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CHILD PROTECTION – 1
The General Synod:
(a)
(b)

(c)

(d)
(e)
(f)

receives the report of the Child Protection Committee;
adopts as the Church’s Safe Ministry Policy Statement:
“The Anglican Church of Australia is committed to the physical,
emotional and spiritual welfare and safety of all people,
particularly within its own community. The Church will:
carefully recruit and train its clergy and church workers;
adopt and encourage safe ministry practices by its clergy and
lay church workers;
respond promptly to each concern raised about the behaviour
of its clergy and lay church workers;
offer pastoral support to any person who has suffered abuse;
and
provide pastoral support to and supervision of any person
known to have abused a child or another vulnerable person.”
adopts the Safe Ministry Check in the Report of the Child
Protection Committee as the national applicant and referee
questionnaires for the selection of ordination candidates and for
the screening of clergy and church workers who have contact with
children in their ministry;
authorises the revision of the Safe Ministry Check by the Standing
Committee;
adopts Faithfulness in Service in the Report of the Child Protection
Committee as the national code for personal behaviour and the
practice of pastoral ministry by clergy and lay church workers; and
authorises the revision of Faithfulness in Service by the Standing
Committee.
Garth Blake – 4 Oct 04
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1

ABOUT THIS CODE

Faithfulness in service
When Jesus spoke to his disciples he said they were not to be like the rulers of the day
who exercised authority over others. They were to be servants of others, even as Jesus
did not come to be served, but to serve.
When Peter wrote to the Christians scattered throughout Asia Minor, he reminded them
of their identity in Christ as God’s chosen people, sanctified by the Spirit for obedience
to Jesus Christ. The call to be holy is reflected in both the Old and New Testaments as
the appropriate response to God’s grace. Christians live according to the knowledge that
they have been created by God and redeemed by Christ.
When Paul wrote to the Philippian Christians he rejoiced in their fellowship and prayed
that their love might grow in knowledge and discernment so that they might see what
was significant for their Christian vocation and be enabled to live pure and blameless
lives for the day of Jesus Christ. In the light of that growing knowledge of God’s love
they are to live in humility and faithfulness in the power of the Holy Spirit. They live out
that love in their contact with others, especially those to whom they minister in Christ’s
name.
The Church is the fellowship that nurtures and sustains Christians as they seek to follow
Christ faithfully and participate in God’s mission. Its leaders especially are to be
examples of Christian faith and obedience as they exercise their vocation, in dependence
on the Holy Spirit.
The personal behaviour and practices of pastoral ministry required of clergy (bishops,
priests and deacons) of the Anglican Church of Australia are specified in the Holy
Scriptures as well as in its Constitution, canons, ordinances, the Book of Common Prayer
and the Ordinal. Although not bound by the promises made by clergy, church workers
(lay persons who are employed or hold a position or perform a function within the
Anglican Church of Australia) are expected to conform to the same behaviour and
practices as clergy—except in areas that apply only to clergy.

Purpose
This Code is intended to identify the personal behaviour and practices of pastoral
ministry that will enable clergy and church workers to serve faithfully those among
whom they minister. If the behaviour and practices it outlines are followed, our
communities will be safer places for everyone, where integrity is honoured,
accountability is practised and forgiveness encourages healing and does not conceal
misconduct.

4
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Implementation
This Code was adopted by the General Synod of the Anglican Church of Australia in
2004 as the national code for personal behaviour and the practice of pastoral ministry by
clergy and church workers.
It is important that this Code be understood by clergy and church workers. Each diocese
will need to ensure that its clergy and church workers are trained in the Code and its
application to personal behaviour and pastoral ministry. Clergy and church workers
undertaking pastoral ministry will need to apply the standards and guidelines of this
Code in their specific circumstances.

Format and presentation
Each section of this Code consists of three parts:
a preamble which introduces the section;
standards which state the Church’s expectations for personal behaviour and the practice
of pastoral ministry;
guidelines which explain and illustrate best practice and highlight practical ways to
achieve it.
Throughout the Code, all key terms appear in bold text the first time they appear in a
section and their definitions are contained in the section headed ‘Key Terms’. Some
additional educational material and advice is included in Section 3, Children.

5
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2

KEY TERMS

abuse in relation to an adult means the following conduct:
bullying;
emotional abuse;
harassment;
physical abuse;
sexual abuse; or
spiritual abuse.
bullying means behaviour directed to a person or persons which:
is repeated;
is unreasonable (being behaviour that a reasonable person, having considered the
circumstances, would see as unreasonable, including behaviour that is victimising,
humiliating, intimidating or threatening); and
creates a risk to their health and safety.
Bullying can include:
making derogatory, demeaning or belittling comments or jokes about someone’s
appearance, lifestyle, background, or capability;
communicating in an abusive manner;
spreading rumours or innuendo about someone or undermining in other ways their
performance or reputation;
dismissing or minimising someone’s legitimate concerns or needs;
ignoring, or excluding someone from information or activities;
touching someone threateningly or inappropriately;
invading someone’s personal space or interfering with their personal property;
teasing someone, or playing pranks or practical jokes on someone;
displaying or distributing written or visual material that degrades or offends.
Reasonable management action, which may include pastoral oversight, when carried out
in a reasonable manner is not bullying and includes:
disagreeing with or criticising someone’s belief or opinions or actions in an honest,
fair and respectful way;
giving information about inappropriate behaviour in an objective and confidential
way;
setting reasonable performance goals, standards or deadlines;
giving information about unsatisfactory performance in an honest, fair and
constructive way;
taking legitimate disciplinary action.
Cyberbullying is a form of bullying which involves the use of information and
communication technologies.
child means anyone under the age of 18.
child abuse means the following conduct in relation to a child:
6
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bullying;
emotional abuse;
harassment;
neglect;
physical abuse;
sexual abuse; or
spiritual abuse.
child exploitation material means material that describes or depicts a person who is
or who appears to be a child –
engaged in sexual activity; or
in a sexual context; or
as the subject of torture, cruelty or abuse (whether or not in a sexual context)
in a way that a reasonable person would regard as being, in all the circumstances,
offensive. Child exploitation material can include any film, printed matter, electronic
data, computer image and any other depiction.
child pornography means sexually explicit or suggestive material depicting children.
Child pornography is a form of child exploitation material.
Church means the Anglican Church of Australia.
church authority means the person or body having authority to ordain, license,
appoint, dismiss or suspend a member of the clergy or church worker.
church body includes a parish, school, or any body corporate, organisation or
association that exercises pastoral ministry within, or on behalf of, or in the name of, the
Church.
church worker means a lay person:
who is licensed or authorised by the bishop of a diocese;
who is employed by a church body in respect of whom this Code is part of their
employment contract; or
who, for payment or not, holds a position or performs a function with the actual or
apparent authority of a church authority or church body, including an office, position
or function:
o

of leadership in a parish, diocese of General Synod body;

o

as a member of the General Synod or a diocesan synod;

o

as a member of a body incorporated by the General Synod, a diocese of a
diocesan synod;

o

as a churchwarden, member of any parish council of member of any
committee constituted by or by the authority of the General Synod, a
diocesan synod or a parish council;
7
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in respect of whom the diocesan synod, the diocesan council, the church authority or the
church body has adopted this Code.
civil authorities means the police and the relevant State or Territory government child
protection authority.
clergy means bishops, priests and deacons of the Church.
corporal punishment means any punishment inflicted on the body.
Director of Professional Standards means the person in a diocese who has
responsibility for the maintenance of professional standards of clergy and church
workers.
emotional abuse means acts or omissions that have caused, or could cause emotional
harm or lead to serious behavioural or cognitive disorders. It includes:
subjecting a person to excessive and repeated personal criticism;
ridiculing a person, including the use of insulting or derogatory terms to refer to
them;
threatening or intimidating a person;
ignoring a person openly and pointedly; and
behaving in a hostile manner or in any way that cold reasonably result in another
person feeling isolated or rejected.
grooming is the manipulative cultivation of a relationship in order to initiate or cloak
sexual abuse of an adult or a child. In the case of child sexual abuse, an offender may
groom not only the child, but also those who exercise authority over the child, including
the child’s parents or guardians.
harassment means unwelcome conduct, whether intended or not, in relation to
another person where the person feels with good reason in all the circumstances
offended, belittled or threatened. Such behaviour may consist of a single incident or
several incidents over a period of time. It includes:
making unwelcome physical contact with a person;
making gestures or using language that could reasonably give offence, including
continual and unwarranted shouting;
making unjustified or unnecessary comments about a person’s capacities or
attributes;
putting on open display pictures, posters, graffiti or written materials that could
reasonably give offence;
making unwelcome communication with a person in any form (for example, phone
calls, email, text messages); and
stalking a person.
individual pastoral ministry means pastoral ministry carried out one-to-one. It
includes spiritual direction, or pastoral counselling arising out of bereavement, divorce
or other life crises.
neglect means the failure to provide the basic necessities of life where a child’s health
and development are placed at risk of harm. It includes being deprived of:
food;
8
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clothing;
shelter;
hygiene;
education;
supervision and safety;
attachment to and affection from adults; and
medical care.
offensive language includes blasphemy, verbal harassment, racial and other forms of
vilification, personal insult or comment and obscene words.
pastoral ministry means the work involved or the situation which exists when a
member of the clergy or church worker has responsibility as part of their role for the
wellbeing of others. This includes the provision of spiritual advice and support,
education, counselling, medical care, and assistance in times of need.
pastoral relationship means a relationship between clergy or church workers and any
person for the purposes of pastoral ministry.
physical abuse means any intentional or reckless act, use of force or threat to use force
causing injury to, or involving unwelcome physical contact with, another person. This
may take the form of slapping, punching, shaking, kicking, burning, shoving or grabbing.
An injury may take the form of bruises, cuts, burns or fractures. It does not include
lawful discipline by a parent or guardian.
professional supervision/consultation is a formal, collaborative process which a
more senior or experienced person uses to develop and support a person in their
ministry. This relationship is confidential, evaluative, and extends over time. It is
preferable if the supervisor:
has no other pastoral or personal relationship with the person being supervised; and
has been trained in professional supervision.
prohibited material means:
publications, films and computer games that have been classified by the Office of Film
and Literature Classification as being unsuitable for a child to read, see or play;
any other images or sounds not subject to classification by the Office of Film and
Literature Classification that are considered with good reason within the Church to be
unsuitable for a child to see or hear; and
any substance or product whose supply to or use by children is prohibited by law,
such as alcohol, tobacco products, illegal drugs and gambling products.
prohibited substance means any substance banned or prohibited by law for use or
consumption by adults.
restricted material means:
publications, films, and computer games that have been classified as Category 1 or 2
restricted, X or RC classification by the Office of Film and Literature Classification;
and
9
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any other images or sounds not subject to classification by the Office of Film and
Literature Classification (for example, internet material) that are considered with
good reason within the Church as being offensive on the grounds of violence, sex,
language, drug abuse or nudity.
sexual abuse of an adult means sexual assault, sexual exploitation or sexual
harassment of an adult.
sexual abuse of a child means the use of a child by another person for his or her own
sexual stimulation or gratification or for that of others. It includes:
exposing oneself indecently to a child;
having vaginal or anal intercourse with a child;
penetrating a child’s vagina or anus with an object or any bodily part;
sexually touching or fondling a child;
kissing, touching, holding or fondling a child in a sexual manner;
staring at or secretly watching a child for the purpose of sexual stimulation or
gratification;
making any gesture or action of a sexual nature in a child’s presence;
making sexual references or innuendo in a child’s presence using any form of
communication;
discussing or inquiring about personal matters of a sexual nature with a child;
exposing a child to any form of sexually explicit or suggestive material;
forcing a child to sexually touch or fondle another person;
forcing a child to perform oral sex;
forcing a child either to masturbate self or others, or to watch others masturbate; and
forcing a child to engage in or watch any other sexual activity.
Sexual abuse of a child does not include:
sex education with the prior consent of a parent or guardian; or
age appropriate consensual sexual behaviour between peers (i.e. the same or a similar
age).
sexual assault means any intentional or reckless act, use of force or threat to use force
involving some form of sexual activity against an adult without their consent. It
includes:
having vaginal or anal intercourse with a person without their consent;
penetrating another person’s vagina or anus with an object or any bodily part without
that person’s consent;
sexually touching and fondling a person without their consent;
kissing another person without their consent;
holding another person in a sexual manner without their consent;
forcing a person to sexually touch or fondle another person; and
forcing a person to perform oral sex.
sexual exploitation refers to any form of sexual contact or invitation to sexual contact
with an adult, with whom there is a pastoral or supervisory relationship, whether or not
there is consent and regardless of who initiated the contact or invitation. It does not
include such contact or invitation within a marriage.

10
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sexual harassment means unwelcome conduct of a sexual nature, whether intended
or not, in relation to an adult where the person reasonably feels in all circumstances
offended, belittled or threatened. Such behaviour may consist of a single incident or
several incidents over a period of time. It includes:
asking a person for sex;
giving a person to understand that you would like sexual favours from them;
making any gesture, action or comment of a sexual nature to a person directly or
making a comment of a sexual nature about them in their presence;
making jokes containing sexual references or innuendo using any form of
communication;
exposing a person to any form of sexually explicit or suggestive material;
making unwelcome physical contact such as touching, pinching, or patting;
making unwelcome or unnecessary inquiries about or attempts to discuss personal
matters of a sexual manner;
deliberately intruding on an individual’s personal space;
staring at or secretly watching a person for the purpose of sexual stimulation or
gratification; and
stalking a person.
spiritual abuse means the mistreatment of a person by actions or threats when
justified by appeal to God, faith or religion. It includes:
using a position of spiritual authority to dominate or manipulate another person or
group;
using a position of spiritual authority to seek inappropriate deference from others;
isolating a person from friends and family members; and
using biblical or religious terminology to justify abuse.

11
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3

PUTTING THIS CODE INTO PRACTICE

Preamble
3.1

This Code will only be effective if it is widely known and available throughout the
Church, practised consistently and implemented justly. Clergy and church
workers will protect the safety of others and themselves by observing its
standards and following its guidelines.

3.2

The absence of any reference to particular conduct in this Code does not imply that
it is acceptable for clergy and church workers.

3.3

All clergy and church workers have a responsibility to ensure that personal
behaviour and practices of pastoral ministry that are inconsistent with this Code
are neither tolerated nor covered up.

3.4

Failure to meet the standards of this Code will indicate an area where clergy and
church workers require guidance and specialised help. Such failures may result in
formal disciplinary action if the conduct infringes an applicable disciplinary rule of
the Church or is a breach of an employment contract.

3.5

Clergy and church workers are encouraged to follow the guidelines of this Code.
Where this is impractical, the exercise of judgement will be required to ensure the
safety of those to whom they minister and themselves. Wilful disregard of the
guidelines may indicate an area where clergy and church workers require guidance
and specialised help.

Standards for clergy and church workers
These standards state the Church’s expectations for personal behaviour and the
practice of pastoral ministry.
3.6

It is your responsibility to be aware of and meet the standards of this Code.

3.7

If you have overall authority in a church body, you are to ensure that all clergy
and church workers for whom you are responsible are made aware of this Code.

3.8

You are not to penalise, discriminate or take action against other clergy or church
workers because of any action taken in good faith under this Code.

Guidelines
These guidelines explain and illustrate best practice and highlight practical ways to
achieve it.
3.9

If you know or have reason to believe that another member of the clergy or another
church worker has failed to meet a standard of this Code, other than for child
abuse (the reporting of child abuse is addressed in paragraphs 4.14 and 4.15) you
12
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should:
Where you believe that a person has not suffered harm or is not at the risk of
harm, approach the member of the clergy or church worker and identify the
concern; or
Where you believe that a person has suffered harm or is at the risk of harm,
report this to the church authority having responsibility for the member of
the clergy or church worker or the Director of Professional Standards.
If in doubt seek advice from a colleague or supervisor or the Director of
Professional Standards without identifying the member of the clergy or church
worker.
3.10 If you know or have reason to believe that another member of the clergy or another
church worker has not followed a guideline of this Code, you should approach the
member of the clergy or church worker and identify the concern. If you consider
that the member of the clergy or church worker is persisting in disregarding the
guideline without good reason and a person has suffered harm or is at the risk of
harm, you should seriously consider reporting this to the church authority with
responsibility for the member of the clergy or church worker or the Director of
Professional Standards. If in doubt seek advice from a colleague or supervisor or
the Director of Professional Standards without identifying the member of the
clergy or church worker.

13
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4

PASTORAL RELATIONSHIPS

Preamble
4.1

All people are created in the image of God and are of equal value. This is the
foundation of all pastoral relationships.

4.2

Clergy have authority conferred upon them by their ordination, consecration and
licensing. Church workers have authority conferred upon them by their
appointment. The authority and training associated with their roles means that
they have power in pastoral relationships which is always to be exercised in the
service of others.

4.3

Trust is of primary importance in the creation and maintenance of an effective
pastoral relationship. Trust grows with the maintenance of physical, sexual,
emotional and psychological boundaries suitable to pastoral ministry. (The issues
of Children and Sexual Conduct are addressed in Sections 3 and 5 respectively.)
Clergy and church workers will enhance their ability to maintain these boundaries
by attending to their own wellbeing.

4.4

While clergy and church workers often enjoy personal friendships with those to
whom they minister, their pastoral ministry responsibilities take precedence.

4.5

Clergy and church workers are colleagues in pastoral ministry: the activity of
one inevitably impacts upon the ministry of others.

Standards for clergy and church workers
These standards state the Church’s expectations for personal behaviour and the
practice of pastoral ministry.
4.6

If you have overall authority in a church body, you are to ensure that clergy and
church workers for whom you are responsible are provided with:
a safe working environment, including safe housing, where housing is provided;
opportunities to maintain and enhance their ministry skills; and
personal encouragement, support and regular feedback.

4.7

When exercising pastoral ministry you are to act in the best interests of those to
whom you are ministering. You must recognise any potential conflict of interest
and take steps to resolve it.

4.8

When exercising pastoral ministry you are not inappropriately to discriminate
between people.

4.9

You are not to disclose confidential information received in pastoral ministry to
your spouse, family, friends, colleagues or any other person without the consent of
the person providing the information, except where:
14
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the information is known publicly;
as required or allowed by law; or
it is in the public interest (such as to avoid the risk of serious injury or harm to
any person).
4.10 When you are on leave or unable to fulfil your responsibilities through illness or
any other reason, you are to make alternative arrangements for pastoral ministry.

Guidelines
These guidelines explain and illustrate best practice and highlight practical ways to
achieve it.
Boundaries
4.11 Make sure you are clear about the requirements of your role, including the hours
to be worked and the nature of your responsibilities as well as your leave and other
entitlements. You need to be sure that your legitimate personal needs can be met.
4.12 Recognise the limits of your skills and experience. Do not undertake any ministry
(such as relationship counselling, counselling for abuse or addictions, or an
exorcism) that is beyond your competence or the role for which you have been
employed or trained. If in doubt seek advice. A person who requires specialised
help should be referred to an appropriately qualified person or agency.
4.13 Where ministry responsibilities overlap, be aware of the activities, function and
style of other clergy and church workers. Consult with these colleagues and cooperate wherever possible.
4.14 Where your ministry responsibility to one person may conflict with your
responsibility to another person to whom you are ministering, or with your own
needs, you should seek advice from a colleague or supervisor. Consider the
possibility of transferring ministry responsibility for one or both of these to
another minister.
4.15 If you are unable to act in the best interest of the person to whom you are
ministering because of your own interests you should seek advice from a colleague
or supervisor and transfer ministry responsibility for the person to another
minister.
4.16 Avoid behaviour that could give the impression of favouritism and inappropriate
special relationships, particularly with individual children.
4.17 Think carefully before providing pastoral ministry to a person with whom you
already have a close personal relationship, such as a friend or member of your
family. Care is needed because confusion between close personal relationships
and pastoral relationships can lead to a loss of objectivity, failure to act in the
other’s best interest and harm to both parties.
4.18 Pastoral relationships can legitimately develop into romantic relationships. If this
begins to happen:
15
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acknowledge to yourself that your personal interest and the pastoral
relationship are at risk of becoming confused;
tell the other person that your relationship is changing and becoming romantic;
disclose the nature of the relationship to a supervisor or colleague to ensure
accountability and prevent misunderstanding; and
where practicable:
C disclose to a supervisor or colleague any proposed alternative arrangements
for ongoing individual pastoral ministry;
C make alternative arrangements for ongoing individual pastoral ministry; and
C cease providing individual pastoral ministry to the person.
4.19 If you are providing ongoing individual pastoral ministry or counselling, engage
someone to provide regular professional supervision. This will help protect you
and those to whom you minister.
4.20 When you resign or retire, you should generally terminate existing pastoral
relationships. You should do this in a sensitive and timely manner to allow these
responsibilities to be undertaken by your successors. Consult with your successor
where the other person wishes to maintain an ongoing pastoral relationship with you.
Personal and professional development
4.21 Maintain a healthy lifestyle and do not overcommit yourself. Make sure you have
adequate leisure time, through regularly taking time off, including your full holiday
entitlement annually.
4.22 Try to develop interests outside your main area of ministry and continue to care
for yourself and your personal and family relationships.
4.23 Look for, and take advantage of, opportunities to maintain and enhance ministry
skills appropriate to the responsibilities of your role, through:
regular ministry development;
professional supervision / consultation;
peer support;
having a mentor; and
regular feedback including an annual ministry review.
Confidentiality and confessions
4.24 When you are seeking or providing professional supervision / consultation you
should not identify any person and only disclose what is necessary to obtain the
supervision or advice.
4.25 In most cases you should tell someone who is to give you confidential information
of the limits to confidentiality and the arrangements for supervision or obtaining
advice. This should be done before the disclosure of the confidential information,
16
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such as at the beginning of an interview.
4.26 The Confessions Canon 1989 or the proviso to Canon 113 of 1603 is in force
throughout the Church. These Canons make provision for the confession of sins to
clergy and for the confidentiality of this confession. If you are a member of the
clergy, you should be aware of the scope of, and your obligations under, the
applicable Canon. For example, absolution is not automatic and may be withheld.
You may require of the person making the confession of sins some appropriate
action of contrition and reparation before you give them absolution.
4.27 There is a distinction between disclosures made in ordinary pastoral situations and
disclosures made as a confession as provided in the applicable pastoral service in
the Church’s authorised liturgies. This service should normally be heard in a
public place at advertised times or by arrangement.
4.28 If you are a church worker, remember that only clergy have the authority to receive
a special confession of sins as provided in the applicable pastoral service in the
Church’s authorised liturgies.
4.29 You may have a legal obligation to report criminal offences to the applicable civil
authorities (the issue of child abuse is addressed in Section 4). You may be
subpoenaed to produce documents or to attend court to give evidence, or both. In
some States or Territories, clergy may be able to claim privilege from producing
documents and/or disclosing information obtained in a confession referred to in
paragraphs 3.23 to 3.25.
4.30 You should be aware of and, when appropriate, seek advice in regard to:
your legal obligations with regard to confidential information received during
an interview or a confession, particularly in relation to criminal offences and
child abuse;
the pastoral consequences of breaching confidentiality; and
the risk of physical, financial or emotional harm or hardship to another person
by disclosing or not disclosing such information, particularly in writings,
sermons or other public media.
4.31 Exercise special care that any illustrative material you use from personal
experience does not involve a breach of confidentiality.
Conversations in a ministry context
4.32 Any communication in a ministry context, whether formal or informal, is a
pastoral encounter. Communication may be face-to-face, in writing or involve
some form of technology. Consider the appropriateness and impact of your words
and actions.
4.33 Innuendoes or compliments of a sexual nature are always inappropriate. When a
person asks questions or seeks advice around topics of a sexual nature, be aware
that they may have motives or needs that you do not understand. Be realistic
about your own ability to assist them.
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4.34 To minimise the risk of being accused of or engaging in misconduct, particularly
when conducting interviews, think carefully in advance about:
the place of the meeting, the arrangement of furniture and lighting, and your
dress;
whether the physical location allows for privacy of conversation while
maintaining the opportunity for supervision. (For example, doors to interview
rooms, if closed, should not be locked.);
the physical distance between you and the other person to maintain both
hospitality and respect;
whether the circumstances would suggest a social interaction;
the propriety and circumstances of the interview when you are visiting or being
visited alone, especially at night;
the personal safety and comfort of all participants;
establishing at the outset the interview’s purpose and the boundaries with
respect to the subject matter, confidentiality and its duration;
the appropriateness of initiating or receiving any physical contact, such as
gestures of comfort, that may be unwanted or misinterpreted; and
whether the presence of a child’s parent, guardian or another person chosen by
the child is appropriate.
4.35 When considering using technology for communication, you should apply the
same principles as you would in any other form of communication. Minimise the
risk of harming others or yourself by asking:
is this an appropriate way to communicate about this matter?
should this communication be confidential? If so, do not use electronic
media;
how will the language and images used impact upon the person receiving the
communication and any other person who may access it?
could the circumstances of the communication, including the language and
images used, suggest your relationship with the other person(s) is
inappropriate?
Risks associated with using technology in communication
Clergy, church workers, and other participants in church activities –
including children – may communicate using:
text and picture messaging;
email;
instant messenger services and chat rooms;
video conferencing;
blogs and internet forums;
websites;
social networking sites; and
other forms of electronic interaction.
Remember information posted online is tracked and can be retrieved.
Dangers associated with the use of communication technology are not
18
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always appreciated by clergy and church workers. These dangers include:
losing your privacy;
losing control of information (such as photographs or emails);
ignoring personal security settings on social networking sites;
being unable to determine if people are who they say they are;
being exposed to unwanted information; and
becoming a victim of cyberbullying when someone sends or spreads
threatening or embarrassing information.

Record-keeping and privacy
4.36 If you are engaged in individual pastoral ministry, consider keeping a factual
record of your daily pastoral activity. Record details such as the date, time, place,
participants, subject, and any proposed action arising from each activity. Record
personal remarks accurately.
4.37 You need to know the relevant principles of the applicable privacy legislation in
relation to the collection, use, disclosure and management of personal
information. These have implications for:
the publication of personal information in church directories, newsletters,
rosters and websites;
the recording and publication of voices and images of individuals; and
the use and security of all personal information, and especially sensitive
information, held by clergy and church workers or in church offices.
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5

CHILDREN

Preamble
5.1

Children are entitled to be safe and protected. They have the right to be
respected, listened to and their particular needs addressed in all church activities,
whether mixed aged or child specific.

5.2

Ministry where children are involved requires absolute trustworthiness.

5.3

Clergy and church workers with overall authority in a church body (e.g.
incumbents and school principals) have a responsibility that cannot be delegated
for the implementation and maintenance of proper systems for the safety and
welfare of children participating in its pastoral ministry.

5.4

When they are exercising a pastoral ministry involving children in a church body,
clergy and church workers (e.g. Sunday school teachers, youth group leaders) have
responsibility for the safety and welfare of children in their care.

5.5

Clergy and church workers have authority over children because of their position
and power because of their greater age, maturity, physical size and life experience.
Abuse arises from the misuse of authority or power. Any form of child abuse is
always wrong.

5.6

Due to the inherent imbalance of power, children are incapable of giving valid
consent to abuse.

5.7

Appropriate physical contact is important for children’s healthy development.

Standards for clergy and church workers
These standards state the Church’s expectations for personal behaviour and the
practice of pastoral ministry.
5.8

If you have overall authority in a church body, you are to ensure that:
proper systems for the safety and welfare of children participating in the
church’s pastoral ministry are implemented and maintained;
all applicable requirements of the civil authorities, the church authority and
the church body are complied with; and
all clergy and church workers for whom you have responsibility and who work
with children:
o

comply with all civil and Church screening and selection requirements;

o

receive regular training in child protection; and

o

are aware of the provisions of this Code relating to children.

20
H:\AA-Z GENERAL SECRETARY SUBJECT FILES\FAITHFULNESS IN SERVICE - PUBLISHED EDITIONS & AMENDMENTS (1442)\1442 FISMay2016.Doc

FAITHFULNESS IN SERVICE

5.9

If you are exercising a pastoral ministry involving children in a church body you
are to take reasonable steps to ensure the safety and welfare of the children in your
care.

5.10 You are to not abuse children.
5.11 When engaged in pastoral ministry you are not to administer corporal
punishment to children in your care.
5.12 You are not to make available to children any prohibited material, except wine
in the context of a Holy Communion service.
5.13 Before you allow a person who is currently charged with or convicted of an offence
against a child to participate in activities involving children, you are to:
consult the Director of Professional Standards;
ensure that a risk assessment is undertaken; and
be satisfied that no child will be at an increased risk of harm.
5.14 If you know or reasonably suspect that a child is at risk of harm from child abuse,
you are to report this to the appropriate civil authorities.
5.15 If you know or reasonably suspect that another member of the clergy or a church
worker has abused a child, you are to report this to the appropriate civil authorities
and the Director of Professional Standards.

