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Safeguarding to Prevent 
Physical and Sexual Abuse

June 2021

This risk alert provides risk management advice on safeguarding to prevent physical and sexual abuse.

If an organisation provides services to children and/or vulnerable people, it must have a formal safeguarding 
policy and plan. These services typically include:

•	 Child Care and Family Care
•	 Community Groups
•	 Aged Care

•	 Disability Care
•	 Faith Groups
•	 Education

The policy and plan must be led by the Governing Body and Create a Culture that:

•	 Reduces likelihood of harm;
•	 Increases likelihood of identifying and reporting harm; and
•	 Responds appropriately to disclosures, allegations and suspicions of harm.

Ansvar’s Physical and Sexual Abuse (PSA) policy provides cover to select organisations to 
respond to allegations of these forms of abuse and to manage claims that may arise. This 
cover is provided on the basis that organisations demonstrate effective risk management, 
have a clear and embedded policy and plan for safeguarding and have strong commitment and 
leadership from board and management to protect children and vulnerable people.

INSIDE: Safeguarding advice for Brokers and Clients
Part 1: Protecting Children and Vulnerable People
What is Safeguarding and what risks to preventing 
abuse require critical consideration.

Part 3: Risk Management Practices 
Ensuring your risk framework is assessing and 
managing the 5 critical safeguarding risks and controls.

Part 2: Good Governance Advice 
Setting the right tone for culture and key leadership 
advice on safeguarding for boards and management 
from experts.  

Part 4: Resources and Tools 
A range of safeguarding supports and templates for 
organisations.



Part 1: Protecting Children and Vulnerable People

Safeguarding generally refers to the responsibilities, 
measures and activities undertaken to safeguard 
children and vulnerable adults from harm and abuse.

Safeguarding in an organisation does not just 
happen;  it requires an increase of awareness, 
adoption of strategies, good governance, risk 
management and practice that together create a 
culture where the best interests and safety of children 
and vulnerable adults are the first priority.  

What are the Risks?

Further abuse will go undetected – although organisations are establishing better approaches to 
safeguarding, incidents of physical and sexual abuse still continue and will continue. In the absence 
of effectively led approaches, the likelihood of abuse will rise. The impact of these harms is often 
devastating and with widespread and long lasting effects.

1

Fail to accept the problem of abuse – “that sort of thing doesn’t happen here” is a view that still 
permeates sectors at high risk. Leadership must tackle the culture of complacency and blind sightedness 
and to raise this as a problem that must be addressed.

2

Environments create opportunities for abuse – Inadvertently, spaces and online environments 
(particularly chat rooms) become easy access for offenders. Creating and monitoring safe space 
is a critical risk strategy; organisations should have auditing approaches in place and eliminate 
environmental concerns.

3

Governance failures – safeguarding is often left to a “person in the organisation” to lead. It must form 
part of the strategy and governance arrangements of boards and have the appropriate oversight and 
continuous improvement commitment. 

4

Risk management fails to keep pace – frameworks often focus on traditional aspects of risk; failing to 
identify risks to critical safeguarding objectives; organisations should not be comforted that they have a 
risk framework, but should be asking “how effective is it and how do we know?”. 

5

Significant Director and Officer exposures – criminal penalties may now apply to directors if they do 
not meet requirements for governance and risk management to prevent abuse. For example, criminal 
penalties apply in Victoria, New South Wales and Tasmania for failure to report allegations of child sexual 
abuse.

6

Insurability – many insurers have reset their appetites for this type of risk-transfer and cover may 
become more challenging. Going forward, organisations will need to demonstrate effective governance, 
risk management and safeguarding plans to receive cover.

7

Leadership and Culture – All inquiries, reviews and royal commissions have stated that the two key 
aspects of success for safeguarding are leadership and culture. All the processes, documents and 
systems assist to manage the risk; however, nothing is more critical than these two elements. On that 
basis, safeguarding to prevent abuse is everyone’s business and the culture of an organisation must set a 
zero tolerance tone.

8

What is Safeguarding?

