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Child safe recruitment checklist
A best practice guide for building a child safe workforce in ECEC services


This checklist will guide your early childhood education and care service through legislated and best practice child-safe recruitment steps, helping you to identify and manage risks, verify candidate suitability and comply with legislation.  
Along with your policies and procedures, this checklist will help you to recruit staff who uphold and promote a safe and supportive environment for children. Making your commitment to child safety clear is a requirement under Section 3A of the National Law and is an important way to keep children in your care safe. 
Failure to rigorously assess the suitability of educators, volunteers, students and staff, including casual, relief or labour hire staff, at every stage of recruitment and onboarding may result in children being exposed to unacceptable risk of harm and can lead to serious regulatory, legal and reputational consequences for the service.
For further information, visit Child Safe Recruitment and Employment Practices.



	Child safe recruitment steps
	Actions required

	Role description
	· Include child safety as a role requirement and note mandatory reporting responsibilities.
· Clearly state that all employees must understand and commit to upholding and maintaining a child-safe environment. 
· Keep a copy of the role description.


	Job advertisement
	· Clearly state child safety responsibilities.
· Highlight a commitment to protecting and promoting child wellbeing.
· Encourage applicants aligned with child-safe principles.
· Keep a copy of the job advertisement.


	Shortlisting
	· Review applications for demonstrated understanding of child safety.
· Consider applicants’ commitment to child safety alongside qualifications and experience.
Consider any concerns or ‘red flags’ such as unexplained gaps in employment history, frequent changes in employment, or multiple short-term roles in child related work. Ensure these are explored further and satisfactorily addressed before progressing an applicant.

	Interviews
	· Ask child safety-specific questions (attitudes, behaviours, scenarios).
· Discuss any prior disciplinary matters or behaviours of concern. 
· Keep a copy of the interview questions and responses from the successful candidate


	Referee checks
	· Conduct at least two referee checks to identify and validate previous employment and suitability to work with children. Referee checks should:
· be conducted verbally. Verbal references are the most effective way to seek information from referees about a person’s suitability to work with children. 
·  include the applicant’s current employer as one of the referees wherever possible.
· Where written references are also sought, a secure digital system capable of identifying potential falsified references should be used.
· Specifically ask referees if the candidate has been subject to any disciplinary action regarding children or engaged in any concerning or unacceptable behaviour. Sample interview questions can be found in the Child Safe Recruitment and WWCC handbook.  
· Keep notes or a summary of reference check conversations, and any written references.
  


	Background checks
	· Identity verification e.g. 100-point ID check.
· Verify validity of qualifications, including RTO checks through the National Training Register.
· Verify Working with Children Check (WWCC) for all staff including agency and casual staff.
· Check the National Quality Assurance IT System (NQAITS) to confirm whether an individual is a prohibited person (Section 188).
· Verify a National Criminal History Check for prospective staff.
· Request declarations about suitability and any current restrictions using ACECQA’s Prohibition notice declaration forms and compliance history statements.
· Ensure all clearances are confirmed before employment begins.  
· Maintain accurate records of all pre-employment checks and clearances conducted and keep copies of relevant documentation and clearance numbers.


	Onboarding
	· Provide all staff, including recruitment agency staff, with access to a Child Safety induction pack that includes:  
· Child Safe Environment Policy 
· Interactions with children policy
· Code of Conduct 
· Legislative obligations (National Law and Regulations, Children’s Guardian Act 2019, Crimes Act) 
· Reporting responsibilities and procedures 
· Child Safe Risk Management Plan 
· Complaint handling policy.
· Ensure completion of required child safety and child protection training. 
· Ensure records of WWCC checks and verifications, relevant qualifications, prohibition checks and compliance history statements are in place prior to any staff commencing work with children.
· Provide ongoing training to help staff recognise harm, neglect and grooming behaviours. 


	Ongoing employment practices
	· Provide regular child safety training and refreshers to all staff.
· Maintain records of checks, training and compliance (in line with the National Quality Framework, National Law and Regulation).
· Review staff compliance with child safety expectations. 
· Share updates on legislative requirements and best practice guidance with staff.
· Regularly review the Child Safe Risk Management Plan.
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