Guidelines
These guidelines explain and illustrate best practice and highlight practical ways to
achieve it.
Recognising the characteristics and effects of child abuse
5.16 You need to be aware of the signs, symptoms and characteristics of child abuse and
its impact on children.
Characteristics and effects of child abuse
Abuse of a child can be categorised as emotional, physical, sexual, or spiritual. It
can also arise from neglect, bullying or harassment.
The signs and symptoms can include:
emotional abuse—low self esteem, apathy, an over readiness to relate to
anyone even strangers, unduly aggressive behaviour, withdrawn behaviour;
physical abuse—bruises, bites, burns and scalds, fractures;
sexual abuse—a level of sexual knowledge or desire for either contact or
distance inappropriate to the child’s age, self-harm, social isolation, and a
sudden onset of soiling, wetting or other behavioural changes;
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spiritual abuse—low self esteem, high levels of anxiety and fear, excessive
deference to a leader and isolation from former friends and family members;
neglect—failure of a child to grow within the normally accepted pattern, failure
of a parent or guardian to provide adequate food, clothing, shelter, medical care
and supervision;

Characteristics and effects of child abuse
bullying or harassment—low self-esteem, loss of trust in others, apathy, an
over readiness to relate to anyone even strangers, unduly aggressive behaviour,
withdrawn behaviour.
Sexual abuse of a child is often preceded by grooming.
The sexual abuse of a child commonly has the following characteristics:
it usually starts with something minor and gradually builds up to more involved
behaviours through a process of grooming;
it is secretive and generally known only to the abuser and victim making it
extremely difficult to detect;
it is perpetrated by someone known to the child and/or held in a position of
trust by the child or their parents or guardians; and
it is rarely a self-contained or one-off incident but rather part of an ongoing
relationship that is corrupting and distorting.
The abuse of a child commonly causes psychological and spiritual harm and is likely
to lead to the impairment of their social, emotional, cognitive, spiritual and
intellectual development and/or disturbed behaviour.
The effects of child abuse extend well beyond the abuser and their primary victims.
The families of the victim and abusers as well as their communities can also
experience a high degree of distress when revelations of abuse emerge. Often they
can deny the disclosure and so reject the victim rather than face reality. Once the
reality is confronted, the community will commonly experience profound shock,
guilt about failing to protect the primary victim, deep hurt and disillusionment.
Recognising the characteristics of sexual offenders
5.17 You need to be aware of the characteristics of sexual offenders. A sexual offender
may be a friend, a family member, a neighbour, a peer, or a person in authority.
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Characteristics of sexual offenders
Sexual offenders generally:
do not stop unless there is some intervening factor;
believe or assert that the victim is complicit or a willing participant;
attempt to deny, justify, minimise or excuse their behaviour by:
o

claiming their behaviour was an expression of love for the victim;

o

claiming their behaviour was a result of their childhood abuse;

o

claiming their behaviour was influenced by stress, the use of alcohol or
other substances; and
blaming the victim;

enjoy the activity, despite claims to the contrary; and
are repeat offenders.
Sexual offenders who target vulnerable adults and children will often undertake a
grooming process as a precursor to abusive behaviour.
Ensuring the safety of children
5.18 Taking all reasonable steps to ensure the safety and welfare of children for whom
you have overall responsibility or are in your care requires you prepare a risk
management plan which considers the following issues:
screening and selection of personnel;
your role and capacity to perform it;
use of external service providers;
supervision ;
planning and conduct of activities;
venue;
health and safety;
transport;
disciplinary arrangements;
physical contact;
photographs and images; and
record keeping.
These issues are considered in paragraphs 5.19 and 5.47.
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Screening and selection of personnel
5.19 If you have responsibility for compliance with civil and Church screening and
selection requirements, you should exercise care with the selection of leaders
involved in mixed age or children’s activities. You should ensure that any parents
or guardians assisting with these activities are screened.
5.20 Consult the Director of Professional Standards as to whether a risk assessment is
required before you appoint someone who has:
been acquitted of a charge of an offence against a child;
had a charge of an offence against a child not proceed;
had a prohibited status under applicable child protection legislation lifted; or
been the subject of Church disciplinary proceedings involving child abuse.

Your role and capacity to perform it
5.21 You need to recognise your own limits and not undertake any ministry that is
beyond your competence or certification or that is not part of the role for which
you have been or are being trained. Arrange for any such ministry to be provided
by an experienced person or specialist agency. This applies particularly to outdoor
or adventure activities such as canoeing, abseiling and hiking. Refer any child who
requires specialised help (e.g. counselling for depression, abuse or addiction) to an
appropriately qualified person or agency.
5.22 While children should be able to trust and confide in clergy and church workers—
and you should expect to develop relationships of this character with children—
avoid fostering inappropriate dependence on the part of a child.
5.23 Encourage children to develop leadership skills and undertake leadership roles
that are appropriate for people of their age.

Use of external service providers
5.24 When you engage or use an external service provider for an activity (e.g. when you
engage a specialist in outdoor education or a speaker for a camp), you should:
make reasonable enquiries as to whether they have been screened and selected
in accordance with civil and any Church requirements;
ensure that they are only used in a supplemental capacity; and
wherever practicable, ensure that they are not left alone with any child.

Supervision
5.25 The degree of supervision required will vary according to the nature and
environment of the activity, the age and maturity of the children and the size of the
group. Having multiple leaders to ensure that supervision and accountability
standards are maintained is vitally important. You should:
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clearly distinguish the different levels of responsibility between you and any
other supervisor and ensure that these differences are understood;
consider the extent of supervision required taking into account:
C the age, number, ability and gender mix of the children; and
C the venue, time, duration and nature of the activity;
have a register of all children with contact details and parents’ or guardians’
names for emergencies; and
monitor and periodically review the application of Church child protection
procedures.

Activities
5.26 You should identify and minimise all potential hazards before embarking on any
activity with children. This would include:
being aware of the fire safety and evacuation procedures;
ensuring that emergency exits on church premises are clearly marked and never
obstructed or internally locked;
not permitting smoking in any church premises where the activity is held; and
not knowingly permitting children with serious contagious diseases to attend
the activity.
5.27 Games or activities that emphasise gender, physical, intellectual or ethnic
differences should be assessed for their appropriateness. Think about what
message children may learn from the way events are organised and conducted.
5.28 You should review in their entirety aural and visual materials, such as videos,
films, computer games, graphics, photographs and lyrics, to ensure that any
elements containing violence, sexual activity or lifestyle are appropriate for the
intended audience. Exercise care if a film or computer game has been
recommended by the Office of Film and Literature Classification as unsuitable for
viewing or playing by children of a particular age (e.g. MA, M and PG
classifications). In assessing whether something is suitable you should take into
account the age of the youngest child present. If in doubt, seek the advice of a
supervisor or colleague.
5.29 To minimise the possibility of children being harmed, give careful consideration to
any activities or games that require children to act alone or in pairs independent of
leaders.
5.30 Ensure that no children’s activity includes:
secret initiation rites and ceremonies;
nudity or engagement in sexual conduct;
the use or availability of prohibited materials, except wine in the context of a
Holy Communion service.
5.31 When taking children away from church premises, obtain the written consent of a
parent or guardian and keep them informed of the place and timing of the event.
If you can, include parents or guardians in a leadership team of mixed gender.
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5.32 When meeting a child privately, you should:
have parental or guardian consent, where practicable;
ensure where appropriate that a parent, guardian or suitable adult is present;
inform another member of the clergy, an adult church worker or another adult
of the time, location and duration of the meeting; and
not invite or have children to your home or visit children in their home when no
other adult is present; and
make a record of the time, location, duration and circumstances of any meeting
where it is impracticable to follow these guidelines.

Venue
5.33 Avoid working alone or in isolation with children. You should ensure that:
all activities have defined boundaries that are easily observed or patrolled;
all aspects of children’s activities are open to observation;
children are not permitted to leave church premises unsupervised; and
where individual or small group ministry is needed, it occurs in the presence of
adults, a public place or a location with high visibility.
5.34 When events require children to sleep over, you should ensure that where possible:
parents or guardians are involved in the events and their supervision;
sleeping accommodation is segregated between males and females;
sleeping accommodation is supervised by more than one person, preferably
including a parent or guardian or another adult of each gender; and
supervisors do not sleep in close personal proximity to a child, unless they are a
parent or guardian of the child.
5.35 Venues should allow for the privacy of all parties to be respected, particularly when
changing clothes, washing and toileting. If you need to wash or toilet a child, tell
another adult what you are doing.

Health and safety
5.36 Ensure that the risk management plan includes relevant contact details (e.g.
emergency services and specialised help) and that a first aid kit appropriate to the
activity is available. In the case of camps and similar activities, ensure that at least
one adult present has first aid training.
5.37 Do not administer prescription medications to a child without the written consent
of a parent or guardian.
5.38 Obtain information from parents or guardians about the particular physical and
mental health or safety needs of children in your care (e.g. allergies, depression).
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Transport
5.39 When making transport arrangements, take reasonable steps to ensure that:
all drivers or operators are licensed, responsible, experienced and are not
impaired by alcohol or any other mind-altering or addictive substance; and
all motor vehicles and other forms of transport used are registered, insured,
safe and fitted with appropriate child restraints or safety devices (e.g. seat belts,
life jackets).
5.40 To the extent practicable, avoid being alone with a child in a motor vehicle or
driving a child home unaccompanied. If such a situation is unavoidable, inform
another adult of the trip and the reason for it.
Discipline
5.41

If you have overall responsibility in a Church body, you should ensure that:
there is a strategy to prevent child abuse from occurring during church
activities. This includes giving age-appropriate warnings to children about their
own behaviour; and
parents or guardians are advised that abuse of any child during children’s
activities will not be tolerated

5.42 If you have overall authority for children’s ministry in a Church body you should
ensure that a disciplinary strategy is developed, made known and implemented.
Disciplining children
When a child’s behaviour requires correction, either for the safety and welfare of
themselves or the group, it is important that:
a warning precedes any discipline, where the situation permits;
the discipline is explained to the child;
the child is given an opportunity to explain;
the discipline is appropriate to the occasion and age of the child;
the form of discipline is not corporal punishment, does not ridicule or humiliate,
or is not otherwise abusive;
very young children are not isolated as a form of discipline;
physical restraint is only used to protect children from harm or to avoid an
accident;
when physical restraint is used, a record is kept that identifies the restraint used,
the member of the clergy or church worker and child involved and any
witnesses, and sets out the incident’s circumstances; and
the child’s parents or guardians are informed of the circumstances of the
incident and discipline; and
you make a record of the circumstances of the incident and discipline; and
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Disciplining children
you make a record of the circumstances of the incident and discipline.

Physical Contact
5.43 In general—excluding circumstances such as immediate physical danger or
medical emergency—physical contact should be initiated by the child or occur with
their permission. When you make physical contact with a child, be very careful
that you respect the child’s feelings and privacy.
5.44 Ensure that any physical contact you have with children is of a non-sexual nature
and appropriate to the situation. Avoid any physical contact that is sexually
stimulating, or that may be construed as sexually stimulating. Children may or
may not be aware of creating such situations. It is your responsibility to be alert
for such situations and to cease any inappropriate physical contact immediately.
Children and physical contact
You need to be very careful when making physical contact with children.
Appropriate contact includes:
bending down to the child’s eye level, speaking kindly and listening attentively;
gaining permission before hugging a child and respecting their right to refuse;
taking a child’s hand and leading them to an activity;
comforting a child by placing an arm around their shoulder and giving a gentle
squeeze from the side;
praising or welcoming a child by holding the child’s two hands in yours;
patting the child on the head, hand, back or shoulder in affirmation; and
holding a preschool child who is crying, provided that they want to be held.
Inappropriate contact includes:
kissing or coaxing a child to kiss you;
extended hugging or tickling;
touching any area of the body normally covered by a swimming costume,
specifically the buttocks, thighs, breasts or groin areas; and
carrying older children, sitting them on your lap or having them rub up next to
you.
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Communication
5.45 If you have overall responsibility in a Church body, you should ensure there is a
policy for clergy and church workers which deals with the use of technology to
communicate with children in pastoral ministry.
5.46 When considering using technology for communication, you should apply the
same principles as you would in any other form of communication with children.
You should take care that:
it is an appropriate way to communicate with a child;
it is an appropriate way to communicate about the matter;
you are sensitive to the impact of your words, images and actions on the child
and any other person who may access it;
you do not use sexually suggestive, explicit or offensive language or images;
and
the circumstances of the communication, including the language and images
used, do not suggest your relationship with the child is inappropriate.
Risks associated with using technology in communication with children
Clergy, church workers and other participants in church activities – including
children – may communicate using:
texting and picture messaging;
email;
instant messenger services and chat rooms;
video conferencing;
blogs and internet forums;
websites; and
group social networking sites.
Remember information posted online is tracked and can be retrieved. Dangers
associated with the use of communication technology with children are not
always appreciated by clergy and church workers. These dangers include:
ignoring personal security settings on social networking sites;
disclosing contact details or images of the child in the communication;
being unable to determine if people are who they say they are;
exposing the child to unwanted or inappropriate information;
the child becoming a victim of cyberbullying; and
sexual predators gaining access to the child.
Clergy and church workers can assist children to stay safe when using
technology to communicate with others by:
educating children and their parents or guardians about the risks associated
with the use of this technology;
encouraging children to exercise care in disclosing personal information
about themselves and others such as their contact details;
encouraging children to talk about anything that worries them with their
parents or guardians, older siblings, friends, and clergy and church workers
with whom they have a pastoral relationship instead of posting their
problems in a chat room or blog; and
encouraging children to talk about anything they see or experience online
that worries them.
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Photographs and images
5.47 If you have overall authority in a church body, you should ensure that there is a
policy requiring clergy and church workers to obtain the permission of relevant
parents and guardians before making or using images (including photographs and
videos) of children who are engaged in children’s activities. The form of
permission should clearly indicate the intended use of the images.

Record keeping
5.48 If you have overall authority in a church body, you should ensure that any Church
screening documents:
are treated with confidentiality and never left where they can be accessed by
unauthorised persons;
where kept on computer, are password protected and stored for an indefinite
period of time with access limited to authorised persons; and
where kept in paper form, are stored separately from any other documents and
locked in secure place for an indefinite period of time, with access limited to
authorised persons.
5.49 If you have overall authority in a church body, you should:
ensure that a register of attendance of children and leaders and their emergency
contact details is kept for each pastoral ministry involving children;
consider including such registers in the church archives; and
keep and store in a secure place all permission forms and records relating to
discipline and private meetings.
5.50 If you are exercising a pastoral ministry involving children in a church body, you
should keep a register of attendance of the children for whom you are responsible.
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6

PERSONAL BEHAVIOUR

Preamble
6.1

The personal behaviour and relationships of clergy and church workers have a
significant impact on the Church and the community because they are a model to
others. In a context where their responsibility is to care for others, people will
especially observe the way in which clergy and church workers exercise power.

6.2

Abuse of power is at the heart of many relationship problems in the Church and
the community. In essence, abuse is one person’s misuse of power over another.
Sometimes abuse will be a one off event and at other times it will be a pattern of
behaviour.

6.3

Abuse can take any of several overlapping forms: bullying, emotional abuse,
harassment, physical abuse, sexual abuse or spiritual abuse.

6.4

It is important for clergy and church workers to be good citizens and obey the laws
of the community, except where those laws conflict with Christian convictions.

Standards for clergy and church workers
These standards state the Church’s expectations for personal behaviour and the
practice of pastoral ministry.
6.5

You are not to engage in:
bullying;
emotional abuse;
harassment;
physical abuse;
sexual abuse; or
spiritual abuse.

6.6

You are not to abuse your spouse, children or other members of your family.

6.7

You are to be responsible in your use of alcohol and other mind altering or
addictive substances or services.

6.8

You are not to undertake any pastoral ministry when you are impaired by alcohol
or any other mind-altering or addictive substances.

6.9

You are not to use any prohibited substance.

6.10 You are not to take property belonging to others, including intellectual property.
6.11 You are not knowingly to make statements that are false, misleading or deceptive.
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6.12 You are not knowingly to use offensive language.
6.13 Without a legitimate purpose you are not to view, possess, produce or distribute
restricted material.
6.14 You are to observe the law, other than any law that:
is contrary to the Holy Scriptures;
unjustly prohibits the practice of religion; or
prohibits civil disobedience.

Guidelines
These guidelines explain and illustrate best practice and highlight practical ways to
achieve it.
6.15 You need to be aware of the impact that abuse can have on people.
The impact of abuse
A person who is abused may suffer emotionally, psychologically, physically,
socially and spiritually. The impact can be life long and affect the person, their
relationships and their capacity for ministry.
How abuse affects the person and their relationships
The person who is abused may experience:
feelings of shame, humiliation, rejection, powerlessness, insecurity, anger
and resentment;
sadness, tearfulness, depression, anxiety;
fatigue, disturbed sleep, changed appetite and ill health;
substance abuse, gambling and use of pornography;
becoming more withdrawn or aggressive;
burn out;
suicidal thinking and action;
loss of self-esteem and self-confidence;
marital and family problems;
breakdown in community and collegial relationships.
How abuse affects ministry
Clergy or church workers who are abused may experience:
loss of coping skills;
disillusionment;
inability to concentrate;
loss of motivation;
decreased productivity and competence;
bad decision-making and poor judgement;
loss of faith or crisis of vocation;
difficulty trusting others;
diminished employability;
premature desire to cease employment.
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6.16 You need to be able to identify bullying and the cultures and environments which
encourage it.
Cultures and environments which encourage bullying
Contexts in which bullying is likely to flourish are characterised by:
overbearing or inadequate leadership;
poor management;
a high level of competition;
a climate of uncertainty and insecurity;
lack of support and governance structures;
poor handling of conflict;
rigid structures;
low level of participation or consultation;
excessive demands on time;
unclear role description and processes;
inadequate grievance procedures.
6.17 If another person indicates by their words or actions that they feel bullied or
harassed by you, review your conduct. If in doubt, cease the conduct and seek
advice. When teaching, admonishing or exercising discipline as part of your
pastoral ministry, be sure you do it respectfully.
6.18 Love and care for your family and pay particular attention to the effect of your
ministry on your family relationships. Ensure that your behaviour in family
relationships is consistent with this Code.
6.19 Take steps to prevent your spouse or children or other members of your family
becoming victims of your stress. If you find yourself acting violently or abusively
to any member of your family, seek professional help immediately.
6.20 Monitor your consumption or use of alcohol and other mind altering or addictive
substances or product (e.g. gambling) to ensure your wellbeing and that of others.
Seek professional help if the use of these substances or products adversely affects
your ministry, personal wellbeing or relationships.
6.21 You should be sensitive to the effect of your language on others. Avoid using
language that may be misunderstood or that bullies, threatens, belittles, humiliates
or causes unnecessary offence or embarrassment. Take care when using:
any swear word;
language which has sexual connotations; and
racial, religious or other group descriptions.
6.22 Exercise discretion when viewing or using restricted material. You should:
consider the legitimate purpose of viewing or using the restricted material;
consider whether your conduct will damage your reputation and impair your
ministry; and
disclose the purpose and circumstances of your conduct to a supervisor or
colleague to avoid any misunderstanding.
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6.23 When engaged in civil disobedience, do not act violently or intentionally provoke
violence.
6.24 Be sensitive to the effect of your dress on others. Dress appropriately to the
context.
6.25 You should comply with copyright legislation. Ensure that any licences for the use
of copyright material are current and complied with and that copyright is duly
acknowledged.
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7

SEXUAL CONDUCT

Preamble
7.1

The sexual conduct of clergy and church workers has a significant impact on the
Church and the community.

7.2

Sexuality is a gift from God and is integral to human nature. It is appropriate for
clergy and church workers to value this gift, taking responsibility for their
sexual conduct by maintaining chastity in singleness and faithfulness in marriage.

7.3

It is part of the role of clergy and church workers to care for, protect and respect all
with whom they have a pastoral relationship. It is never appropriate for clergy
and church workers to take advantage of their role to engage in sexual activity with
a person with whom they have a pastoral relationship. Consent to such activity
will not be regarded by the Church as valid, except within marriage.

Standards for clergy and church workers
These standards state the Church’s expectations for personal behaviour and the
practice of pastoral ministry.
7.4

You are to be chaste and not engage in sex outside of marriage and not engage in
disgraceful conduct of a sexual nature.

7.5

You are not to:
sexually abuse an adult;
sexually abuse a child;
engage in prostitution;
visit brothels and other places associated with the sex industry without a
legitimate purpose;
view, possess, produce or distribute restricted material containing sex or
nudity without a legitimate purpose; and
view, possess, produce or distribute any form of child pornography or child
exploitation material.

Guidelines
These guidelines explain and illustrate best practice and highlight practical ways to
achieve it.
7.6

If you intend to make physical contact with another adult or speak to them about a
sexual matter you should:
take responsibility for your own actions;
35
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seek permission;
respect the person’s wishes;
notice and respond to the person’s non-verbal communication; and
refrain from such conduct if in doubt about the person’s wishes.
7.7

You should avoid situations where you are vulnerable to temptation or where your
conduct may be construed as a breach of the standards of sexual conduct in this
Code.

7.8

Any involvement in pastoral ministry to persons in the sex industry requires
safeguards and a high level of accountability and collegial support. If in pastoral
ministry you intend to visit people or places associated with the sex industry, you
should:
consider the legitimate purpose of visiting the person or place;
consider whether your conduct will damage your reputation and impair your
ministry; and
to avoid any misunderstanding, disclose the purpose and circumstances of what
you are doing to a supervisor or colleague.
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8

FINANCIAL INTEGRITY

Preamble
8.1

In both their personal capacity and their pastoral ministry clergy are involved in
matters of a financial nature. The ministry of church workers may include
financial management. The financial dealings of clergy and church workers have a
significant impact on the Church and the community.

8.2

Financial integrity is essential to all financial processes and transactions.

8.3

Clergy and church workers with overall authority for financial management in a
church body are responsible for the implementation and maintenance of proper
systems for financial integrity and accountability. They cannot delegate this
responsibility to anyone else.

Standards for clergy and church workers
These standards state the Church’s expectations for personal behaviour and the
practice of pastoral ministry.
8.4

You are not to avoid payment of your just debts and family support obligations.

8.5

You are not to engage in tax avoidance.

8.6

You are not to seek personal advantage or financial gain for yourself or your family
from your position or from a pastoral relationship, beyond your stipend or
wage and recognised allowances and deductions.

8.7

You are not to allow yourself to be influenced by offers of money or financial
reward.

8.8

You are to avoid situations of conflict between your personal financial interest and
your pastoral ministry responsibilities.

8.9

You are to arrange your personal and church finances to ensure that clear account
and transaction boundaries are maintained.

8.10 You are to fully disclose and be publicly accountable for all church monies which
you handle.
8.11 If you have overall authority for financial management in a church body, you are to
ensure that:
proper systems for financial integrity and accountability are implemented and
maintained;
all clergy and church workers for whom you have responsibility and who have
authority for financial management in a church body are informed of their roles
and responsibilities; and
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all stipends, wages and allowances payable are adequate, and paid promptly
and in full.

Guidelines
These guidelines explain and illustrate best practice and highlight practical ways to
achieve it.
Financial management practices
8.12 You should ensure that your salary packaging and the accounts of any church body
for which you have responsibility are in accordance with Church and civil taxation
and accounting requirements.
8.13 If you have overall authority for financial management in a church body, you
should minimise the risk of you and other clergy and church workers being
accused of or engaging in financial impropriety by:
having two persons unrelated by family to handle church money received;
not involving paid clergy or paid church workers in the counting of church
offertories;
ensuring that church money on church premises is kept safely and securely;
avoiding church money being taken home wherever possible;
ensuring that all church money received is banked promptly;
ensuring that proper accounting records are kept for church transactions, in the
form of receipts, diary entries, tax invoices, accounts and account statements;
ensuring that all church accounts have more than one signatory;
ensuring that any accounts paid by cash are duly receipted; and
ensuring that those with the responsibility for handling money have suitable
training in financial matters.
Gifts
8.14 If you are offered or receive a gift, whether monetary or otherwise, from a person
with whom you have a pastoral relationship, you should:
establish for whom the gift is intended and exercise discretion as to whether the
gift should be personally accepted;
consider:
C the size of the gift;
C the intentions and circumstances of the giver;
C the risk of your integrity being compromised; and
C whether acceptance of the gift would cause scandal and embarrassment if
known publicly;
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if it is substantial, disclose the offer or receipt to a supervisor or colleague; and
if there is any uncertainty as to the gift’s appropriateness, seek advice from a
supervisor or colleague.
Personal financial obligations
8.15 You should manage your finances so that personal debts, including those to any
church body, are paid when due and in full.
8.16 You should avoid borrowing money from, or lending money to, a person with
whom you have a pastoral relationship as this may place you in a position where
your personal interest conflicts with your pastoral responsibilities. If you do, then
disclose the circumstances to a supervisor or colleague. In some cultures where
there are communal ownership and kinship obligations, this guideline may be
applied differently.
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1" CHECKLIST"FOR"PARISH"OHS/PROFESSIONAL"STANDARDS"COMPLIANCE"
2015"TO"MEET"MARCH"2016"REPORTING"
"

1. See(the(Parish(Portal(under(OHS(for(copies(of(documents(
2. Reporting(for(2015(in(March(2016(needs(to(be(done(on(unique(Parish(Excel(forms(which(will(
be(emailed(to(parishes(in(July(2015(for(return(by(March(2016(
3. The(OHS(general(report(emailed(to(parishes(ends(in(a(g,(e.g.(MORNPARISg(
4. The(Professional(Standards(report(emailed(to(Parishes(ends(in(a(p,(e.g.(MORNPARISp(
(
Document)Name)

Where)is)it)

What?)

Notes)
Ensure"items"marked"for"
action"are"completed"during"
2015"
Ensure"items"marked"for"
action"are"completed"during"
2015"

2014"General"OHS"Report"

Submitted"to"Diocese"
December"2014"

2014"General"OHS"Report"

2014"Prof"Stand"Report"

Submitted"to"Diocese"
December"2014"

2014"Professional"Standards"
Report"

RISK%ASSESSMENT%
DOCUMENTS%

!

!

!

OHMS3A0006_SlipsTripsFalls" Parish"Portal"

Slips,"Trips"&"Falls"checklist"

Worksafe"document"–"needs"
to"be"completed"for"the"2015"
OHS"Report"

OHMS3A001_Parish"generic"
hazard"identification"

Parish"Portal""

For"Parishes"to"record"hazards"
Excel"
and"treatment"of"hazards"

OHMS3A004_Risk"
Assessment"Matrix"V1.7"

Parish"Portal"

REPORTING(DOCUMENTS(
Church"4/5code""
MORNPARISg"
Church"4/5code"
MORNPARISp"

"
Bill"Toppin"to"Email"to"
Parishes"July"2015"
Bill"Toppin"to"Email"to"
Parishes"July"2015"

Unique"4/5"code"if"required"
for"special"workplaces"

Bill"Toppin"

Time%line%

%

Matrix"for"assessing"hazard"
severity"
"

Word"
"

2015"General"OHS"checklist""

Note"g"ending"on"file"

2015"Prof"Standards"checklist"

Note"p"ending"on"file"

Multi"workplace"parishes"
check"suitability"of"4/5"code"
to"determine"workplaces"

If"church"workplace"4/5"code"
unsuitable"email"Bill"Toppin"to"
resolve"

Action%
Complete"OHS/Prof"Stand"
checklists"

Well"before"March"2016"

"

February/March"2016"or"
before"

"

By"end"of"March"2016"

"

"

"

File"2015"checklists"

"

"

Optional"working"document"

"

"

Optional"reporting"

Submit"checklists"to"Parish"
Council"for"written"minute"of"
approval"
Email"both"checklists"to"Bill"
Toppin"

Notes%
Emailed"to"parishes"
Wardens"
By"end"of"March"2016"
Parish"keep"a"copy"for"their"
file"
Use"copy"of"checklists"as"
working"copies"
Update"Parish"Council"
regularly"&"minute"

"

"
"
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"
2"
"

MANUAL"HANDLING"–"AN"INTRODUCTION"

Manual"handling"means"using"your"body"to"exert"force"to"lift,"lower,"push,"pull,"carry,"move,"hold"or"restrain"
objects"or"people."
"
It"is"not"just"lifting"or"carrying"heavy"objects;"it"includes:"lifting,"pushing,"pulling,"holding,"lowering,"throwing,"
carrying,"packing,"typing,"assembling,"cleaning,"sorting"and"using"tools.""The"term"is"not"limited"to"handling"
heavy"objects"–"pruning"plants,"stacking"items"onto"a"shelf"and"even"using"a"keyboard"are"all"examples"of"
manual"handling."
"
Tasks"that"involve"manual"handling"must"be"identified.""If"these"tasks"pose"a"risk"of"musculoskeletal"disorder,"
you"must"eliminate"the"risk.""Steps"to"eliminate"manual"handling"injuries"(a"Job"Safety"Analysis"Worksheet"
could"be"useful):"
"
Consult:""Regular,"proactive"consultation"can"help"identify"issues"in"the"workplace"and"build"a"strong"
commitment"to"health"and"safety"by"including"all"views"in"the"decisionTmaking"process."
"
Find:""While"not"all"manual"handling"tasks"are"unsafe,"manual"handling"is"hazardous"when"it"involves"any"of"
the"following:"
"
•
Repetitive"or"sustained"force,"movement"or"awkward"posture"
•
High"force"(to"move"or"support"any"object"that"most"people"would"find"difficult"because"of"the"effort"
it"requires)"
•
Sustained"vibration"
•
Handling"loads"that"are"unstable,"unbalanced"or"difficult"to"hold"
(
Fix:""1.(Eliminate(the(manual(handling(risk(
(
The"best"option"is"to"remove"the"hazard"completely,"so"you"should"always"try"to"do"this"first.(
Example:!Get!in!the!appropriate!equipment!to!do!the!work!mechanically,!and!train!users!in!its!use.!
2.(Change(the(workplace,(the(objects(used(or(the(way(the(job(is(done(
If"you"can’t"remove"the"hazard,"minimise"the"risk"by"changing"the"workplace"layout,"environment"or"work"
methods,"replacing"the"objects"used"in"the"task,"or"using"mechanical"equipment"or"aids."
Example:!Provide!trolleys!and!adjustable!workbenches!and!seating;!break!loads!into!smaller!quantities!or!use!
team!lifting.!
!