+ +
Awareness

of the framework is  
enabled and encouraged

Attitudes
towards safeguarding lead 

to it being “everyone’s 
responsibility”

Accountabilities
are communicated  

and managed

=
Behaviour
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Part 2: Good Governance Advice
Leadership and Culture

Hear from Industry Experts on key elements relating to leadership and culture with Safeguarding, including the 
evidence of abuse, practitioner strategies and good governance actions.

Ansvar Risk has developed a range of Safeguarding supports and resources for organisation to improve their 
governance. Refer to Part 4: Resources and Tools on page 6.

1.	 Develop a Safeguarding Framework 

2.	 Review Adequacy of Governance and Risk 

3.	 Assess Reporting Systems, Processes and Culture

Critical Points in time: Sexual Abuse in Australia
Insights from Inquiries

Estelle Pearson, Principal
Finity Consulting

Practitioner Strategies

Barb Power, Child Safe Practitioner
John Cox, Director of the National Safe Church Unit

The Uniting Church

Governing for Vulnerable People

Anthony Black, Senior Risk Consultant
Ansvar Insurance

Key Governance Actions

Credit: 2021 Anglican Virtual Risk Conference presented by Anglican Insurance and Risk Services (AIRS)  
in partnership with Ansvar Insurance. 

https://youtu.be/8zWt9DYE3mQ

https://youtu.be/yP8G1pFaPRA

https://youtu.be/mkk3xtLHwdk
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Board Questions to explore
;; Has board reviewed the effectiveness of the organisation’s safeguarding policies, procedures and a code 

of conduct in the last 12 months? 

;; Does board have a full understanding of the Safeguarding risks relating to preventing physical and 
sexual abuse in the organisation?

;; Do board members understand their and the organisation’s governance and reporting obligations? 

;; Has board communicated its commitment to zero tolerance of physical and sexual abuse in the 
organisation?

Click here to download Board Checklists

Directors and Officers: Complex Regulatory Time
Australia’s legislative landscape after several Royal Commissions and Inquiries has changed and will change 
further. Although awareness of the requirements for governing for vulnerable people is increasing, some 
organisations still struggle to engage with their Board on safety matters that prevent abuse, such as sexual 
abuse. Some directors consider safety to be an operational issue; yet, the Royal Commission into Institutional 
Responses to Child Sexual Abuse identified that poor leadership was a major risk for child abuse and that a safe 
culture begins with the board. Criminal penalties may now apply to directors if they do not meet requirements 
for governance and risk management to prevent abuse. For example, criminal penalties apply in Victoria, New 
South Wales and Tasmania for failure to report allegations of child sexual abuse.

https://platform-production-4d25d3r1xb-websitemediabucket-1o3v91a67vzyx.s3.amazonaws.com/uploads/2021/06/Safeguarding-Board-Checklist.pdf
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Part 3: Risk Management Practices
Safeguarding is not an isolated area of risk for organisations. It should be managed as part of an overall Risk 
Management Framework.

For more information on risk management frameworks and advice contact info@ansvarrisk.com.au

Effective risk management is critical to prevent abuse, to minimise the damaging consequences of possible rare 
wrongful accusations and is a major underwriting factor. 

Risk management must also be effective in striking the balance between preventative controls with autonomy 
and choice; to allow for care and services that protect against harm while still respecting human rights and the 
promotion of well-being. 

Ansvar PSA policy holders must demonstrate a commitment to embedding and continuously improving an 
organisation wide Risk Management Framework.

5 Critical Risk Controls
Incorporate these in your Safeguarding Framework

These risk controls will contribute to reducing the risk of abuse and harms as low as reasonably possible.

1
2

4

3

5

Leadership & Governance

Boards and executives must develop a supportive culture to encourage and protect clients, staff 
and volunteers and to report concerns or incidents of harm. This can be done by identifying 
and employing applicable external conduct standards, build compliance programs that review 
safeguarding policies and to add vulnerable persons safety training with the board to help 
understand their obligations, duties and risks.

