
 

Protected Disclosures Policy 
 

National Quality Standard 
 

Area 2 - Children’s health and safety 

Standard 2.2 Safety 

Element 2.2.3 Child protection: Management, educators and staff are aware of 
their roles and responsibilities to identify and respond to every child 
at risk of abuse or neglect. 

 
 

Area 4 -Staffing arrangements 

Standard 4.2 Professionalism 

Element 4.2.2 Professional standards: Professional standards guide practice, 
interactions and relationships.  

 
 

Area 7 - Governance and leadership 

Standard 7.1 Governance 

Element 7.1.2 Management systems: Systems are in place to manage risk and 
enable the effective management and operation of a quality service.  

Element 7.1.3 Roles and responsibilities: Roles and responsibilities are clearly 
defined, and understood, and support effective decision making and 
operation of the service. 

Standard 7.2 Leadership 

Element 7.2.1 Continuous improvement: There is an effective self-assessment and 
quality improvement process in place. 

 

Children (Education and Care Services) National Regulations (2011 SI 653): 
 
Reg. 84 Awareness of child protection law 
Reg. 168 Education and care service must have policies and procedures 
Reg. 170 Policies and procedures to be followed 

 



 

Reg. 171 Policies and procedures to be kept available 
Reg. 172 Notification of change to policies or procedures 

 

Children (Education and Care Services) National Law (NSW) No 104a of 2010: 
s 3A Paramount consideration 
s 162A Child protection training 
s 166 Offence to use inappropriate discipline 
s 166A Offence relating to inappropriate conduct 
s 167 Offence relating to protection of children from harm and hazard 
s 300E Protected disclosures 

 
 

Links to The Child Safe Standards 

 

Standard 1 - Child safety is 
embedded in organisational 
leadership, governance and 
culture 

Adventure OSHC promotes a culture of transparency and 
accountability where staff are encouraged to speak up 
about concerns. This policy supports leadership practices 
that prioritise child safety and ensure reporting is 
expected, supported, and embedded across the 
organisation. 

Standard 3 - Families and 
communities are informed 
and involved 

Adventure OSHC ensures families and the broader 
community are aware of how to raise concerns and make 
disclosures. Clear reporting pathways and accessible 
policy information support open communication and 
trust. 

Standard 5 - People working 
with children are suitable and 
supported 

Adventure OSHC supports staff to understand their 
responsibilities in identifying and reporting concerns. 
Through training, supervision, and clear procedures, staff 
are equipped to act on concerns and are protected when 
doing so. 

Standard 6 - Processes to 
respond to complaints of child 
abuse are child focused 

Adventure OSHC has clear, child-focused processes for 
responding to disclosures of harm or risk. This policy 
ensures concerns are taken seriously, reported promptly, 
and managed in a way that prioritises the safety and 
wellbeing of children. 

Standard 7 - Staff are 
equipped with the knowledge, 

Adventure OSHC provides ongoing training to ensure all 
staff understand protected disclosures, their reporting 

 



 

skills and awareness to keep 
children safe through 
continual education and 
training 

obligations, and the protections available to them. This 
supports confident and informed decision-making. 

Standard 10 - Policies and 
procedures document how 
the organisation is child safe 

This policy outlines clear procedures for making, 
managing, and responding to protected disclosures. It 
ensures a consistent, transparent, and documented 
approach to maintaining a child safe environment. 

 

Related Policies: 

 

Child Safe Environment 

Child Protection 

Complaints  

Code of Conduct 

Behaviour Guidance 

 

Policy Statement 

Adventure OSHC is committed to a culture of transparency, accountability, and child safety. 

All staff, volunteers and families are encouraged and supported to report concerns about 

wrongdoing, misconduct, or risks to children. 

The safety, health and wellbeing of children is the paramount consideration in all 

decision-making. 

Adventure OSHC will ensure that any person making a protected disclosure can do so safely, 

confidentially, and without fear of detrimental action. 

Purpose: 

This policy outlines: 

●​ how to make a protected disclosure 

●​ how disclosures are managed 

●​ the protections available to people who report concerns 

 



 

Scope: 

This policy applies to all: 

●​ educators and staff 
●​ volunteers and students 
●​ contractors 
●​ Approved Provider and management 
●​ families and community members 

Implementation: 

What is a Protected Disclosure 

A protected disclosure is a report made honestly and on reasonable grounds that shows or 
tends to show: 

●​ an offence under the National Law has occurred or is occurring, or 
●​ the safety, health or wellbeing of a child is at risk 

This includes concerns about: 

●​ inappropriate conduct or reportable conduct 
●​ breaches of child protection requirements 
●​ unsafe supervision or practices 
●​ failure to comply with legislation or policies 
●​ conduct that may place children at risk of harm 

​
What is NOT a Protected Disclosure 

The following are generally not protected disclosures unless they involve broader risk or 
wrongdoing: 

●​ personal employment grievances 
●​ interpersonal conflict between staff 
●​ performance management concerns 
●​ pay, promotion or staffing disputes 

These matters are managed under the service’s complaints and grievance procedures. 

 

 

 



 

Making a Disclosure 

 
Disclosures should be made as soon as practicable. 

