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Purpose

This procedure outlines the Albany Public Library’s commitment to the safety and wellbeing of children and young people. The guidelines encompass branch library, Wellstead and micro-libraries.All children and young people have the right to feel safe and be protected from all forms of abuse and neglect. In accordance with the National Principles for Child Safe Organisations, the Albany Public Library is committed to creating and maintaining an equitable and inclusive, child-safe environment that is understood, endorsed, put into action, and adhered to by everyone. These principles guide our policies, practices, and decision-making to ensure that child safety is a central priority in all aspects of our operations.

The Albany Public Library intended outcomes are to:
· Minimise the risk of harm or neglect to children and young people.
· Ensure safe, inclusive, and well-supervised programs and spaces.
· Support staff and contractors in delivering services aligned with child safety principles and legal obligations.
· Build community trust in the City’s commitment to creating child-safe environments.

The Albany Public Library acknowledges that abuse, harm and neglect to children and young people may come from:
· Parents/caregivers
· Guardians or supervisors
· People engaged by the Facilities (Officials) 
· Members of the public
· Other children or young people

This procedure is part of our proactive and preventative approach to upholding its commitment to the safety, wellbeing, inclusion, and empowerment of children accessing the Albany Public Library’s programs, services, facilities, and library collection

Definition 
· Child/Children – Means a person under 18 years of age, and in the absence of positive evidence as to age, means a person who appears to be under 18 years of age.






Scope 
This procedure applies to all relevant directorates, teams, or individuals responsible for enacting the associated policy or framework. It includes planning, execution, monitoring, and review activities, and may extend to external stakeholders where applicable. 


Children and Youth Program/Activities
1. Staffing and Facilitators
· All facilitators and staff working with children must have a current Working with Children Check (WWCC). A copy must be kept on file, and it is the individual's responsibility to ensure it is up to date.
· Staff are to check WWCC is still current prior to the session commencement.
· During business hours: A staff-to-child ratio of 1:20 must be maintained, unless otherwise determined by a program-specific risk assessment. CCTV monitoring and additional staff are typically present onsite.
· After-hours or offsite programs: Minimum of two staff and a supervision ratio of 1:10 in cases where there is no parent, carer, or teacher supervision.
· The appropriate number of participants for each activity will be determined before the session commences as outlined through a program risk assessment.
2. Session/Session Content
· All content must be age appropriate.
· Content is inclusive and culturally appropriate.
· Marketing materials must clearly specify the intended age group for the session.
3. Photography and Consent 
· The online booking form to include a photography consent question. 
· Children without consent must be identified at the start of the session and avoided in any media.
· Facilitators and staff must reconfirm photo consent on the day before taking any pictures.
· A Photography Permission Form must be completed by the parent/guardian for image use outside of online bookings.
4. Parents and Guardians
· Only Parents/guardians supervising their own child can stay in the session unless:
· They hold a current WWC Check, or
· The child is under 5 years of age, or
· They have received a suitable exemption 
· Parents/guardians must provide contact details at time of booking. 
· If someone other than the parent/guardian is dropping off or collecting a child, their name and contact number must be provided.
· Any changes to the child’s booking details must be updated.
5. Planning and Risk Management
· A staff member is responsible for:
· Child sign-in/collection
· Checking WWCC or Declaration Forms
· Reminding parents/guardians of pickup time
· A risk assessment must be completed before implementation to determine the number of suitable participants and identify any safety risks.
· Children may only leave once collected by a parent/guardian.
· If a child is not collected within 30 minutes, and no contact can be made, Department of Communities will be notified.
· If a child is dropped off without being signed in, staff will supervise and contact the parent/ guardian immediately. 
· Staff may escort children to the toilet but must wait outside the bathroom.
· For afterhours sessions: A staff member must be present.  A staff member must carry a fob and mobile phone at all times for emergencies.
6. Venue Safety
· Participants must stay in the session room until signed out.
· Emergency signage must be clearly posted: exits, toilets, first aid etc.
7. Medical and Emergency Procedures
· In multi-sessions, facilitators and participants will be briefed on:
· Emergency exits
· Evacuation meeting points
· First Aid procedures
· Photo permissions 
· The booking form includes a section on medical or special requirements. Parents must inform staff prior to the session.  
· No food sharing is allowed due to allergy concerns. 
· In the event of injury:
· Participants must notify a staff member.
· A staff member will administer First Aid and complete an Incident Report.
· The emergency contact will be called. 
8. Self-Guided Children’s Sessions/Workshops
· Parents/guardians are fully responsible for their children at all times during self-guided sessions. 
· A risk assessment must be completed before implementation.