Effective Policies and Procedures

Safeguarding plans should include appropriate policies and procedures to 
protect vulnerable people, incident management policies about what people 
should do both to prevent and react to suspected abuse, and clearly defined 
mandatory reporting procedures which can complement ongoing training on 
abuse prevention and protection policies.

Recruitment and Training

Clients must implement robust recruitment and selection processes for staff 
and volunteers. This should include job descriptions with a clear vulnerable 
persons safety message, rigorous selection and screening procedures, and 
discussion of appropriate behaviours and how to identify and respond to signs of 
inappropriate conduct.

Code of Conduct

Develop clear and specific standards of conduct for working with vulnerable 
people which implement clear expectations of relationships and provide 
guidance on how inappropriate conduct should be reported.

Incident Reporting and Response

Clients must ensure staff understand their mandatory and voluntary reporting obligations, 
they provide guidance for managers and staff in detecting incidents, and provide a clear and 
transparent system for investigating and responding to concerns.



Ansvar Risk is a division of Ansvar Insurance Limited, ABN 21 007 216 506 AFSL No 237826 (“Ansvar”), Level 5, 1 Southbank Boulevard, Southbank VIC 3006. This information is general in 
nature and does not constitute legal, financial or personal advice. Before using this information, you should consider the appropriateness of it having regard to your own business objectives, 
needs and individual circumstances. While every care has been taken in preparing this document, Ansvar makes no representations and gives no warranties of whatever nature in respect of 
the accuracy or completeness of the information contained therein.

info@ansvarrisk.com.au                   www.ansvarrisk.com.au

Contact us
If you have any specific Risk Management queries please contact Ansvar Risk, see below for details. Please contact Ansvar 
Insurance on 1300 650 540 or insure@ansvar.com.au regarding insurance coverage, claims support and advice. 

As our National Care Sector Leader, Anthony works with 
organisations throughout Australia to support governance and 
risk management capability; supporting boards, senior managers 
and staff to implement effective  approaches to support decision 
making, improve performance, optimise objectives and prevent 
harm.

Anthony Black	

SENIOR RISK CONSULTANT 
- ERM & NATIONAL CARE 
PRACTICE LEADER
 
0402 239 149 
ablack@ansvarrisk.com.au

Part 4: Resources and Tools

Safeguarding Forums

Broker Webinars

Client Webinars

Risk Advice Hotline for Brokers

Look out for what’s coming:

 

 

The template must be amended to meet the requirements of your organisation and to ensure that it is consistent with current 

legislation and good practice guidance. It should be read alongside your own organisation’s safeguarding procedures. 

[Name of Organisation] 

Safeguarding Code of Conduct (Template) 

[Name of Organisation] is committed to the safety and protection of children, young adults 

and vulnerable people in all its work as outlined in the [Name of Organisation] Child 

Safeguarding Policy  

[Name of Organisation] Safeguarding Code of Conduct provides clear behavioural guidelines 

and expectations designed to protect all people who come into contact with our organisation 

from harm, particularly children and vulnerable adults.  

All [Name of Organisation] staff, volunteers, contractors and their staff visiting an [Name of 

Organisation] office, facility or program are required to adhere to this Safeguarding Code of 

Conduct.  

GENERAL SAFEGUARDING BEHAVIOURS 

I will: 

 Conduct myself in a manner that is consistent with the Values and Safeguarding 

Policy of [Name of Organisation]. 

 Provide a welcoming, inclusive, trusted, and safe environment for all children, young 

people, parents, staff and volunteers that promotes the implementation of this Policy. 

 Maintain a professional role and establish clear professional boundaries that protect 

everyone from misunderstandings or a violation of my relationship. 

 Model appropriate behaviours to ensure a positive culture of respect is maintained. 

 Be aware of and respect any cultural differences, sensitivities, and expectations of 

the different the communities we work with, and refrain from any form of behaviour 

that would be deemed inappropriate in that setting 

 Be aware that sexual behaviour is an area of particular sensitivity, where conduct 

may more easily be seen as offensive or be misinterpreted. 

 Take responsibility for ensuring I am and do not place myself in a position where 

there is a risk of allegations of inappropriate behaviour. 

