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HS 125 Child Protection Policy and Procedures
SUMMARY:
This policy affirms Akoranga Preschool’s commitment to the safety and wellbeing of children.  It outlines the procedures the preventative measures taken by the service to reduce the risk of abuse occurring and the procedures to be followed when child abuse or neglect is suspected in order to support vulnerable children in a timely, appropriate and effective manner.
The Designated Person for Child Protection (DPCP) at Akoranga Preschool is Jo Brown, Centre Manager.
A copy of this policy is available to all parents and whānau on request.

PURPOSE, SCOPE, ROLES AND RESPONSIBILITES:
This Child Protection Policy provides a framework to support all employees to create and maintain safe environments for children. It ensures that the welfare and best interests of the child are the primary considerations in all decisions and actions relating to suspected child abuse or neglect.
This policy applies to all adults at Akoranga Preschool who may have contact with children, including (but not limited to): employees, volunteers, part-time or temporary staff, contractors (including entertainers), and regular visitors to the Centre.
This policy is intended to protect all children attending Akoranga Preschool, as well as any other children who may be affected, such as siblings.
All staff, including contractors and volunteers, have a responsibility to raise and discuss any child protection concerns, including suspected abuse or neglect, with the Centre Manager.
The Centre Manager is responsible for ensuring that the appropriate authority is notified when there is a belief that a child has been, or is likely to be, abused or neglected. This includes ensuring that all relevant and known information about the child and their family/whānau is shared appropriately and in full, with the relevant authority to support an informed and timely response.
PRINCIPLES:
Akoranga Preschool is committed to:
· Making the safety and wellbeing of children the primary concern, with the child at the centre of all decision-making;
· Ensuring that all staff receive training in identifying the signs and symptoms of potential abuse and neglect and are understanding how to respond;
· Promoting early intervention and applying the least intrusive intervention necessary to protect vulnerable children;
· Being culturally responsive and recognising the importance and rights of family to participate in decision-making about their children;
· Responding in a co-ordinated and collaborative way – working in alignment with this policy and sharing information to work in partnership with external agencies to uphold consistent, high-quality child protection standards;
· Acting in compliance with relevant legislation and regulatory responsibilities.

LEGISLATION:

Core Legislation
· Education & Training Act 2020
· Children’s Act 2014
· Oranga Tamariki Act 1989
· Licensing Criteria for Early Childhood Education and Care Services 2008 (HS125 Child Protection, HS128 Notification to the Ministry of Education, GMA106 Safety Checking)
· The Education (Early Childhood Services) Regulation 2008 – Regulation 56: Ill Treatment of Children
· The Code of Professional Responsibilities & the Standards for the Profession

Supporting legislation
· Privacy Act 2020
· Human Rights Act 1993
· Family Violence Act 2018
· Employment Relations Act 2000
· Care of Children Act 2004

Protection for those reporting suspected abuse or neglect
· Section 16 of the Children, Young Persons and Their Families (Oranga Tamariki Act 1989 provides protection for any person reporting the ill-treatment or neglect of a child in good faith.
· The Protected Disclosures Act 2022 provides protection for employees reporting serious wrongdoing in the workplace from criminal and legal retribution.




DEFINITIONS OF ABUSE AND NEGLECT:

Child abuse – Includes physical, emotional and sexual abuse as well as neglect which is the direct consequence of a deliberate act or omission by an adult, and which has the potential or effect of serious harm to the child.

Emotional abuse – Emotional abuse is a pattern of systematic and purposeful harm aimed towards the child, which damages their psychological, social, intellectual, and emotional functioning or development. This type of abuse is often repetitive and targeted, and it can include:
· constant degradation or harsh criticism
· humiliation or shaming
· isolation from family or peers
· scapegoating (singling out a child for blame or punishment)
· threatening, corrupting, or exploiting the child
· denying access to cultural, faith, or identity-affirming experiences
· exposure to family violence.

Neglect – Neglect is a pattern of behaviour that occurs over a period of time and results in impaired functioning/development of a child or young person. It is the failure to provide for a child’s basic needs. Neglect may include:
· physical neglect – not providing adequate food, clothing, shelter, or hygiene
· medical neglect – failing to seek or follow through with necessary medical care
· emotional neglect – ignoring a child’s emotional needs, affection, or support
· supervisory neglect – leaving a child unsupervised or in unsafe situations
· educational neglect – child's educational needs are not adequately met.

