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*This checklist is suitable for small business owners, sole traders, family partnerships, small volunteer involving organisations, and community groups.

Acknowledgement of Country

We acknowledge the Ngunnawal people as the traditional custodians of the land on which we live, work, and play, while also acknowledging other Aboriginal and Torres Strait Islander people and families who have traditional connections to the lands of the ACT and surrounding regions.
We pay our respect to Elders past and present, and also recognise the emerging leadership of First Nations children and young people.
We also acknowledge that First Nations people have nurtured these lands and waters for over 65 thousand years, and that their rights to these lands have never been ceded.
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All children and young people have the right to be cared for, and to grow up healthy and happy.
This means they need adults to be safe people. They also need to know and trust that adults will listen to them when they have worries and help make things better.
Everyone who works with children and young people must understand that children and young people have the right to be protected from harm and be prepared to act in ways that uphold that right. Being ‘child safe’ means that adults need to make sure they:
· listen when children and young people tell them about things they are worried about, no matter how small or seemingly minor.
· think about what needs to happen to keep children and young people safe.
· tell children and young people what they will do.
· do what they say they will do.
Message from the ACT Children and Young People Commissioner


When organisations do things to be child safe, they help build a place where children and young people are valued and feel safer, and where abuse is better prevented, responded to, and reported. Being a child safe organisation helps us all create a world where children and young people can both be safe and feel safe.

Everyone (that means management as well as all staff and volunteers) working in organisations that provide services for children and young people will need to understand what they need to do to put the Standards into action. This includes staff and volunteers who do not need to have a Working with Vulnerable People registration for their job.
The Standards will help organisations to get better at upholding the rights of children and young people, as well as making their safety and wellbeing a priority.Jodie






About the Small Business Checklist
The National Principles for Child Safe Organisations were developed by the Australian Human Rights Commission and agreed to by the Council of Australian Governments in February 2019. They provide a nationally consistent approach to embedding child safe cultures within organisations that provide services for children and young people.  
The ACT Child Safe Standards (the Standards) align with and reflect the ten National Principles for Child Safe Organisations, and the key action areas within each principle.
As a human rights jurisdiction and in giving due regard to section 27 of the Human Rights Act 2004, organisations must apply the Standards in a manner that is culturally safe and inclusive for all children and young people, including by respecting and valuing the diverse and unique identities and experiences of Aboriginal and Torres Strait Islander children and young people.
A Child Safe Organisation is one where children and young people feel safe and are safe. 
All business owners, their staff, and volunteers have a role to play in creating a child safe organisation. When everyone demonstrates attitudes and behaviours that uphold the rights, safety, and wellbeing of children and young people, organisations build a child safe culture. 
This resource has been designed to help small business owners providing services for children and young people to understand how to put the Standards into action to improve practices that will better promote and protect the rights, safety, and wellbeing of children and young people. 
Please note: Practical resources for organisations will be progressively developed for the ACT community by the Children and Young People Commissioner and will be available on the ACTChildSafe.act.gov.au website.
If you have developed a resource for your business/agency that you think might be useful to others or that you would like the Commissioner’s team to review for accuracy, we welcome you sending it through. Where appropriate, the Commissioner is open to co-branding of shared resources.
[bookmark: _Hlk170819664]
About implementation of the ACT Child Safe Standards
The Standards will be implemented progressively over 4 years. As the Standards are principle based and aim to deliver positive outcomes beyond baseline compliance, they have been grouped into focus areas. These focus areas will help guide you to build on your efforts and adapt your strategies based on your organisation’s size, capacity, and workforce. You should consider your risk profile holistically by considering actions against each of the Standards.
	[bookmark: _Hlk170819693]Standards 1, 8 and 10
	Focus areas – Leadership, Culture, Governance, and Environment
· Child rights, safety, and wellbeing are embedded in organisational leadership, governance, and culture.
· Physical and online environments promote rights, safety, and wellbeing while minimising the opportunity for children and young people to be harmed.
· Policies and procedures document how the organisation is safe for children and young people.


	Standards 2, 3 and 4
	Focus areas – Involvement and Engagement, and Embracing Diversity 
· Children and young people are informed about their rights, participate in decisions affecting them, and are taken seriously.
· Families and communities are informed and involved in promoting child rights, safety, and wellbeing.
· Equity is upheld and diverse needs respected in policy and practice.


	Standards 5, 6 and 7
	Focus areas – Staff Training, Capability Development, and Complaints
· People working with children and young people are suitable and supported to reflect child rights, safety, and wellbeing values in practice.
· Staff and volunteers are equipped with the knowledge, skills and awareness through ongoing education and training to keep children and young people safe.
· Processes to respond to complaints and concerns are child focused.  