3.(Provide(training(
If"the"other"methods"will"not"totally"solve"the"problem,"or"if"they’re"not"suitable,"you"can"use"information"and"
training"to"show"how"to"do"manual"handling"tasks"with"least"risk."
"
Review:"It’s"important"to(review"your"manual"handling"risk"controls(regularly"to"ensure"they"are"implemented"
correctly(and"to"monitor"their"effectiveness."
You"need"to"review"(and,"if"necessary,"revise)"your"risk"controls"whenever"any"changes"are"made"to"the"
workplace"that"could"increase"manual"handling"risks,"such"as"changes"to"the"way"work"is"done"or"to"the"tools"
or"equipment"used.""A"review"is"also"necessary"if"a"musculoskeletal"disorder(is"reported,"if"you"become"aware"
of"any"new"information"about"any"hazardous"manual"handling"tasks"in"the"workplace,"or"if"a"health"and"safety"
representative(requests"one.""Don’t"forget"to"document"what"is"done."
"
4"

"

3"

FIRST"AID"KITS"

"

Different"options"exist"for"workplaces"to"be"compliant"under"the"Code.""A"Risk"Assessment"approach"
is"recommended."This"seminar"is"concerned"with"ensuring"Parishes"have"sufficient"&"appropriate"First"
Aid"Kits"installed,"clearly"signed"and"users"are"informed"of"their"location.""Kits"are"available"from"
many"organisations"e.g."St"Johns."
Parishes"should"ensure"the"First"Aid"Kits"are"regularly"inspected"and"the"process"documented."
1. First"Aid"Kits"should"be"located"at"convenient"points;"where"there"are"a"number"of"buildings"or"
floors"it"may"be"appropriate"to"have"first"aid"kits"in"each"area"
2. Kits"need"to"be"clearly"identifiable"and"easily"accessible,"and"users"advised"of"their"location"
3. Contents"should"include:"
The"Parish"needs"to"determine"the"appropriate"contents"of"a"First"Aid"Kit"for"their"parish,"considering"
the"outcomes"of"the"risk"assessment.""
"
For"most"parishes,"a"First"Aid"Kit"needs"to"include:"
"
dressings"
• Basic"first"aid"notes""
• NonTallergenic"tape"
• Disposable"gloves""
• Resuscitation"mask""
• Rubber"thread"or"crepe"bandage"
• Individually"wrapped"sterile"adhesive"
• Scissors""
dressings""
• Tweezers""
• Sterile"eye"pads"(packet)"
• Suitable"book"for"recording"details"of"
• Sterile"coverings"for"serious"wounds""
first"aid"provided""
• Triangular"bandages""
• Sterile"saline"solution""
• Safety"pins""
• Plastic"bags"for"disposal
• Small,"medium"&"large"sterile"wound"
"
Analgesics"should"not"form"part"of"a"First"Aid"Kit"nor"should"they"be"given"out"except"by"a"suitably"qualified"
person.""

SIGNAGE"

"

"(Addendums"May"2015):""Qualified"parishioners/church"workers"who"are"willing"to"have"their"name"listed"as"
available"to"provide"first"aid"can"be"listed"near"the"first"aid"kit.""The"above"advice"applies"to"low"risk"micro"businesses"
<10"employed,"located"where"assistance"is"readily"available"&"don’t"expose"workers"to"risks"of"serious"injuries).""See:"
http://www.worksafe.vic.gov.au/__data/assets/pdf_file/0011/14141/More_Info_First_aid_web.pdf

5"

4"

FALLS"PREVENTION"–"USING"LADDERS"IN"THE"PARISH"""

Workplaces"in"the"Diocese"need"to"be"safe"and"this"means"controlling"the"risk"of"falls"from"any"height."
Falls"from"height"are"a"common"cause"of"death"in"workplaces"across"Victoria.""Analysis"has"shown"that"the"risk"of"
injury"from"a"fall"increases"significantly"for"falls"from"two"metres"or"more."
The"prevention"of"falls"part"of"the"OHS"regulations"applies"when"there"is"a"risk"of"a"fall"of"more"than"two"metres."
Even" from" a" relatively" low" height," a" fall" can" cause" very" serious" injuries," including"fractures," spinal" cord" injury,"
concussions"and"brain"damage."
If"there"is"a"risk"of"a"fall"from"more"than"two"metres,"specific"duties"apply.""If"reasonably"practicable"eliminate"the"
risk"by"working"on"the"ground"or"on"a"solid"construction."
Steps"to"be"taken"if"the"work"to"be"undertaken"is"greater"than"2"metres:"
1. Determine"what"responsibilities"everyone"has"for"managing"fall"prevention"
2. Identify"the"hazards"(including"what"is"being"done;"fragile,"unstable"or"slippery"surfaces"or"near"an"edge"or"
pit"
3. Assess" risks" and" situations" where" someone" may" fall" from" a" height" and" consider" the" circumstances" that"
may" increase" the" risk" of" a" fall" from" a" height" (duration," extent," type" of" work;" height;" training" and"
experience"of"those"involved;"access"to"the"work"area;"conditions"of"work"
4. The"age,"fitness,"mobility"of"the"person/s"involved"
5. Decide"if"a"fall"is"likely."
Precautions"are"needed"to"reduce"the"likelihood"of"a"fall"including:"
1.
2.
3.
4.
5.
6.
7.
8.
9.

Ensuring"the"ladder"is"suitable"for"the"task"
At"least"two"people"involved"in"the"task"
Securely"tying"the"ladder"to"a"support"
Ensuring"the"ladder"protrudes"at"least"one"metre"above"an"edge"(e.g."a"gutter)"
At"least"three"contact"points"are"maintained"at"all"times"by"the"person"on"the"ladder"
Not"reaching"outwards"to"complete"the"task"
Establish"emergency"procedures,"covering"the"rescue"of"an"someone"injured"and"provision"of"first"aid"
If"a"fixed"or"portable"ladders"is"to"be"used"it"must"be"suitable"for"the"task"and"set"up"properly"
Consultation"must"occur"as"to"how"the"task"is"to"be"undertaken."

We" have" a" general" duty" to"take" reasonable" care" of" our" own" health" and" safety," and" that" of" others" who" may" be"
affected"by"your"work,"and"to"cooperate"with"your"employer’s"efforts"to"make"the"workplace"safe."
To"assist"in"assessing"the"risk"of"working"on"ladders,"a"Job"Safety"Analysis"Worksheet"may"be"useful."
The"most"preferred"options"are:"
1. Not"to"use"ladders"unless"absolutely"necessary"
2. To"consider"alternate"methods"of"carrying"out"the"work"at"less"than"two"metres"
3. Not"to"work"at"heights"above"two"metres"on"a"ladder"unless"a"proper"risk"assessment"has"been"conducted"
and"documented."
4. Engage"someone"from"outside"who"is"qualified"to"do"the"work"
""
"

"

"

6"

5"

IDENTIFYING"HAZARDS"–"RISK"EVALUATION""

"
When(should(this(risk(assessment(be(used?(((All"activities"that"happen"should"have"a"risk"assessment."
Everything"that"is"done"should"be"documented"&"a"register"of"hazards"kept.""Hazards"can"be"identified"using"a"
SAFE"Acronym:"

Spot"the"hazard"
Assess"the"Risk"
Fix"the"Problem"
Evaluate"results"
"
and"use"a"risk"rating"system"to"assess"the"risk.""The"aim"is"to"separate"minor"acceptable"risks"from"major"risks"
and"provide"data"to"treat"risks."
"
EXAMPLE:((Extra(micropone/guitar(cords(at(a(special(service(
(
You"are"conducting"a"risk"assessment"before"a"special"church"service"in"the"evening."At"the"service,"extra"
electrical,"speaker"and"microphone"cords"have"been"laid"over"the"carpet"and"across"the"main"access"isle."
Children,"a"number"of"elderly"people"and"worshippers"who"are"fully"mobile,"will"attend"the"service."
"
What(is(the(likelihood(of(an(accident?(
• Trips"and"falls"(children"not"properly"supervised"and"running)"
• Trips"and"falls"(elderly/others"who"are"not"steady"on"their"feet)"
• Trips"and"falls"(adults"who"have"good"mobility)(
What(is(the(consequence(of(an(accident?(
• No"hurt">"broken"hip">""
• ?"
Assess"the"Likelihood"of"the"risk"as"Level"C"(an"accident"is"possible).""Assess"the"Consequence"of"the"risk"as"
Level"4"(wooden"pews"could"impact"teeth,"elderly"could"fall"heavily"causing"a"broken"hip"which"could"lead"to"
complications"and"death).""Estimating"Level"of"Risk"–"4C"or"High"
(

TREATMENT(OF(RISK(
"
Most(preferable(
• Relocate"cords"
"
Alternative(risk(treatments((preferably(all(these(are(done)(
• Cover"cords"with"temporary"covering"
• Post"someone"to"stand"near"the"cords"at"start"and"finish"of"service"
• In"opening"greeting"warn"congregation"of"the"covered"cords"
• Place"a"warning"sign."
"
New(risk(assessment((
BEST"OUTCOME:""Cords"relocated"–"Risk"eliminated."
(
The"following"form"is"to"help"the"Parish"to"conduct"a"risk"assessment"by"asking,"“How(likely(is(the(accident(to(
happen(and(how(serious(might(the(consequences(of(an(accident(be?""
(
(

"

7"

Determining)the)likelihood)or)probability)of)risk)
Level(

Descriptor(

Examples(of(Description(

E(

Rare(`(5"yearly"or"
less"often(

The"event"may"occur"only"in"exceptional"circumstances;"rare"exposure"to"risk;"very"low"
probability"of"damage;"injury"5"yearly"or"less"often"

D(

Unlikely(`(yearly"
to"5"yearly(

The"event"could"occur"at"some"time;"infrequent"exposure"to"risk;"low"probability"of"
damage;"little"or"no"history"at"this"site;"yearly"to"5"yearly"injury""

C(

Possible(`(monthly" The"event"should"occur"at"some"time;"regular"or"occasional"exposure"to"risk;"moderate"
to"yearly(
probability"of"damage;"monthly"to"yearly"injury"

B(

Likely(`(weekly"to"
monthly(

The"event"will"probably"occur"in"most"circumstances;"frequent"exposure"to"risk;"
substantial"probability"of"damage;"some"history"of"occurrence;"weekly"to"monthly"injury"

A(

Almost(certain(
weekly"or"more"
often(

The"event"is"expected"to"occur"in"most"circumstances;"constant"exposure"to"risk;"high"
probability"of"damage;"clear"history"of"occurrence;"injury"weekly"or"more"often"

Determining(the(consequence(or(severity(of(risk!
Level(

Descriptor(

Examples(of(Description(

1(
2(
3(

Insignificant(

Minimal"or"no"injury;"or"very"low"financial"loss"

Minor(

First"aid"treatment;"minor"medical"treatment"but"no"lost"time;"or"minor"financial"loss"

Moderate(

Medical"treatment"required;"lost"time"injury;"less"than"four"weeks"off"work"

4(

Major(

Extensive"or"multiple"injuries;"major"back,"neck,"arm,"leg,"face"or"internal"injury;"extended"
absence"of"one"or"more"employees;"external"investigation,"lost"time"over"one"month"

Death;"or"permanent"or"severe"health"effects"for"one"or"more"employees;"public/media"
outrage;"potential"for"huge"financial"loss"
Estimating(the(Level(of(Risk(((((((((((("

5(

Severe(

Consequence((How"bad"is"it"likely"to"be?)(
Insignificant(
1"

Minor(
2"
First"Aid"
Required"

Moderate(
3"
Medical"
treatment"
required"

Major(
4"
Hospital"
admission"
required"

Severe(
5"
Death"or"permanent"
disability"to"one"or"more"
persons"

Medium"

High"

High"

Very"High"

Very"High"

Medium"
Low"
Low"
Low"

Medium"
Medium"
Low"
Low"

High"
High"
Medium"
Medium"

High"
High"
Medium"
Medium"

Very"High"
Very"High"
High"
Medium"

Checked(by(
Michael"Shorter"
"
Ken"Spackman"
"
"

Date(
17.04.2013"
04.02.2014"
13.02.2014"
05.04.2014"
07.05.14"

Likelihood(
(How"likely"is"it"
to"happen?"

Risk(Matrix(

Almost"
Certain"A"
Likely"B"
Possible"C"
Unlikely"D"
Rare"E"

(
Author(
Bill"Toppin"
Bill"Toppin"
Bill"Toppin"
Bill"Toppin"
Bill"Toppin"

Ver.(
1.3"
1.4"
1.5"
1.6"
1.7"

Notes(
Any"M."Shorter"comments"added"T"document"revised"18.04.13"

Document"control"added,"reformat"
"
Risk"Matrix"modified"to"that"used"in"Dip"WHS"training"
Old"Levels"corrected,"shading"on"medium"box"corrected"

(
File:((OHMS3A004_Risk(Assessment(Matrix(V1.7.((Distributed(at(Introductory(OHS(1st(in`service(for(Priests(
and(Wardens(commencing(May(2014(Corrections(14th(May(2014.(
"

"
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6"

RISK"ASSESSMENT"&"HAZARD"MANAGEMENT"FORM"

"
This"form"is"for"Parishes"to"record"the"hazards"they"find"and"the"steps"they"take"to"remove"them"
The"Excel"copy"is"available"on"the"parish"portal."
"

Location(

Date(

e.g."
Church"4"

1.2.1

""
""
""
""
""
""
""
""
""
""
""

""
""
""
""
""
""
""
""
""
""
""

Nature(of(
Hazard(

Risk(
Rating(

High(`(
Med(`(
Low(
Priority(

C3"

H"

Loose"
step"
tread"

""
""
""
""
""
""
""
""
""
""
""

""
""
""
""
""
""
""
""
""
""
""

""
""
""
""
""
""
""
""
""
""
""

Action(
(Hierarchy(of(
Control)(

Repair"
new"

""
""
""
""
""
""
""
""
""
""
""

Hierarchy(of(
control(
number(

to"

1"

""
""
""
""
""
""
""
""
""
""
""

New(Risk(
Rating(after(
actions(
taken(

Person(
Responsible(

Date(
Completed(

""

J."Smith"

4.2.14"

""
""
""
""
""
""
""
""
""
""
""

""
""
""
""
""
""
""
""
""
""
""

""
""
""
""
""
""
""
""
""
""
""

(

HIERARCHY(OF(CONTROL((What"type"of"action"was"taken"to"control"a"hazard)"
Hazards(may(be(controlled(by:(
1.""Eliminating"the"hazard"""
2."Substituting"the"hazard""(Replace"what"is"there"with"something"else)"
3.""Placing"barriers"between"the"hazard"&"people"""(Erect"something"to"stop"people"going"near"the"
hazard)"
4."Engineering"controls"(Build/do"something"to"protect"people"from"the"hazard)"
5.""Using"administrative"means""(warning"signs)"
6.""Wearing"personal"protective"equipment"(gloves,"masks"etc.)"
"
Fixing"a"hazard"might"involve"a"number"of"individual"actions"to"control"the"hazard"and"make"it"as"safe"
as"possible."""Preferred"action"is"to"eliminate"the"hazard."
"

"

"

9"

7"

FOR"ASSESSING"SLIPS,"TRIPS"AND"FALLS"IN"THE"PARISH"

If(no(hazards(write(OK(in(the(comments(box(

"
"
"
"

10"

"
"

"
People"who"attend"out"parishes"can"be"vision"impaired,"frail,"or"unsteady"on"their"feet.""We"also"have"
children"who"present"different"challenges"–"running"and"spontaneous"unpredictable"movement."
"
"
"

"

11"

"
"
"

"

"

12"

"
"

"

"

13"

"

"
"

14"

"

"
"

"

"

15"

"
Source:!!Preventing!Slips,!trips!and!falls!at!work.!!Worksafe.vic.gov.au/backonsafety!
"
"

"

"
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8"

PRIVACY"–"TOWARDS"GOOD"PRACTICE"

Commit"to"protecting"the"privacy"of"individuals"with"whom"it"comes"in"contact.""The"parish"will"only"collect"
personal"information"that"is"reasonably"necessary"to"carry"out"its"normal"tasks"and"only"shared"as"necessary"to"
carry"those"tasks."
"
Information"that"is"collected"will"remain"confidential"unless"individuals"agree"to"the"information"to"be"shared"
or"the"information"needs"to"be"shared"by"the"parish"in"carrying"out"its"usual"activities."""
"
The"parish"recognises"the"need"to"exercise"particular"care"in"the"handling"of"information"concerning"children.""
"
Aim(and(Purpose(
1. Communicate"how"personal"information"is"handled"in"the"parish"
2. Improve"understanding"of"the"information"held"by"the"parish"and"how"it"is"handled"
3. Explain"how"individuals"can"access"their"personal"information"and"the"process"by"which"
changes"can"be"made"
Application((
Applies"to"Church"Workers"and"Church"Volunteers"as"described"in"the"Professional"Standards"Act"(2009),"
amended"2012"(See"Appendix"1)."
(Definition(
"
"“‘Personal"information’"means"recorded"information"or"opinion,"whether"true"or"not,"about"a"living"individual"
whose"identity"can"reasonably"be"ascertained."""Personal"information"may"include"an"individual’s"name,"
address,"sex,"age,"financial"details,"marital"status,"education"or"employment"history."Some"personal"
information"is"called"“sensitive"information”"and"given"special"treatment."It"includes"data"about"ethnic"origin,"
religious"belief,"sexual"practices"and"criminal"record."“1"
(
How(and(from(whom(is(information(collected?"
"
Information"is"generally"collected"directly"from"individuals"or"by"filling"out"forms.""Unless"required"for"a"
particular"purpose"(e.g."an"activity"requiring"medical"details)"the"information"collected"includes"names"and"
contact"numbers.""Information"concerning"children"may"be"collected"directly"from"children,"church"workers,"
volunteers"or"parents."
"
Information"may"also"be"collected"from"Church"Workers,"volunteers,"parishioners,"those"to"whom"money"may"
be"donated,"and"other"members"of"the"public"who"have"contact"with"the"parish."
"
How(is(information(used(and(disclosed?(
"
Information"is"used"by"the"parish"in"its"daily"operation"including,"but"is"not"restricted"to,"pastoral"programmes,"
worship"activities"and"the"provision"of"activities"associated"with"the"parish"(e.g."general"ministry,"youth"
groups,"children’s"groups,"bible"studies,"one"off"activities)."
"
Sometimes"information"collected"may"be"passed"onto"another"church"worker"or"volunteer"e.g."a"referral.""
When"this"occurs"the"individual"when"reasonably"possible"is"informed"of"the"source"of"the"information."
"

"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""
1

"

"https://www.privacy.vic.gov.au/privacy/web2.nsf/pages/frequentlyTaskedTquestionsTvictorianTpublicTsector#personalinfo"
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Information"may"be"disclosed"to"those"other"than"normally"involved"in"the"Parish"(e.g."external"facilitators"for"
a"camp)"where"such"information"is"necessary"to"be"disclosed"for"the"safe"conduct"of"the"activity.""That"
information"passed"on"should"only"be"used"by"the"external"party"for"the"purpose"it"was"intended."
"
Should"information"be"required"to"be"passed"on"to"an"external"party"then"where"appropriate,"identifying"
factors"will"be"deleted."
"
Information"to"be"included"in"the"parish"directory"will"require"parishioners"to"give"permission"for"the"material"
to"be"published.""Information"placed"on"the"parish"website,"will,"when"reasonably"practicable,"only"contain"
Christian"names"unless"permission"is"given."
"
Information"published"about"children"which"is"accessible"by"those"not"of"the"parish,"will"except"where"
necessary,"not"identify"the"child."
"
Health(information(and(other(sensitive(information(
"
The"parish"with"the"individual’s"consent"may"collect"sensitive"information"about"their"health"when"activities"
require"church"workers"and"volunteers"to"know"such"information"so"the"activity"can"be"run"in"the"safest"
possible"manner."
"
How(personal(information(is(protected,(secured(and(deleted(
"
The"Parish"will"reasonable"steps"to"protect"and"store"personal"data"securely"by"keeping"confidential"data"
locked"or"password"protected"or"encrypted.""
The"parish"will"maintain"a"high"level"of"confidentiality"to"protect"data"about"individuals."The"parish"will"store"
data"securely"either"in"electronic"or"hard"copy"and"ensure"that"the"data"can"only"be"accessed"by"those"with"
authority"to"view"it."
The"parish"will"ensure"personal"data"is"destroyed"securely"when"access"to"the"data"is"no"longer"required."
Ensuring(information(is(accurate"
Generally,"the"parish"will"update"its"information"about"parishioners"when"it"compiles"the"Parish"Roll"and"Parish"
Directory."
Openness(
On"request"to"the"Vicar"by"an"individual,"the"parish"will"take"reasonable"steps"to"let"the"person"know,"
generally,"what"sort"of"personal"information"it"holds,"for"what"purposes,"and"how"it"collects,"holds,"uses"and"
discloses"that"information."
"
Access(and(Correction(
The"parish"Vicar"will"provide"access"to"individuals"to"the"personal"information"it"holds"about"them"unless"there"
are"compelling"reasons"for"not"disclosing"that"information"as"outlined"in"the"Information"Privacy"Principles"
and/or"the"matter"is"subject"to,"or"may"be"subject"to,"an"informal"or"formal"complaint"as"outlined"in"
the"Professional"Standards"Act"(2009),"amended"2012.""The"Vicar"may"consult"the"Director"of"Professional"
Standards"regarding"any"request"for"access"to"information"kept"by"the"parish."
"
"
"
"
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9"

ELECTRONIC"COMMUNICATION"–"TOWARDS"GOOD"PRACTICE""

"
Introduction(
Every"church"worker"and"volunteer"should"understand"that"electronic"communications,"just"like"
verbal"interactions"and"other"types"of"written"communications,"are"conversations"in"a"ministry"
context"and"are"regarded"as"pastoral"encounters."They"must"always"consider"the"appropriateness"
and"the"effect"of"their"words"and"actions."
Church"worker"and"volunteers"use"different"types"of"electronic"communications"within"ministry"every"
day."It"is"essential"that"these"forms"of"communications"are"used"appropriately"and"are"beyond"
reproach."They"have"a"duty"to"act"in"a"manner"that"will"uphold"and"enhance"the"good"standing"of"the"
Church"and"their"colleagues.""
Each"church"worker"and"volunteer"has"authority"conferred"by"their"appointment"and/or"licensing"and"
has"a"duty"to"understand"and"responsibly"exercise"the"power"and"trust"inherent"in"all"pastoral"and"
personal"relationships."This"applies"to"all"ministry"relationships"regardless"of"the"age"of"the"people"
involved."
With"electronic"communications,"boundaries"can"be"more"easily"blurred"with"the"consequence"of"
moving"beyond"appropriate"levels"of"intimacy,"e.g."of"influence,"power"and"trust."Electronic"
communications"can"also"be"used"to"cultivate"relationships"making"it"possible"for"someone"to"
inappropriately"influence"a"vulnerable"person.""
All"electronic"communication"leaves"a"trail"that"may"allow"the"full"recovery"of"the"contents"of"the"
interchange."
Application"
Church"Workers"and"Church"Volunteers"as"described"in"the"Professional"Standards"Act"(2009),"
amended"2012"(See"Appendix"1)."
Purposes"
The"parish"recognizes"that:"
a. Electronic"media"represents"an"important"and"growing"form"of"communication"for"the"Parish.""
It"wishes"to"ensure"that"electronic"communication"in"its"ministry"is"conducted"in"a"manner"
that"ensures"the"safety"of"the"participants"and"meets"the"guidelines"of"Faithfulness!in!Service"
and"The!Code!of!Good!Practice"
b. The"creation"of"new"Apps"can"provide"new"mediums"for"electronic"communication"as"well"as"
new"challenges"and"it"must"respond"appropriately"by"reviewing"its"policies"and"practices"
when"this"occurs"
c. There"is"a"need"to"exercise"particular"care"when"using"electronic"communication"with"children""
A"Warden"(or"delegate)"will"be"responsible"for"oversight"of"parish"communications.""
"
(
"
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Scope(of(Electronic(Communication"
"
There"are"many"types"of"electronic"communications"in"use"including"telephone"calls,"email,"SMS"
(texting),"blogs,"Twitter"and"social"networking"sites"e.g."Snapchat,"Instagram"and"Facebook.""Apps"and"
social"networking"tools"evolve"quickly"and"constantly"add"to"the"availability"of"possible"electronic"
communication"channels."
"
Principles(for(appropriate(use(of(electronic(communications(for(church"workers"and"volunteers"Ensure"
transparency"and"accountability"in"interactions"
a. Be"courteous"and"engage"in"respectful"interactions"
b. Be"knowledgeable"about"and"practise"privacy"principles"
c. Be"knowledgeable"about"and"take"care"in"social"networking""
"
Ensuring(transparency(and(accountability(in(interactions(
Electronic"communications"are"open"to"misinterpretation"so"it"is"especially"important"that"
transparency"and"accountability"are"accepted"as"necessary."The"way"this"is"managed"will"depend"on"
the"existing"relationship"between"those"engaged"in"the"communication,"but"this"is"a"particularly"
important"consideration"when"there"is"an"imbalance"of"power"between"the"parties"e.g."vicar,"church"
worker"or"volunteer"communicating"with"a"parishioner;"a"youth"leader"communicating"with"a"youth."
The"church"worker"or"volunteer"must"communicate"appropriately"and"be"perceived"to"be"
communicating"appropriately."
Church"workers"and"volunteers"must"be"careful"not"to"knowingly"transmit,"retrieve"or"store"any"
communication"that"is"discriminatory,"harassing,"derogatory,"obscene,"sexually"explicit"or"
pornographic,"defamatory"or"threatening,"in"violation"of"any"license"governing"the"use"of"software"or"
for"any"purpose"which"is"contrary"to"the"Code!of!Good!Practice"or"Faithfulness!in!Service.""Guidelines"
for"interactions"with"children"and"youth"can"be"found"in"Section"5"of"Faithfulness!in!Service."
The"Vicar"or"delegate"should"receive"copies"of"electronic"communications"or"have"access"to"
blogs/websites"and"monitor"their"contents.""
"If"the"content"of"the"communication"is"confidential,"then"it"may"be"unwise"to"communicate"
electronically."If"the"exchange"is"lengthy"then"arranging"a"meeting"may"be"appropriate."
Ensuring(transparency(and(accountability(in(interactions(with(children(and(youth((
a. Electronic"communications"with"children"and"youth"should"be"kept"to"a"minimum"
b. If"church"worker"and"volunteers"working"with"children"and"young"people"receive"personal"
emails"from"those"in"their"care,"it"may"be"wise"to"forward"a"copy"of"that"email"to"the"
youth"leader"or"Vicar"
c. As"a"general"practice"child"and"youth"leaders"should"use"electronic"communication"only"
when"communicating"with"a"group"of"participants"rather"than"to"an"individual."The"same"
can"be"said"of"SMS"messages."Personal"or"pastoral"conversations"are"not"suited"to"
electronic"or"mobile"phone"communications"
d. If"electronic"communication"is"used"to"converse"with"children"under"the"age"of"16"then"
parental"permission"is"required,"either"in"a"ministry"registration"document"or"by"
informing"the"parents."Telephone"contact,"especially"the"initial"contact,"should"be"made"
"
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in"such"a"way"that"parents"are"aware"that"the"interaction"has"taken"place"(by"paper"or"
electronic"communication)"
e. If"there"is"a"need"to"engage"in"an"extended"pastoral"communication,"consider"if"the"
interaction"should"be"redirected"from"the"private"electronic"communication"to"a"faceTtoT
face"conversation,"and"whether"another"person"should"be"present."
f. All"electronic"communications"and"telephone"conversation"with"children"and"youth"
should"be"purpose"driven"i.e."the"meeting"will"be"at"X"at"Y"p.m.""