Physical abuse – Physical abuse is an act that may result in physical harm to a child. This harm may be deliberate or the unintentional result of a deliberate action. It includes both single incidents and patterns of behaviour and may include:
· bruising, cutting, hitting, or beating
· biting, burning, or causing abrasions
· strangulation, suffocation, or drowning
· poisoning or fabricated illness
· shaking (especially of infants)
· use of objects as weapons (e.g. broom, belt, bat)

Sexual abuse – Sexual abuse includes acts or behaviours where an adult, older, or more powerful person uses a child for a sexual purpose, and includes,
· Touching a child in a sexual way
· Exposing a child to sexual acts or materials
· Involving a child in the production of sexual images or videos
· Encouraging or coercing a child to engage in sexual behaviour
· Rape or attempted rape
· Sexual exploitation, including grooming (online or in person)

RECOGNISING POSSIBLE ABUSE OR NEGLECT:

All staff are provided with training and must be familiar with the attached Indicators of Child Abuse (Appendix 1), able to identify the signs and symptoms of possible abuse and have the confidence to take appropriate action with the support and guidance of the DPCP.

Further information can be found on the following websites:

https://www.orangatamariki.govt.nz/worried-about-a-child-tell-us/identify-abuse/
https://www.childmatters.org.nz/indicators-of-abuse/

PRACTICES IN PLACE TO PROTECT CHILDREN:
Recruitment and Employment of Staff:
· Akoranga Preschool complies with current legislative requirements for the safety checking of new and existing children’s workers. 
· Safety checks are carried out in accordance with the Akoranga Preschool Safety Checking Policy and Procedures
· Staff are encouraged to professionally and constructively challenge poor practice, or raise issues with their Team Leader and/or Centre Manager
· Any concerns reported to the Centre Manager around a teachers practice that do not fall under the categories of abuse or neglect will be recorded on the “Staff Clarification of Expectations Form” (Appendix 2), filed in the employee folder and taken into account when Safety Checks are carried out.
Staff Training:
Understanding this policy and initial training will form part of the service’s induction programme for new staff. 
All staff will be involved in the regular review of this policy at which time training, resources and/or advice will be available to ensure that all staff can develop and strengthen their knowledge and ability to carry out their roles in terms of this policy, particularly:
· responsibilities to children
· how to reduce the risk of child abuse including environment design and supervision 
· understanding child abuse and indicators of child abuse
· roles and responsibilities around record keeping and reporting
· understanding and complying with legal obligations regarding child abuse
· working with outside agencies on child abuse issues
· conducting conversations appropriately with a child, parent and whānau
· limitations of their role.
General:
· All employees will maintain professional relationships with families and put the needs of the child first. 
· Touch and physical affection are important for children’s healthy development.  If a child initiates physical contact to seek affection, reassurance, or comfort it is appropriate to respond.  Physical contact for changing or cleaning bodies is also acceptable for that task only.  It is not appropriate to force unwanted affection or touching on a child – consent should be sought.  If any team member is concerned about ways other team members are interacting with children, they should raise it with their supervisor/manager.
· To avoid situations where staff may be alone with children, Akoranga Preschool maintains at or higher than teacher/child ratios than those specified in Schedule 2 of the Education (Early Childhood Services) Regulations 2008
· Our playground, indoor play areas, sleep rooms and tamariki bathrooms and changing areas are designed to ensure they can be readily observed by supervising teachers 
· Children are not to enter office spaces at any time, and should not be in any other room with only one adult unless they can be readily observed by supervising teachers
· A complaints procedure ensures issues of concern are dealt with appropriately.  Families are encouraged to express their feelings and concerns so that the operation of Akoranga Preschool can be constantly improved.
· Only adults named on the enrolment form can collect children from the Centre.  If a child is to be collected by someone other than the persons on their enrolment form, parents/legal guardians are required to give written permission to management, including the relationship of the person collecting to the child.  If someone who is not on the enrolment form arrives to collect a child, and there has been no notification from parents, staff must politely delay collection and contact parents for written permission. New people collecting children will be asked to provide photo identification.  
· Written permission from parents is required for their child to participate in excursions.  Teacher/child ratios on excursions will be the same or higher than in-centre ratios.
· Information regarding a child will be shared with both parents unless there are any custodial arrangements in place which will limit this.
· Volunteers and student teachers will be welcomed into Akoranga Preschool subject to safety checking procedures.  If we are relying on the safety check completed by another organisation (e.g. a tertiary institution) we will obtain written confirmation of the components of the safety check completed.  We will always carry out our own identity confirmation and risk assessment.
· Families will be notified of any new relievers, student teachers or volunteers.
· Visitors to Akoranga Preschool (including but not limited to volunteers, student teachers, Ministry of Education employees, health workers, and contractors) will be required to sign in and out on the visitors register and will be supervised by staff at all times.
· Parents/whānau in the centre will also be supervised at all times, may only change or toilet their own child and are asked to consult a teacher before entering the bathroom.
· Visiting students or volunteers are not permitted to change or toilet any child. 
· Relievers will be allowed to change or toilet children and be left alone with groups at the discretion of the Centre Manager
· All team members are responsible for ensuring visitors, students and volunteers know what health and safety and child protection behaviour is acceptable.
· There is zero tolerance for any Akoranga Preschool employee to be working at the centre under the influence of drugs or alcohol.  
· If anyone arriving to pick up a child is suspected to be under the influence of drugs or alcohol staff will use their discretion to decide if the child is safe to be driven by that person.  Staff may offer to call an alternative approved person to collect.  Where drivers are non-cooperative, staff should call the police (111) and notify management.
· If it is suspected that someone arriving to collect a child in a car does not hold an appropriate licence staff may ask for proof and offer to call an alternative approved person to collect if no proof is available.
· Photographs of children for assessment purposes should be taken on devices provided by Akoranga Preschool or approved by management.  Visiting parents are not to take photos that show the face of any child other than their own.  Staff reserve the right to view and ask for photos to be deleted.
· Children at Akoranga Preschool will not have unsupervised access to the internet.  If using the internet as a learning tool, teachers will only access child appropriate websites and material.
· All other practicable steps are taken to protect children from exposure to inappropriate materials (for example of an explicitly sexual or violent nature).