 Be transparent in my actions and whereabouts. 

 Speak up when I observe concerning behaviours of colleagues 

 Immediately report any concerns or incidents of behaviour that contradicts the 

behaviour outlined in the Code of Conduct. 

 Follow the reporting processes to report and/or respond to concerns or incidents in 

relation to safeguarding 

 Comply with [Name of Organisation] guidelines on the use of images 

 Comply with all relevant Australian and local legislation. 

  

The template must be amended to meet the requirements of your organisation and to ensure that it is consistent with current 
legislation and good practice guidance. It should be read alongside your own organisation’s safeguarding procedures. 

 Immediately disclose all charges, convictions and other outcomes of an offence that 
relates to child exploitation and abuse, or sexual, exploitation abuse and harassment, 
including those under traditional law, which occurred before or during engagement 
with [Name of Organisation]  

I will not: 

 Use any computer, mobile phone, video camera, camera or other technology 
inappropriately, or use them to sexually exploit or harass any adult or child, or access 
or disseminate exploitative material through any medium such as social media. 

SAFEGUARDING BEHAVIOURS 

I will: 

 Treat all children, young people and vulnerable adults in our program(s)/care with 
respect. 

 Conduct all one-on-one interactions with children, young people and vulnerable 
adults in an open space or line of sight of another adult. 

  Use appropriate and inclusive language and communication with all children, young 
people and vulnerable adults at all times. 

 Encourage open communication between all children, young people and vulnerable 
adults, parents, staff and volunteers  

 Encourage children young people and vulnerable adults participate in the decisions 
that affect them (where applicable). 

 Self-assess my behaviours, actions, language and relationships with all children, 
young people and vulnerable adults. 

I will not: 

 Engage in behaviour that is intended to shame, humiliate, belittle or degrade all 
children, young person and vulnerable adults. 

 Use inappropriate, offensive or discriminatory language when speaking with a child, 
young person or vulnerable adult. 

 Do things of a personal nature with a child, young person or vulnerable adults that 
they can do for themselves, such as assistance with toileting or changing clothes. 

 Take any child, young person or vulnerable adults to their own home/hotel or sleep in 
the same room or bed all child, young person and vulnerable adults. 

 Smack, hit or physically assault or use any form of physical punishment to a child, 
young person and vulnerable adult. 

 Supply child, young person or vulnerable adult with alcohol or drugs 

 Take alcohol or drugs in the course of delivering [Name of Organisation] activities. 

 Develop sexual relationships with a child, young person and vulnerable adult 

 

 

The template must be amended to meet the requirements of your organisation and to ensure that it is consistent with current 

legislation and good practice guidance. It should be read alongside your own organisation’s safeguarding procedures. 

 Develop a relationship with a child, young person and vulnerable adults that may be 
deemed exploitative or abusive 

 Behave provocative or inappropriate with a child, young person and vulnerable adult. 
 Condone or participate in behaviour of child, young person and vulnerable adults that 

is illegal, unsafe or abusive. 
 Photograph or video a child, young person and vulnerable adult without the consent 

of their parents or guardians. 
 Hold, kiss, cuddle or touch a child, young person and vulnerable adult in an 

inappropriate, unnecessary or culturally insensitive way.  Seek to make contact and spend time with any child, young person and vulnerable 
adults outside the program or care times.  Use [Name of Organisation] online environment to access inappropriate sites such as 
child pornography. 

PREVENTION OF SEXUAL EXPLOITATION ABUSE & HARASSMENT BEHAVIOURS I will: 

 Immediately inform [Insert Role] if I become engaged in a personal relationship with 
child, young person and vulnerable adults which may be perceived as inappropriate 
or sexually exploitative. 

 Immediately inform [Insert Role] if I become engaged in a personal relationship with 
child, young person and vulnerable adults where a real or perceived unequal power 
dynamics exists. 

I will not: 

 Engage in sexual relationships with a [Name of Organisation] participant, beneficiary 
or their family or guardian. 