	Standard 9
	Focus area – Review and Improve
· Implementation of the ACT Child Safe Standards is regularly reviewed and improved.



[bookmark: _Hlk170819780]


Information about the checklist
· The statements in this checklist have been written to reflect small-scale businesses, sole traders, family partnerships, small volunteer involving organisations, and community groups. 
· It is not expected that you will already be doing all the activities in the checklist. We are expecting that these activities will inform you about tangible actions you can take to create a Child Safe, Child Friendly, Child Aware business or service.
Terms used this checklist
· ‘Business’ has been used to generically represent a range of small-scale organisations and services when completing the checklist. Please apply your context to each statement.
How to use the checklist
1. Read each statement in the checklist and consider how it applies to you in your business. 
2. Think about how you can build on your strengths.
3. Reflect on and identify any gaps in your knowledge, or how you are implementing the Standards in your business / service.
4. Tick the boxes in the green (in progress) column that show the activities you are already doing.
5. Tick the boxes in the orange (next steps) column for those activities that you will look to implement in the first year.
6. Review the checklist after each major milestone has been reached, or every 6 months, whichever comes first.
7. Repeat the process at each review to see what next steps you can take to become more child safe, child friendly and child aware.
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	1. Focus areas – Leadership, Culture, Governance, and Environment
(Standards 1, 8 and 10)

	Actions
	CSS #
	In Progress
	Next steps

	1.1 There is a public commitment statement both on the website (if there is one) and displayed in a prominent location.
	1
	☐	☐
	1.2 The Child Safe Standards posters (there is one for each Standard) are displayed in a prominent location where children, young people, and parents/carers can see them.
	1
	☐	☐
	1.3 My/our business has identified someone who understands child safety and can provide advice to me/us.
	1
	☐	☐
	1.4 A risk assessment has been completed to know the business risk profile.
	1
	☐	☐
	1.5 Mitigation strategies have been developed for key risks.
	1
	☐	☐
	1.6 Children and young people have been provided with information explaining how they can raise issues or make a complaint, and how it will be managed.
	1 & 6
	☐	☐
	1.7 There is information that children and young people can understand, which describes what they can expect from the business when they are on site.
	1 & 2
	☐	☐



	Actions
	CSS #
	In Progress
	Next steps

	1.8 There is clear signage about the rules for using the facilities (e.g. toilets and change rooms), including what children and young people need to know if these are shared with others. 
	1 & 8
	☐	☐
	1.9 Everyone on site knows the rules about using the facilities (e.g. toilets and change rooms), including when these are shared with others.
	8
	☐	☐
	1.10 Private spaces on the site are inaccessible to children and young people, and there is clear signage about which spaces are private.
	8
	☐	☐
	1.11 Other people at my site who are not involved in the business are not present when children and young people are receiving services.
	8
	☐	☐
	1.12 Physical safety risks are actively managed and there is an emergency management plan in place.
	8
	☐	☐
	1.13 When communicating with children and young people via text or email, communications are kept directly related to the nature of the business, and where possible another adult, such as a parent/carer, is copied in.
	8
	☐	☐



	Actions
	CSS #
	In Progress
	Next steps

	1.14 Personal messaging is not used with children and young people, and staff do not engage with them on personal social media accounts.
	8
	☐	☐
	1.15 Policies are in place about not engaging in unauthorised social activity or contact with children and young people.
	8 & 10
	☐	☐
	1.16 If anyone is alone with a child or young person, there is a clear business reason for this, and it is clearly communicated to parents/carers. Written policies are in place and are made clear to service users.
	8 & 10
	☐	☐
	1.17 Physical contact of any kind with children and young people is avoided.
	8
	☐	☐
	1.18 If physical contact is part of the service that is provided for a child or young person, there are written consent policies and processes in place, and they are made clear to everyone to protect all parties.
	8 & 10
	☐	☐
	1.19 Written policies and processes regarding photographs and videos are in place detailing the purpose of taking photographs or videos of children and young people. These are written down and everyone knows what they are.
	8 & 10
	☐	☐