Children’s body curious play:
· We believe that curiosity about bodies and some sex play among tamariki is healthy and normal. However, Kaiako are there to provide guidelines needed to ensure that the physical and emotional wellbeing of tamariki is protected.  Kaiako will intervene at any point if curious body play is inappropriate, hidden from adults, if there is any coercion, or if the play is frequent.
· Tamariki will be encouraged to have ownership over their bodies, to move away from play or say no if they are feeling unsafe, and to inform a Kaiako.
· Tamariki keep their underwear or nappies on unless they are getting changed.
· Kaiako will use anatomically correct language when referring to a child’s body parts.
· Whanau will be notified of any inappropriate sex play involving their child.
· Whānau should advise Kaiako of anything their child says which may point to inappropriate sex play having occurred. 
· Kaiako will ensure all team members know of instances of frequent or inappropriate sex play so that this can be closely monitored.
· Strategies will be developed in consultation with whānau should any child engage in unusually regular self-stimulation.
· Instances of inappropriate body curious play may be recorded on a “Confidential Notes of Concern Form” (Appendix 3), reported to the Team Leader/Centre Manager for review and filed in the Confidential Notes of Concern Folder under the child’s name to compile information over time and look for patterns that may be an indicator of abuse.
· Kaiako will consult with external agencies for support if required.

RESPONDING TO SUSPECTED CHILD ABUSE AND NEGLECT:

· Any person has the right and responsibility to contact Oranga Tamariki (0508 326 459) and/or the New Zealand Police (Emergency: 111, General discussion: 105) if they are concerned that a child may be in need of care and protection.
· Staff making a report directly to Oranga Tamariki or the New Zealand Police about a child attending the service are encouraged to inform the Centre Manager who may hold additional information/context on the situation.
· Any notification made by the service to Oranga Tamariki or New Zealand Police (specified agencies) requires notification to the Ministry of Education at the same time (HS128).
Responding to disclosure of abuse:
	A child makes a verbal disclosure of abuse to an adult in the service.

