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SECTION 1 - INTRODUCTION
PURPOSE

This procedure outlines the university’s approach to ensure the safety of children who are brought onto a Swinburne campus or other places of work / study at off-site locations. 

The premise of this procedure is that no area is without risks to children. This procedure aims to provide an assessment of what is reasonable risk. 
SCOPE

This procedure applies to all children who visit Swinburne work places including all campuses, field trips, vehicles used in the course of work and any other locations under the university’s control. This procedure excludes:
· Sarawak campus  
· Work experience programs
· Open days where work / study areas have been prepared for and areas accessed will be under constant and direct supervision
· Children brought onto campus under constant supervision of their parent or guardian to receive Swinburne services e.g. psychology clinic, participate in research or attend the health service
· Young adults enrolled as a student of Swinburne University e.g. under 18 year olds enrolled in Swinburne VCAL programs.
· Secondary school students and members of the public who access Swinburne ‘public spaces’ e.g. campus grounds, libraries.
· Situations where a child’s behaviour is causing undue disruption to the work of staff, students. Organisational Units who have teaching and learning environments are expected to develop their own protocols in this regard.

DEFINITIONS
	Word/Term
	Definition

	Children
	Work Safe’s publication Keeping Children Safe in the Workplace defines all those under 15 as a child. 

	Head of Management Unit
	A person with manager / supervisory responsibility that is recognized within the approved organisational structure of the divisions within Swinburne University of Technology, and includes those with delegated responsibility for staff and resources.

	Manager / Lecturer / Teacher
	For the purposes of this procedure is a person who supervises or controls the work / study environments of either staff and / or students. A manager, lecture or teacher can also include:

· Supervisors

· Team Leaders

· Academics / Researchers

· Teachers / Lecturers


LEGISLATIVE CONTEXT
	Name
	Location

	Occupational Health and Safety Act, 2004 


	http://www.austlii.edu.au/au/legis/vic/num_act/ohasa2004107o2004319

	Equal Opportunity Act 1995 (Vic)
	


RESPONSIBILITIES

	Responsibilities

	Heads of Management units shall:

· Ensure that this procedure is implemented in areas under their control including activities conducted on sites other than university property.

	Managers / Lecturers / Teachers shall:

· Consider each request for a child to be brought into a Swinburne work place, taking into account the flexible work arrangements available to Swinburne employees as well as any potential disruption to the class or work environment. 

· Approve or disapprove children to attend work and / or classes in specific situations taking into account:

· The particular circumstances that have led to the request

· The likely impact on students, staff and visitors

· The health and safety issues and risks

· Direct the removal of a child in accordance with this procedure where the risk of injury to a child is not able to be controlled. 

	Staff & Students who bring children into university places of work shall:

· Take reasonable steps to safeguard the health & safety of children in their care when on campus.

· Consider the potential risk to health and safety to others that may come with bringing children into the university work / study environments and to take reasonable steps to safeguard against those risks. 

· Be responsible for the behaviour of children in their care, so as not to endanger, inconvenience or disrupt activities of staff student or other visitors.

· Follow local arrangements / guidelines developed under this procedure and any other additional requirements set out by their manager / lecturer / teacher or manager responsible for the area. 


SECTION 2 – PROCEDURE
PROCEDURE

	
	
	

	1.
	Supervision of children
	

	1.1
	All children must be supervised by their responsible parent / guardian at all times when they are on campus or engaged in an approved Swinburne activity off-site.
	Staff / Students / Visitors

	2.
	Authorization / Supervision requirements
	

	2.1
	Requests in advance

Requests to allow a child to be brought on campus or to accompany the parent / care giver during an approved Swinburne activity are to be made in advance with the relevant manager / lecturer / teacher. The manager / lecturer / teacher shall consider the particular circumstances that have led to the request as well as:

· The age of the child / the environment/s the child may enter

· The likely impact on students, staff and visitors

· The health and safety issues and risks

Parents and care givers need to be mindful of their colleagues and / or fellow students and should not expect other staff / students to take care of their children. 

The only exception to the above would be in the case of short visits, for example when a family group arrives to provide an employee with a lift home, or to drop items off for an employee.

Please note: Requests in advance are not required for public areas such as campus libraries.
	Staff

/

Students

	2.2
	Late notice requests / unexpected situations

For unexpected situations where it is not possible for a parent to contact their manager / lecturer / teacher in advance, parents may bring their child on campus and seek approval.  If the person’s manager / lecturer / teacher are not available the request should be directed to the next most senior manager. 

Please note: It is expected that parents will not routinely bring children to work and / or lectures as an alternative to regular childcare arrangements.
	Staff

/

Students

	2.3
	Research / Field Trips

Children may only accompany supervising adults on research and teaching field trips with prior approval. Approval shall be requested and given on a case by case basis in relation to each field trip. The university will not accept liability for children accompanying adults on field trips.
	Staff

/

Students

	2.4
	Young mums VCAL program

This program which was piloted in 2008 is designed to enable young mothers (aged 15–21) to continue their education, attend TAFE and take their babies to class with them. Approval is deemed to have been given for this program; however the supervision requirements of this procedure apply.
	

	3.
	Restricted Areas 
	

	3.1
	Any area in the university supported by ‘Authorised Persons Only’, Restricted Access’ or similar signage is off limits to children. 

Children are also not permitted to enter other areas of the university regarded as high risk even if these areas are not supported with signage. Other areas considered high risk to children include:
· Areas where plant and equipment is operated or where mobile plant is used

· Noisy environments
· Laboratories and laboratory preparation areas where chemicals and biological products are used or lasers operated
· Scientific, technical and mechanical workshops

· Printing, maintenance workshops

· Fine or performing arts workshops or studios

· Live performance venues (except as part of the audience or when taking part in a performance or supervised activity)
· Commercial kitchens and other food preparation areas

· Fitness centre’s (gym equipment, heavy weights)
· Construction sites or areas where minor works are being carried out

Managers should ensure that these areas are identified and that staff and students are informed that children are not permitted in them.
Exception: Permission to enter the above high risk areas can only be granted when the area has been specifically prepared for visitors on occasions such as open day demonstrations and the location is supervised at all times. 
	Manager 

/ 

Lecturer 

/ 

Teacher 

	4.
	Withdrawal of permission
	

	4.1
	Approval for a child to remain on campus or engaged in an approved Swinburne activity off-site may be withdrawn if the manager / lecturer / teacher is of the opinion that:

· The child’s health or safety is at risk

· The child is presenting a health or safety risk to others

A person’s manager, or in the case of students, the persons’ lecturer / teacher has the authority to direct that children be removed from the work environment. Swinburne University reserves the right to direct a child to be removed.
	Manager
/

Lecturer

/

Teacher

	5.
	Options available to parents / caregivers
	

	5.1
	Swinburne University offers a range of options through its Flexible work arrangements. For emergency situations where staff need to care for a child staff can seek approval to:

· Utilise carer’s leave (in circumstances genuinely related to carer responsibilities

· Use annual leave

· Utilise time off in lieu (where applicable); or
· Work from home for an agreed period
· Other arrangements agreed to with the employee’s direct supervisor
	

	5.2
	It is not appropriate to bring a child to the work place that is considered to be too ill to attend school or a child care centre. Staff should utilise carer’s leave in these circumstances.
	


SUPPORTING DOCUMENTATION

Forms and Records Management
	Form
	Retention Time
	Retention Location

	
	
	


*University Disposal Schedule is available at http://www.swin.edu.au/corporate/registrar/rms.htm 
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SECTION 3 - GOVERNANCE
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