are concerned by significant changes in behaviour or the 
presence of new unexplained and suspicious injuries. 
 

When a child or young person discloses harm 

A disclosure of harm occurs when someone, including a child, tells you about harm that has 
happened or is likely to happen. 
Disclosures of harm may start with: 

“I think I saw…”  or  “Somebody told me that…” 
“Just think you should know…”  or  “I’m not sure what I want you to do, but…” 

 remain calm and find a private place to talk 

 don’t promise that you’ll keep a secret; tell them they have done the right thing in telling you 
but that you’ll need to tell someone who can help keep them safe 

 only ask enough questions to confirm the need to report the matter; probing questions could 
cause distress, confusion and interfere with any later enquiries 
 

Do not attempt to conduct your own investigation or mediate an outcome between the parties involved 
 



Child and Youth Risk Management Strategy – Updated: September 2017 
 

6 

Reporting guidelines for disclosures or suspicions of harm 
Volunteers will take the actions immediately following a disclosure or suspicion of harm.  
Document a suspicion of harm: 

 If you or others have concerns about the safety of a child, record your concerns in a 
non-judgmental and accurate manner as soon as possible. 

 If you see unsafe or harmful actions towards a child in your care, intervene 
immediately, provided it is safe to do so. If it is unsafe, call the police for assistance.  

 In the absence of clear indications of what the inappropriate behaviour was, you need 
to balance the response in terms of your obligations to the children and the volunteer.  

If you have any doubts, inform the Club’s Child Protection Contact Person of your suspicion 

Keep the matter confidential – don’t discuss with anyone else 
 

In response to reported suspicion of harm the Club could; 

 remind volunteers of the code of conduct & policies regarding physical contact 

 ensure newer volunteers are appropriately supervised and receive adequate training 

 address conduct issues with volunteers as soon as practicable [document outcome] 

 document the incident & any outcomes or changes to policies and procedures 

Documenting a disclosure of harm 

Complete an incident report form or record the details as soon as possible so that they are 
accurately captured. Include: 

 time, date and place of the disclosure 

 ‘word for word’ what happened and what was said, including anything you said and 
any actions that have been taken, and date of report and signature. 

If you need to take notes as the person is telling you, explain that you are taking a record in 
case any later enquiry occurs.   See Appendix 4 - Incident Report Form 

Reporting the disclosure or suspicion of harm to authorities 
BARC will not conduct its own enquiries in relation to the disclosure or suspicion of harm or 
try to come to an agreement between the parties involved. The person who receives a 
disclosure or suspects harm is to contact the relevant authority to ensure information 
provided is comprehensive and accurate. 
Report the matter to: 

 BARC Child Protection Contact Person: Gail Lidden Ph. 4152 6482, or 

 Department of Communities Child Safety and Disability Services on 1800 811 810, or  

 Queensland Police Service 4153 9111. 
  

Processes for those involved in the report 

 The child or young person 
o Children & young people should be offered appropriate counselling & support.  

 The person who made the report 
o Under Section 22 of the Child Protection Act 1999, a person who reports 

suspected child abuse is protected from civil or criminal legal actions. 
Details of who made the report are to be kept confidential and not be made available to 

the family of the child or young person, or the person against whom an allegation is made 
 

 The person against whom the allegation has been made 

o Duties of the person responding to the allegation will be reviewed. Any 
continued interaction with children will be appropriately supervised at all times. 
 

Review & Training procedures  
An annual review of policies & procedures for handling disclosures or suspicions of harm will 
ensure a safe & supportive environment within legislation & community expectations. 
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Managing Breaches 
Plan for Managing Breaches of Child & Youth Risk Management Strategy 
 
Purpose 
This plan outlines the steps to be taken following a breach of the child and youth risk 
management strategy in order to address the breach in a fair and supportive manner.  
Definition 
A breach is a action or inaction by a member of the organisation, including children & 
young people, that fails to comply with any part of the strategy. This includes a breach in 
relation to: 

 statement of commitment to the safety, wellbeing & the protection of children from 
harm 

 code of conduct for interacting with children and young people; 

 procedures for recruiting, training and managing volunteers 

 policies and procedures for handling disclosures or suspicions of harm, including 
reporting guidelines 

 policies and procedures for implementing and reviewing the child and youth risk 
management strategy  

 maintaining a Volunteer Register 

 risk management planning for high risk activities, and 

 strategies for promotion and support. 
Volunteers will be made aware of the actions or inactions that form a breach 

 

Who must comply with this plan? 