	Steps
	Actions

	Listen carefully and calmly

	Allow the child to speak freely—do not interrupt or ask leading questions.
Stay calm and composed, even if the disclosure is distressing.
Use open-ended prompts like “Tell me more about …”,  “Explain …” or “Describe …” (TED acronym)

	Reassure the child

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

	Do not investigate

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

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

	Report immediately

	Inform the Centre Manager as soon as possible. 
If it is suspected that a child has been or is likely to be abused or neglected, the Centre Manager will notify Oranga Tamariki promptly.
If the disclosure involves the Centre Manager, contact the Team Leader.  Where this is not possible contact Oranga Tamariki or NZ Police directly.
Oranga Tamariki contact details: 
Phone: 0508 326 459 (0508 FAMILY)

	Record the disclosure
	Using a “Confidential Notes of Concern Form”(Appendix 3)
Write down exactly what the child said, using the child’s own words as much as possible.
Note the date, time, location, and any witnesses.
Do not add your own interpretations or assumptions.
Record what actions have been taken
(Do not take photos)

	Maintain confidentiality

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

	Follow up

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


Responding to Indicators of Abuse:

	If a staff member identifies suspected child abuse.

	Steps
	Actions

	Ensure child’s immediate safety

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

	Stay calm and supportive

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

	Do not investigate

	Do not question the child beyond what is necessary to clarify your concern.
Avoid asking leading or suggestive questions.  Use open-ended prompts like “Tell me more about …”,  “Explain …” or “Describe …” (TED acronym)
Leave the investigation to trained professionals (e.g. Oranga Tamariki or NZ Police).

	Report the concern

	Inform the Centre Manager as soon as possible. 
If it is suspected that a child has been or is likely to be abused or neglected, the Centre manager will notify Oranga Tamariki promptly.
If the disclosure involves the Centre Manager, contact the Team Leader.  Where this is not possible contact Oranga Tamariki or NZ Police directly.
Oranga Tamariki contact details: 
Phone: 0508 326 459 (0508 FAMILY)

	Formally document the concern
	[bookmark: _Hlk202874102]Using a “Confidential Notes of Concern Form” (Appendix 3) document the concern as soon as possible, including:
what was said or observed (the facts) 
date, time, and location
names of those involved
what actions you have taken.
(Do not take photos)

	Maintain confidentiality

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

	Follow up

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



· “Confidential Notes of Concern” that do not lead to immediate suspicion of child abuse or neglect will be filed in the Confidential Notes of Concern Folder under the child’s name and reviewed by the Centre Manager to compile information over time and look for patterns that may be an indicator of abuse or neglect.
· If it is suspected that an adult has been the victim of abuse, or discloses abuse, staff will report to the Centre Manager who will check with the adult to ascertain their and their children’s safety, and encourage them to contact the appropriate agencies for support.

Responding to an allegation about a staff member:

	Allegations or concerns about a staff member

	Steps
	Actions

	Ensure child’s immediate safety

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

	Report the concern

	Inform the Centre Manager as soon as possible.  Do not discuss the allegation with the person accused.
If it is suspected that a child has been or is likely to be abused or neglected, the Centre Manager will notify Oranga Tamariki promptly.
If the disclosure involves the Centre Manager, contact the Team Leader.  Where this is not possible contact Oranga Tamariki or NZ Police directly.
Oranga Tamariki contact details: 
Phone: 0508 326 459 (0508 FAMILY)

	Formally document the concern
	Using a “Confidential Notes of Concern Form” (Appendix 3), formally document the concern as soon as possible, including:
What was said or observed (the facts) 
Date, time, and location
Names of those involved
What actions you have taken
(Do not take photos)

	Maintain confidentiality

	Do not discuss the allegation with the person accused – leave this to the Centre Manager.
Share information only with those who need to know.
Do not discuss the matter with other staff, children, or families unless directed by authorities.

