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PURPOSE 
Catholic Early EdCare (CEEC), a Directorate of Centacare operating through the Corporation of 

Trustees of the Roman Catholic Archdiocese of Brisbane (AOB) is committed to achieving and 

maintaining the highest practical standards of workplace health and safety for its workers, visitors and 

children in the care of Catholic Early EdCare. 

 

This policy has been developed to outline the commitment of Catholic Early EdCare to report incidents, 

investigate incidents (as required) and implement as far as reasonably practical all recommendations 

and corrective actions. This policy will ensure Catholic Early EdCare fulfils the requirement of Division 

2 of the Education and Care National Regulations (Regulations 85-87), and Division 3 of the Education 

and Care National Regulations (Regulations 174-176). 

SCOPE 
This policy applies to all workers as defined in the WHS Act. 
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1. POLICY STATEMENT 
1.1 It is the policy of Catholic Early EdCare – 

 That all incidents involving a child in the care of Catholic Early EdCare or on a Catholic 

Early EdCare premises that result in injury, illness or trauma are reported to the Approved 

Provider  

 That all incidents involving a child in the care of Catholic Early EdCare or on a Catholic 

Early EdCare premises that fall under Regulation 12 and/or Regulation 175 of the 

Education and Care Regulations are reported to the Approved Provider  

 That all incidents involving an adult on a Catholic Early EdCare premises that result in 

injury, illness or trauma are reported to the Approved Provider 

 To encourage the reporting of a ‘near miss’ event and/or hazards in the workplace 

 That the Guardian online reporting system is utilised by Catholic Early EdCare when 

reporting incidents to the Approved Provider 

 To provide a timely and appropriate response to any incident involving a worker, visitor 

and/or a child in the care of Catholic Early EdCare 

 To investigate incidents where required 

 To implement recommendations/corrective actions where appropriate following 

investigation 

 To adhere to all legislative external reporting obligations 

 That all incidents qualifying as a notifiable incident (as defined in the Work Health and 

Safety Act 2011) will result in the implementation of CEEC HS PRO Notifiable WHS 

Incident procedure 

 To respond to incidents involving the death of a child in care in accordance with CEEC 

HS PRO Death of a Child in Care procedure 

1.2 As an Approved Provider, Catholic Early EdCare will report to Australian Children’s Education 

and Care Quality Authority (ACECQA) – 

 Incidents involving a child in the care of Catholic Early EdCare that is classed as a serious 

incident within 24 hours 

 Any incident where the Approved Provider reasonably believes the physical and/or sexual 

abuse of a child has occurred, or is occurring, while a child is being educated and cared 

for at an education and care service within 7 days 

 An allegation that sexual or physical abuse of a child has occurred, or is occurring, while 

a child is being educated or cared for at an education and care service within 7 days 

 Formal complaints and WHS concerns relating to the health, safety and wellbeing of 

children in the care of Catholic Early EdCare within 24 hours of the complaint 

1.3 CEEC  HS  PRO  Incident  and  Investigation  Procedure  provides  further  guidance  in  the 

implementation of this policy. 
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1.4 Incident and investigation related documentation should not be shared externally without the 

permission of the Catholic Early EdCare Senior Manager. 

SUPPORTING DOCUMENTS 
N/A 

COMPLIANCE 
Breaches of this policy will be dealt with under Centacare’s misconduct provisions, as stated in the 

Employment Guidelines Code of Conduct. 

IMPLEMENTATION 
Centacare will place this policy on the Archdiocesan Intranet (AI). Directors and managers are 

responsible for ensuring that the appropriate communication of policies and supporting documents to 

staff has occurred. All staff are responsible for understanding and complying with this policy. Contact 

the Policy Sponsor for further interpretation of this policy. 

DEFINITIONS  

Worker 

Under the WHS legislation a worker is a person who carries out work in any 
capacity for a person conducting a business or undertaking. This includes 
work as an employee, contractor or subcontractor, an employee of a 
contractor or subcontractor, an employee of a labour hire company who has 
been assigned to work in the person’s business or undertaking, an 
apprentice, student or volunteer. 

Responsible Person 

A Responsible Person is - 
 The Approved Provider, or 
 A person with management or control, or 
 A Nominated Supervisor, or 
 A Person in Day to Day Charge of a Service (PIDTDC) 

Nominated 
Supervisor 

Workers who have consented to the nomination by the Approved Provider to 
take on the responsibility and obligations under the National Law and 
National Regulations to manage a Kindergarten, Long day care, Outside 
school hours care Service. 

Person in Day to 
Day charge 
(PIDTDC) 

The PIDTDC is placed in day-to-day charge by the Approved Provider or a 
Nominated Supervisor of the education and care service; and the person 
consents to the placement in writing. 

Approved Provider 
Approved Provider is a person who holds a provider approval. A provider 
approval authorises a person to apply for one or more service approvals and 
is valid in all jurisdictions. 



Page 4 of 4 
CEEC HS POL INCIDENT AND INVESTIGATION POLICY v0.3 Effective date: 12/11/2019 
  Review date: 12/11/2021 

Template V1.0 

2. RECORD KEEPING 
2.1 Catholic Early EdCare will maintain all records as required by AOB and Centacare policies and 

procedures relating to record keeping. The Guardian online cloud system will retain incident 

reports and associated records. 

2.2 All Catholic Early EdCare Services are required to maintain all child incident report records in 

their Service folder on the L:\\ drive and a copy should be placed on the child’s enrolment 

record/file. 

2.3 All Catholic Early EdCare Services will adhere to Division 3 – Information and Record Keeping 

Requirements, Education and Care Services National Regulations; specifically Subdivision 4 – 

Confidentiality and Storage of Records (181, 182, 183, 184). 

2.4 Catholic Early EdCare will ensure all privacy provisions are implemented in relation to record 

keeping in accordance with the Archdiocese of Brisbane (AOB) privacy statement and AOB 

privacy policy available on the AI portal this extends to storing records in a secure and 

confidential manner. 

2.5 Service records will be maintained (stored and preserved) in conditions suitable to the length of 

time they need to be kept and made available for use. This applies regardless of the format of 

the records or the media they are stored on. 

2.6 Catholic Early EdCare will coordinate the removal, archiving and disposal of records as 

required. 
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