 All Club Members, Management Committee and Volunteers  

 Children and young people  
 

Processes to manage a breach of the child and youth risk management strategy 
 

Breaches will be managed in a fair, unbiased and supportive manner. The following will occur: 

 all people concerned will be advised of the process 

 all people concerned will be able to provide their version of events 

 the details of the breach, including the versions of all parties & outcomes will be 
documented 

 matters discussed in relation to the breach will be kept confidential, and 

 an appropriate outcome will be decided. 
 

Suitable outcomes for breaches  
 

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

 emphasising the relevant component of the child and youth risk management 
strategy; e.g. the code of conduct 

 providing closer supervision 

 further education and training 

 mediating between those involved in the incident (where appropriate) 

 disciplinary procedures if necessary, or 

 reviewing & developing new policies & procedures if necessary. 
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Compliance 
Policies & Procedures for Compliance 
To comply with Chapter 8 of the Act – Bluecard compliance - a register of volunteers 
working with children and young people will be maintained by the Child Protection 
Committee. See Appendix 5 – Register of Volunteers 
The register will be reviewed annually to monitor the Bluecard status of all volunteers. 

Appointment of a Contact Person 

The Child Protection Committee members are; 
Child Protection Contact Person:  Gail Lidden  VK4ION  Phone 4152 6482 
Updated: September 2017   [information will be reviewed annually & amended as required]  
 

Policy 
Volunteers will not participate in Training sessions or Amateur Radio events at Child or 
Young People venues e.g. JOTA, unless they hold a valid Bluecard. 
Parents of a child partaking in the training or participating in the event are exempt from 
this requirement. A Bluecard register will be kept for all Volunteers working with children. 
Bluecard application & registration information will be kept confidential. 
 

New applications 

New volunteers, invited to apply for a Bluecard with the club, must be advised; 

 that they are consenting to the screening process when they sign an application 

 that it is an offence for a ‘disqualified person’ to sign a Bluecard application or 
renewal form.  

 that in certain circumstances a ‘disqualified persons’ may be able to apply for an 
‘Eligibility declaration’. 

A person is disqualified if they: 

 have been convicted of a ‘disqualifying offence’ 

 are a ‘reportable offender’ with current reporting obligations under the Child 
Protection (Offender Reporting) Act 2004, or 

 are subject to an offender prohibition order under the Child Protection (Offender 
Prohibition Order) Act 2008, or 

 are subject to a sexual offender order under the Dangerous Prisoners (Sexual 
Offenders) Act 2003, or 

 are subject to a disqualification order from a court prohibiting them from applying 
for, or holding a Bluecard. 
 

The Club contact Person will sight documents to confirm the identity of the applicant and 
carefully check applications to ensure that all sections are completed. 
 

Volunteers must not commence child related activities until they hold a valid blue card and 
positive notice 

 

If a new volunteer has a Bluecard with an employer or other organisation, an ‘Authorisation 
to confirm a valid blue card’ form will be submitted to seek confirmation & to register BARC 
as the applicant’s current or additional organisation.   
The authorization process is designed to notify the new organisation of any change to the 
validity of the person’s Bluecard due to a change in their police information.  

Check validity of Bluecards online:  Website requires; Applicant’s name, as it appears on the 
card; full card number (including number following the ‘/’ on the card) & expiry date 

While a blue card application is being processed BARC will not; 

 allow  volunteers to work with children until they have received their blue cards 
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 allow any person to work with children: 
o who withdraws their consent to employment screening 
o whose application has been withdrawn for any other reason, or 
o who is issued with a negative notice or whose blue card is cancelled or 

suspended. 
If a volunteer advises that they have had a change in their police or disciplinary information 
after being issued with a card the Child Protection Committee will submit a ‘Change in 
police information’ form’. 
The nature of the change in their police or disciplinary information does not need to be 
disclosed. 
Bluecard Services will notify the listed ‘employer’ of any suspension or cancellation of the 
person’s blue card. 
 