"

Be(courteous(and(engage(in(respectful(interactions(
It"is"imperative"that"church"workers"and"volunteers"act"professionally,"with"integrity,"courtesy"and"
care,"maintaining"confidentiality"and"respect:"
a. Consider"if"electronic"communication"is"the"best"medium"for"a"communication"
b. If"Email,"provide"the"recipient"with"your"name,"position"and"contact"details"and"a"subject"
line"
c. Use"an"appropriate"greeting"which"considers"the"relationship"between"the"sender"and"the"
receiver"
d. Ensure"communications"are"reTread"before"sending"checking"for"perceptions"and"
intended"meaning,"spelling"and"grammar."Do"not"type"using"only"upper"case"text;"this"can"
be"misinterpreted"
e. Delay"electronic"communication"if"it"is"about"an"issue"of"conflict"or"disagreement."If"
unsure,"save"and"reTconsider"it"the"next"day"
f. Electronic"communication"should"not"be"used"for"any"form"of"rebuke.""

"

Be(knowledgeable(about(and(practice(privacy(principles(

These"notes"provide"guidance"on"matters"relating"to"privacy.""
(

Privacy(principles(relating(to(child(and(youth(communications:(
a. Where"a"child"is"under"16"years,"parental"permission"is"required"for"the"collection,"
storage"or"display"of"data"or"photographs"
b. If"parental"permission"has"not"been"obtained,"ensure"that"that"child"is"not"within"the"area"
if"ministry"event"photographs"are"being"taken"
c. Do"not"identify"children"in"digital"or"hard"copy"photographs"
d. It"is"best"to"have"a"single"delegated"photographer"at"events,"so"they"can"be"briefed"on"
what"permissions"have"been"obtained.""Leaders"should"not"take"photographs"of"children"
or"youth"with"their"mobile"phone"
e. It"is"preferable"that"children"do"not"take"photographs"of"church"workers"or"volunteers"
without"their"permission"as"photographs"may"be"posted"on"electronic"sites""
f. If"interacting"with"a"child"or"youth"on"a"social"networking"site"do"not"divulge"the"name,"
school"or"contact"details"or"personal"details"of"a"young"person"to"any"third"person."
"
Be(knowledgeable(about(and(take(care(in(social(networking""

Church"workers"and"volunteers"communicating"with"people"via"social"networking"or"online"sites"
should"take"special"care.""If"the"parish"plans"to"establish"a"social"network"site"for"a"ministry"
programme"construct"it"so"that"“private"conversations”"cannot"occur"and:"
"
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a. Church"workers"and"volunteers"should"only"‘write"on"a"wall’"of"a"person"with"whom"they"
have"a"pastoral"relationship"if"it"is"on"a"site"which"has"been"specifically"established"for"the"
parish"or"ministry"They"should"not"‘write"on"a"wall’"of"an"individual’s"private"social"
networking"site."Any"‘writing"on"walls’"should"be"general"in"nature"e.g."“Hope"the"exams"
went"well”"
b. Church"workers"and"volunteers"should"not"submit"‘friend’"requests"or"initiate"video"chats"
with"people"with"whom"they"are"in"a"pastoral"relationship."A"church"worker"or"volunteer"
should"not"enter"into"this"type"of"communication"with"a"child"or"youth"
c. A"church"worker"or"volunteer"should"not"enter"into"a"oneTonTone"internet"chat"with"a"
child"or"youth"
d. Ideally"transcripts"of"online"chat,"blogs"etc."related"to"a"ministry"programme"or"parish"
should"all"be"saved"
e. Church"workers"and"volunteers"should"be"mindful"that"any"post"may"be"perceived"by"the"
reader"to"be"considered"the"voice"of"the"Church"and"opinions"given"by"the"leader"may"be"
thought"of"as"the"opinion"of"the"Church"or"as"church"policy"or"the"parish"leader’s"opinion"
f. Conversations"on"any"church"approved"blog"or"in"a"chat"room"are"ministry"appropriate"
and"restricted"to"ministry"matters"
g. Any"personal"opinions"expressed"should"contribute"to"building"ministry"and"be"
appropriate"for"those"to"whom"it"was"intended"
"

10" STORING"FUEL"–"NOTES"
1.
2.
3.
4.
5.
6.
7.
8.
9.

Keep"an"upTtoTdate"list"of"fuel"stored"and"a"MSDS"for"each"fuel"
Ensure"clear"labeling"
Ensure"storage"areas"are"well"ventilated"and"secure"
Minimize"spills"by"using"appropriate"pouring"equipment"
Don’t"use"soft"drink"containers"etc."
Keep"quantities"below"20"litres"otherwise"special"storage"cabinet"required"
Use"personal"protective"equipment"if"necessary"
Dispose"of"fuels"appropriately"that"are"no"longer"needed"
Ask"for"training"if"unsure"

See:"http://www.worksafe.vic.gov.au/safetyTandTprevention/smallTbusiness/12TwaysTtoTmakeTsmallT
businessesTsafer/chemicalsTandTfuels"

11"" EPIPENS"–"NOTE"
"

Should"a"Parish"wish"to"include"EpiPens"as"part"of"their"first"aid"kit,"would"they"please"contact"Bill"
Toppin"to"discuss."

12" DEFIBRILLATORS"–"NOTE"
"

Parishes"may"wish"to"consider"the"installation"of"defibrillators"should"circumstances"permit."

"

"

"
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"

13" POLICE"CHECKS"–"TOWARDS"GOOD"PRACTICE"
"(Please"check"the"OHS"Parish"Portal"for"revisions"to"this"advice"as"the"DPS"works"towards"assisting"
Parishes"in"determining"who"requires"police"checks)."
14th(May(2015(DRAFT(RECOMMENDATIONS((updated)(
Nominated" categories" of" volunteers" based" on" perceived" level" of" risk" are" required" to" get" a" Police"
Certificate"for"example:"
1. Anyone"who"has"anything"to"do"with"children"
2. Anyone" who" has" contact" with" the" vulnerable" –" e.g." the" elderly," mentally" impaired," the"
disabled,"home"visitors"
3. Anyone"who"handles"money"or"finances"
4. Discretionary" category:" as" directed" by" the" DPS/PP" where" there" is" the" possibility" for" “harm”"
following"an"assessment"of"potential"risk."
""
Existing"policy"for"all"church"workers"and"specific"categories"of"volunteers:"
1. All"church"workers"as"listed"in"the"PSA"2012"require"police"certificates"and"WWCs"
2. All" those" volunteers" working" with" children" and" the" vulnerable" or" with" finances" require" a"
police"certificate"whether"they"hold"an"official"position,"can"be"perceived"to"be"acting"in"that"
position"or"are"acting"in"that"position"in"an"unofficial"role"–"i.e."any"rostered"position."Those"
required" to" have" a" WWC" under" law" will" be" required" to" produce" evidence" of" it" to" the"
parish/Diocese"
3. In"other"cases"parishes"should"conduct"a"risk"assessment"for"all"persons"undertaking"a"role"
(whether"permanent"or"acting,"whether"official"or"unofficial)"and"must"determine"whether"a"
WWC"and/or"a"police"certificate"is"required."Parishes"should"consult"with"the"OPS"should"
there"be"doubt"
4. Following" a" risk" assessment" the" DPS" or" PP" may" require" an" individual" to" obtain" a" police"
certificate"and/or"WWC"before"undertaking"any"defined"position."
Parishes"need"to"be"mindful"of"the"vulnerable"including"old,"young,"disabled,"nonTEnglish"speaking,"
minority"groups,"those"in"need"of"specific"pastoral"care,"(e.g."those"experiencing"grief,"recently"
separated,"the"mentally"impaired)"
Author(
DPS"

Ver.(
1"

Checked(by(
"

Date(
May"5"

DPS"

1.1"

"

May"16"

Notes(
Draft"following"meeting"re"police"checks"
Email"update"from"DPS"&"A."Cannon"–"to"be"approved"by"Ken"
Spackman"

"
(Document"still"to"be"assigned"an"OHS"master"code)"

"
"
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14" OHS"GENERAL"REPORTING"SHEET"
"

OHS(General(Reporting(Sheet((due(March(2016)(
(ANNUAL(BUILDING(
INSPECTION(

One(report(per(workplace(
General(OHS(Checklist(

((

Electrical(Safety(
&(Gas(

""
""
""
""
""
""
Emergency(
Arrangements(

""
""
""
""
""
""
""
Structural(
Monitoring(

""
Asbestos(

""
""
""
Ladder(Safety(

""
""
First(Aid(Kits(

""
""
""
""
""
Chemical(Storage(

""
""
""
Housekeeping(

""
""
"

"

Compliance(Level(

""
Lead"testing"cycle"upTtoTdate"
New"leads"since"last"testing"identified"for"testing"
Asset"Register"of"Leads"upTtoTdate"
Temporary"leads"covered"on"floors"
Computer"leads"routed"safely"and"not"dangling"
Gas"heaters"inspected"&"maintained"as"per"manufacturer"

(
""
""Click((`(pull(down(box"
""
""
""
""
""

""
Plans"have"been"communicated"to"parish"annually"
Site"plan"is"current"and"dated"
Evacuation"maps"displayed"
Evacuation"drills"conducted"annually"
Evacuation"Assembly"Area"signposted"
Exit"signage"working"&"inspected"6"monthly"&"documented"
Sprinkler"system"periodic"inspection"

""
""
""
""
""
""
""
""

""
Obvious"faults"that"may"need"attention"
""
Report"accessible"
Recommended"actions"have"been"completed"
Annual"observation"of"asbestos"areas"
""
Tasks"above"2"meters"by"2"people"&"3"point"contact"maintained"
Ladders"stored"securely"and"not"exposed"to"weather"
""
Location(s)"are"clearly"displayed"
Locations"marked"on"emergency"site"plan"
Kits"are"inspected"quarterly"&"replenished"
Current"first"aiders"name"displayed"
Kits"have"a"paper"log"on"which"checks"are"recorded"
""
Material"Safety"Data"sheets"&"Chemical"Register"maintained"
Appropriate"spill"containment"measures"implemented"
Chemicals"stored"in"a"well"ventilated,"clean,"tidy"lockable"space"
""
Reception"areas,"offices,"etc."free"from"obstacles"
Walkways"are"kept"free"from"obstacles"

""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""

"
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(
Fire(
Extinguishers,(
Hose(Reels,(
Smoke(Alarms(

""
""
""
""
""
Floors(

""
""
""
Steps(and(stairs(

""
""
Lighting(

""
""
""
Surrounds(

""
""
""
""
""
""
""
Bathrooms,(
Toilets,(Kitchens(

""
""
Working(Bees(

""
Church(
Office/Storage(
Areas(

""
""
""
Hire(Agreements(
to(External(Users(

General(OHS(Checklist"

"Compliance(Level(

Extinguishers"in"place,"properly"charged"&"inspected"annually"
Smoke"alarms:"quarterly"test"and"annual"battery"change"
Hose"reel"in"place"and"inspected"6"monthly"
Clear"access"to"all"fire"fighting"equipment"
Location"of"all"fire"fighting"equipment"clearly"visible"
""
Slips,"trips"and"falls"checklist"has"been"completed"and"areas"for"
attention"noted"
Carpets"free"of"tears,"separation"and"wrinkles"
Surface"in"good"repair"
""
Handrails"securely"fastened"
Stair"treads"&"rises"securely"fastened"
""
Fittings"in"good"condition,"shades"attached"securely"
External"lighting"operational"
Security"lighting"operational"
""
Pathways"and"walkways"in"good"condition"
Pathways"and"walkways"free"of"overgrowth"
Areas"clear"of"unused"equipment"and"material"
Fences"secure"(palings,"nails"protruding,"wood"rot"etc.)"
Gates,"latches,"gate"signage"operating"
Steps"provide"firm"footing"
Combustible"material"stored"no"less"than"10m"from"buildings"

""
""
""
""
""
""

""
Washing"hand"signage"displayed"
Hand"wash"and"hand"dry"stocked"
""
Risk"assessment"conducted"of"tasks"&"helpers"previously"briefed"

""
""
""
""
""

""
Walk"areas"free"of"clutter"
Heavy"objects"stored"at"safe"height"
Chairs,"desks"ergonomically"appropriate"for"tasks"performed"

""
""
""
""

""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""

Appropriate"documentation"including"risk"assessment"is"in"place"

""
"
"
"
Complete"all"categories,"sign"with"name,"position"and"date"and"email"to"billtoppin@bigpond.com"
"
"
"

"
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15" PROFESSIONAL"STANDARDS"REPORTING"SHEET"
"

Professional"Standards"Reporting"Sheet""
One(report(per(parish(
Safe(Working(with(
Children(`(Recruitment(

Please(do(not(Email(this(copy(to(Bill(Toppin(

""
""
""
""
""
""

All"appointments"are"made"in"consultation"with"the"Vicar"

((

A"Driver"Application"Form"is"completed"(if"applicable)"
Adult"volunteers"(when"applicable)"are"screened"before"assisting"

""
""
Safe(Working(with(
Children(`(Safe(Practice(
((

""
""
""
((

""
((

""
""
""
((

""
""

Appointees"have"sufficient"spiritual"maturity"for"the"task"
Appointees"are"well"known"in"the"church"
If"applicable,"outside"referees"are"contacted"and"consulted"
Applicants"are"screened"re"ability"to"follow"conduct"guidelines"
The"Leader"Application"Form"in"Duty"of"Care"is"followed"

The"Screening"Checklist"in""Duty"of"Care""(p.20)"is"followed"
((
"Duty"of"Care"Handbook""given"to"those"working"with"children"
A"suitable"induction"programme"is"completed"
A"Working"with"Children"Check"completed"for"eligible"workers"
WWCC"are"checked"by"Vicar"(or"delegate)"annually"for"currency"
Notification"of"change"of"personal"details"is"carried"out"
WWCC"are"sighted,"number"&"expiry"date"recorded"
Those"with"exemptions"have"their"circumstances"recorded"
Those"with"exemptions"have"their"status"checked"annually"
The"Parish"has"a"form"on"which"these"details"are"recorded"
Appointees"have""Contact"with"Children""Nat'l"Police"Certificate"
Adverse"findings"discussed"with"Director"Professional"Standards"
Adverse"findings"discussions"with"Vicar/Director"are"recorded"

((

Volunteers"under"18"yrs."appropriately"screened"
Nat'l"Police"Cert."held"by"18"y.o."and"older"working"with"children"

""
""

A"Register"of"National"Police"Certificates"is"kept"
The"Minutes"of"Parish"Council"record"National"Police"Certificates"

Managing(Records,(
Internet(Access(&(Privacy(

""
""

((
The"Parish"has"a"Privacy"Statement"

((

The"Privacy"Statement"is"understood"by"workers"and"volunteers"
Records"of"WWCC"and"National"Police"Certificates"held"securely"

((
((

The"Parish"has"a"policy"on"access"to"records"
The"Parish"implements"policy"of"access"to"records"

((

The"Parish"Privacy"Policy"discussed"annually"by"Parish"Council"
The"Parish"has"an"Electronic"Communication"Policy"re"children"

""
""
""

The"Parish"implements"its"Electronic"Communication"Policy"
Electronic"Com."Policy"discussed"annually"by"Parish"Council"
Church(Document(Displays( ((

""
"

Compliance(Level(

(due"March"2016)(

Copy"of"Booklet""Making"a"Complaint""is"always"on"display"

""
Click((`(pull(down(box(
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""
""

"
"
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16" KEY"POWERPOINT"SLIDES"

"
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ANGLICAN DIOCESE OF MELBOURNE
Acceptable Use of Information Systems Policy
Approved by Chief Operating Officer. Effective: 1 November 2011
Background
The Anglican Diocese of Melbourne (the Diocese) provides its staff with access to
computer systems, networks and software on the condition that the user agrees to their
acceptable use as set out in this policy.
Purpose
This policy includes guidance on appropriate use as well as the nature of actions
considered as representative of unacceptable use
Application
This policy applies to all employees, partnership staff, contractors, consultants, students,
temporaries, volunteers, and other workers at the Diocese, including all personnel affiliated
with third parties.
Review Date
The policy is to be reviewed one year following approval or beforehand if deemed
necessary.
Acceptable use requires that you:
•

Comply with all Diocesan policies, procedures, and local, state, and federal laws.

•

Use resources only for authorised administrative, Diocese business.

•

Protect your user-ID, password and system from unauthorised use. (you are
responsible for all activities on your user-ID and password or that originate from
your system)

•

Use caution when opening e-mail attachments received from unknown senders,
which may contain viruses, or other malware. Don’t open it – contact the IT
helpdesk for advice.

•

Access only information that is your own, or to which you have authority to access.

•

Comply with legal requirements including copyright and with all Diocesan policies
and standards.

•

Be considerate in your use of systems, equipment and resources.

•

Use only programs, software and equipment provided by or authorised by the IT
department.

It is not acceptable to:
•

Use another person's system, e-mail account, user ID, password, or data without
authorisation.

•

Use computer programs to decode passwords or access control information or
attempt in any way to scan, circumvent or subvert system or network security.

•

Engage in any activity that might be harmful to systems or data.

•

Use the Diocese systems for commercial, political or unsolicited mass mailing
purposes.

•

Download, store, access, view or transmit pornographic material, material that
might offend under equal opportunity, discrimination or racial/religious vilification
legislation, and any material that might otherwise be illegal or unlawful.

•

Harass or intimidate anyone including, but not limited to, broadcasting unapproved,
unsolicited messages, repeatedly sending unwanted or threatening mail, posting
comments to any forum or site.

•

Use CD/DVD burners or USB Drives to breach copyright laws or to files of a
personal nature.

•

Engage in any other activity that does not comply with the principles presented
above, the Diocese policies and procedures, or applicable law.

Observation
Any employee found to have violated this policy may be subject to disciplinary action, up to
and including termination of employment.
!

ANGLICAN DIOCESE OF MELBOURNE
Annual Leave Policy and Procedure’s for Clergy and Lay Employees
Approved by Chief Operating Officer. Effective: 12 October 2011
Background
This Diocese recognises the importance of employees achieving a balance between their
work and home life. As such, it is important to ensure that employees understand annual
leave entitlements and avail themselves of annual leave appropriately.
Purpose
This policy aims to establish a standard understanding in terms of the entitlement to annual
leave and the process for applying for annual leave.
Application
Annual Leave is an entitlement for all full-time and part-time personnel on a permanent
contract.
Related Legislation
National Employment Standards (NES)
Fair Work Act 2009
Clerks-Private Sector Award 2010
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.
Entitlements
All personnel within the Anglican Diocese of Melbourne are entitled to Annual Leave
(excluding casual, volunteer and contract employees). Entitlement to Annual leave is
outlined per the Clerks-Private Sector Award 2010 together with the National Employment
Standards (NES) and the Fair Work Act (2009).
Annual Leave is accrued on the basis of four (4) weeks per year for full time employees and
on a pro rata basis for part time employees.

There is no minimum requirement for the number of days taken at any one time, however
Annual Leave must be taken at a mutually agreeable time between personnel and their
manager.
Personnel who allow annual leave balances to reach over 20 days at any one time may be
required to take Annual Leave with the Diocese providing them with at least four weeks
notice prior to the commencement of the period of leave.
Payment of Annual Leave and applicable loadings will be in accordance with the relevant
Award or terms and conditions of employment, as determined by the Fair Work Act (2009).
Annual leave entitlements are printed on all applicable employees’ monthly pay slips. For a
projected balance of annual leave please contact the Payroll/HR Manager.
Annual Leave Loading
Lay employees are entitled to payment of Annual Leave Loading per the Clerical and
Administrative employees (Victoria) Award 1999 or employment contract.
Leave loading is paid at a rate of 17.5% of the gross value of annual leave on each occasion
it is taken. Leave loading is not paid on termination.
Refer to the policy on Annual leave loading.
Annual Leave in Advance
Employees applying for more leave than they have available will need their manager’s
approval for the additional days which will be taken in advance. Leave in advance is
reviewed on a case by case basis and there is no guarantee that this will be granted.
Public Holidays during Annual Leave
Public Holidays that fall within a period of annual leave do not count as annual leave and do
not attract annual leave loading.
Illness during Annual Leave
Where an employee with accrued sick leave entitlements is ill for two or more consecutive
days while absent on annual leave, the employee shall, on production of a medical
certificate from a registered medical practitioner, have those days deducted from his or her
sick leave, and have a corresponding number of days re-credited to their annual leave. The
re-credited annual leave is to be taken at a time agreed between the employee and their
manager.
In the event that an employee has received payment in advance for annual leave loading,
the employee will be required to refund the Diocese the amount of annual leave loading
when the annual leave is re-credited.
Leave Requirements
To ensure that staff have appropriate breaks and that the Diocese and parishes can manage
staffing levels, employees must take their full yearly entitlements as they are accrued.
Management approval must be received to accrue leave balances beyond that accumulated
in any one year’s service

Payment on Termination
Unused annual leave entitlements will be paid on termination excluding leave loading.

Administration
Notification of absence
When taking Annual Leave, employees must notify their manager appropriately in advance
to ensure cover can be organised as necessary.
Leave Application forms
A leave application form must be completed prior to taking leave.
Annual Leave Balance
Annual leave balances in days are printed on all employee payslips each month. If you have
a query in relation to your balance please contact the HR/Payroll Manager.
Clergy in a Parish
Clergy in a Parish must ensure that appropriate locum coverage is provided while on leave.

Melbourne Anglican
Diocesan Corporation

Policy and Procedures

BULLYING, HARASSMENT AND DISCRIMINATION
RESOLUTION PROCEDURES
What can I do if I feel bullied, unlawfully harassed or unlawfully discriminated against?

1. Purpose and application
(a) These procedures are to give effect to the Countering Bullying, Harassment and Discrimination
Policy (“the Policy”) as it relates to complaints by or about employees of the Diocese.
(b) These procedures:
i.

provide how complaints of bullying, harassment and discrimination may be raised
and how they will be assessed and resolved, where appropriate;

ii.

set out steps to be taken to resolve bullying, harassment and discrimination
complaints initiated by an employee

iii.

prescribe the manner in which the Diocese will conduct investigations where
required.

(c) These procedures apply to the Diocese and all its employees as defined by section 3 of the Policy

2. Commencement
These procedures commence on 25 August 2016.

3. Interpretation
(a) Words and phrases used in these procedures and not otherwise defined in this document
have the meaning they have in the Policy.

investigator

means a person appointed by the Diocese to conduct an
investigation in accordance with relevant Diocese policy or
procedure.

support person

means a friend, colleague, union official or any other person chosen
by the employee to support them.

4. Preliminary Assistance
Making the Word of God fully known
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If an employee wishes to discuss their particular circumstances before raising an issue of bullying,
harassment or discrimination with the Diocese they may wish to contact:
(a) The Diocese Employee Assistance Provider: LifeWorks 03 8650 6262
(b) An external advice line such as Work Safe, the Fair Work Ombudsman, the Victorian
Ombudsman

5. Informal Resolution
(a)

As far as possible, parties should seek to resolve issues of bullying, harassment or discrimination
informally by one or more of the following means:
i. directly approaching the person they believe is responsible for the bullying, harassment
or discrimination (either on their own or with another person as a support person)
and:
(i)

telling them which behaviour they consider unreasonable and
unacceptable;

(ii)

asking them to stop or to behave differently; and

(iii)

keeping a written record of this action.

ii.

where an employee does not feel comfortable raising the matter directly with the
person they believe is responsible, by raising the matter with their own manager or
with the Human Resources Manager

iii.

where the situation involves the employee’s manager, by raising the matter with the
next person of seniority in their area or the Human Resources Manager.

(b)

A manager who has concerns about, or becomes aware of, behaviour that may constitute
bullying, harassment or discrimination, has an obligation actively to intervene to prevent such
conduct continuing and may seek to resolve any concerns directly with the parties under this
clause, if appropriate.

(c)

A manager who has concerns about particular behaviour and is unsure whether it may
constitute bullying, harassment or discrimination should contact the Human Resources Manager
for advice.

6. Making a complaint
(a)

If an employee believes they have experienced or witnessed behaviour in breach of the policy, and
informal resolution is inappropriate or unsuccessful, they should make a complaint in a timely manner:
i.

to their manager; or

ii.

where the situation involves the employee’s manager, by raising the matter with the
next person of seniority in their area; or

iii.

to the Human Resources Manager

(b)

If any person other than those listed in subclause 6(a) receives or otherwise becomes aware of a
complaint on behalf of a employees member, employee or affiliate regarding a possible breach
of the policy, they must refer the complaint to the Human Resource Manager.

(c)

An employee making a complaint is responsible for:
i.

ensuring the complaint is genuine and made in good faith;

Making the Word of God fully known
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ii.

ensuring all facts relevant to the complaint are provided;

iii.

cooperating with any investigation and resolution procedure;

iv.

maintaining strict confidentiality, and only disclosing the fact a complaint has been made, and
the facts of the complaint, to those people who need to know in order to achieve a resolution.
Please note, an employee making a complaint may be asked to sign a confidentiality
agreement.

7. Receiving a complaint
(a)

On receiving a complaint, the receiver:
i. must not:
(i)

ignore the complaint or advise the employee to sort it out themselves;

(ii)

make a judgment about whether the complaint is true or not.

(i)

take the complaint seriously

(ii)

follow this procedure and the Policy

(iii)

maintain strict confidentiality, and only disclose the fact a complaint has been
made, and the facts of the complaint, to those people who need to know in order to
achieve a resolution. Please note, an employee who has received a complaint may
be asked to sign a confidentiality agreement.

ii.must:

(b)

If a manager or other person received a complaint they must inform the Human Resources Manager
as soon as reasonably practicable.

(c)

The Human Resources Manager must advise the CEO as soon as reasonably practicable.

8. Being the subject of a complaint
(a)

The employee against which the complaint has been made is responsible for:
i.Providing an honest response to the complaint and include all relevant facts in the response;
ii.cooperating with any investigation and resolution procedure;
iii.maintaining strict confidentiality, and only disclosing the fact a complaint has been made, and
the facts of the complaint, to those people who need to know in order to achieve a
resolution. Please note, an employee against which a complaint has been made may be
asked to sign a confidentiality agreement.

9. Preliminary assessment by Human Resources
Manager
(a)

Where a complaint received, the Human Resources Manager or delegate (where appropriate), must:

(b)

acknowledge receipt within 3 working days and notify the person who raised the matter of the
relevant next steps;

(c)

obtain all relevant information from the person raising the matter, and their view on what action

Making the Word of God fully known
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could reasonably be taken to resolve it;
(d)

refer all relevant parties to appropriate avenues of support and advice (e.g.Employee
Assistance Program); and

(e)

assess how the matter is to be progressed. This assessment may involve, where appropriate:
i.

convening discussions with the relevant parties;

i.

collating and reviewing any relevant documentary material; and

ii.

providing advice to the relevant delegate about whether the matter is appropriate for local
resolution under clause 10 or referral under clause 11; and

iii.

conducting an internal investigation;

(f)

Each of the parties may bring a support person to any discussion.

10. Local resolution
(a)

Where the assessment in clause 9 determines that local resolution is appropriate:
i.

ii.

resolution may include but is not limited to:
(i)

clarifying a misunderstanding;

(ii)

an apology;

(iii)

facilitated discussion, including mediation or conciliation;

(iv)

an agreed plan of action to avoid further incidents; and

(v)

implementing awareness-raising or educational sessions about behaviour;
and

the relevant delegate may determine that guidance, counselling or a warning be given to
a relevant party.

11. Determination when local resolution is unsuccessful or
inappropriate
(a)

Where attempts to resolve the matter at a local level are unsuccessful or considered inappropriate, the
Human Resources Manager must determine whether:
i.

the matter should be dealt with in accordance with any applicable misconduct and serious
misconduct procedures,

ii.

the matter should be referred to the police;

iii.

the matter should be externally investigated; or

iv.

any other further action should be taken.

(b)

Circumstances in which a determination to take no further action may be made include where:
i.

the person who made the complaint has provided insufficient detail or evidence of the
alleged bullying, harassment or discrimination to enable the matter to be properly
investigated;

ii.

the complaint is frivolous, vexatious or malicious;

iii.

the complaint relates to alleged conduct that occurred more than 12 months before
making the complaint and no further occurrence has happened in the ensuing 12 months.