 Use my position to request any service or sexual favour from participant, beneficiary 
or their family or guardian of [Name of Organisation] programs or care, in return for 
protection or assistance;  

 Use my position to coerce a participant, beneficiary or their family or guardian of 
[Name of Organisation] programs or care to engage in sexual intercourse or any 
sexual activity. 

 Exchange or withhold, from participant or beneficiary of [Name of Organisation] 
programs, funds services or support of any kind for sex or sexual favours or other 
forms of exploitative behaviour. 

 
 Safeguarding Code of 

Conduct

DOWNLOAD

 

The template must be amended to meet the requirements of your organisation and to ensure that it is consistent with current 

legislation and good practice guidance. It should be read alongside your own organisation’s safeguarding procedures. 

 
[Name of Organisation] 

Safeguarding Policy 

Policy number <<insert number>> Version 
<<insert number>> 

Approved by 

board 

<<insert name>> Scheduled review 

date 

<<insert date>> 

INTRODUCTION 

[Name of Organisation] is committed to promoting and protecting the interests and safety of 

children, young adults, vulnerable people and people at risk. We have zero tolerance for any 

form of physical and /or sexual abuse.  

Everyone working at [Name of Organisation] is responsible for the care and protection of 

children, young adults, vulnerable people and people at risk and reporting information about 

any form of physical and /or sexual abuse. 

POLICY STATEMENT 

1. All people, regardless of their age, gender, race, religious beliefs, disability, sexual 

orientation, or family or social background, have equal rights to protection from 

abuse, neglect or exploitation. 

2. [Name of Organisation] commits to promoting and protecting the welfare and human 

rights of people that interact with, or are affected by, our work - particularly those that 

may be at risk of abuse, neglect or exploitation.  

3. [Name of Organisation] has no tolerance for abuse, neglect or exploitation.  

4. All staff, volunteers, contractors and third parties of [Name of Organisation] share 

responsibility for protecting everyone from abuse, neglect or exploitation.  

5. [Name of Organisation] has a process for managing incidents that must be followed 

when one arises. 

PURPOSE 

The purpose of this policy is  

1. To protect people that interact with, or are affected by [Name of Organisation]. 

2. To facilitate the prevention of physical and /or sexual abuse occurring within [Name 

of Organisation].  

3. To support a positive and effective culture towards Safeguarding. 

4. Set out and develop the way [Name of Organisation] manages Safeguarding risks. 

5. To ensure that all parties are aware of their responsibilities for identifying possible 

occasions for physical and /or sexual abuse and for establishing controls and 

procedures for preventing such abuse and/or detecting such abuse when it occurs. 

6. To provide guidance to staff, volunteers, contractors and third parties as to action 

that should be taken where they suspect any abuse within or outside of the 

 

The template must be amended to meet the requirements of your organisation and to ensure that it is consistent with current 
legislation and good practice guidance. It should be read alongside your own organisation’s safeguarding procedures. 

SCOPE  

This Policy applies to:  

1. All staff of [Name of Organisation], volunteers, Board members and any other person 
associated or working under contract with [Name of Organisation] and 

2. All [Name of Organisation] visitors, partners and contractors  
Failure to comply with the policy and related procedures may result in disciplinary action. 

SAFEGUARDING DEFINITIONS 

Term Definition 

Abuse  All forms of physical and mental abuse, exploitation, coercion or ill-
treatment. This might include, for example: 

 physical abuse  

 emotional abuse  

 threats of, or actual violence, verbal, emotional or social abuse; 

 sexual harassment, bullying or abuse; 

 sexual criminal offences  
 cultural or identity abuse, such as racial, sexual or gender-

based discrimination or hate crime; 

 coercion and exploitation; 

 abuse of power 
 neglect 

Child or young 
person  

A person under the age of 18 years.  

Child Safe 
Organisation  

An organisation that consciously and systematically: 

 creates condition that reduce the likelihood of harm to children. 

 creates conditions that increase the likelihood of identifying and 
reporting of harm. 

 responds appropriately to disclosures, allegations and 
suspicions of harm.  