If a member or volunteer has a card cancelled or suspended or receives a negative notice 
after a change in police information, BARC will ensure: 

 that they do not continue to undertake child related work 

 that if they continue to perform work within the club, that is not child-related 

 that appropriate procedures are in place to manage any risks of harm to children 
and young people that may arise as a result of the person’s activities within the club.  

If a volunteer ceases to work with children, the Child Protection Committee will notify the 
Bluecard Services. 
Bluecard Services will be notified of any change to the Child Protection contact person 
within the Club. 
 
Volunteers will be reminded during annual refresher training that; 

 blue cards are current for three years unless cancelled or suspended 

 the blue card renewal process involves a new national police information check, a 
check of disciplinary information where applicable and a complete reassessment of 
an applicant’s eligibility, and 

 in order to continue working while a renewal application is being processed, 
Bluecard holders must submit their renewal application at least 30 days prior to their 
card’s expiry date. 
 

Annual Review 
 
Child Protection committee will evaluate and review the Child & Youth Risk Management 
Strategy on an annual basis, this will occur by the end of November of each year. 

The review will consider; 

 whether the Club’s policies and procedures were followed 

 whether any incidents relating to children and young people’s risk management 
issues occurred 

 the actual process used to manage any incidents 

 the effectiveness of the Club’s policies and procedures in preventing or minimising 
harm to children 

 the content and frequency of training in relation to your child and youth risk 
management strategy. 

The review will be documented and any changes noted 
Relevant changes to policies and procedures will be communicated to volunteers  
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High risk activities 
Managing High Risk Activities and Special Events 

What is a high risk activity? 

High risk activity or special event will be dependent on the nature of the activities BARC 

undertakes with children and young people. 

For example; Amateur Radio training or close proximity with children operating in a radio 

shack could be a high risk activity whereas a social BBQ with families in attendance would be 

considered low risk. 

High risk activities by their nature will require extra planning and supervision techniques. 

Child Protection Committee will undertake a Risk assessment to identify potential risks and 

take steps to remove or minimize them and the Risk Management plan will be documented 

and reviewed annually.  

The Risk Management process will identify risks in order to plan effective management 

strategies.  

The process adopted by the Child Protection Committee will be to; 

1. Establish the Context; describe the activity & identify stakeholders - volunteer, 

parents & children involved in the activity 

2. Identify the Risks; consider workplace safety first; then evaluate against the Club’s 

Child & Youth risk management strategy risks such as; emotional, sexual and 

cultural in nature, including the risks from: other children or young people, someone 

outside the club, a volunteer or a member. 

Consider how & when might harm occur? 

 Volunteer spending long periods alone with or offering private sessions to 

a child or young person. 

 Inadequate adult supervision 

 Giving a child a lift home 

3. Analyse the Risks; How likely is it to occur? And what are the consequences? 

4. Evaluate the Risks; This depends on the answers to question in step 3. If the risk is 

likely to result in major harm to a child, this is a high risk activity. 

5. Manage the Risks and reassess; Make decisions and implement risk reducing 

measures for each risk. E.g. the Club Code of Conduct for Training team - that a 

minimum of 2 instructors are present at all times when training or demonstrating 

amateur radio operations to individual children.   

6. Re-assess the risk after implementing the measures – are the risks reduced and 

acceptable? 

 

Reviewing the risk management strategy is essential so that high risk activities are 

continually evaluated and appropriate responses planned 

The Child Protection Committee will review and document club activities annually. 
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Promotion & Resourcing 
The Child Protection Committee will prepare documentation for Volunteers including; 

 Code of Conduct  for  Volunteers & Trainers- see appendix 1 & 2 

 Training materials – Reporting a Disclosure  & Incident Form - see appendix 3 & 4 

 Factsheet for Volunteers outlining the Club’s Child Protection Initiatives [see 

appendix 6] 

 Volunteer Training Register 

 

Parents/guardians may also receive the ‘FACTSHEET for Volunteers’ which outlines the 
Club’s the Child and Youth Risk Management strategy 

 
 

Making volunteers aware 

1. A presentation to all Club members at a general meeting will introduce the Child 

and Youth Risk Management Strategy; 

The presentation will be repeated at intervals of approximately 3 years. 

 

2. New Club Members will be provided with the FACTSHEET on the child and youth 

risk management strategy at induction. 