	Actions
	CSS #
	In Progress
	Next steps

	1.20 Written consent is obtained to take media (photographs and videos) of children and young people, and they are only used for the purpose for which they were taken.
	8
	☐	☐
	1.21 Documented policies and processes are in place about how and where any media is stored and for how long. 
	8 & 10
	☐	☐
	1.22 An appropriate disposal method for media is in place and regularly acted on.
	8 & 10
	☐	☐
	1.23 Action is taken to protect children and young people from bullying and other types of harm from peers.
	8
	☐	☐
	1.24 A Code of Conduct policy is in place to cover any staff (including family members) working in the business and everyone knows what is expected of them. 
	10
	☐	☐
	1.25 The business has processes in place to manage complaints. 
	6 & 10
	☐	☐
	1.26 Children, young people, and their families, are encouraged to support the development and review of child safe policies and practices.
	10
	☐	☐
	1.27 Children and young people are informed about where to find the child safe policies, and they are written in child friendly language.
	2 & 10
	☐	☐



	2. Focus areas – Involvement, Engagement, and Embracing Diversity (Standards 2, 3 and 4)

	Actions
	CSS #
	In Progress
	Next steps

	2.1 The business has established processes 
that enable children and young people to be involved in making decisions about the services they are receiving.
	2
	☐	☐
	2.2  Children and young people are encouraged and supported to have a say about how to improve the services they are involved in.
	2
	☐	☐
	2.3 Children and young people’s suggestions are listened to, and their feedback is used to improve the business.
	2
	☐	☐
	2.4 Families, carers, and community members are welcomed and included in decisions that affect their child or young person. This includes asking them about their child/young person’s specific needs.
	3
	☐	☐
	2.5 Families, carers, and community members are informed about how the business is committed to child safety, including relevant policies, and how to speak up if they have concerns or wish to make a complaint.
	3, 6 & 10
	☐	☐
	2.6 There are mechanisms in place to enable families, carers, and community members to provide suggestions for service improvement, and their feedback is used to improve the business.
	3
	☐	☐
	Actions
	CSS #
	In Progress
	Next steps

	2.7 The business has visual cues to signal to Aboriginal and Torres Strait Islander children and young people, those with a disability, those from culturally and linguistically diverse backgrounds, those unable to live at home, and gender diverse children & young people that they belong (e.g., through artwork and signage).
	4
	☐	☒
	2.8 Everyone in the business has the skills 
and knowledge to meet the needs of children and young people from diverse backgrounds and knows how to be inclusive.
	4
	☐	☐
	2.9 Everyone in the business knows who to 
ask for guidance and support to meet the needs of children and young people with diverse backgrounds.
	4
	☐	☐
	2.10 The resources, activities, and information 
provided for children and young people are inclusive, accessible, and culturally safe.
	4
	☐	☐



	3. Focus areas –Training, Capability Development, and Complaints (Standards 5, 6 and 7)

	Actions
	CSS #
	In Progress
	Next steps

	3.1  People on site are observed and monitored to make sure they will not pose a risk to children and young people.
	5
	☐	☐
	3.2 All people who work at the site have been appropriately screened to ensure they are suitable to be around children and young people.
	5
	☐	☐
	3.3 Parents and carers know who works at the site and the circumstances under which they may come into contact with children or young people.
	5
	☐	☐
	3.4 Recordkeeping, information sharing and reporting obligations regarding children and young people are understood and actioned.
	5 & 10
	☐	☐
	3.5 Working with Vulnerable People registrations are kept up to date.
	5
	☐	☐
	3.6 Support is in place to discuss issues or concerns about child safety.
	5 & 6
	☐	☐
	3.7 The different ways that children and young people may disclose concerns of harm or abuse is understood.
	6
	☐	☐
	3.8 Advice, support, and training is available to improve child safety in the business. 
	7
	☐	☐




	Actions
	CSS #
	In Progress
	Next steps

	3.9 Staff in the business have been trained to respond appropriately to child safety concerns if it is believed that a child or young person is at risk of harm or discloses abuse or harm.
	7
	☐	☐
	3.10 The importance of building culturally safe environments for children and young people is understood and training has been undertaken.
	7
	☐	☐
	3.11 The importance of upholding children and young people’s rights is understood, and training has been undertaken.
	7
	☐	☐



	4. Focus area – Review and Improve (Standard 9)

	Actions
	CSS #
	In Progress
	Next steps

	4.1 Feedback is sought from children and young people, and their families, including how child safety or children and young people’s experiences could be improved.
	9
	☐	☐
	4.2 Feedback is regularly sought about ways to improve and make things safer for children and young people in my business.
	9
	☐	☐
	4.3 Information from feedback, concerns, and complaints is used to improve the business.
	9
	☐	☐
	4.4 Business improvements from feedback are communicated to children, young people, and their families.
	9
	☐	☐
	4.5 CSS implementation reviews are scheduled and undertaken to assess the effectiveness of actions that have been taken. Where needed, actions are revised or new actions are pursued to improve child safety.
	9
	☐	☐
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