Making the Word of God fully known
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The relevant manager or delegate will write to the person who made the complaint (and, where
appropriate, the respondent), setting out the reasons for the determination.

12. External investigation
(a)

For more serious complaints (as determined by the Diocese in its absolute discretion, taking into
account the complainant’s views and circumstances), where local resolution is unsuccessful or not
appropriate, an investigation may be initiated by the Human Resources Manager.

(b)

An investigation may only be initiated with approval from the CEO.

(c)

Except where otherwise required by Diocese rules, protocols, policies and procedures, investigators
may determine their own procedures.

(d)

Investigators must make findings of fact and may make recommendations for resolving complaints, in
accordance with Diocese rules, protocols, policies and procedures.

(e)

Investigators must give the Diocese written reasons for their findings of fact and (if relevant) their
recommendations.

13. Vexatious complaints
(a)

At any stage of this procedure, if the Human Resource Manager, or investigator believes that a
person has made a vexatious, malicious or false complaint of bullying, harassment or
discrimination:
i.

the Human Resource Manager or Investigator will provide written advice to the complainant
with supporting evidence;

ii.

the employee will be provided with a reasonable opportunity to make a response;

iii.

The Diocese may take appropriate action in accordance with the Policy.

14. Record keeping
(a)

The Human Resources Manager is responsible for keeping a confidential complaint record
documenting the process and outcome of the complaint including:
i.

the person who made the complaint;

ii.

when the complaint was made;

iii.

to whom the complaint was made;

iv.

the nature of the issue;

v.

action taken to respond to the issue;

vi.

any further action that is required – what, when and by whom; and

vii.

storing the information confidentially.

(b)

The confidential complaint record will be kept on a separate complaint file, not on personnel or other
human resource or organisational files. This file will be held confidentially and securely by the Human
Resources Manager. Computer records will be kept securely on an external storage device, separate
from the Diocese hard drive or server.

(c)

Where a complaint is substantiated and disciplinary action is taken, a reference to the complaint file
and a record of the disciplinary action taken is to be placed on the individual's personal file. The full
record will be kept securely on the complaint file.
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(d)

Melbourne Anglican Diocesan Corporation

When a complaint is substantiated but disciplinary action is not considered justified, a reference to the
complaint file is to be placed on the individual's personal file. The full record will be kept securely on
the complaint file.

15. External assistance and advice
(a)

The Diocese will make every reasonable effort to resolve bullying, harassment and
discrimination concerns and complaints internally.

(b)

However, if a person alleges bullying, harassment or discrimination by a visitor or other person
over whom the Diocese has no jurisdiction, the Diocese may be required to refer the person
raising the concern or complaint to an external complaints procedure or to another agency.

(c)

Individuals covered by this procedure may also elect to contact (if relevant) the Fair Work
Commission or Ombudsman, Work Safe, the Victorian Equal Opportunity and Human Rights Commission
or Victorian Ombudsman, the Australian Human Rights Commission, or their union to obtain advice
or assistance, or make a complaint, in relation to bullying, harassment or discrimination.

16. Approval and version control
Bullying, Harassment and Discrimination Resolution Procedures
Date adopted:

25 August 2016

Date commenced:

25 August 2016

Administrators:

Human Resources Manager

Review date:

25 August 2018
_

_

_

_

AMENDMENT HISTORY

Provision

Amendment Commencing

Approved
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NOTE:
The Office of Professional Standards is established by the Archbishop to provide support to people who make
complaints about abuse and other misconduct by Anglican clergy, church officers, church employees and
volunteers in the Anglican Province of Victoria. The Director of Professional Standards is as independent as
possible from the Church but is paid by the Church.
• We take all complaints very seriously.
• We will do all we can to lessen harm by providing the best care possible.
• We offer respect, pastoral care and on-going long-term support to anyone who makes a complaint.
• We also offer support to any priest or Church worker who is accused of abuse or harassment or other
misconduct. The rights of the person accused of misconduct will be respected.
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1

Introduction
1.1

This protocol is made by the Archbishop-in-Council of the Diocese of Melbourne
pursuant to the Professional Standards Act 2009 (the Act). It is intended to
prescribe the process for dealing with complaints against Church volunteers.
The guidelines relating to correspondence with a party to a complaint are
highlighted with a line in the margin for convenience.

1.2

By passing the Act and using this Protocol the Anglican Diocese of Melbourne aims
to:
(a)
meet the pastoral needs of complainants, respondents, survivors and
communities, address their concerns; and
(b)
ensure that no further harm is caused.

1.3

Using this protocol we will:
(a)
promptly respond and provide support to every complainant, survivor or
informant;
(b)
document the allegation, complaint or information;
(c)
offer conciliation if appropriate;
(d)
investigate the circumstances;
(e)
determine, as far as possible, the truth of the matter;
(f)
assess what action should be taken to resolve the allegation, complaint or
information and to prevent further harm;
(g)
deal fairly with and facilitate support of the respondent; and
(h)
identify opportunities for improving the way we prevent, detect and hold
ourselves to account for the conduct to which this protocol relates.

Statement of Basic Principles
1.4
This Protocol for responding to abuse, harassment and other misconduct within
the Church is intended to operate in conjunction with Faithfulness in Service, the
National code of personal behaviour and practice of pastoral ministry by clergy
and others who serve in the name of Christ in the fellowship of the Church.
This code provides a positive framework for conduct by Church volunteers.
preamble speaks of service as follows:
When Jesus spoke to his disciples he said they were not to be like the rulers of
the day who exercised authority over others. They were to be servants of
others, even as Jesus did not come to be served, but to serve.
When Peter wrote to the Christians scattered throughout Asia Minor, he
reminded them of their identity in Christ as God’s chosen people, sanctified
by the Spirit for obedience to Jesus Christ. The call to be holy is reflected in
both the Old and New Testaments as the appropriate response to God’s
grace. Christians live according to the knowledge that they have been created
by God and redeemed by Christ.
When Paul wrote to the Philippian Christians he rejoiced in their fellowship
and prayed that their love might grow in knowledge and discernment so that
they might see what was significant for their Christian vocation and be
enabled to live pure and blameless lives for the day of Jesus Christ. In the
light of that growing knowledge of God’s love they are to live in humility and
faithfulness in the power of the Holy Spirit. They live out that love in their
contact with others, especially those to whom they minister in Christ’s name.
The Church is the fellowship that nurtures and sustains Christians as they seek
to follow Christ faithfully and participate in God’s mission. Its leaders
especially are to be examples of Christian faith and obedience as they
exercise their vocation, in dependence on the Holy Spirit.
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Its

The personal behaviour and practices of pastoral ministry required of clergy
(bishops, priests and deacons) of the Anglican Church of Australia are
specified in the Holy Scriptures as well as in its Constitution, canons,
ordinances, the Book of Common Prayer and the Ordinal. Although not bound
by the promises made by clergy, church workers [and church volunteers] (lay
persons who are employed or hold a position or perform a function within the
Anglican Church of Australia) are expected to conform to the same behaviour
and practices as clergy—except in areas that apply only to clergy. [Words
added for clarity]

The Protocol adopts the following principles:
1.5
We, the Anglican Diocese of Melbourne within the Anglican Church of Australia,
will not tolerate abuse or harassment or other misconduct within our communities.
(a)
We take all complaints very seriously and any lessons learnt from
individual complaints will be taken into account in deciding whether and if
so how the Church might do things better.
(b)
We offer respect, pastoral care and ongoing long-term or episodic support,
including professional counselling where appropriate, to anyone who
makes a complaint and to those who have suffered the secondary effects
of abuse. We will do all we can to lessen harm by providing the best care
possible.
(c)
We will also offer support to any Church volunteer who is accused of abuse
or other misconduct. The rights of a person accused of misconduct must be
respected.
(d)
We will be as open, transparent and accountable as possible while
respecting the rights of complainants to privacy and to make their own
informed choices about whether to engage with Diocesan processes or to
seek assistance elsewhere.
(e)
We will respect and not abuse confidentiality and will not use
confidentiality in a way that seeks to protect the Church.
(f)
Where allegations of misconduct involve behaviour that may constitute a
criminal offence, we will support complainants if they decide to report
those matters to police. We will ourselves report serious criminal offences
including child abuse.
(g)
We will continue to invite any person who has been abused, no matter
when, to come forward and make the matter known, so that his or her
ongoing needs can be addressed.
(h)
Any Church volunteer who is alleged to have committed misconduct must
face the appropriate diocesan process.
(i)
No one should interfere with or attempt to have an improper influence on
Professional Support Persons, respondent Carers, the Investigator, the
Director, the Committee, the Board or the Review Board in the exercise of
their functions.
1.6

Scope: Nothing in this Protocol shall exclude the jurisdiction of a secular court or
tribunal or prevent any person from pursuing other actions and procedures which
are available at law. It is not intended that this Protocol shall protect people from
the law.

1.7

Definitions: In this Protocol, expressions used have the same meaning as in s 3 of
the Act. Unless the context requires otherwise“Director” means
the Director of Professional Standards;
“delegate of the Director means a person appointed by the Archbishop in Council
as a delegate of the Director for the purposes of this
Protocol;
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“PSC” means
the Professional Standards Committee;
“Church authority” means so far as relevant to Church volunteers
the person or body having administrative authority of or in
a Church body to license, appoint, authorise, dismiss or
suspend a Church volunteer, usually in a congregation or
parish the Incumbent or Priest in Charge, in the Cathedral,
the Dean;

2

3

Upholding this Protocol – a shared responsibility
2.1

It is the responsibility of each Church volunteer to be aware of and meet the
standards of the Faithfulness in Service National Code.

2.2

This Protocol applies to a complaint against a person who is a Church volunteer. A
complaint against a member of the clergy, a Vestry member or lay leaders must be
lodged with the Professional Standards Committee through the Director of
Professional Standards.

Who is a Church volunteer?
3.1

4

5

1

A Church volunteer is defined in the Act to mean a person aged 18 or more years
who is not a Church worker and who–
(a)
holds a voluntary role office or position in a congregation or parish or in
the Cathedral; or
(b)
holds otherwise any specific voluntary role office or position in the Diocese
within a class of persons prescribed by the Archbishop in Council under this
definition or who carries out in substance the duties inherent in such a role
office or position.

Who is a Church authority?
4.1

A Church volunteer is accountable to the Church authority for misconduct found
proven under the Act and this Protocol. A Church authority is defined in the Act to
mean the person or body having administrative authority of or in a Church body to
license, appoint, authorise, dismiss or suspend a Church volunteer.

4.2

In a parish, the Church authority will most commonly be the incumbent or priest in
charge. In the Cathedral, the Church authority will most commonly be the Dean.

A complaint against a Church volunteer
5.1

Anyone including the Director of Professional Standards may make a complaint to
the Church authority of misconduct of a Church volunteer (s 23A).

5.2

A complaint may be in any form, in writing on paper or by email or facsimile or
conveyed orally (s 24(2)).

5.3

If you are a complainant, you must provide particulars of the complaint (s 24(2)).

5.4

The Act defines what is ‘misconduct’: s3. Not all behaviour that may ordinarily be
considered bad will necessarily be ‘misconduct’. The behaviour in question must
both answer the description of one or other of the categories in the definition 1 and
be conduct which, if established, would on its face call into question:

The categories are –
(a) bullying;
(b) emotional abuse;
(c) harassment;

5 | Protocol for complaints of misconduct against Church volunteers

(i)
(ii)
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5.5

If a complaint is made to the Church authority that falls outside the scope of
‘misconduct’, the Church authority may inform the complainant accordingly. The
Church authority may nevertheless seek to give effect to any parish grievance
policy that is applicable and, by mediation, conciliation or otherwise, foster a
settlement of the dispute and a reconciliation between the parties.

5.6

A breach of faith ritual or ceremonial falls outside the definition of misconduct and
the scope of the Act (s75). 2

5.7

When a complaint of abuse or other misconduct is made, the matter remains
confidential until and unless the Church authority has obtained informed consent
from the complainant to provide information to other participants in the process.

5.8

The Church authority may as appropriate seek the assistance of the Director (or a
delegate of the Director appointed by the Archbishop in Council) in the
investigation and handling of the complaint.

5.9

It would be appropriate for the Church authority to seek the assistance of the
Director (or his or her delegate) where(a)
there is a complaint that a person has suffered harm or is likely to suffer
harm as a result of misconduct; or
(b)
where otherwise the complexity of the matter warrants that assistance.

How the Church authority must proceed
6.1

2

the fitness of the person, whether temporarily or permanently, to hold
the role office licence or position; or
whether, in the performance of any duty or function, the person should
be subject to any condition or restriction.

In summary, the Church authority or its delegate must –
(a)
in writing acknowledge receipt of the complaint and make available to the
complainant a copy of the Act and this Protocol;
(b)
determine whether the complaint is one of misconduct against a Church
volunteer and therefore within the scope of this Protocol and if not,
consider how the complaint might be addressed informally through an
alternative dispute resolution process;
(c)
if the complaint is within the scope of this Protocol, follow the process set
out below in sections 7 and following;
(d)
if the Church authority believes on reasonable grounds that a person has
suffered harm or is at risk of harm as a result of misconduct by another
Church worker or a Church volunteer and has no reason to believe that the
Director or a member of the PSC is aware of those facts, discharge its duty
under s22 of the Act to report the matter to the Director or the PSC;
(e)
consider whether, under section 10 below, the Church volunteer should be
suspended or stood down from the duties of her or her role, office or
position or certain of those duties, pending the outcome of the complaint;

(d) physical abuse;
(e) neglect of a child;
(f) sexual abuse;
(g) spiritual abuse;
(h) other conduct
The Diocesan Tribunal may hear a charge of a breach of faith ritual or ceremonial against a member of
the clergy: Constitution of the Anglican Church of Australia, s54(2).
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(f)
(g)

(h)
6.2

7

3

consider in the appropriate case the option of alternative dispute
resolution of the dispute, described below in section 14;
before making any determination, give both the complainant and the
respondent a reasonable opportunity to be heard either in person or in
writing in relation to the complaint and otherwise comply with the
requirements below in section 23; and
if appropriate, exercise the power to make a determination on the
complaint (section 15).

The Church authority must deal with the complaint as expeditiously as possible.

The complainant
7.1

When you make a complaint to the Church authority, that person or their
authorized agent will contact you to find out about the complaint3. They will
advise you that they are required to keep a record of the name of the respondent if
that is provided. They will also advise you that the matter is to be referred to the
police or child protection authorities in the circumstances described below in
paragraph 28.2. The Church authority must make a preliminary assessment
whether the complaint falls within the Act and the Protocol and advise you
accordingly.

7.2

They will make available to you a copy of the Act and this Protocol if you have
lodged a complaint and have consented to the complaint being dealt with under
this Protocol or are contemplating doing so.

7.3

Consent: The Church authority will explain to you the processes available under
the Act and this Protocol and seek your written consent to give notice of the
complaint to the respondent and for the Church authority to deal with the
complaint under the Act and this Protocol. If you do not give your consent in
writing to the Church authority giving notice of the complaint to the respondent
and to the Church authority dealing with it under this Protocol, the Church
authority may refrain from investigating the complaint or determining it and may
dismiss the complaint.

7.4

The Church authority will also explain to you how it is your choice whether to make
a complaint and proceed with this Protocol and will advise you of alternative
avenues of formal and informal redress that are open to you e.g. dealing with the
complaint informally, making a report to the police, or complaining to the Equal
Opportunity Commission or instituting other legal action.

7.5

Professional Support Person: In an appropriate case, if you agree, the Director or
his or her delegate at the request of the Church authority may refer you to
counselling or other services as appropriate from a Professional Support Person,
irrespective of whether you make a formal complaint. See below section 22.

7.6

Victim impact statement: You may if you wish provide a victim impact statement
to help the Church authority understand how you have been affected by the
misconduct the subject of your complaint. The Director can provide further
information to you about this statement and your Professional Support Person can
assist you with its preparation.

7.7

The Church authority will inform you if the complaint does not concern a matter
which is dealt with under the Act.

The guidelines relating to correspondence with a party to a complaint are highlighted with a line in the
margin for convenience.
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8

Neither the respondent nor anyone associated with the respondent should have
any contact with you about your complaint except through the Church authority or
the Director or otherwise in accordance with the Act and this Protocol.

The respondent – the Church volunteer about whom the complaint is
made
8.1

If a complaint of misconduct has been made against you, unless it is impracticable
in the particular circumstances, within a week from the complainant giving written
consent to the Church authority giving you notice of the complaint, the Church
authority or at their request, the Director, will contact you, as provided in the
following paragraph.

8.2

The Church authority will provide you with a copy of the complaint and any further
particulars provided, and will make available to you a copy of the Act and this
Protocol. You have the right –
(a)
to obtain independent legal or other professional advice, at your cost,
before responding to the complaint; and
(b)
to make submissions (with or without evidence) as to why the Church
authority without embarking on any investigation should not entertain the
complaint or should dismiss it or take no further action in relation to it.
The Church authority will inform you of these rights when contacting you about the
complaint.

8.3
8.4

You will in the appropriate case be offered the services of a Professional Support
Person chosen by the Director (or a delegate of the Director) to provide
professional counseling. The Diocese will meet the reasonable costs of these
services if you decide to take up the offer.

8.5

Respondent Carer: The Church authority or at its request the Director may in an
appropriate case select a suitable person to act as your Carer in the process of
dealing with the complaint. If you agree, that person will liaise with the Church
authority on your behalf and will be given a copy of the complaint. The Church
authority will send a copy of all notices and letters which they send to you to the
respondent Carer so that the latter receives them in time to give you support when
you receive them.

8.6

The respondent Carer will contact you within 24 hours of accepting the role and
will follow up on the initial offer of professional counselling support.

8.7

As respondent, you will be expected to provide the Church authority with a written
response to the complaint within 3 weeks (or such longer period as the Church
authority specifies in writing) of your receiving a copy of the complaint and any
accompanying particulars. The Church authority will write to you about this time
line and what happens if you do not respond.

8.8

If you choose not to respond, the Church authority may continue the process and
may make any finding of fact and determination as the Church authority sees fit.

8.9

The respondent Carer (if appointed) will be in regular contact with you, and if
appropriate the Professional Support Person about the progress of the complaint
and options which are available.

8.10

The respondent Carer will keep things strictly confidential.

8.11

The complainant should not be questioned by anyone about their right to make a
complaint.
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9

The Investigation
9.1

The Church authority itself or through an agent, where the nature and gravity of
the complaint warrants it, must investigate the complaint as expeditiously as
possible.

9.2.

The Church authority must appoint an investigator approved by the Director to
investigate any complaint of physical abuse or sexual abuse.

9.3

If the subject matter is under investigation by some other competent body or is the
subject of legal proceedings, the investigation may be discontinued or deferred
until these other proceedings are concluded. Support Persons’ services to all
parties may continue to be provided.

9.4

The role of the investigator is to gather information about a complaint and the
allegations, make recommendations on findings on relevant questions of fact and
to make a confidential report to the Church authority.

9.5

An investigator shall not present her or himself as a counsellor or advocate for the
complainant or respondent.

9.6

An Investigator shall, where the nature and gravity of the complaint warrants it –
(a)
make a written record of each interview with a person and may, with the
consent of the person, make an audio record of the same;
(b)
provide the person with a copy of the record; and
(c)
have the person, if willing, verify the record by signing a copy of it or, in the
case of an audio record, by signing a statement to the effect that the audio
record is a true record of the interview.

9.7

An Investigator shall be independent, objective and impartial and shall not have
nor be perceived to have any conflict of interest in relation to the matter, the
parties or the outcome.

9.8

The complainant and the respondent will be given a reasonable opportunity to
present to the investigator any relevant facts or circumstances on which they wish
to rely.

9.9

Where the nature and gravity of the complaint warrants it –
(a)
Before completing the investigation, the investigator shall inform the
complainant in writing of the substance of any proposed recommendations
on findings on any relevant questions of fact and shall give the complainant
a reasonable period to respond in writing, not being greater than 14 days.
(b)
The investigator shall inform the respondent in writing of the substance of
any proposed recommendations on findings on any relevant questions of
fact and any response from the complainant and shall give the respondent
a reasonable period to respond in writing, not being greater than 14 days.

9.10

Once the investigator has any responses from the complainant and the respondent
within the prescribed period and is satisfied that the matter has been adequately
investigated, he or she shall prepare a final report including where the nature and
gravity of the complaint warrants it –
(a)
the complaint;
(b)
the steps taken in the investigation;
(c)
any responses from the complainant and the respondent;
(d)
any statements, records of interview and other relevant material; and
(e)
his or her recommendations on findings on any relevant questions of fact
and a statement of the weight given to various accounts of the allegations.
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Suspension from duties
10.1

Where after receipt of a complaint about the conduct of a Church volunteer and at
any time during the progress of a complaint under this Protocol, the Church
authority is satisfied that there is an unacceptable risk of harm to any person if the
respondent remains in his or her present role office or position pending the
outcome of the complaint, the Church authority may determine that, pending the
outcome of the complaint, the respondent be suspended or stood down from the
duties of any role, office or position held by the respondent or certain of those
duties.

10.2

Before making a determination pursuant to the preceding section, the Church
authority must give the respondent notice that grounds exist for the Church
authority being satisfied as stated in the preceding paragraph (specifying the
same) and notice of any proposed determination and request the respondent to
show cause in writing within 7 days (or such shorter period not less than 24 hours,
if the unacceptable risk of harm is immediate) why the respondent should not be
suspended or stood down from the duties of the role office or position held by
them or certain of those duties.

Summary dismissal of a complaint
11.1

The Church authority may decide to dismiss a complaint or to take no further
action in relation to a complaint if–
(a)
it is of opinion that the complaint does not fall within the provisions of this
Act as a complaint of misconduct against a Church volunteer;
(b)
the behaviour the subject matter of the complaint can properly be dealt
with by other means;
(c)
the subject matter of a complaint is under investigation by some other
competent person or body or is the subject of legal proceedings;
(d)
the person making the complaint has failed to provide further details to
the Church authority or to verify the allegations by statutory declaration
when requested by the Church authority to do so;
(e)
it is of opinion that the complaint is false, vexatious, misconceived,
frivolous or lacking in substance; or
(f)
it is of opinion that there is insufficient reliable evidence to warrant an
investigation or further investigation.

11.2

If a complaint is dealt with by the Church authority under the preceding paragraph,
it must give the complainant a written notice of the outcome including the reasons
for the outcome.

Outcomes
12.1

At any time after the Church authority receives a complaint, the Church authority
may(a)
recommend mediation, conciliation, neutral evaluation or other alternative
resolution of the complaint;
(b)
exercise its powers described in the preceding paragraph to dismiss a
complaint or to take no further action in relation to a complaint; or
(c)
exercise its powers to suspend or stand down the respondent.

12.2

At any time after investigation of a complaint, the Church authority may proceed to
make a determination on the complaint.

10 | Protocol for complaints of misconduct against Church volunteers

13

14

15

Where the Incumbent is unable to act
13.1

If the Incumbent has a material personal interest in the matter or for other good
reason, he or she may appoint a delegate (who must consent to act) to consider
and determine the complaint and decide on any appropriate action. A reference in
this Protocol to the Church authority includes unless the context requires
otherwise that delegate.

13.2

The delegate must be the relevant Archdeacon or other suitably experienced
person nominated by that Archdeacon with the consent of the Archbishop.

13.3

Without limiting what may constitute a material personal interest in a matter, the
Church authority will be taken to have a material personal interest in a matter if it
is the Incumbent that made the complaint against the Church volunteer or that is a
principal witness against the Church volunteer.

13.4

In the case of the Cathedral, references in this section to the Incumbent and the
Archdeacon respectively shall be read pari passu as references to the Dean and a
Regional Bishop appointed by the Archbishop for that purpose.

13.5

A determination and decision of the delegate will stand as the decision of the
Church authority.

Alternative Dispute Resolution
14.1

If the Church authority determines that mediation or some other means of dispute
resolution is likely to resolve the issues raised by the complainant, the Church
authority may seek the consent of the parties to that course of action.

14.2

For that purpose, the Church authority may give effect to a parish grievance policy
not inconsistent with the Act or this Protocol or with any model parish grievance
policy approved from time to time by the Archbishop in Council.

14.3

Alternative dispute resolution proceedings (including mediation) are confidential,
and all communications made by the complainant and the respondent and other
participants in the course of them are without prejudice and may not be used by
any party in subsequent legal proceedings.

Determination
15.1

If the Church authority is satisfied that:
(a)
the Church volunteer is unfit, whether temporarily or permanently, then
or in the future to hold his or her particular or any role office licence or
position in the Church or in a Church body; or
(b)
in the exercise of a Church volunteer’s role office licence of position or in
the performance of any function, the Church volunteer should be subject
to certain conditions or restrictions
the Church authority may determine accordingly and may decide(c)
that the Church volunteer be counselled;
(d)
that the Church volunteer be suspended from office or employment or
from performing the function as the case may be for such period as the
Church authority may determine;
(e)
that any authority of the Church volunteer be revoked;
(f)
that the Church volunteer’s contract of employment (if any) be
terminated;
(g)
that the Church volunteer cease to hold any office then held;
(h)
that a determination be made that for a specified period, whether
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(i)
(j)

(k)
(l)
15.2

temporary or permanent –
(i)
the Church volunteer is unfit to hold a particular or any role, office,
licence or position in the Church or in the employment of a Church
body; or
(ii)
in the performance of any function, the Church volunteer be subject to
such conditions or restrictions as may be stipulated;
that a prohibition order in relation to the Church volunteer’s role office
licence or position be made in terms specified by the Church authority;
that the Church volunteer’s holding of office or employment or
performance of the function as the case may be, be subject to such
conditions or restrictions as the Church authority may determine;
that the implementation of a determination be suspended for such period
and upon such conditions as the Church authority may specify;
otherwise as the Church authority sees fit.

If the Church authority —
(a)
makes a finding that the respondent did not commit any misconduct as
alleged; or
(b)
is not satisfied as to any of the matters in section 15.1(a) and (b) above—
the Church authority may dismiss the complaint or take no further action in
relation to it.

15.3

16

The Church authority must –
(a)
provide a copy of the determination to the complainant, the respondent
and the Director; and
(b)
give the complainant and the respondent written notice that if aggrieved,
either of them may apply to the PSC for a fresh administrative
reconsideration of the matter within 30 days from the date of the decision
or such further period as the PSC may allow.

The Director or the complainant or respondent may apply for a review
16.1

In this part, “decision” means any finding of fact or determination of a Church
authority concerning the fitness for duties of a Church volunteer and includes a
decision(a)
to suspend or stand down a volunteer under section 10; or
(b)
to dismiss a complaint or take no action ion relation to a complaint under
section 11.

16.2

If you are either a complainant or a respondent to a complaint, and are aggrieved
by a decision of the Church authority, you may within 30 days from the date of the
decision or such further period as the PSC may allow, apply to the PSC for a fresh
administrative reconsideration of the matter. You should send your application to
the Director.

16.3

The Director may, if aggrieved by a decision of the Church authority in respect of a
complaint that a person has suffered or is likely to suffer harm as a result of
misconduct, within 30 days from the date of the decision or such further period as
the PSC may allow, apply to the PSC for a fresh administrative reconsideration of
the matter.

16.4

If you are the complainant or the respondent, the Director must give you notice of
any application to the PSC for a fresh administrative reconsideration of the matter.
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16.5

The Director must give both the complainant and the respondent by notice the
opportunity within 14 days to address any further submissions or material to the
PSC.

16.6

If application for review is made in accordance with paragraphs 11.2 or 11.3, the
Church authority must stay the giving effect to the decision under review.

Referral to the Board
17.1

The PSC may, at any time after an application for review has been made to it, refer
the complaint and application for review to the Board under s56 of the Act if –
(a)
the complainant and the respondent to the complaint have agreed in
writing(i)
to submit the complaint to the PSC to be dealt with under this Act
as if it were a complaint under subsection (1) of s23; and
(ii)
to be bound by any decision pursuant to section 103 of the Church
authority nominated by them in the submission; and
(b)
the PSC has consented in writing to that submission.

17.2

If the PSC refers the complaint and application to the Board in those circumstances,
the complaint against the Church volunteer is deemed to be a complaint against a
Church worker under subsection 23(1) of the Act and the separate Power and Trust
Protocol will apply.

Review by the PSC
18.1

The PSC may take independent professional advice as it considers necessary in the
discharge of its functions.

18.2

The PSC may conduct such further investigations and enquiries as it sees fit.

18.3

Where an application for review is made to the PSC, the PSC shall consider the
matter and make any finding on any relevant question of fact, taking into account(a)
the final report if any of the investigator including attachments;
(b)
any further material received from the complainant including a victim
impact statement and from the respondent;
(c)
any other relevant evidentiary material; and
(d)
the determination of the Church authority; and
(e)
any applicable professional standards prescribed by a code of conduct.