 

3. A copy of the child and youth risk management strategy will be uploaded to the 

Club’s website so that it is available to all club members and volunteers. 

 

4. Annual refresher training for Bluecard holder volunteers will take place in May. 

Training will encompass the child and youth risk management strategy 

Code of Conduct 

Reporting guidelines for disclosures and suspicions of harm 

 

A list of online contacts for various agencies which are available to assist anyone who has 

concerns regarding the safety of Children and young people will be compiled and made 

available to volunteers 

- - - - - - - - 0 0 0 0 0 O 0 0 0 0 - - - - - - -   - 
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Appendix 1 - Code of Conduct for Volunteers 

Statement of commitment 

Bundaberg Amateur Radio Club is committed to ensuring that the safety, welfare 

and wellbeing of children and young people is maintained at all times during their 

participation in activities run by the Club.  

Bundaberg Amateur Radio Club aims to promote a safe environment for all children 

and young people and will treat them with respect and understanding at all times. 

We will assist volunteers to recognize child abuse and neglect and follow the 

appropriate notification procedures when reporting alleged abuse. 

Who must comply with the code of conduct? 

This code of conduct applies to all Club Members, volunteers and visitors who enter 

our Club environment. 

 

The standards of appropriate behaviour 

Behaviour  Appropriate  Inappropriate 

Language 

 Using encouraging/positive 
words & pleasant tone of voice 

 Open and honest 
communication 

 Insults, criticisms or name calling 

 Bullying, swearing or yelling 

 Sexually suggestive comments or 
jokes 

Relationships 

 Being a positive role model 

 Building relationships based on 
trust 

 Empowering children to share 
in decision making 

 Favouritism or giving gifts 

 Spending excessive amounts of time 
alone with children 

 Contact outside of working hours 
(either physical or via email/phone)  

 Bullying, harassment 

 ‘Grooming’ children or young 
people 

Physical 
Contact 

 Allowing for personal space 

 Touching due to medical 
emergency 

 Protecting from physical harm  

 Non-threatening 

 Violent or aggressive behaviour 
including hitting, kicking, slapping 
or pushing 

 Kissing or touching of a sexual 
nature consistent with ‘grooming’ 

Other 

 Appropriate attire/clothing for 
role 

 Use of internet/mobile phone 
for work related purposes only 

 Using alcohol or other substances 
before or during work 

 Inappropriate clothing 

 Sending inappropriate emails 
In the event that the code of conduct for interacting with children and young people is breached, 

actions will be taken in accordance with BARC’s plan for managing breaches of the child and youth 
risk management strategy. 

“I have read, understood, and will act in accordance with the above code of conduct.” 
 
 
Name:__________________________ Signature: ________________  Date:___________ 

 

 

Responsible person/officer:      Date: Review Date: 

GPL         18/09/17 
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Appendix 2 - Training Team Code of Conduct additional measures 

The BARC Child Protection Committee has conducted Risk Assessments on club activities 
and found that the Training Team members have a prolonged and closer contact with 
children and young people. 
The assessment has been made that Amateur Radio Training and Radio Shack operations 
involving children and young people would be classified as high Risk activities. 
As a result these additional Code of Conduct measures will be adopted by all training team 
volunteers:  
 

 Training sessions with individual children will not be conducted unless another 
trainer or parent/guardian is present. 
 

 If the training session consists of 2 or more children; a single trainer may 
commence classes. 
 

 When a training session is complete at least 2 trainers will wait with the group 
until the last student has been collected or has left the training premises. 
 

 Trainers working at JOTA will adhere to the 2 person rule and will not be alone 
in secluded Amateur Radio Shack locations with individual children. 
 

 It is permissible for one trainer to demonstrate operations to a group of 
students;  

 

o if students leave and the trainer finds themselves alone with a child they 
will immediately excuse themselves from the activity until additional 
students, adult, parent/guardian or another trainer are present. 

 

In the event that the code of conduct for interacting with children and young people is 
breached, actions will be taken in accordance with BARC’s plan for managing breaches of 
the child and youth risk management strategy. 
 
“I have read, understood, and will act in accordance with the above code of conduct 
additional measures.” 
 