Person at Risk Person aged 18 years and over who: 

a) has care and support needs; 

b) is being abused or neglected, or are at risk of abuse or neglect; 
and 

c) is unable to protect themselves from abuse or neglect because 
of their care and support needs. 

 

The template must be amended to meet the requirements of your organisation and to ensure that it is consistent with current 

legislation and good practice guidance. It should be read alongside your own organisation’s safeguarding procedures. 

Reasonable 
grounds for 
belief 

A situation where a person has information that leads them believe that 

abuse, neglect or exploitation has taken place, is taking place, or may 

take place. 
A reasonable belief is formed if a reasonable person believes that: 

 the person is in need of protection,   the person has suffered or is likely to suffer “significant harm as 
a result of physical injury,” or   the parents or guardians are unable or unwilling to protect the 

person. Reportable 
Conduct  

a sexual offence, such as:  
 sexual touching of a person without consent   a child grooming offence   production, dissemination or possession of child abuse material  

Sexual misconduct, such as:  
 descriptions of sexual acts without a legitimate reason to 

provide the descriptions   sexual comments, conversations or communications  
 comments to a child, young person or vulnerable person that 

express a desire to act in a sexual manner towards that person 
or another person  

Ill-treatment of a child, young person or vulnerable person, such as:  
 making excessive or degrading demands of a child, young 

person or vulnerable person  a pattern of hostile or degrading comments or behaviour 
towards a child, young person or vulnerable person 

 using inappropriate forms of behaviour management towards a 
child, young person or vulnerable person An assault against a child, young person or vulnerable person, such as:  

 hitting, striking, kicking, punching or dragging a child, young 
person or vulnerable person  threatening to physically harm a child, young person or 

vulnerable person 
Behaviour that causes significant emotional or psychological harm to a 

child, young person or vulnerable person such as:   displaying behaviour patterns that are out of character  
 regressive behaviour   anxiety or self-harm.  

Safeguarding Policy

DOWNLOAD

Safeguarding Checklist

Ansvar Risk, a division of Ansvar Insurance Limited
Level 5, 1 Southbank Boulevard, Southbank Victoria 3006

Yes No Comments
Were you provided with induction on your organisation’s 
safeguarding policies and procedures when commencing 
employment?

Have you been provided ongoing training on your 
organisation’s safeguarding policies and procedures?

Have you been provided ongoing training to identify the signs 
of abuse?

Are people in your organisation empowered and trained 
to raise any concerns they may have about inappropriate 
behaviour of others?

Are you aware of the signs of grooming behaviour and how to 
identify a potential abuser?

Are you aware of mandatory reporting and voluntary 
reporting requirements?

Are you aware of what to do and who to contact if you suspect 
abuse or receive a report of abuse or neglect to someone in 
your care?

This checklist may assist you to monitor the develop and maintain of your Safeguarding Policies and Procedures. 
Note: This checklist is not exhaustive. It is a guide only and your organisation’s specific context should always be taken into 
account.
Note: Please contact your insurance broker for full information on your Safeguarding insurance coverage.

Employees, Contractors and Volunteers Feedback
This checklist is designed to help you obtain feedback from your staff as to the effectiveness and understanding of your 
Safeguarding policy and procedures by your Employees, Contractors and Volunteers. 
This is to be given to staff to complete.

Name Date Completed

Safeguarding Checklist: 
Employees, Contractors and 

Volunteers

DOWNLOAD

Safeguarding Checklist

Ansvar Risk, a division of Ansvar Insurance Limited
Level 5, 1 Southbank Boulevard, Southbank Victoria 3006

Yes No Comments

Does your organisation’s recruitment, screening and selection policies and procedures include:

A documented recruitment process for all roles?

Clear position descriptions for all roles, including role 
responsibilities in respect of safeguarding and protection of 
vulnerable people?

Access for all candidates to a copy of the organisation’s 
safeguarding policies and procedures?

Interview questions to establish a candidate’s existing 
knowledge of safeguarding / protection of vulnerable people 
and their suitability to work with vulnerable people?

An interview panel that includes a person with a working 
knowledge of the organisation’s safeguarding policies and 
procedures?