Internal Reporting 

●​ Nominated Supervisor / Coordinator 
●​ Approved Provider 
●​ Responsible Person / Person in Day-to-Day Charge 

External Reporting 

●​ NSW Early Learning Commission  

- information@earlylearningcommission.nsw.gov.au 

- 1800 619 113 

●​ NSW Office of the Children’s Guardian  

- (02) 8219 3600 

●​ Department of Communities and Justice (DCJ)  

- 13 21 11 

●​ Police (in emergencies)  

- 000 

Staff may bypass internal reporting where: 

●​ the concern involves management 
●​ they believe the matter is not being addressed 
●​ they feel unsafe reporting internally 

 

Not sure if it’s a protected disclosure? 

If you are unsure whether a concern meets the definition of a protected disclosure, you 
should still report it. All reports will be assessed and managed under the appropriate 
process. Reporting concerns helps ensure risks to children are identified and addressed 
early. 

​
 

 

mailto:information@earlylearningcommission.nsw.gov.au


 

How to Make a Disclosure 

A disclosure can be made: 

●​ verbally (face-to-face or phone) 
●​ in writing (email or letter) 
●​ anonymously 

Where possible, include: 

●​ dates, times and locations 
●​ people involved 
●​ description of the concern 
●​ any witnesses 
●​ supporting information or documents 

You do not need proof - only a reasonable belief. 

​
Protections for Reporters 

Individuals who make a protected disclosure may have protections under the National Law, 
including protection from civil or criminal liability, and rights in relation to damages or legal 
remedies where detrimental action occurs.​
 

Protection from Detrimental Action 

Detrimental action includes: 

●​ bullying, harassment or intimidation 
●​ discrimination or adverse treatment 
●​ damage to reputation or employment 
●​ disciplinary action because of the disclosure 

Adventure OSHC: 

●​ will not tolerate detrimental action 
●​ will take all reasonable steps to protect reporters 
●​ will treat any retaliation as serious misconduct 

Taking detrimental action against a person for making a disclosure is an offence under the 
National Law.​
 

 

 



 

Confidentiality 

Adventure OSHC will: 

●​ maintain confidentiality wherever possible 
●​ limit information sharing to those who need to know 
●​ securely store all records 

The company will limit the number of people aware of the disclosure and take steps to 
remove identifying information where possible. 

A person’s identity will only be disclosed if: 

●​ required by law 
●​ necessary to prevent serious risk 
●​ procedural fairness requires it 

If confidentiality cannot be maintained, the service will take reasonable steps to: 

●​ inform the person making the disclosure (where possible) 
●​ implement strategies to minimise the risk of detrimental action 

​
Responding to Disclosures 

All disclosures will be: 

1. Acknowledged 

●​ receipt confirmed where possible 
●​ information provided about next steps 
●​ where appropriate, provide information about available support and a contact 

person for the matter 

2. Assessed 

●​ determine if it is a protected disclosure 
●​ determine appropriate response 

3. Actioned 

This may include: 

●​ internal investigation 
●​ referral to external authorities 
●​ no further action (with reasons provided) 

 



 

4. Communicated 

Where appropriate, the person making the disclosure will be: 

●​ informed that their report has been received 
●​ updated at key stages of the process 
●​ provided with outcome information, where this does not breach privacy or legal 

obligations​
 

Outcome of Investigations 

Where an investigation identifies wrongdoing or risks to children, appropriate action will be 
taken in line with legislation, including disciplinary action, reporting to relevant authorities, 
or changes to practices and procedures. 

​
Managing Risk of Detrimental Action 

Upon receiving a disclosure, the service will: 

●​ conduct a risk assessment 
●​ identify potential risks to the reporter and others 
●​ implement strategies to prevent harm 
●​ provide appropriate support  

The company will regularly review and update risk controls where required to ensure 
ongoing protection of all parties involved. 

​
Reporting Detrimental Action 

If a person experiences retaliation, they should report immediately to: 

●​ Approved Provider, or 
●​ NSW Early Learning Commission 

All reports of detrimental action will be investigated and addressed promptly.​
 

False or Misleading Disclosures 

Disclosures must be made in good faith. 

Knowingly making a false or misleading disclosure may result in disciplinary action. 

 



 

 

Roles and Responsibilities 

Approved Provider / Nominated Supervisor 

●​ ensure compliance with legislation 
●​ ensure systems for reporting are in place 
●​ support and protect reporters 
●​ ensure training and awareness 
●​ ensure disclosures are appropriately managed 

Managers / Responsible Persons 

●​ respond to disclosures promptly 
●​ maintain confidentiality 
●​ escalate where required 
●​ support affected individuals 

Educators, Staff, Volunteers 

●​ report concerns immediately 
●​ cooperate with investigations 
●​ maintain confidentiality 
●​ complete required training 

Families 

●​ are informed of their right to report concerns 
●​ can access reporting pathways 
●​ are supported when raising concerns 

​
Training and Awareness 

Adventure OSHC will: 

●​ provide training during induction 
●​ deliver ongoing training every 12–24 months 
●​ reinforce reporting expectations through meetings and briefings 

​
Record Keeping 

All disclosures will be: 

 



 

●​ documented securely 
●​ stored confidentially 
●​ accessible only to authorised personnel 

 

 

 

 

 

 

 

 

 

 

Sources: 

●​ Children (Education and Care Services) National Law (NSW) – s300E 
●​ Education and Care Services National Regulations 
●​ NSW Child Safe Standards (2021) 
●​ NSW Early Learning Commission – Model Protected Disclosures Policy (2026) 
●​ ACECQA – Guide to the NQF 
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