 
 

Name:__________________________ Signature: ___________________ Date:___________ 

 

Responsible person/officer:      Date: Review Date: 

GPL         18/09/17 
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Appendix 3 - Volunteer Training – Reporting a Disclosure 
 

Policy and Procedures for Handling Disclosures or Suspicions of Harm 

BARC recognises that children are vulnerable members of the community and that extra 

measures must be taken to protect and support them. The following procedures will ensure 

we respond quickly and in the best interests of the child or young person, when disclosures 

or suspicions of harm are received.  

 

What to do when a disclosure is made 

In the event that you receive a disclosure, the following suggestions may be of assistance: 

Remain calm 

You may be the first person to whom the disclosure has been made. Your reaction may 

determine whether the person making the disclosure trusts you with the information.  

It is important that you: 

 do not react in a shocked or critical way, and 

 tell the person you are glad they have told you. 
Find a private place to talk 

Privacy may help the person making the disclosure feel more comfortable about telling you 

what they have to say, especially if they are a child or young person. 
 

Do not promise to keep a secret 

When presented with a disclosure of harm, don’t say, “I won’t tell” and do not promise to 

keep secrets.  

Listen:  

You should: 

 reassure the person they have done the right thing by telling you 

 say you need to tell someone else who can help them, and 

 reassure them you will only tell someone who will make them safe. 

Believe the person. 

It is not up to you to judge whether a child, young person or anyone else is telling the truth 

– always act on the basis that what you have been told is the truth.  

Don’t ask leading questions 

Leading questions are those that tend to suggest an answer, for example: 

 “Did ‘X’ touch you?” 

 “Did they touch you where your underwear goes?” 

Don’t put words in the person’s mouth  

Ask open questions such as: 

“Tell me what happened”  or  “What happened then?” 

It is not your role to investigate 

It is not your role to investigate allegations of harm. Only ask enough questions to confirm 

the need to report the matter to the Club Child Protection Contact Person, Dep’t of 

Communities Child Safety and Disability Services or the Qld Police Service.  

The safety of the child or young person is paramount. Unnecessary questions or interviews 

could cause distress, confusion and may interfere with any subsequent investigation 

authorities undertake.  
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Take detailed notes 

At the first opportunity after a disclosure has been made, make notes about what occurred. 

Include information such as: 

 dates, times 

 location, and 

 who was present 

Include a detailed description of: 

 exactly what the person disclosing said, using “I said,” “they said,” statements 

 the questions you asked 

 any comments you made, and 

 your actions following the disclosure 

If you are taking notes as the disclosure is occurring, explain why you are doing it and why it 

is important, ie. to ensure an accurate record for any subsequent investigation. If the 

disclosure is being made by a child or young person, remember to explain this to them in a 

way that is appropriate for their age and understanding. 

Any reports or documentation of disclosures of harm must be kept confidential and secure, 

with access strictly limited and on a ‘need to know basis’. 

 

Definitions 

Harm may be categorised in the following types:  

 physical abuse; e.g. beating, shaking, burning, biting, causing bruise or fractures by 

inappropriate discipline, giving children alcohol, drugs or inappropriate medication 

 emotional or psychological abuse; e.g. constant yelling, insults, swearing, criticism, 

bullying, not giving children positive support and encouragement 

 neglect; e.g. not giving children sufficient food, clothing, enough sleep, hygiene, 

medical care, leaving children alone or children missing school, and  

 sexual abuse or exploitation; e.g. sexual jokes or touching, exposing children to sexual 

acts or pornography or having sexual intercourse with a person under 16 years of age. 

 

Suspicion of harm 

You can suspect harm if: You are concerned by significant changes in behaviour or the 

presence of new unexplained and suspicious injuries. 

 

Reporting the disclosure or suspicion of harm to authorities 

Depending on the Disclosure the matter is to be reported to either: 

 

 BARC Child Protection Contact Person: Gail Lidden Ph. 41526482 or mobile 0412822111 

 Dep’t of Communities Child Safety and Disability Services on Freecall 1800 811 810  

 Queensland Police Service 4153 9111.  