A requirement for at least two reference checks, including the 
most recent direct manager/s of the candidate?

Reference questions confirming the candidate’s identity and 
suitability to work with vulnerable people?

Obtaining Working with Children check/s; Police check/s 
and any other background check/s required by relevant 
legislation?

A comprehensive induction program for all new employees, 
contractors and volunteers covering safeguarding and 
protection of vulnerable people?

A Code of Conduct that sets out clear expectations of 
appropriate behaviour for all staff within your organisation?

This checklist may assist you in the employment process for staff who work with vulnerable people and their understanding 
and capability for safeguarding.
Note: This checklist is not exhaustive. It is a guide only and your organisation’s specific context should always be taken into 
account.
Note: Please contact your insurance broker for full information on your Safeguarding insurance coverage.

Recruitment, Screening and Selection
This checklist is designed to help you obtain feedback as to the effectiveness and understanding of you Safeguarding policy 
and procedures for the recruitment of employees, contractors and volunteers.

Name Date Completed

Safeguarding Checklist: 
Recruitment, Screening and 

Selection

DOWNLOAD

Safeguarding Checklist

Ansvar Risk, a division of Ansvar Insurance Limited
Level 5, 1 Southbank Boulevard, Southbank Victoria 3006

Yes No Comments
Does your organisation have a culture that supports the 
reporting of abuse or reasonable suspicion of abuse?

Does your organisation have processes in place for reporting 
abuse or reasonable suspicion of abuse?

Do your processes ensure immediate and appropriate 
responses to reports of abuse or reasonable suspicion of 
abuse? 

Are your processes clear about who abuse or reasonable 
suspicion of abuse must be reported to?

Do you have an electronic system into which reports of abuse 
or reasonable suspicion of abuse can be entered, records are 
kept and reports can be generated?

Does your system provide for maintaining historical records 
on reports of abuse that can be easily accessible?

Is there a specific person/people and/or roles responsible 
for the administration and management of your processes/ 
systems for reporting abuse or reasonable suspicion of 
abuse?

Do your processes/systems include regular reporting to your 
board and executive on reports of abuse and reasonable 
suspicion of abuse?

Do your processes/systems include regular reporting to your 
board and executive outlining the status (i.e. open, closed 
pending) of any reports of abuse?

This checklist may assist you to monitor the development of your organisation’s Safeguarding Policies and Procedures.
Note: This checklist is not exhaustive. It is a guide only and your organisation’s specific context should always be taken into
account.
Note: Please contact your insurance broker for full information on your Safeguarding insurance coverage.

Reporting, Response and Record Keeping
This checklist is designed to help you obtain feedback as to the effectiveness and understanding of your organisations 
Safeguarding reporting and management of safeguarding incidents procedure.

Name Date Completed

Safeguarding Checklist: 
Reporting, Response and 

Record Keeping

DOWNLOAD

Safeguarding Checklist

Ansvar Risk, a division of Ansvar Insurance Limited
Level 5, 1 Southbank Boulevard, Southbank Victoria 3006

Yes No Comments
Does your organisation have a Code Of Conduct that sets out 
clear expectations of appropriate behaviour for all staff? 

Do you have an ongoing training program that ensures staff 
are aware of the expectations and behaviours outlined in the 
Code of Conduct?

If so, does it include:

Approval and sign off by your board and executive?

Sign off by your employees, contractors or volunteers?

Clear and specific standards of conduct for working with 
people your organisation provides cares for?

Clear expectations of employees, contractors, volunteers, 
clients and client families?

Clear expectations of appropriate relationships with people in 
care for employees, contractors, volunteers, clients and client 
families?

Processes and procedures on how employees, contractors, 
and volunteers should appropriately respond to and report 
any safeguarding risks?

Information for clients and client families regarding reporting 
any safeguarding risks to your organisation?

Instructions on how to deal with conduct that is not consistent 
with the organisation’s Code of Conduct and/or safeguarding 
policies and procedures?