	Follow up

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




	Role of the Centre Manager in the case of a staff allegation:

	Steps
	Actions

	Ensure child’s immediate safety

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

	Consult appropriate agency
	If needed, access guidance and support from Oranga Tamariki and/or the NZ Police before discussing with the person accused.

Oranga Tamariki contact details: 
Phone: 0508 326 459 (0508 FAMILY)

	Gather information
	Ensure you have the written record of what has occurred from all persons involved.
Offer support to the persons involved.

	Investigate allegation
	Complete an investigation using the attached Investigation Report Template (Appendix 4).
The investigation will seek to establish if there are reasonable grounds to believe that the person has physically or emotionally ill-treated or abused a child or committed a crime against children.
If needed, access guidance and support from Oranga Tamariki and/or the NZ Police

	Human Resources process
	Implementation of appropriate Human Resources processes will be undertaken following Akoranga Preschool disciplinary policies, and guided by the individual’s employment agreement, the Akoranga Preschool Employee handbook and relevant statutory obligations.

	Report suspected abuse
	If it is suspected that a child has been or is likely to be abused or neglected, notify Oranga Tamariki and/or NZ Police promptly.

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

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

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

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

	Report to Teaching Council
	Where there is reason to believe a registered teacher has engaged in serious misconduct, a report of allegations or concerns about staff will also be made to the Teaching Council Aotearoa New Zealand without delay. 

	Maintain confidentiality

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

	Follow up

	Ensure the child receives appropriate support.
Continue to monitor the child’s wellbeing.
Maintain records of any follow-up actions or meetings as required.
Seek legal advice where appropriate.




CONFIDENTIALITY AND INFORMATION SHARING:
· All matters related to individual cases are confidential to those directly involved and should under no circumstances be discussed with other staff, other parents, children or any other person outside of Akoranga Preschool.
· The Privacy Act, 2020 allows professionals to share information about children and young people with other professionals when they have a serious concern for their wellbeing. Sharing information must contribute to prevention or reduction in harm or contribute to an assessment of risks and needs for the child.  Any person disclosing information in good faith regarding suspected abuse, will be assured the protection afforded by law that no civil, criminal, or disciplinary proceedings may be brought against them.
· Akoranga Preschool will inform parents of our intention to share information with other agencies if it is safe to do so. However, parental consent is not required to transfer this information as it will be used to prevent harm to a child. Where parents object, the facts should be recorded and the reasons for your decision to transfer information noted.
· Staff may be required to share information about children and their wellbeing with authorised government agencies such as Oranga Tamariki, the New Zealand Police, the Family Court, legal representatives, and registered health professionals.
· Information will only be shared when the identity of the person enquiring can be confirmed.
· If the request is received in writing the confirmation will be the letterhead or email address.
· If the request is received over the phone the confirmation can be made by noting the person’s name and professional contact details and returning the call, or by asking them to submit the request in writing. 
· All responses must be factual, impartial, and approved by the Centre Manager before release.
· Akoranga Preschool may also need to reach out to request information from the agencies listed above in order to gain a more complete picture of the child’s needs and any associated risks.
· All information will be kept confidential with the parties concerned and records will be kept securely.

POLICY REVIEW:

· Akoranga Preschool commits to bi-annual staff training and review of our child protection policy and reporting processes to ensure they are effective and fully understood by all staff.
· Review of this policy and the procedure will also be undertaken after an incident that requires this policy to be implemented. Review will evaluate the effectiveness of the policy and procedures and the implementation of the procedures by those staff involved. 

During the most recent review, this Child Protection Policy was evaluated using the following hypothetical scenario:
Review Scenario:
Ministry of Education Licencing Criterion HS125 – Guidance – Tools To Help You Comply, Scenario 6:
While you are sitting with a 3-year-old child reading, they tell you that an extended family member touches their bottom in bed at night.  The person has interim custody of the child.
Review Outcome: 
· Staff were able to follow the policy and procedure and list appropriate steps to take in this scenario.
· Staff requested the addition of the TED acronym (“Tell me about …”, “Explain …”, “Describe …”) to the policy to help them remember appropriate prompts.
Name: 		___________________
Signature: 	___________________
Date: 		___________________

Last Updated Date:	July 2026
Review: 		June 2028
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