18.4

The PSC may at any time and from time to time give directions:
(a)
as to the inspection by and supply of copies to the respondent or any other
person of the documents or material relevant to the reference; and
(b)
as to the conduct of its inquiry into the reference.

18.5

The PSC may exercise all the powers of the Church authority under sections 10, 11,
12, 14 and 15 of this Protocol and may—
(a)
affirm the decision under review;
(b)
vary the decision under review;
(c)
set aside the decision under review and make another decision in
substitution for it; or
(d)
set aside the decision under review and remit the matter for
reconsideration by the Church authority in accordance with any directions
or recommendations of the PSC.
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18.6

The PSC must cause a copy of each determination and recommendation, with
reasons, to be provided to—
(a)
the Archbishop;
(a)
the relevant Church authority;
(b)
the Regional Bishop;
(b)
the complainant;
(c)
the respondent;
(d)
the Director; and
(e)
any relevant delegate of the DIrector.

18.7

The PSC shall deal with the application as expeditiously as possible and shall
consider any further submissions from either the complainant or the respondent.

18.8

Within 7 days of the PSC making a decision on the review, if the decision on the
review is adverse to the respondent, the Director shall inform the respondent (a)
that the Director will refer the decision including recommendations or
advice to the Church authority; and
(b)
that he or she has the opportunity within 14 days to address any
submissions to the Church authority.

The review – Relevant principles
19.1

The PSC is to undertake a fresh administrative reconsideration of the matter (s56).
Consistent with well established principles applicable to the Victorian Civil and
Administrative Tribunal and like bodies, the following features of that process are
offered as guidance 4:

19.2

First, when exercising its review jurisdiction, the PSC reviews a decision of the
Church authority on the merits. It stands in the shoes of the Church authority and
must decide whether the decision of the Church authority was the correct or
preferable one.

19.3

Second, the review by the PSC must take place without any presumption as to the
correctness of the decision under review. The PSC must conduct its own
independent assessment and determination of the matters necessary to be
addressed 5 – a ‘fresh administrative reconsideration of the matter’ to adopt the
language of s56 of the Act 6.

19.4

Third, the PSC will usually have to consider the factual findings upon which the
decision under review was based in order to decide whether that decision was the
correct or preferable one. The PSC must make its own findings of facts and is in no
way bound by the Church authority’s findings of fact. It is not obliged to but may
hold a hearing at which evidence is adduced or evidence heard orally (s63(4)). It
may be appropriate in a particular case for the PSC to give some weight to the
findings and determination of the Church authority.

See the discussion in Pizer’s Annotated VCAT Act (4th ed) at [VCAT 42.80].
Shi v Migration Agents Registration Authority (2008) 235 CLR 286 at [141] per Kiefel J (with whom
Crennan J agreed).
See the discussion in Kracke v Mental Health Review Board (2009) 29 VAR 1 at [323]. The
reconsideration is administrative rather than judicial in the sense that the Review Board does not
determine contractual, tortious or other legal rights of the parties; it determines the question of fitness:
Kracke at [310].
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19.5

Fourth, the PSC reaches its own decision on the merits of the matter before it
rather than reviewing the propriety or legality of the decision made by the Church
authority. The PSC re-exercises the function of the Church authority. 7

19.6

Fifth, the PSC does not conduct a judicial review of the actions of the Church
authority; its function is not to review the decision making process of the Church
authority as such but to determine the correct or preferable decision in the matter.

19.7

Sixth, the PSC may only review a ‘decision’ of the Church authority, that is to say,
any finding of fact, determination or recommendation by the Church authority;

19.8

Seventh, when the decision of the Church authority is under review, the whole of
the decision is under review – the applicant cannot, by accepting parts of the
decision and rejecting others constrain the PSC to reviewing only those parts with
which the applicant is dissatisfied.

19.9

Eighth, the nature of the review by the PSC will depend on the controversy
between the complainant and the respondent. It may involve the PSC going over
the same ground as that travelled by the Church authority when the issues remain
– whether the events complained of occurred and whether the respondent for fit
for office or duties. If there is no longer controversy over what occurred, the
question of fitness may still be in controversy.

19.10 Ninth, generally the review of the matter will involve a complete reassessment,
and the exercise of a judgment, in respect of the matter, and not just the
acceptance of one side or the other.
19.11 Tenth, as a rule, bearing in mind the ultimate question of fitness, the PSC has
regard to the facts as they exist at the time the matter is before the PSC, rather
than at an earlier time when the matter was before the Church authority.

20

21

Role of the Director of Professional Standards
20.1

The Director of Professional Standards (a)
is independent of the Church administration and structures;
(b)
has investigative skills and qualifications or experience in legal practice or
procedure, or in counselling or an associated area; and
(c)
is neither a member of the clergy nor married to a member of the clergy.

20.2

The Director assists the Diocese in providing a central focus in matters involving
personal ethics and behaviour including advice about appropriate standards and
enforcement, in managing and implementing the processes necessary to give
effect to the Act and this Protocol and performing other functions prescribed in s
20 of the Act.

The Role and Composition of the Professional Standards Committee
21.1

7

The Professional Standards Committee (PSC) comprises at least 3 people including
its chair (s 13(1)). Its role includes –
(a)
to implement the Act and the protocol to the extent that the protocol is
not inconsistent with the Act;
(b)
to receive a complaint against a Church worker and to review a decision in
respect of a complaint against a Church volunteer;
(c)
to review and monitor the work of the Director;
(d)
to refer a matter to the Professional Standards Board in an appropriate

See Shi v Migration Agents Registration Authority per Kiefel at [134].
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(e)

case; and
to perform other functions prescribed by the Act.

The powers, duties and functions of the Committee are more completely set out in
s 18 of the Act and the protocols made under the Act.
21.2

The membership of the PSC is constituted so as collectively to provide experience
and appropriate professional qualifications in:
(a)
law;
(b)
the ordained or authorised lay ministry; and
(c)
child protection, investigations, social work, ethics or counselling
(s 13(2)).
The PSC includes at least one person who is not a member of this Church and so far
as it is reasonably practicable shall have at least one man and at least one woman
(s13(3)).

21.3

22

23

The Director attends the meetings of the Committee and provides such assistance
to the Committee as it may request but may not vote (s 20(1)(d)).

Professional Support Persons
22.1

The Director in consultation with the Church authority may engage suitably
qualified professionals (“Professional Support Persons”) to provide assistance to
complainants, respondents, Church workers, informants, and victims involved in
disclosures of abuse by Church workers.

22.2

Professional Support Persons will act in their individual capacity in their work for
the Diocese. Their duty is to the person for whom they are providing services, and
they are required to act always in that person’s best interests even when those
interests conflict with their own personal interests or those of the Diocese or other
parties involved in the matter.

22.3

Professional Support Persons will be independent of Diocesan organisations,
structures, and office holders and not have any other role under the Protocol in
respect of a current matter.

22.4

The complainant’s Professional Support Person will assist the complainant by
providing counselling, explaining the process, and clarifying what outcomes are
possible and what the complainant may expect to achieve from making a
complaint. They may also assist the complainant where this is requested, to
document the complaint. The Professional Support Person will also provide
acknowledgement to the Director of the complainant’s informed consent to the
process.

22.5

Professional Support Persons’ services are available to all parties involved in this
process. A Professional Support Person may not provide services to, or receive
information from, a complainant and respondent in the same matter.

Proceedings of the Church authority and the PSC
23.1

Each of the Church authority, including any delegate of the Church authority, and
the PSC ( in this section called the Adjudicator) –
(a)
must act with fairness and according to equity, good conscience, natural
justice and the substantial merits of the case without regard to
technicalities or legal forms;
(b)
is not bound by the rules of evidence but may inform itself on any matter
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(c)
(d)
(e)

24

in such manner as it thinks fit;
may inform itself from the record of any court or tribunal and may adopt
any findings, and accept as its own, the record of any court or tribunal;
is not obliged to hold a hearing at which evidence is adduced or
submissions heard orally; and
must give reasons for any determination and recommendation, other than
by way of directions in the course of an application, unless the
determination is made by consent of the respondent and the Adjudicator.

23.2

The standard of proof to establish an allegation is that of a reasonable satisfaction
on the balance of probabilities.

23.3

The Adjudicator shall scrutinize evidence with greater care if there is a serious
allegation to be established, or an inherent unlikelihood of an occurrence of a
given description or if there are grave consequences that would flow from a
particular finding.

23.4

No member of the PSC shall individually meet with either the complainant or the
respondent or any one acting on their behalf while the matter is in progress.

23.5

Where a member of the PSC has a personal interest in a matter before it the
member shall be disqualified from participating in the matter.

23.6

The Adjudicator must not, in the course of inquiring into any question:
(a)
inquire into any matter which is or has been the subject of any formal
investigation or enquiry conducted—
(i)
under or pursuant to any provision of the Constitution; or
(ii)
under or pursuant to a Canon of the General Synod, a Canon or
an Ordinance of another diocese relating to the discipline or
professional standards of clergy or Church workers by a board of
enquiry, tribunal or other body—
save to the extent of any fresh evidence that was not reasonably
available during the previous formal investigation or enquiry, but may
take into account the finding of any such formal investigation or enquiry;
or
(b)
inquire into, make any findings in relation to or take into account any
alleged breach of—
(i)
faith of the Church, including the obligation to hold the faith;
(ii)
ritual of the Church, including the rites according to the use of
the Church and the obligation to abide by such use; or
(iii)
ceremonial of the Church, including ceremonial according to the
use of the Church and the obligation to abide by such use.

The Church authority
24.1

The Church authority who, by him or herself or any delegate, makes a
determination under section 15 above or to whom a determination and
recommendation in respect of a Church volunteer under this Protocol is made
must do any act necessary to give effect to –
(a)
the determination and recommendation, or an equivalent body having
jurisdiction to make a determination and recommendation to the Church
authority; or
(b)
with the consent of the person referred to below, any variation or
modification of that determination and recommendation, consistent with
any facts found by the body making them, as the Church authority sees fit.
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That person is (c)
where the Church authority is in a congregation or parish, the Regional
Bishop; and
(d)
where the Church authority is the Dean, the Archbishop.

25

24.2

The Church authority must then report to the Director in writing the acts taken to
give effect to the determination and recommendation from the PSC or any
variation or modification of them.

24.3

The Church authority should not have any contact with a respondent or
complainant in relation to a complaint that is the subject of an application for
review except through the Director until the Church authority has received a
determination and recommendation from the PSC.

Pastoral Response
Where appropriate, the Church authority and the Director or her or her delegate may
develop a pastoral response for the care of any church community or congregation
affected by the matter.

26

27

Completion of the Process
26.1

As appropriate the Director will liaise with those involved in this Protocol at the
completion of the case and will seek comment about the process and may discuss
possible improvements.

26.2

Proposals regarding any changes within the structures of the Church which may
assist to prevent further occasions of abuse will be considered.

26.3

Any recommendations resulting from this activity will be provided to the
Archbishop and the Registrar.

Confidentiality
27.1

Part 17 of the Act imposes strict confidentiality obligations in connection with a
complaint but requires or authorizes disclosure as set out in Parts 28 and 29 of this
Protocol.

27.2

Subject to the provisions of the Act, the Director, a member of the PSC, a Church
authority or a person employed or engaged on work related to the affairs of the
PSC, must not divulge information that comes to his or her knowledge by virtue of
that office or position except:
(a)
in the course of carrying out the duties of that office or position in relation
to that information;
(b)
as may be authorised by or under the Act or any protocol;
(c)
as may be authorised or required by the National Register Canon 2007 or
any canon prescribed by General Synod in substitution for that canon;
(d)
in any proceedings before a diocesan tribunal, a provincial tribunal or the
special tribunal;
(e)
as may be required by law; or
(f)
to any insurer or insurance broker of a Church body or Church authority
where the information may give rise to or be relevant to a claim for
indemnity by the Church body or Church authority against the insurer or is
relevant to obtaining or continuing insurance cover: s106 of the Act.

27.3

A Church authority is hereby authorized and, on written request by the Director or
his or her delegate required to disclose to the Director or that delegate all and any
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information concerning any complaint received by the Church authority under the
Act and this Protocol.

28

Co-operation with Government Authorities
28.1

If arising from a complaint the Church authority, the Director or the PSC forms the
belief on reasonable grounds that a child is in need of protection within the
meaning of that expression in the Children, Youth and Young Families Act 2005, the
Director must notify the relevant child protection authorities.

28.2

Subject to paragraph 28.3:

28.3

29

(a)

each of the Church authority, the Director and the PSC must notify the
Police if in their view the conduct disclosed may constitute an offence
whether committed in or outside Victoria that is an indictable offence
against a law of the Commonwealth or any jurisdiction in Australia
punishable by imprisonment for not less than five years (whether or not
the offence is or may be dealt with summarily); and

(b)

each of the Church authority and the Director may notify the Police if the
conduct disclosed may constitute any other criminal offence.

A Church authority must consult with the Director before notifying Police under
the previous paragraph.

Co-operation with other Dioceses, other Denominations and other
Child Related Employers
29.1

The Director is authorised to disclose to the Director of Professional Standards of
another diocese and the body of another diocese exercising powers duties or
functions equivalent to those of the PSC information in the possession of the PSC
or the Director concerning alleged misconduct of a Church volunteer:
(a)

which is information that is relevant to, or arises during the course of, an
investigation being undertaken by the PSC where the Director or the PSC
knows that the Church volunteer is residing in the diocese of the
equivalent body; or
(b)
which is information concerning misconduct alleged to have occurred in
the diocese of the equivalent body—
and to co-operate with that Director and equivalent body.
29.2

30

The Director is authorized to disclose to a person or body of another church
exercising powers, duties or functions similar to those of the Director or the PSC
details of information in its possession concerning the alleged misconduct of a
Church volunteer or former Church volunteer who the Director or the PSC has
reason to believe is a member or purported member of that church and to cooperate with such person or body to whom the information is disclosed.

Records
30.1

Each Church authority must keep in a safe and secure place separate from other
records –
(a)
a register of all complaints made to the Church authority in any form
prescribed by regulations of the Archbishop in Council under the Act
otherwise including the names of the complainant and the respondent, the
history of the matter and the outcome; and
(b)
a file of any notes, correspondence, reports or other documents created
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sent or received in connection with the complaint.

31

Grievance procedure
30.1

Any complaint or grievance about the operation of this Protocol should be
addressed in writing to the Archbishop marked confidential care of 209 Flinders
Lane, Melbourne Victoria 3000 and copied to the Chancellor of the Diocese.

30.2

The Archbishop shall forward the complaint or grievance to the relevant Church
authority or the Chair of the PSC or the Director or to the investigator or other staff
member if any involved (as may be judged appropriate) for a written response
within 14 days and otherwise consider the matter.

30.3

The Archbishop will provide the complainant, the Director, the Chair of the PSC and
the Registrar with a written response and an outline of any proposed action.

*****
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ANGLICAN DIOCESE OF MELBOURNE
Community Service Leave Policy and Procedure’s for Clergy and Lay Employees
Approved by Chief Operation Officer. Effective: 12 October 2011
Background
Full-time, part-time, casual lay and Clergy employees employed by the Anglican Diocese of
Melbourne are entitled to Community Service Leave
Purpose
This policy aims to establish a standard understanding in terms of the entitlement to Community
Service Leave and the process for applying for Community Services Leave.
Application
All Clergy and Lay Staff in respect of employment relationships
Related Legislation
National Employment Standards
Fair Work Act 2009
Juries Act 1927
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.
Entitlements
This policy provides employees with the right to be absent from work to engage in prescribed
community service activities, such as emergency service duties and jury service. Community
Service Leave in association with emergency services leave is unpaid leave.
Voluntary emergency management activity
An employee engages in voluntary emergency management activity only if they:
engage in an activity that involves dealing with an emergency or natural disaster;
the employee engages in the activity on a voluntary basis; or
the employee is a member of, or has a member- like association with, a recognised
emergency management body.
Employees actively involved in approved emergency support groups shall be entitled to unpaid
leave to assist emergency services and provide assistance in emergencies, such as bushfires,
flood or other disasters.

Administration
An employee’s absence from employment is not covered by Community Service Leave unless
the employee complies with the notice and evidence requirements under the Fair Work Act 2009.
Notification of absence
When taking Community Service Leave employees must notify their manager in advance or as
soon as possible. The expected period of absence should also be provided so that cover can be
organised if necessary.
An employee may be required to provide evidence that they are entitled to Community Services
Leave.
Leave Application forms
A leave application form will need to be completed prior to taking leave or when returning from
leave for each occasion of Community Service Leave.

ANGLICAN DIOCESE OF MELBOURNE
Compassionate Leave Policy and Procedure for Lay Employees
Approved by Chief Operating Officer. Effective: 12 October 2011
Background
The Anglican Diocese of Melbourne understands employees need time to be with their family in
times of crisis.
Purpose
This policy aims to establish a standard understanding in terms of the entitlement to
compassionate leave and the process for applying for compassionate leave. This policy is for
employees assisting direct family members who have sustained a life threatening illness, injury or
death.
Application
Paid compassionate leave applies to all full and part time employees of the Diocese. Casual
employees are eligible for unpaid compassionate leave.
Related Legislation
National Employment Standards (NES)
Fair Work Act 2009
Clerks-Private Sector Award 2010 (Lay Employees)
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.
Definitions
Compassionate leave: compassionate leave can be taken in respect of a member of an
employee’s immediate family or household.
In the case of compassionate leave, the description of “immediate family or household” is
described as follows:
Spouse or former spouse, de-facto spouse or former de-facto spouse, child or adult child,
including adopted child, step child or ex-nuptial child, parent, parent-in-law, grandparent,
grandchild or sibling of the employee or spouse of the employee.
Entitlements
Employees shall be entitled to a maximum of 2 days’ compassionate leave without loss of pay on
each occasion a member of their immediate family or household in Australia dies.
Compassionate leave applications must be completed on the Diocese leave application form and
approved by an employee’s manager, prior to the leave being taken or as soon as an employee

returns to work following leave.
Compassionate leave is not cumulative from year to year.
Unpaid compassionate leave
Where an employee requires more than two (2) days compassionate leave in relation to one
situation, the employee will be required to take these additional days as annual leave or a leave
without pay where no annual leave days are available.
An employee may take compassionate leave for each occasion as:
a single continuous two day period or
two separate periods of one day each or
any separate period to which the employee and their employer agree
The Anglican Diocese of Melbourne reserves the right to request evidence that would
substantiate the reason for leave.
Administration
Notification of absence
When taking Compassionate Leave, employees must notify their manager in advance or as soon
as possible, preferably within one hour of their normal start time, to allow temporary cover to be
organised if necessary.
Leave Application forms
A leave application form will need to be completed prior to taking leave or when returning from
leave for each occasion long service leave is taken.

Melbourne Anglican
Diocesan Corporation

Policy and Procedures

COUNTERING BULLYING, HARASSMENT AND DISCRIMINATION POLICY
Creating a safe and inclusive working environment

1. Purpose
The Church’s mission is to make the word of God fully known. As part of the church’s mission, the Anglican
Diocese of Melbourne and the Melbourne Anglican Diocesan Corporation (“the Diocese”) provide a wide range
of business and ministry services to the Melbourne Diocese.
Integral to fulfilling its mission is promoting a professional and rewarding working life for all employees, as well
as providing a workplace that nurtures a culture of inclusiveness and is free from bullying, and unlawful
harassment and discrimination.
The purpose of this policy is to facilitate this mission.

2. Scope
This policy applies to every employee of the Diocese, both lay or clergy, as per the definition set out under
section 3.
For the avoidance of doubt:
(a) the obligations of employees under this policy are in addition to, and to be read in conjunction with,
obligations set out in:
i.

the Anglican Diocese of Melbourne Professional Standards Act 2009.

ii.

Anglican Diocese of Melbourne Occupational Health and Safety Policy.

iii.

The Anglican Church Faithfulness in Service and The Code of Good Practice

3. Definitions
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Anglican Diocese of Melbourne

characteristic

Melbourne Anglican Diocesan Corporation

age
carer and parental status
disability (including physical, sensory and intellectual disability,
work related injury, medical conditions, and mental, psychological
and learning disabilities)
employment activity
gender identity, lawful sexual activity and sexual orientation
industrial activity
marital status
physical features
political belief or activity
pregnancy and breastfeeding
race (including colour, nationality, ethnicity and ethnic origin)
religious belief or activity
sex
expunged homosexual conviction
personal association with someone who has, or is assumed to
have, one of these personal characteristics

complainant

means the person who made the complaint, or in the case of
complaints made on behalf of another person, the person who is
alleged to have been the subject of bullying, harassment or
discrimination.

complaint

includes all of the ways in which any instances of bullying, harassment
and discrimination might be identified, raised or reported including orally
and in writing (including email).
General inquiries, feedback and comments (including on social media
sites) will not normally be considered a complaint, unless the Human
Resources Manager or CEO deem otherwise.
If in doubt, the complainant should be asked to confirm whether they
wish to categorise their inquiry, feedback or comment as a complaint.

employee

For the purposes of this policy, an employee means a
person who carries out work in any capacity for the
Diocese including work as:
a 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 Diocese or a Diocese entity;
an outsourced employee
an apprentice or trainee; or
a volunteer
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Anglican Diocese of Melbourne

injury
management coordinator

Melbourne Anglican Diocesan Corporation

means a rehabilitation and return to work, and/or employees’
compensation specialist employee or consultant who assists
employees and their managers in cases of ill health and work related
injury.

manager

Means the person nominated by the Diocese from time to time as the
employees supervisor or such other person nominated by the Diocese to
act as the manager for a particular matter;

respondent

the person who is alleged to have engaged in conduct inconsistent
with this policy.

4. Policy
1.

Policy Statement

The Diocese is committed to:
(a) Providing a safe and healthy workplace that is free from bullying, unlawful harassment and unlawful
discrimination; and
(b) Providing employees with information and training in relation to bullying, unlawful harassment and
unlawful discrimination.

2.

What is bullying
(a) Bullying is repeated and unreasonable behaviour directed towards a person or group of people that
creates a risk to health and safety.
i.

Repeated behaviour is behaviour which occurs more than once and may involve a range of
behaviours over time.

ii.

Unreasonable behaviour is behaviour that a reasonable person, having regard for the
circumstances, would see as unreasonable, including behaviour that is victimising, humiliating,
intimidating or threatening.

(b) If the criteria in subclause 4.2(a) are met, the following may be considered to be examples of
bullying:

i.

verbal abuse or threats, including yelling, insulting or offensive language;

ii.

unjustified criticism or complaints;

iii.

deliberately excluding someone from activities;

iv.

withholding information that is essential to perform a task properly;

v.

assigning impossible tasks, or meaningless tasks unrelated to the job or unit of
study, or giving someone the majority of unpleasant tasks;

vi.

spreading misinformation or rumours;

vii. denying access to information, supervision, consultation or resources to the
detriment of a person;
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viii. physical abuse.
(c) If the criteria in subclause 4.2(a) are met, the following may also be considered to be examples of
workplace bullying in relation to employees:

i.

setting unreasonable timelines or constantly changing deadlines;

ii.

assigning too much or too little work;

iii.

making threats or comments about job security without foundation;

iv.

changing work arrangements, such as rosters or leave, to deliberately inconvenience a
employee;

v.

excessive scrutiny at work.

(d) The behaviours referred to in subclause 4.2(b) and subclause 4.2(c) may:

i.

occur through any form of contact or communication, including:
(i)

in person;

(ii)

by telephone or email;

(iii)

through another person; or

(iv)

by any other means

provided that, in connection to workplace bullying in relation to employees, the
alleged conduct must occur at work;

3.

ii.

be directed at a single person or group of people and be carried out by one or more person;

iii.

occur from managers to employees, between employees, or from employees to managers.

What is not bullying
(a) The following behaviours do not constitute bullying.

i.

A single incident of unreasonable behaviour. However, single or one-off incidents of
unreasonable conduct can also cause a risk to health and safety and may breach other Diocese
policies and should not be ignored.

ii.

Reasonable management practices.

iii.

Low-level conflict as defined in subclause 4.3(c)

(b) Reasonable management practices include (but are not limited to):

i.

a direction to carry out reasonable duties and instructions;

ii.

a direction to comply with Diocese rules, protocols, policies and
procedures;

iii.

setting reasonable goals, standards and deadlines;

iv.

providing reasonable comment and advice (including relevant negative comment or
feedback) on the work or academic performance of an individual or group;

v.

rostering and allocating reasonable working hours;

vi.

transferring a employee for operational reasons;

vii.

deciding not to appoint or promote a employee for reasonable reasons;
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viii.

performance managing employees or instituting action against employees in
accordance with the Diocese’s policies and procedures;

ix.

providing informal and formal feedback about behaviour and conduct in a
reasonable way;

x.

implementing organisational change or restructuring; or

xi.

terminating an employee’s employment or instituting other disciplinary measures in
accordance with the Diocese’s policies and procedures.

(c) Low-level conflict is interpersonal conflict or disagreement which is not sufficient to constitute
bullying. People can and will disagree with each other.

i.
ii.

4.

What differentiates low level conflict situations from bullying is whether there is a risk
to health and safety and the reasonableness of the behaviour overall.
Low-level conflict situations should not be ignored and should be resolved if possible
in accordance with clause 5 of the Bullying, Harassment and Discrimination
Resolution Procedures.

What is unlawful direct discrimination
(a) Unlawful direct discrimination occurs when a person, or a group of people, is treated less favourably
than another person or group because of one or more characteristics.
(b) If the criteria in subclause 4.4(a) are met, direct discrimination can occur in decisions such as those
relating to:

i.
ii.
iii.
iv.
v.
vi.

recruiting, selecting or promoting employees;
offering particular terms, conditions or benefits as part of employment;
offering and providing training, including selecting who is offered training and the
kind of training offered;
offering redundancy;
determining dismissal;
offering access to educational services.

(c) Direct discrimination can also occur if assumptions are made which result in a person or group being
treated differently on the basis of one or more characteristics. The following examples of
assumptions may be considered to constitute direct discrimination:

i.
ii.
iii.
iv.

5.

that an older employee won’t ‘fit in’ with a predominantly younger team;
that a woman should not be sent on a training program because she might get
pregnant soon and leave;
that a person with a disability or of an older (or certain) age will not be able to use a
computer or complete the requirements of a particular course;
that a transgender person might make other employees or students feel
uncomfortable.

What is unlawful indirect discrimination
(a) Indirect discrimination occurs when there is a rule or requirement that disadvantages one group
more than another on the basis of one or more characteristics, unless it can be shown that the
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particular rule or requirement is reasonable in all the circumstances or is required to perform the
inherent requirements of the job.
(b) If the criteria in subclause 4.5(a) are met, indirect discrimination can occur in decisions such as
those relating to:

i.
ii.

6.

having a particular height restriction when this is not related to the inherent
requirements of the job, as a height restriction may discriminate against women and
some ethnic groups;
requiring an applicant to speak and write fluent English when this is not required to
carry out the essential requirements of the job or course.

What is unlawful harassment
(a) Unlawful harassment occurs when a person, or a group of people, is intimidated, insulted or
humiliated because of one or more characteristics. Unlawful harassment can arise as the result of a
single incident as well as repeated incidents.
(b) If the criteria in subclause 4.6(a) are met, harassment can occur through behaviour such as:

i.
ii.
iii.
iv.
v.
vi.

7.

telling jokes about particular racial groups;
sending explicit or sexually suggestive emails or texts;
displaying offensive or pornographic websites or screen savers;
making derogatory comments or taunts about someone’s race or religion, gender or
sexual preference;
asking intrusive questions about someone’s personal life, including their sex life;
creating a hostile working environment, for example, where the display of
pornographic materials or crude conversations, innuendo or offensive jokes are part
of the accepted culture.

What is unlawful sexual harassment

Sexual harassment occurs if a person:
(a) makes an unwelcome sexual advance, or an unwelcome request for sexual favours, to the person
harassed; or
(b) engages in other unwelcome conduct of a sexual nature in relation to the person harassed;
(c) in circumstances in which a reasonable person, having regard to all the circumstances, would have
anticipated the possibility that the person harassed would be offended, humiliated or intimidated.

8.

What is not unlawful harassment or discrimination

The following conduct does not constitute unlawful harassment or discrimination:
(a) a person receives reasonable comment and advice (including relevant negative comment or
feedback) from managers and supervisors on the work or performance of an individual or group;
(b) a person is not offered a job because, notwithstanding that reasonable adjustments have been
made, they cannot meet the inherent requirements of the job;
(c) another applicant was preferred in a recruitment and selection or promotion process where they
have better demonstrated the skills and experience to meet the required criteria of the job;
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(d) the Diocese has gained an exemption, or the law otherwise permits the Diocese, to target a job at a
particular group of people to help redress disadvantages that group may have experienced in the
past;
(e) the Diocese implements specific equal employment opportunity or ‘affirmative action’ strategies,
plans or programs designed to ensure genuine equal opportunities in the workplace, particularly in
relation to groups that have been disadvantaged in the past.