9. Online Safety Guidance
· Public Library Information Technology (IT) Use Policy outlines acceptable standards of behaviour to retain a safe public Library environment and Online Safety and Data Protection
· COA Firewalls are in place restricting gambling, alcohol / drug, pornography 
· Computers with digital content in the junior library are restricted to library approved websites preventing accidental access
· The library is committed to providing support and education for safer digital literacy of the community with a Digital Inclusion Officer and informational workshop and programming 
· The library advocates and promote parental controls on E-resources

10. After Hours Study Space
· Students under 18 years of age may access the After Hours Study Space only after completing an induction with a parent or guardian.
· The induction must include discussion of relevant safety requirements, including security tag access and 24-hour CCTV recording.


User Groups
· User groups must inform Library staff when running any activities for anyone under 18.
· Current WWCC is to be sighted for relevant members noted on file.
· Must provide a copy of the group’s Child safety protocol or complete the Standards and Obligations form.


Library spaces and events
· Children must be supervised by a parent/guardian at all times while in the library space see Standards of Behaviour guidelines
· Risk assessment to be completed for venue run activities.


Procedure for handling an incident
1. Ensure Immediate Safety
· Remove the child from danger if needed.
· Provide first aid or medical assistance if required.
· Contact emergency services (i.e. 000) if the situation is critical.
2. Report the Incident
· Notify the designated Child Safety Officer or supervisor immediately.
3. Record the Incident
· Document facts clearly and objectively:
· Date, time, and location of the incident
· People involved or present
· What was observed or disclosed
· Do not include personal opinions or assumptions.
4. Support the Child
· Reassure the child they are safe and did the right thing by speaking up.
· Maintain calm and avoid asking leading questions.
· Respect the child’s privacy, only share information on a need-to-know basis.
5. Follow Organisational Protocols
· Comply with internal reporting and documentation requirements.
· Participate in debriefing or internal review processes.
· Cooperate with authorities or investigators as needed.
6. Review and Prevent
· Assess the cause of the incident and whether policies/procedures were followed.
· Implement any necessary changes to prevent recurrence.
· Offer training or support to staff as needed.




Legislative and Strategic Context
City of Albany Strategic Community Plan 2032: 
· Outcome 1: A diverse and inclusive community
· Outcome 2: A happy, healthy and resilient community
· Outcome 3: A safe community
· Outcome 15: A well-informed and engaged community

Commonwealth Legislation
· Age Discrimination Act 2004 
· Australian Human Rights Commission Act 1986 
· Disability Discrimination Act 1992 
· Family Law Act 1975 
· Privacy Act 1988 
· Racial Discrimination Act 1975 
· Sex Discrimination Act 1984 

Western Australian Legislation
· Child Care Services Act 2007 
· Children and Community Services Act 2004 
· Civil Liability Act 2002 
· Corruption, Crime and Misconduct Act 2003 
· Equal Opportunity Act 1984 
· Freedom of Information Act 1997 
· Local Government Act 1995 
· Public Interest Disclosure Act 2003
· Work Health and Safety Act 2020 
· Working with Children (Criminal Record Checking) Act 2004

Commonwealth Standards 
· National Principles for Child Safety Organisations (Appendix 1)
· Australian Privacy Principles
· National Framework for Protecting Australia’s Children 2021-2031 

International Standards
· United Nations Convention on the Rights of the Child (CRC) 

Guidelines
· Royal Life Saving Society Australia (RLSSA) Guidelines for Safe Pool Operations 

Review Position and Date 
This procedure is to be reviewed annually by the Responsible Officer, or as required following significant changes to the associated policy or operational environment.

Associated Documents
· City of Albany Code of Conduct
· City of Albany Risk Management Procedure
· City of Albany Working with Children and National Criminal History Check Policy
· City of Albany Child Safe Awareness Policy 
· City of Albany Code of Conduct for Recorded Material acquired on City of Albany Property (Audio, CCTV and Camera Footage) Policy
· Albany Public Library Standards of Behaviour
· Albany Public Library Collection Policy
· Public IT use policy and Public Internet Access Conditions of Use
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