This checklist may assist you to monitor the development of your organisation’s Safeguarding Policies and Procedures. 
Note: This checklist is not exhaustive. It is a guide only and your organisation’s specific context should always be taken into 
account.
Note: Please contact your insurance broker for full information on your Safeguarding insurance coverage.

Code of Conduct
This checklist is designed to help you obtain feedback as to the effectiveness and understanding of you Safeguarding code of 
conduct for your employees, contractors and volunteers.

Name Date Completed

Safeguarding Checklist

Ansvar Risk, a division of Ansvar Insurance Limited
Level 5, 1 Southbank Boulevard, Southbank Victoria 3006

Yes No Comments
Does your organisation have clear safeguarding policies and 
procedures?

Do you have a training program to update staff on the 
organisation’s safeguarding policies and procedures?

Have your safeguarding policies and procedures been signed 
off by your executive and board?

Have your safeguarding policies and procedures been 
reviewed and updated? If so, when?

Do your policies and procedures include:
A statement stating your organisation’s commitment to 
safeguarding and protection of vulnerable people.

A process for employees, contractors and volunteers to 
provide feedback, raise grievances or report suspected or 
actual abuse.

Procedures and decision making processes for your 
organisation’s interactions and involvement with vulnerable 
people.

A risk assessment process (for specific programs or events) 
for safeguarding.

Processes and procedures to receive, record and manage 
reports of abuse and reasonable suspicion of abuse.

An incident response process.

Details of your organisation’s recruitment, screening, selection 
and supervision processes.

Training requirements for all employees, contractors and 
volunteers on the organisation’s safeguarding policies and 
procedures.

Details of the roles and responsibilities of your organisation’s 
board, executive and other leaders in receiving and managing 
incidents or complaints of abuse and/or reasonable suspicion 
of abuse.

Details of the roles and responsibilities of management, 
employees, contractors and volunteers for reporting incidents 
or complaints of abuse and reasonable suspicion of abuse.

This checklist may assist you to monitor the development of your Safeguarding Policies and Procedures. 
Note: This checklist is not exhaustive. It is a guide only and your organisation’s specific context should always be taken into 
account.
Note: Please contact your insurance broker for full information on your Safeguarding insurance coverage.

Policies and Procedures
This checklist is designed to help you obtain feedback as to the effectiveness and understanding of your Safeguarding policy 
and procedures.

Name Date Completed

Safeguarding Checklist: 
Policies and Procedures

DOWNLOAD

Safeguarding Checklist:  
Code of Conduct

DOWNLOAD

https://platform-production-4d25d3r1xb-websitemediabucket-1o3v91a67vzyx.s3.amazonaws.com/uploads/2021/05/Safeguarding-Code-of-Conduct.docx
https://platform-production-4d25d3r1xb-websitemediabucket-1o3v91a67vzyx.s3.amazonaws.com/uploads/2021/05/Safeguarding-Policy.docx
https://platform-production-4d25d3r1xb-websitemediabucket-1o3v91a67vzyx.s3.amazonaws.com/uploads/2021/05/Toolkit_Safeguarding-Checklists_01_Employees-Contractors-and-Volunteers-Feedback.pdf
https://platform-production-4d25d3r1xb-websitemediabucket-1o3v91a67vzyx.s3.amazonaws.com/uploads/2021/05/Toolkit_Safeguarding-Checklists_04_Recruitment-Screening-and-Selection.pdf
https://platform-production-4d25d3r1xb-websitemediabucket-1o3v91a67vzyx.s3.amazonaws.com/uploads/2021/05/Toolkit_Safeguarding-Checklists_05_Reporting-Response-and-Record-Keeping.pdf
https://platform-production-4d25d3r1xb-websitemediabucket-1o3v91a67vzyx.s3.amazonaws.com/uploads/2021/05/Toolkit_Safeguarding-Checklists_02_Policie-and-Procedures.pdf
https://platform-production-4d25d3r1xb-websitemediabucket-1o3v91a67vzyx.s3.amazonaws.com/uploads/2021/05/Toolkit_Safeguarding-Checklists_03_Code-of-Conduct.pdf