5. Entitlements and responsibilities
All employees have:
1. an entitlement to work in a safe and healthy environment free of bullying, harassment and
discrimination;
2. subject to sub-clause 5.3, an entitlement to make a complaint about any bullying, harassing or
discriminatory behaviour they are subjected to, or witness, in accordance with the Bullying,
Harassment and Discrimination Resolution Procedures
3. a responsibility not knowingly to misuse this policy, including making a vexatious or malicious
accusation of bullying, harassment or discrimination;
4. a responsibility to treat others with respect and dignity and ensure they do not promote or engage in
bullying, harassment or discrimination;
5. a responsibility to comply with any reasonable instruction given by the Diocese regarding the
prevention of bullying, discrimination and harassment including complying with this policy;
(a) a responsibility not to victimise any person who raises a complaint of
bullying, harassment or discrimination in accordance with the Bullying,
Harassment and Discrimination Resolution Procedures
(b) a responsibility to cooperate in activities aimed at countering bullying,
harassment and discrimination including training;
6. In respect of employees, managers have an additional responsibility to:
(a) treat employee under their supervision fairly and reasonably
(b) model appropriate workplace behaviour
(c) actively participate in activities aimed at countering bullying, harassment
and discrimination including training;
(d) intervene actively to prevent hostile working environments or stop
bullying, harassing or discriminatory behaviour where it may occur,
whether or not a complaint is received; and
(e) report any such behaviour in accordance with the Bullying, Harassment
and Discrimination Resolution Procedures
7. In respect of employees, managers, with the support of the Human Resources Manager and injury
management coordinator (where appropriate), are responsible for:
(a) monitoring patterns of absenteeism, sick leave, grievances, injury
reports and other such records to establish any regular patterns or
sudden unexplained changes;
(b) recognising any changes in workplace relationships between employees
and or managers.
(c)

monitoring, and where appropriate addressing in accordance with Diocese
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policies and procedures:
•

hazard and incident reports;

•

employees compensation claims; and

•

issues raised by health and safety representatives.

6. Training
The Human Resources Manager is responsible for implementing training to employees in
relation to this policy.

7. What can I do if I feel bullied, harassed or discriminated?
Please refer to the Bullying, Harassment and Discrimination Resolution Procedures

8. Breach of policy
1. Breach of this policy may have the following consequences:
(a) Disciplinary action, up to and including termination of employment, engagement or
affiliation.
2. Other actions that may result from a breach of this policy include, but are not limited to:
(a) the complainant receiving an oral or written apology from the respondent with a commitment
to cease the bullying behaviour
(b) the parties being required to participate in some form of counselling, mediation or
conciliation;
(c) the respondent undertaking training in relation to their behaviour; and
(d) drawing up a management plan to document agreed or proposed actions by the parties.

9. Procedures
1. The Human Resources Manager jointly with the CEO/Registrar may determine procedures relating to
complaints initiated by or about Diocese employees.
2. The Bullying, Harassment and Discrimination Resolution Procedures outline applicable resolution
processes relevant to this policy.

10. Review and rescissions
1.

The Human Resources Manager is the administrator of this policy.

2.

Formal policy reviews are the responsibility of, and must be initiated by, both the Human
Resources Manager and the CEO/Registrar jointly, and must take place every 24 months.
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Policy amendments which effect the substantive policy requirements must be approved by
Archbishop and Council.

Rescissions
This document replaces the following, which is rescinded as from the date of commencement of
this document:
Bullying and Harassment Policy and Procedures for Clergy and Lay Employees (Dec
2013)

11. Application of other laws and policies
1.

Incidents of physical abuse or assault may also be illegal under criminal law. They should be
reported to the police, as appropriate.

2.

Conduct constituting bullying, and a person’s response to allegations of bullying, may also
breach occupational, health and safety legislation.

3.

Where bullying, discrimination or harassment leads to a diagnosed injury or ill health, this may
give rise to an entitlement under employees’ compensation legislation.

4.

Related policies and procedures, resources, regulators and legislation:

Regulators
WorkSafe Victoria
Fair Work Commission
Victorian Equal Opportunity and Human Rights Commission
Policies and procedures
Bullying, Harassment and Discrimination Resolution Procedures
Occupational Health and Safety Policy
Anglican Church: Faithfulness in Service and The Code of Good Practice

Resources
WorkSafe: Workplace Bullying – prevention and response – Guidance Material October 2012
Guide for Preventing and Responding to Workplace Bullying (Safe Work Australia)
Dealing with Workplace Bullying – a Employees Guide (Safe Work Australia)
Fair Work Ombudsman
http://www.humanrightscommission.vic.gov.au

Legislation
The Anglican Diocese of Melbourne Professional Standards Act 2009
Occupational Health and Safety Act 2004 (VIC)
Age Discrimination Act 2004 (Cth)
Racial Discrimination Act 1975 (Cth)
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Sex Discrimination Act 1984 (Cth)
Sex Discrimination Amendment (Sexual Orientation, Gender Identity and Intersex Status) Act
2013 (Cth)
Disability Discrimination Act 1992 (Cth)
Human Rights and Equal Opportunity Commission Act 1986 (Cth)
Equal Opportunity Act 2010 (VIC)
Racial and Religious Tolerance Act 2001 (VIC)

12. Approval and version control
Countering Bullying, Harassment and Discrimination Prevention Policy
Date adopted:

25 August 2016

Date commenced:

25 August 2016

Administrators:

Human Resources Manager

Review date:

25 August 2018

_

_

_

_

AMENDMENT HISTORY
Provision

Amendment Commencing

Approved

Making the Word of God fully known
Anglican Diocese of Melbourne | 209 Flinders Lane Melbourne Vic 3000 | +61 3 9653 4204
nnayagam@melbourneanglican.org.au | www.melbourneanglican.org.au

10

!

!
!
ANGLICAN DIOCESE OF MELBOURNE
Database and Software Management Policy
Approved by Chief Operating Officer. Effective: 1 November 2011
!
Background
The Anglican Diocese of Melbourne recognises that business information is a key business
asset and that understanding and managing enterprise wide information is essential for
making timely decisions and responding to changing business conditions. There is a
requirement for all corporate databases and systems to be developed in a manner that
recognises that human and finance resources are limited. It is essential that major
development projects are identified, approved and prioritised to meet the organisations’
objectives, and to be cost-effective.
Purpose
The purpose of this policy is to describe the requirements for proposing, developing and/or
implementing databases and systems, which as far as is practicable conform to industry
standard protocols
Application
This policy applies to all Anglican Diocese of Melbourne corporate databases and systems.
Review Date
The policy is to be reviewed one year following approval or beforehand if deemed
necessary.
Management and administration
•

A systems owner is to be identified for all databases and systems. The owner
assists the IT Manager to determine the security and access requirements for the
system.

•

The IT Manager is accountable to the COO for the management and administration
of all corporate databases in accordance with the requirements of this policy.

•

The IT Manager is accountable to the Systems Owner to ensure change control
procedures are in place for all requests for changes and/or upgrade of corporate
databases and systems.

Standards
Preference will be given to solutions and/or development tools that use widely accepted
industry standards from a reputable vendor or source. Consideration needs to be given to
sharing of data, resources, support costs and long-term viability.
Database
•

The preferred platform for corporate databases is the Structure Query Language
(SQL), a recognised industry standard language for data integration.

Reporting
•

The preferred platform for reporting is Crystal Reports, a stable industry standard
data retrieval and reporting application closely compatible with the SQL industry
standard language.

Implementation
Implementation of all software will be managed by the IT department, in conjunction with
external providers as appropriate. Associated systems processes and procedures must be
documented, and an access policy for the system written.
Observation
The Acceptable Use of Information Systems policy together with all other IT policies must
be considered jointly with this policy.
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ANGLICAN DIOCESE OF MELBOURNE
Disciplinary/Warning/Dismissal Policy and Procedure’s for Clergy and Lay Employees
Approved by Chief Operating Officer. Effective: 12 October 2011

Background
It is important that all employees understand their work responsibly and undertake their work to
an appropriate standard. Where employees are not preforming their role at this standard it is
important that disciplinary processes are managed with the aim of improving an employee’s
performance appropriately.
Purpose
This policy aims to establish a standard understanding of the required steps in disciplining
unfavourable behaviour in the workplace.
Application
All Clergy and Lay staff (including casuals) in respect of employment relationships.
Related Legislation
Fair Work Act 2009
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.
Policy Guidelines
Definition
Disciplinary proceedings are aimed at correcting unsatisfactory performance or behaviour. Before
disciplinary proceedings commence, employers need to ensure that the particular employee
clearly understands expectations in regards to performance and behaviour. This will have been
outlined in the interview process, the job description, terms and conditions of employment on the
contract of employment and other tasks and responsibilities as outlined from time to time.
It is important to address unsatisfactory performance or behaviour as early as possible. A failure
to do so may lead the employee to believe that their performance or behaviour is acceptable or
even condoned.
Stages in the disciplinary process
There are four (4) stages in the disciplinary process and they should only be applied as far as
necessary. Each stage must be documented and clearly understood by the employee. At each
stage the employee must be afforded the rights of procedural fairness. Procedural fairness
means to ensure that the employee is given every opportunity to respond and be heard on the
issue of unsatisfactory performance or behaviour. The employee at each stage should also be

given every opportunity to correct the poor work behaviour that has been raised.
The employer also needs to inform the employee of all the facts and circumstances surrounding
the poor work behaviour and allow the employee the opportunity to respond in whatever manner
the individual deems fit. It is also essential that the employer informs the employee of precisely
what the employer requires and the period of time which the employer is prepared to allow the
employee to rectify the poor work behaviour.
To enable this, the process must include well documented follow up meetings to discuss the
progress, or lack of progress, towards improving the behaviour or performance of the employee.
An employee is required to sign all file notes to acknowledge the discussion and understand the
matters outlined.
First Stage – Counselling & Verbal Warning
First Offence or Concern over a Recurring Pattern
The first stage involves a counselling interview with the employee. This provides the employer
with the opportunity of detailing the problem i.e. poor work behaviour or performance and
outlining what the employer’s requirements are. The purpose of the counselling is also to identify
the underlying cause of the problem. The employee needs to be given an opportunity to respond.
The action that is required to rectify the problem needs to be detailed. This may include additional
counselling, further training, workload adjustment and/or improved performance by the employee.
It needs to be made clear to the employee that he/she is receiving a warning and that
performance or behavioural improvement is required. Although this stage is described as a
verbal warning it is essential that this warning is documented. Following the counselling, the
employee must be able to state the specific performance or behaviour which needs to be
modified, the steps that will be taken to achieve the improvements and the time at which a review
of these matters will occur. A copy of the counselling details is to be provided to the employee
and kept on the employee’s file.
Follow up meetings with the employee must be held to review progress. It is hoped that the work
issues identified are remedied quickly and no further performance management is required.
Second Stage – Interview & written warning
Second Offence or Continuation of Recurring Pattern
If following the first counselling interview and any subsequent meetings (which may be held but
not required under policy there is no improvement to work performance or behaviour, this must
be explained to the employee and a formal written letter of warning must to be provided to the
employee. This written warning must specify the nature of the problem, the performance or
conduct standards required and a specified period over which the employee’s progress will be
monitored.
The employee must also be provided with the opportunity to respond at this second stage. A
copy of the written warning needs to be provided to the employee and a copy placed on the
employees HR/Payroll file.
Follow up meetings with the employee must be held to review progress, until the employee’s
performance or behaviour meets with required standards or the third stage of performance
management will be entered into.

Third Stage – Final written warning
Third Offence or no change in pattern
If following the first two stages there is no improvement in performance or behaviour the final
written warning will clearly state that if certain standards or performance and/or conduct are not
met within a specified period of time, the employee will be dismissed.
The employee must be provided with the opportunity to respond at this third stage. A copy of the
warning needs to be provided to the employee and a copy placed on the employee HR/Payroll
file.
Fourth Stage – Termination following warnings
If there has been insufficient progress in performance or behaviour over the period and in
particular no improvement since the issue of the final written warning, the employee is to be
dismissed. The HR department will work closely with the manager on this delicate matter to
ensure the best outcome in a difficult situation.
Conclusion
This Disciplinary/Warning/Dismissal Policy and Procedure is aimed at resolving performance
issues through:
providing the employee with an opportunity to improve their performance; or
if the employee fails to improve their performance to an appropriate level then dismissal
is required.
An employer must demonstrate that every reasonable opportunity has been provided to an
employee to improve performance, to ensure no recourse to the Diocese throughout the process.
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ANGLICAN DIOCESE OF MELBOURNE
E-Mail
Approved by Chief Operating Officer. Effective: 1 November 2011

!
Background
Business services and operations within the Anglican Diocese of Melbourne enjoy access
to email systems provided via the standard Microsoft Outlook application. Users have the
responsibility to use this resource in an efficient, effective, ethical and lawful manner.
Creation and naming of email accounts is the responsibility of the IT department.
Purpose
To establish prudent and acceptable practices regarding the use of email and inform
individuals of their responsibilities when using email. This policy sets out the standards or
acceptable use and also provides some examples of unacceptable use. The policy should
be considered in conjunction with the Acceptable Use of Information Systems policy.
Application
This policy applies to employees, partnership staff, contractors, consultants, students,
temporaries, volunteers, and other workers at the Diocese, including all personnel affiliated
with third parties or any other user with access to e-mail systems provided by the Anglican
Diocese of Melbourne.
Review Date
The policy is to be reviewed one year following approval or beforehand if deemed
necessary.
General standards governing use and operation of e-mail
E-mail communications are not inherently secure; the Anglican Diocese of Melbourne
makes every attempt to keep e-mail messages secure, but privacy is not guaranteed and
users should have no general expectation of privacy in e-mail messages sent through the
company system.
Under certain circumstances, it may be necessary for the IT staff or other appropriate
officials to access email files to maintain the system, to investigate security or abuse
incidents or violations of this or other policies. As a guide, do not include anything in an email that you would not be prepared to say publicly.

!

Acceptable use of e-mail
When using e-mail as an official means of communication, apply the same standard of
professionalism, discretion, and courtesy used in any written business communication. Be
concise but polite. Use only the systems supplied and supported by the IT department.
Keep your email account and password secure.
Unacceptable use of e-mail
The following are examples of unacceptable use of email. This section should be
considered in conjunction with the general provisions of the Acceptable Use of Information
Systems policy.
Do not:
•

Use any e-mail account other than your own or those accounts delegated to you.

•

Send or forward chain letters.

•

Send unsolicited messages to large groups except as required to perform your
duties.

•

Send excessively large messages or include attachments unnecessarily.

•

Open, click on, sending or forward an email that is likely to contain computer
viruses.

•

Use a private e-mail account to conduct any official Diocesan business.

Observation
The Acceptable Use of Information Systems policy provides further direction on standards
of behaviour to be observed when using any system, including email.

!
!
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ANGLICAN DIOCESE OF MELBOURNE
Employee Assistance Program Policy and Procedure’s for Clergy and Lay Employees
Approved by: Chief Operating Officer. Effective: 12 October 2011
Background
The Anglican Diocese of Melbourne recognises that any person can experience
personal problems which can affect general health and wellbeing. These problems
can also affect performance at work.
The Diocese recognises that some form of assistance may be required to assist
employees in managing their difficulties. The Employee Assistance Program (EAP)
has been designed to provide assistance and support to employees in these
circumstances. This will ultimately benefit both employees and the Diocese.
Purpose
This policy aims to establish a standard understanding of the EAP available to
employees working within the Anglican centre.
Application
All Clergy and Lay staff in respect of employment relationships
Related Legislation
Family Law Act 1975
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval
date.
Entitlements
What is counseling?
Counseling is the process of talking through difficulties or fears with a trained
counselor. The goal of counseling is to help people solve their problems and
difficulties using their own personal strengths.

What kind of problems can be addressed through EAP?
Managing a loss or bereavement
Personal growth and understanding
Communication difficulties
Individuals or couples considering marriage
New parents facing change/people wishing to improve their parenting
Bringing up teenagers
Relationship difficulties e.g. frequent fights, extramarital affairs, sexual
worries, loss of intimacy, separation or divorce issues, adjustment to
stepfamily arrangements and violence in the relationship.
Workplace problems, retrenchment or retirement.
Who will provide the EAP services?
The Diocese has established a service agreement with LifeWorks which provides the
required counseling services. Lifeworks can be contacted by phone on 03 8650 6200
or by email lifeworks@lifeworks.com.au. The HR/Payroll Manager can be a contact
point for advice if required prior to accessing this counseling service.
The HR/Payroll Manager will not keep a record of who makes these initial enquiries.
However, employees can also refer themselves directly to the provider.
Who pays?
The Diocese provides funding for employees to attend EAP services with Lifeworks
listed above to the equivalent of three (3) hours per annum. Thereafter, employees
will pay for any further consultations. The “per annum” definition in this case is
defined by the commencement date of service.
Tax invoices for the cost of up to three (3) consultations will be forwarded by the
counseling service provider to the HR/Payroll Manager. These invoices will not
contain any details of the employee counseled.
If attending more than three (3) counseling sessions causes considerable financial
hardship, employees should approach the HR/Payroll Manager, who may be able to
make alternative arrangements.
Confidentiality
Attendance at counseling sessions is managed the same way as any other external
medical treatment for personal needs. Counseling sessions are strictly confidential
and unless expressly authorised by an employee, details of discussions will not be
released by the counselor to any other person.
As an organisation approved under the Family Law Act 1975 a counselor cannot
reveal what is said in a counseling session and cannot be called to give evidence in
court.
LifeWorks’ confidentiality provisions are limited where there is a need to:
protect a child or children;
prevent or lessen a serious or imminent threat to life, health or property;

prevent the commission or likely commission of a crime; or
prevent violence or a threat of violence to a person or property.
How does EAP work?
A most recent pay slip will need to be provided to Lifeworks to verify that you are an
employee of the Diocese. This will be required if an employee is referring themselves
to Lifeworks.
The EAP works in the following way:
Self-Referral
Employees, who realise that a particular problem is becoming unmanageable, are
encouraged to seek help to resolve it.
Employees can refer themselves to Lifeworks without any intervention from the
Diocese.
Arrangements for an appointment should be made directly with the service provider.
Encouraged Referral
A friend, relative, supervisor or co-worker may suggest the use of the EAP to
employees.
Employees may also be supported by a work colleague or the HR/Payroll Manager in
seeking appropriate counseling.
Supervisor Referral
Where normal work performance processes identify a personal problem, a manager
can suggest referral. Employees retain the right to refuse the offer of external
counseling.
The only information to be discussed between the Human Resources Manager and
the external counselor may be in relation to attendance during working hours or
arranging special leave requirements.
Leave for Counseling
If employees elect to attend counseling during normal working hours, appropriate
leave will be granted. This may include sick leave, annual leave or leave without pay.
Arrangements to cover an absence for these reasons must be made with the
appropriate manager beforehand without any need to disclose the nature of the
problem for which advice is being sought. Where an extended period of time away
from work is required, the counselor will agree with the employee the way in which
the Anglican Diocese of Melbourne will be approached to discuss this need.
The appropriate type of leave will be determined by the Diocese.

Will Participation Affect My Job?
Seeking counseling will not affect your job security or promotional opportunities.
Seeking counseling advice is strongly encouraged by the Anglican Diocese of
Melbourne if employees have identified a problem that is affecting work performance.

Program monitoring
The Diocese will review the EAP annually to ensure the program is operating
effectively. This review will involve management, and where appropriate, the service
provider.
Administration
If you wish to make an appointment or require further information, please contact:
Your Manager
HR/Payroll Manager
Registrar/Chief Operating Officer (COO)
LifeWorks directly
About LifeWorks
“Lifeworks serve the Victorian community by promoting positive relationships for the
achievement of well-being and the fullness of life. Lifeworks reflect a compassionate
concern for those experiencing relationship difficulties, isolation and hurt, and
celebrates the joy of positive relationships.
We provide affordable professional counselling, family dispute resolution, mediation
and education for individuals, couples, families, children and adolescents.
Our staff can help you with relationship, parenting, separation, reconciliation, divorce,
re-marriage, step-family and family conflict issues.
Lifeworks are a not-for-profit organisation funded and approved by the Federal
Attorney-General's Department under the provisions of the Family Law Act 1975 and
is partially funded by the Australian Government. Lifeworks have 10 branches
throughout metropolitan Melbourne and country Victoria.

ANGLICAN DIOCESE OF MELBOURNE
Equal Opportunity Policy and Procedure’s for Clergy and Lay Employees
Approved by Chief Operating Officer. Effective: 12 October 2011
Background
The Anglican Diocese of Melbourne is committed to ensuring that all people seeking
employment with the Anglican Diocese of Melbourne are treated fairly and equitably and are
not subject to any form of unlawful discrimination.
The Anglican Diocese of Melbourne is also responsible for ensuring that employees are
aware of their rights and obligations as outlined in this policy and that employees comply
with this policy.
Purpose
This policy aims to establish a standard understanding in terms of discrimination and the
principles of equal opportunity in the day to day operation of the Diocese.
Application
All Clergy and Lay staff in respect of employment relationships.
Related Legislation
Racial Discrimination Act 1975
Sex Discrimination Act 1984
Disability Discrimination Act 1992
Human Rights and Equal Opportunity Commission Act 1986
Equal Opportunity Act 1984 (State)
Equal Opportunity for Women in the Workplace Act 1999
Racial Vilification Act 1996 (State)
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.

Definition of Discrimination
“Discrimination” in employment refers to treating a person less favourably than others
because of a particular attribute or status, for example their sex, which is unrelated to the
performance of the position. It is unlawful to discriminate in employment under the above
listed Federal legislation.
Administration
All levels of management and all employees are responsible and accountable for ensuring
that the provisions of this policy are adhered to and that the principles of equal opportunity
are upheld in the decision making process, in the performance of all duties and while acting
as a representative of the Anglican Diocese of Melbourne.
All employees/persons will be afforded opportunities for employment, promotion, training,
transfer or benefit based on merit, meaning that assessment is made with regards to
abilities, knowledge, aptitude, experience and relevant qualifications of each individual
applicant in relation to the requirements of the particular position.
The aim of the Diocese is to ultimately employ the best person for the job.
As part of the employment process, the Anglican Diocese of Melbourne has a commitment
to consider flexible working arrangements that take into account any individual needs in
relation to personal care responsibilities for family members.
The Anglican Diocese of Melbourne will not tolerate any form of discrimination based on any
of the following grounds:
Sex
Sexuality
Race, colour, nationality, descent and ethnic, ethno-religious or natural origin
Physical or intellectual disability
Family responsibilities
Age
Religion
Political opinion
Criminal record (depending on the nature and details of the offence in relevance to
the position)
Medical records
Pregnancy or potential pregnancy
Marital status.
Any employees of the Anglican Diocese of Melbourne who feel they have been discriminated
against may make a complaint by following the Equal Opportunity Procedure.
The Anglican Diocese of Melbourne has a responsibility to ensure that all complaints of
discrimination are investigated quickly, fairly and confidentially. Any employee found guilty of
perpetrating or condoning discrimination will be disciplined, or in serious cases dismissed.
Equal Opportunity Procedure
If any employee believes or perceives that they are being discriminated against, they should
report the behaviour or incident to their manager or one of the following contacts:

Registrar
Chief Operating Officer
HR/Payroll Manager
Following the initial report, if the matter is deemed to warrant further action, the employee
will be requested to put their complaint in writing, which will include the action they want
taken against the employee concerned. This action may include:
arranging for someone to speak to the person(s) responsible for the alleged
discrimination;
arranging a mediation meeting where an independent party will assist to resolve the
issue(s); and/or
making a formal complaint, which will involve the conduct of an investigation in to the
alleged incident(s)
The investigation will involve the interviewing of any employee who has had complaints
made about them will be provided with an opportunity to respond to the allegations made
against them. Any other person(s) who may have been involved or who may have witnessed
the incident(s) will also be interviewed as part of the investigation.
During any meetings or discussions, the complainant will be informed of what action (if any)
is proposed to be taken by the Anglican Diocese of Melbourne, the reasons for such action
or the next steps to be taken.
During meetings or discussions, the complainant will have the right to be represented or
accompanied by a person of their choosing, family member or friend.
If for any reason an employee is not comfortable in approaching the nominated Diocese
representatives in the first instance, or if they are not satisfied with the way their complaint
has been handled by the Anglican Diocese of Melbourne they have the right to refer the
matter to the Equal Opportunity Commission.

!
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ANGLICAN DIOCESE OF MELBOURNE
Information Security Classification and Retention
Approved by Chief Operating Officer. Effective: 1 November 2011
Background
All users with access to computer systems, networks and software provided by the
Anglican Diocese of Melbourne (the Diocese) have a responsibility to protect the
organisation’s data from unauthorised generation, access, modification, disclosure,
transmission or destruction.
Purpose
The purpose of this policy is to inform staff about the importance of protecting data that is
generated, accessed, transmitted and stored and to prescribe procedures to protect the
confidentiality, integrity and availability of data, and to comply with federal government
regulations and standards regarding the privacy, confidentiality and sharing of information.
Application
This policy is intended to cover the confidentiality, integrity, and availability of data
generated, accessed, modified, transmitted, stored or used by the Anglican Diocese of
Melbourne.
Review Date
The policy is to be reviewed one year following approval or beforehand if deemed
necessary.
Requirements
Application and information system owners are responsible for defining and periodically
reviewing the classification of data held in, or services provided by, their information
systems. Departments are responsible for implementing appropriate managerial,
operational, physical, and technical controls for access to, use of, transmission of, and
disposal of data in compliance with this policy.
Data owned, used, created or maintained by the Diocese is classified into the following
categories: Public, Organisational Use Only, Confidential and Secret. Descriptions of the
categories and the procedures to be observed in each are presented overleaf.

!
!

Requirements by Classification
Public Data
…Information that may or must be open to the general public- with no legal restrictions on
access or usage within or outside the organisation.
Public Data:
•

May be stored on the external web site

•

Should be destroyed when no longer needed subject to the document’s retention
period. No special destruction requirements apply.

Organisational Use
…Information appropriate for use by Diocese personnel and employees.
There is an expectation that access will require authentication depending on the location of
the information. The unauthorised disclosure, modification or destruction of this information
is not expected to seriously or adversely affect the organization, its clients, employees or
partners.
Data classified for Organisational Use
•

May be stored on the intranet

•

Should be destroyed when no longer needed subject to the document’s retention
period. Common sense destruction requirements apply.

Confidential Information
Confidential information must be guarded due to proprietary, ethical, or privacy
considerations, and must be protected from unauthorised access, modification,
transmission, storage or other use.
This classification applies even though there may not be a specific legal requirement.
Confidential Data is information that is restricted to members of the Diocesan community
who have a legitimate purpose for accessing such data.
Confidential data:
•

When stored in an electronic format must be protected with strong passwords and
stored on servers that have protection measures provided in order to protect
against loss, theft, unauthorized access and unauthorized disclosure.

•

Must be stored in a closed container (i.e. file cabinet, closed office, or department
where physical controls are in place to prevent disclosure) when not in use.

•

Must not be posted on any public website or on the internal website

•

Must be destroyed when no longer needed subject to the document’s retention
period.

!
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Destruction may be accomplished by:

•

o

"Hard Copy" materials must be destroyed by shredding or another process
that destroys the data beyond either recognition or reconstruction. After
destruction, materials may be disposed of with normal waste.

o

Electronic storage media shall be sanitized appropriately by overwriting or
degaussing prior to disposal.

Secret
…..Sensitive information protected by legislation, regulations, internal policy or contractual
agreements.
Its unauthorised disclosure could seriously and adversely affect the organisation, its
clients, employees and partners. Secret Data may be disclosed to individuals on a need-toknow basis only. Disclosure to external parties should be authorised by senior
management
Secret data:
•

When stored in an electronic format, must be protected with strong passwords and
stored on servers that have protection and encryption measures provided in order
to protect against loss, theft, unauthorized access and unauthorised disclosure.

•

Must be protected to prevent loss, theft, unauthorized access and/or unauthorised
disclosure.

•

Must be stored in a closed container (i.e. file cabinet, closed office, or department
where physical controls are in place to prevent disclosure) at all times.

•

Must not be posted on any public website or on the internal website

•

Must not be disclosed except with explicit approval from the general manager
Business Services.

•

Consideration must be given to the ability to secure the data when it is being
transmitted in any form from one location to another (eg via fax, email, mail etc)

•

Must be destroyed when no longer needed subject to the document’s retention
period. Destruction may be accomplished by:

•

"Hard Copy" materials must be destroyed by shredding or another process that
destroys the data beyond either recognition or reconstruction. After destruction,
materials may be disposed of with normal waste.