 
Responsible person/officer:      Date: Review Date: 

GPL         18/09/17 
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Appendix 4 – Incident Report Form 

 

Name/s of the person or people involved in the incident: 

  

  

Description of the incident: 

 

 

 

 

Date incident occurred:        /            /          Time incident occurred:           AM / PM 

Location where incident occurred: 

Immediate action taken: 

 

 

If no action taken - reason: 

 

Name of person completing form: 
_____________________________________________________________________________ 
Contact telephone number: 

Signature:       Date:  / / Time:        AM / PM 

Authority disclosure reported to:    Name of person reported to: 
e.g.  Police or DCCSD Services 

Contact Numbers: 
BARC Child Protection Contact Person: Gail Lidden Ph41526482.  Mobile 0412822111 
Police Station Bundaberg  4153 9111 
Department Communities Child Safety and Disability Services  Freecall 1800 811 810 

 

Responsible person/officer:      Date: Review Date: 

GPL         18/09/17 

 

 

  



Appendix 5 – Volunteers Bluecard Register 
 

 

 

 
Responsible person/officer:      Date: Review Date: 

GPL         18/09/17 
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Appendix 6 – FACTSHEET for Volunteers 
 

BARC’s child and youth risk management strategy. 
 

Creating safe and supportive service environments for children and young people is 

everyone’s business.  

We are committed to providing the highest standard of service to children and young 

people and through ongoing planning and commitment we will ensure they are kept safe. 

Our aim is that, in services and activities provided by the club, children and young people: 

 feel safe and protected from harm 

 are consulted and respected, and 

 have their best interests considered and upheld. 

In accordance with the Working with Children (Risk Management and Screening) Act 2000, 

BARC is required to have a written child and youth risk management strategy to protect the 

children and young people who come into contact with our organisation from harm.  

The strategy ensures BARC remains a safe environment by identifying and minimising risks. 

Screening volunteers through the Bluecard system is part of the strategy.  

The child and youth risk management strategy addresses the following elements: 

 a statement of commitment 

 a code of conduct for interacting with children and young people 

 procedures for recruiting. selecting, training and managing volunteers 

 procedures for handling disclosures or suspicions of harm 

 a plan for managing breaches of the child and youth risk management strategy 

 procedures for implementing and reviewing the child and youth risk management 

strategy and maintaining a register of Volunteers with Bluecards 

 risk management assessments of high-risk activities, and 

 strategies for promotion and support 

A copy of the strategy may be found at the Club’s website 

www.barc.asn.au/resources/barc_cyrms.pdf 

Club Contacts 

Child Protection Committee: 

Gail Lidden VK4ION Ph. 4152 6482 or 0412 822111 

Useful References 

1. Anti-Discrimination Commission – deals with discrimination & sexual harassment: 

www.adcq.qld.gov.au 

2. Blue Card Services: www.bluecard.qld.gov.au - Phone Blue Card Enquiries:1800 113 61 

3. Crime and Misconduct Commission – for complaints about misconduct of public officials: 

ww.cmc.qld.gov.au 

4. Department of Communities Child Safety and Disability Services) - for information on child 

protection roles and contacts for reporting: www.childsafety.qld.gov.au 

5. Qld Police Service http://www.police.qld.gov.au/Forms/contact.asp 

 

Responsible person/officer:      Date: Review Date: 

GPL         18/09/17 
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Appendix 7 – Volunteers Training Register 

 

Bundaberg Amateur Radio Club 

  BLUECARD VOLUNTEERS TRAINING REGISTER   

Date of Training course:             /              / 

 

I have attended the  BARC Child Protection Initiatives training for 20_ _   

NAME ON BLUE CARD 
 

  
  

First Name 
Middle 
Name/s 

Family Name Signature 

Blue card 
number  

(______/_) 

1           

2           

3           

4           

5           

6           

7           

8           

 

 

 

Responsible person/officer:      Date: Review Date: 

GPL         18/09/17 
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Document Revision History 

November 2014             Policy Created 

  

1  May 2016 - Review     

Name correction throughout document: Gail Lidden 
Phone contact correction throughout document: Gail Lidden 
Name/phone correction on Factsheet: Gail Lidden 
[Pages 6,8, Appendix 6 P18] 

2  September 2017 - Review     

 Contact Person Name & telephone contact changed throughout 
document: 
Changed to Gail Lidden 41526482  mobile 0412 8221 
Change on Factsheet: as above 
[Pages 6,8, Appendix 6 P18] 
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