•

Electronic storage media shall be sanitized appropriately by overwriting or
degaussing prior to disposal.

**************
All requests for remote access must be approved by the applicant’s immediate manager
and the COO or General Manager Business Services. Approved requests are to be
forwarded to the IT Manager for action.

•

The IT Manager is responsible for establishing and enforcing all remote access
technology standards.

!
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•

The IT Department or providers approved by the IT Manager will be the sole provider
of design, specification, installation, operation, maintenance, and management
services for all Wireless Access Points.

•

In accordance with the password policy and good practice, any person granted
remote access via the VPN connection must retain control of and not share with
anyone else, the VPN token- key generator.

•

Any personal computer remotely connected to the Diocesan network, must not be
concurrently connected to any other network.

•

Any host machine connecting via the VPN/remote access must be maintained with
an anti-virus software package that is regularly updated

•

The Anglican Diocese of Melbourne reserves the right to revoke, suspend or remove
remote access privileges at any time without notice

Observation
The Acceptable Use of Information Systems policy provides further direction on standards
of behaviour to be observed when accessing systems via the VPN. Any employee found
to have violated this policy may be subject to disciplinary action, up to and including
termination of employment
!

!
!
!
!
!
!
!
!

!
!
ANGLICAN DIOCESE OF MELBOURNE
Internet Access
Approved by Chief Operating Officer. Effective: 7 November 2011

Background
The Anglican Diocese of Melbourne (the Diocese) provides access to computer systems,
networks and software on the condition that the user agrees to their acceptable use.
Internet access is provided as part of the standard operating environment.
Purpose
This policy defines in broad terms the acceptable use of the Internet in the Anglican
Diocese of Melbourne. The policy includes guidance on appropriate use and outlines the
nature of actions considered as representative of unacceptable use.
Application
This policy applies to employees, partnership staff, contractors, consultants, students,
temporaries, volunteers, and other workers at the Diocese, including all personnel affiliated
with third parties.
Review Date
The policy is to be reviewed one year following approval or beforehand if deemed
necessary.
General provisions governing the use of the Internet
The computer network, associated systems and connectivity are the property of the
Anglican Diocese of Melbourne and may only be used for legitimate business purposes.
Users are provided access to the Internet via the computer network to assist them in the
performance of their job and therefore all users have a responsibility to use computer
resources and the Internet in a professional, lawful and ethical manner. Abuse of Internet
access may result in disciplinary action and civil and/or criminal liability.
Monitoring
IT Staff have the capability to monitor email and Internet transactions but as a matter of
course, do not. The Anglican Diocese of Melbourne reserves the right to monitor and log
any aspects of its computer system including, but not limited to, Internet sites visited by
Staff, chat and newsgroups, file downloads, and all communications.

!
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Acceptable use requires that you:
•

Use resources only for authorised administrative, Diocese business.

•

Protect your user-ID, password and system from unauthorised use. (you are
responsible for all activities on your user-ID and password or that originate from
your system).

•

Use caution when accessing web pages and opening e-mail attachments, which
may contain viruses, or other malware.

•

Access only information that is your own, or to which you have authority to access.

•

Observe and comply with legal requirements including copyright.

•

Be considerate in your use of systems, equipment and resources.

•

Use only programs, software and equipment provided by or authorised by the IT
department.

It is not acceptable to:
•

Use the Diocese systems for commercial, political or unsolicited mass mailing
purposes.

•

Download games or other entertainment software (including screen savers), or to
play games over the Internet.

•

Download, store, access, view or transmit pornographic material, material that
might offend under equal opportunity, discrimination or racial/religious vilification
legislation, and any material that might otherwise be illegal or unlawful.

•

Harass or intimidate anyone including, but not limited to, broadcasting unapproved,
unsolicited messages, repeatedly sending unwanted or threatening mail, posting
comments to any forum or site.

•

Engage in any other activity that does not comply with the principles presented
above, the Diocese policies and procedures, or applicable law.

•

Create web sites, forums, blogs or similar in the name of the Anglican Diocese of
Melbourne or purporting to represent the Diocese other than as authorised by the
Chief Operating Officer and General manager Business Services.

•

Publicly disclose internal information via the Internet that may adversely affect the
Diocese’s relations or public image.

Observation
Any employee found to have violated this policy may be subject to disciplinary action, up to
and including termination of employment.

!
ANGLICAN!DIOCESE!OF!MELBOURNE!
IT!Helpdesk!
th

Approved!by!COO!effective:!16 !May!2011!
!

Background!
!
The$IT$department$provides$an$IT$helpdesk,$which$is$a$service$that$provides$IT$support$to$the$users$of$the$
Anglican$Centre$computer$network.
!

Purpose!
!
This$document$aims$to$establish$a$standard$understanding$of$how$to$request$IT$support$via$the$IT$helpdesk.$
!

Application!
!
All$Anglican$Centre$employees$and$limited$IT$support$to$the$Archdeacons.$$
$

Review!Date!
!
The$IT$helpdesk$will$be$reviewed$on$an$on?going$basis.$
!

What!does!the!IT!Helpdesk!cover?!
!
The$Anglican$Diocese$of$Melbourne$provides$employees$with$a$computer$to$perform$their$job$role.$The$following$
standard$software$is$also$provided$
$
!
Microsoft$Windows$XP$or$Windows$7$operating$system$
!
Microsoft$Office$2002,$2003$or$2010$
!
Intranet$
In$addition$to$this$software,$depending$on$the$job$role$the$following$software$may$be$loaded.$
$
!
Great$Plains$
!
Micropay$Meridian$
!
Vision$
!
FRx$
!
Pages$
!
Professional$Standards$
!
Adobe$Acrobat$
$
The$following$systems$and$devices$are$also$supported$by$IT.$
!
!

Printers$*$excluding$Fuji?Xerox$?$These$are$handled$directly$via$a$service$contract,$please$call$
$1800$028$962$
Diocesan$Internet$Site$

!
!
!
!
!
!

Penman$Room$Audio$Visual$system$
Wireless$Network$
Limited$support$for$the$public$Internet$
VPN$
Committees$Websites$
Mobile$devices$are$supported$on$a$best$efforts$basis$

!
Contacting!the!IT!Helpdesk!!
!
If$support$is$required$for$the$hardware,$software,$systems$and$devices$as$outlined$the$IT$helpdesk$should$be$
contacted.$
$
To$contact$the$IT$helpdesk:$$
$
E?Mail:$helpdesk@melbourne.anglican.com.au$
$
Phone:$extension$226$or$03$9653$4226$
$
When$IT$members$are$unavailable,$IT$support$is$available$via$Communicat,$an$external$third$party$provider$that$has$
worked$closely$with$the$Anglican$Centre$for$a$number$of$years.$They$can$be$contacted$on$9320$0000.$
$
IT$Helpdesk$support$is$provided$during$all$regular$business$hours.$
$
Regular$hours:$Monday$?$Friday,$8:30$A.M.$to$5:00$P.M.$
$
Support$is$not$available$after$hours,$on$weekends$or$on$any$Victorian$public$holidays.$
$

$

When$ contacting$ the$ IT$ Helpdesk,$ please$ provide$ as$ much$ information$ about$ the$ issue$ as$ possible.$ If$ error$
messages$appear,$please$take$a$screenshot$and$insert$it$into$the$email.$Pressing$the$Print$Screen$button$on$your$
keyboard,$starting$a$new$email$and$then$selecting$paste$from$the$menu$to$insert$the$screenshot$will$achieve$this.$
$
Whilst$it’s$not$always$possible$to$send$an$email$due$to$computer$issues,$you$can$call$the$helpdesk$on$ext.$226$if$the$
situation$requires$it.$
$
All$requests$for$IT$support$are$logged$and$monitored$by$the$IT$department$to$ensure$service$standards$are$
met.$
$

Expected!response!times!
!
To$assist$with$prioritising$work$and$maintain$service$standards,$the$following$priorities$are$set$for$all$IT$Helpdesk$
requests.$Please$note$that$the$expected$response$time$denotes$the$estimated$time$for$response$from$IT$–$it$does$
not$constitute$a$guarantee$that$the$problem$reported$will$be$resolved$within$that$timeframe.$
!
Problem!Priority! Status!
Impact!
Expected!Response!
Priority$1$
Mission$Critical$
Anglican$Centre$wide$
15$minutes$
Priority$2$
Extremely$Urgent$
Department$
1$hour$
Priority$3$
Urgent$
Individual$
4$hours$
Priority$4$
Medium$
Minimal$
1$day$
Priority$5$
Low$$
Feature$request$
2$days$

!
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ANGLICAN DIOCESE OF MELBOURNE
Jury Service Leave Policy and Procedure’s for Clergy and Lay Employees
Approved by Chief Operating Officer. Effective: 12 October 2011
Background
Full-time, part-time, casual lay and Clergy employees employed by the Anglican Diocese of
Melbourne if summoned by the courts are required to attend jury service
Purpose
This policy aims to establish a standard understanding in terms of the entitlement to jury duty and
the process for applying for leave.
Application
Employees other than casuals are entitled to paid leave for jury duty in accordance with
legislation.
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.
Entitlement
Full-time and part-time Lay and Clergy employees within the Diocese who receive a summons for
jury service, as per the Juries Act 1927, will continue to be paid their normal salary in respect of
the ordinary time they would have worked had they not had to attend jury service.
Casual employee will not be paid by the Diocese to attend jury service. Casual employees are
entitled to retain any payment received from the courts.
Employees attending jury duty will be required to sign over any payment received by them from
the court as a result of their jury service to the Diocese
Employees will notify their manager as soon as they are aware of the date they are required for
jury service. Personnel will also be required to collect a “Certificate of Juror” as proof of their
attendance and provide this document to there manager.
Employees who are required for jury service at a time when they would have been on annual
leave or long service leave may either:
change the dates of their leave where appropriate (except when annual leave has been
approved at the direction of the Anglican Diocese of Melbourne); or
apply to the relevant Court Authority for Jury service to be deferred.

Employees who defer the jury service will be expected to avoid suggesting times that are likely to
cause undue hardship to the workplace such as times of peak workload.
Employees will be required to attend work when not required for jury service on the notified days.
The only exception to this would be where personnel have less than one hour of work remaining
for that day, or as otherwise agreed with their manager.
Jury Service leave granted will not constitute a break in employment service.

ANGLICAN DIOCESE OF MELBOURNE
Long Service Leave Policy and Procedure’s for Lay Employees
Approved by Chief Operating Officer. Effective: 12 October 2011
Background
Full-time and part-time Lay personnel employed by the Anglican Diocese of Melbourne are
entitled to Long Service Leave under the terms and conditions of the Clerks-Private Sector
Award 2010 together with the National Employment Standards (NES) and the Fair Work Act
2009.
Purpose
This policy aims to establish a standard understanding in terms of the entitlement to long service
leave and the process for applying for long service leave within the Diocese.
Application
All Lay staff (including casuals) in respect of employment relationships
Related Legislation
National Employment Standards (NES)
Fair Work Act 2009
The Long Service Leave Act 1992
Clerks-Private Sector Award 2010
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.
Entitlements
Lay personnel employed on a full time basis are entitled to 13 weeks’ long service leave after 15
years’ continuous service. After 10 years’ continuous service employees can take pro-rata long
service leave from their accumulated entitlement, up to a maximum of 43 working days.
After 15 years’ service, long service leave accumulates at the rate of 4.33 weeks for every fiveyear period of continuing service.
When an employee has completed 15 years of service he/she is required to use their accrued
long service leave within 4 years of it becoming due.
The initial 13 weeks of long service leave may be taken in two or three separate periods.
Taking Long Service Leave
Taking long service needs to be taken at a time that is mutually convenient for both the Diocese

and personnel. One month’s notice must be provided by personnel intending to take accrued long
service leave.
Long service leave applications must be completed on the appropriate Leave Application form
and approved by the employee’s manager, one month prior to the commencement of leave.
The Diocese reserves the right to direct an employee to take the whole or a portion of their long
service leave by providing at least 60 days notice in writing, outlining when the period of leave will
commence and conclude.
The minimum amount of long service leave that can be taken is two (2) weeks. The full long
service leave entitlement should ideally be used in up to three separate periods of leave.
Casuals and Long Service Leave:
The Long Service Leave Act includes casual and seasonal employees provided that:
the employee has had continuous employment with one employer; and
there has been no more than a three month absence from employment.
Payment on Termination of employment
Employees who have completed 7 years of continuous service will receive pro rata payment of
long service leave on termination of employment.
Administration
Notification of Absence
When taking long service leave, employees need to notify their manager in advance, one (1)
month prior to the commencement of leave, to allow temporary cover to be organised if
necessary.
Leave Application Forms
A leave application form must be completed prior to taking leave.

ANGLICAN DIOCESE OF MELBOURNE
Parental Leave Policy for Lay Employees
Approved by Chief Operations Officer Effective: 12 October 2011
Background
The Anglican Diocese of Melbourne supports parents to balance their family commitments and
career. All personnel of the Diocese (excluding volunteers) are entitled to paid and unpaid
parental.
Purpose
This policy aims to establish a standard understanding of parental leave in the workplace and to
provide a framework for taking entitlements. This policy also aims to establish an understanding
surrounding Australia’s first Paid Parental Leave Scheme.
Application
Lay staff (including Casuals) in respect of employment relationships.
Related Legislation
For more information regarding payment go to:
www.ato.gov.au/Business/Employers/In-detail/Paid-parental-leave-scheme
or
www.humanservices.gov.au/customer/services/centrelink/dad-and-partner-pay
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.
Eligibility for Leave
Parental Leave
(a)

Parental leave for personnel is available for a period of up to and including 52
weeks to care for a child in the first year of the child’s life.

(b)

The period of leave may start up to 6 weeks before the expected date of birth of
the child, but must not start later than the date of birth of the child. If a pregnant
employee is to continue working into the 6 weeks before the date of birth a
medical certificate will be required for each week up to the birth.

(c)

Leave is available to personnel who are full-time, part-time and casual and
provided that such service has been continuous for not less than 12 months
within the Diocese immediately before the date of application to their
Manager/Supervisor for Lay employees.

(a)

Such arrangements relating to parental leave are to be concluded three months

before the expected date of birth and be approved by Manager/Supervisor for Lay
employees.
Entitlement to Parental Leave
Each employee is entitled to take up to 12 months of unpaid parental leave. The employee may
request a further period of up to 12 months unpaid leave from their employer. This may be
granted subject to the employer’s business requirements.
(a)

Subject to the eligibility criteria for the Australian Government Paid Parental
Leave (please refer to the ATO website Paid Parental Leave: Information for
Parents) a payment of $622.10 per week (gross) for 18 weeks (continuous) will
be paid to the employee in line with the monthly payroll. Please refer to “Paid
Parental Leave” attachment for further information. This entitlement is effective
from the 1st of January, 2011.

(b)

It is the employee’s responsibility to lodge the claim for paid Parental Leave with
the Family Assistance Office which will assess the parent’s eligibility. Claims can
be lodged up to three months prior to the expected date of the birth or date of
placement for adoption.

(c)

Please note that Parental Leave pay is not a leave entitlement, but it will
complement parent’s entitlements to leave, such as unpaid parental leave under
the National Employment Standards.

(d)

The remaining leave will be unpaid except that any outstanding leave currently
available may be taken as paid leave during the 52 weeks and for any such paid
leave the Diocese/Parish will be responsible for payment.

Both members of an employee couple taking leave
The following rules apply to an employee couple if both employees take unpaid
parental leave:
(a)

Both employees may at the same time each take up to three weeks unpaid
parental leave (reducing their overall entitlement of 52 weeks) either immediately
after the birth or placement of a child or, by agreement with the employer, at
any time during an extended period starting before the birth and ending no later
than six weeks after the birth or placement.

(b)

Remaining leave must be taken separately in a single continuous period (paid
leave, such as annual leave, may be taken at the same time).

(c)

If the employee who takes leave first is pregnant or gives birth they may start
their leave up to six weeks before the expected date of birth.

(d)

If the employee who takes leave first is not pregnant, their leave must start on
the date of birth or placement of a child.

(e)

The second employee must start their leave immediately after the first
employee’s leave finishes

(f)

They are entitled to no more than 24 months between them.

Other Provisions
(a)

Parental leave shall count as non continuing service for Long Service Leave
benefits, and no annual or sick leave entitlements will accrue during the unpaid
period of parental leave taken.

(b)

The position occupied prior to leave being granted will be held for the 52 week
period of leave. Personnel must, at least four weeks before the expiration of the
52 week period, state their intention of returning to that position, or must
negotiate a return to work after an agreed period of leave not exceeding 52
weeks with the Diocese, or be deemed to have resigned from that position, in
which 4 weeks notice shall be required. In the case of an agreement to return to
work, the Diocese may employ his/her replacement only on a clearly understood
temporary basis until the 52 weeks expires.

(c)

If a house is provided, a Cleric on unpaid leave will be responsible for rent, at a
mutually agreed rate. If a housing allowance has been paid, this will not be paid
during the period of unpaid leave. If the cleric’s spouse is an ordained person
and has a parish or Diocesan position, any rent applicable or housing allowance
may be taken up for the period by the spouse’s Parish/Diocese.

(e)

A minimum of 4 weeks’ notice will be required through notification to the Manager
of the readiness to return to employment

Special Parental Leave
(a)

A female employee is entitled to a period of unpaid special maternity leave if she
is unfit for work during that period because:
(a) she has a pregnancy related illness; or
(b) she has been pregnant, and the pregnancy ends within 28 weeks of the
expected date of birth of the child otherwise than by the birth of a living child.
Parental leave applied for but not commenced shall be cancelled where the
pregnancy of a Cleric/Lay employee terminates other than by birth of a living
child.

Adoption Leave
A Cleric/Lay employee who submits to the Bishop/Manager satisfactory evidence
of being an approved applicant for the adoption of a dependent child and of the
date of placement of that child and declares that he or she is the major carer for
that child shall be entitled to:
52 weeks of unpaid parental leave commencing no later than the date of
placement, of the child. Paid Leave entitlements for Adoption Leave will be in line
with the Australian Government Paid Parental Leave.
This leave will be granted provided that the Cleric/Lay employee has served with
the Parish/Diocese for a period of not less than twelve months before the date of
application to the Bishop/Manager.

Administration
Notification of absence
When an employee is planning to take parental leave at least three (3) month notice will be
required to the Bishop/Manager.
Leave Application forms
A leave application form will need to be completed prior to taking leave or when returning from
leave for each occasion Parental leave is taken.
Medical Certificates
A medical certificate outlining the expected date of birth will be required.
Other
Further information can be obtained from the HR/Payroll office in relation to Parental Leave.

!
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ANGLICAN DIOCESE OF MELBOURNE
Password Policy
Approved by Chief Operating Officer. Effective: 1 November 2011

Background
Passwords are an important aspect of computer security; they are the front line of
protection for user accounts. A poorly chosen password may result in the compromise of
the network.
Purpose
The purpose of this policy is to establish a standard for creation of strong passwords, the
protection and management of those passwords.
Application
The scope of this policy includes all personnel who have or are responsible for an account
(or any form of access that supports or requires a password) on any system that resides at
any Anglican Diocese of Melbourne (ADOM) facility, or has access to the ADOM network,
or stores any non-public ADOM information.
Review Date
The policy is to be reviewed one year following approval or beforehand if deemed
necessary.
Windows System enforced password requirements
The Windows Login system requires the following minimum password standards:
•

Password must not contain the user's account name or parts of the user's full name
that exceed two consecutive characters

•

Password is at least eight characters in length and contain characters from three of
the following four categories:

•

o

English uppercase characters (A through Z)

o

English lowercase characters (a through z)

o

Base 10 digits (0 through 9)

o

Non-alphabetic characters (for example, !, $, #, %)

Passwords are to be changed every ninety days

!
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•

Passwords cannot be reused - the past twenty-four passwords are remembered, so
they can’t be reused.

Standards required in password creation and management
Creation:
An acceptable password will:
•

Contain both upper and lower case characters (e.g., a-z, A-Z)

•

Have digits and punctuation characters as well as letters

•

Not be a standard word in any language, including pet names, objects, places or any
combination or derivation of - Anglican, Diocese or Melbourne

Confidentiality
Passwords are confidential; do not:
•

Reveal your password to anyone

•

Write it down or record it online

Management
•

Change passwords at least once every 90 days

•

Create passwords that you can easily remember – perhaps based on a phrase using
a combination of characters to represent key words in that phrase.

•

Do not use the "Remember Password" feature of application

Observation
This policy is to be considered as part of the broader principles and standards set out in
the Acceptable Use of Information Systems Policy.

ANGLICAN DIOCESE OF MELBOURNE
Recruitment Policy and Procedure’s for Lay Employees
Approved by Chief Operating Officer. Effective: 12 October 2011
Background
A formal recruitment policy provides an understanding of the Diocese procedures in regard
to recruitment. This recruitment policy is designed to assist both employees and managers
understand the step by step process to be followed when filling a vacancy. The employment
cycle should be adhered to closely when referring to this policy. It is the responsibility of the
Human Resources and Payroll Manager to oversee the recruitment process for all Lay staff
within the Diocese.
Purpose
This policy aims to establish a standard understanding in terms of the required process to be
followed when recruiting Lay staff for the Diocese.
Application
All Lay staff in respect of employment relationships
Related Legislation
Equal Employment Opportunity
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.
Process
Identifying Vacancies
It is the responsibility of each manager to identify vacancies or staff requirements within their
department. The Manager, Chief Operating Officer and General Manager Business Services
will discuss if there is the requirement to recruit and if so do they require a full – time, parttime, casual or contract employee. If the decision is made to fill the role notification is to be
provided to the Human Resources and Payroll Manager.
Finding the right applicant
Every attempt will be made to fill vacancies with suitably qualified and/or experienced current
employees.

Internal recruitment
All vacancies excluding management roles will be advertised internally via Human
Resources. Please refer to the Diocese employment cycle for the different advertising
options.
Under no circumstances is a manager to make a direct approach to an employee in another
department of the Diocese.
Internal applicants are encouraged to have at least 12 months experience in their current
position. Applications from internal employees will be accepted, however prior to the
employee being interviewed, verification must be made that the employee has notified their
current manager of their application and pending interview.
Internal employees will be required to follow the same recruitment process as any other
applicants applying for the same position would need to follow.
Recruitment and Selection Procedure
Clarify the Vacancy
Review department needs and identify whether there is a need to recruit or if there is a
suitable alternative.
Any potential position to be filled must have the prior approval of the General Manager of
Business Services. A current position description must be provided to the General Manager
Business Services for approval and total remuneration determined/approved.
Source suitable candidates
All internal vacancies will be externally advertised through TMA, SEEK or an appropriate
Recruitment agency.
Process of application
All applications whether sent via post or email must provide a cover letter of application and
a resume
Advising Applicants
When Human Resources has completed its tasks in relation to sorting, short listing and
interviewing candidates the Manager and General Manager or Chief Operating Officer have
the final say in relation to the candidate to be offered the position following deliberation.
Human Resources are required to contact the successful applicant following the completion
of interviews on all shortlisted candidates with an offer of the position. A suitable
commencement date should also be determined between Human Resources and the
Department Manager.
A maximum of four weeks from the date of offer is considered reasonable for recruiting.
Unsuccessful candidates should be notified when the successful candidate has accepted the
position.

Completion of recruitment documents
Human Resources is required to complete 2 copies of the contract of employment to be
signed by the manager. Appropriate payroll forms should also be included.
Discarding unsuccessful applicant documentation
The Human Resources department will discard unsuccessful job applicant details by secure
document disposal/shredding.
Paperwork relating to the successful applicant will be kept on their payroll/HR file.
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ANGLICAN DIOCESE OF MELBOURNE
Remote Access
Approved by Chief Operating Officer. Effective: 7 November 2011

Background
The Anglican Diocese of Melbourne (the Diocese) provides access to computer systems,
networks and software on the condition that the user agrees to their acceptable use as set
out in this policy. Remote access to the Anglican Diocese of Melbourne network may be
provided to staff members who require access because of their job requirements.
Purpose
This policy defines in broad terms the procedures governing the use of remote access to
the Anglican Diocese of Melbourne network.
Application
This policy applies to any person seeking to obtain remote access privileges and sets out
the standards to be observed in establishing, accessing and managing connections for
remote access. All other IT policies also apply to the use of any system, application or
device accessed remotely.
Review Date
The policy is to be reviewed one year following approval or beforehand if deemed
necessary.
General conditions governing remote access
All requests for remote access must be approved by the applicant’s immediate manager
and the COO or General Manager Business Services. Approved requests are to be
forwarded to the IT Helpdesk for action.

•

The IT Department is responsible for establishing and enforcing all remote access
technology standards.

•

The IT Department or providers approved by the IT Manager will be the sole provider
of design, specification, installation, operation, maintenance, and management
services for all Wireless Access Points.

!
•

In accordance with the password policy and good practice, any person granted
remote access via the VPN connection must retain control of and not share with
anyone else, the VPN token- key generator.

•

Any personal computer remotely connected to the Diocesan network, must not be
concurrently connected to any other network.

•

Any host machine connecting via the VPN/remote access must be maintained with
an anti-virus software package that is regularly updated.

•

The Anglican Diocese of Melbourne reserves the right to revoke, suspend or remove
remote access privileges at any time without notice.

•

Report the loss of your VPN token-key generator to the IT Helpdesk immediately.

Observation
The Acceptable Use of Information Systems policy provides further direction on standards
of behaviour to be observed when accessing systems via the VPN. Any employee found
to have violated this policy may be subject to disciplinary action, up to and including
termination of employment.

ANGLICAN DIOCESE OF MELBOURNE
Sexual Harassment Policy and Procedures for Clergy and Lay Employees
Approved by: Chief Operating Officer Effective: 12 October 2011
Background
The Anglican Diocese of Melbourne is committed to ensuring that employees are not subjected to
any form of sexual harassment in the workplace.
All church employees are also subject to The Anglican Diocese of Melbourne Professional
Standards Act 2009
Purpose
This policy aims to establish a standard understanding of sexual harassment in the workplace
and to provide a framework for managing incidents.
Application
All Diocesan and parish Lay and Clergy staff in respect of employment relationships. Clergy
matters are also outlined in the Power and Trust policies.
Related Legislation
Equal Opportunity Act 1995
Sex Discrimination Act 1984
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.
Definition
Sexual harassment is defined as any unwelcome sexual advance, or unwelcome request for
sexual favours to a person, or engagement in other unwelcome conduct of a sexual nature in
relation to that person, in circumstances in which a reasonable person, having regard to all
circumstances, would have anticipated the person complaining would be offended, humiliated or
intimidated.
Sexual harassment does not refer to behaviour based on mutual attraction, friendship and
respect if the interaction is based on mutual consent, welcomed and reciprocated. Sexual
harassment is unlawful under both the Equal Opportunity Act 1984 and the Sex Discrimination
Act 1984.
Sexual harassment may include, but is not restricted to:
uninvited touching or fondling;

uninvited kisses or embraces;
making promises or threats in return for sexual favours;
sexually explicit conversation;
offensive phone calls or letters;
stalking (criminal offence);
offensive e-mail messages or computer screen savers;
demands that revealing clothing be worn;
sexual assault (criminal offence);
obscene telephone calls (criminal offence);
sexual jokes or innuendos;
unwelcome comments about a person’s sex life or physical appearance;
sexual propositions or continual requests for dates;
displays of sexually graphic material or pornography including posters, pin ups, cartoons,
graffiti or messages left on notice boards, desks or any other public area;
“flashing” or sexual gestures (criminal offence);
sex-based insults, taunts, teasing or name-calling;
staring or leering at a person or parts of their body; and
unwelcome physical contact such as massaging a person without invitation or
deliberately brushing up against them.
The Anglican Diocese of Melbourne recognises and acknowledges that sexual harassment may
involve comments and behaviour that offend some persons but not others. The Diocese accepts
that individuals may react differently to certain comments and behaviour, and as a result, expects
a high standard of behaviour from all employees.
Sexual harassment by or towards any employee, contractor, supplier or customer in any work
related context will not be tolerated under any circumstances.
Management of Incidents
In this regard, the Anglican Diocese of Melbourne will:
distribute and regularly promote this policy to all existing and new employees;
treat all complaints seriously and take immediate action to investigate and resolve any
complaint quickly and fairly and with complete confidentiality;
ensure that employees who make or support a complaint of sexual harassment are not
subsequently subjected to victimisation;
ensure that any employee found guilty of making mischievous or vexatious complaints
relating to sexual harassment is disciplined accordingly; and
take all reasonable steps to ensure there is no recurrence of the offence.
In addition, all employees have the responsibility to assist the Anglican Diocese of Melbourne by
ensuring that:
they comply with this sexual harassment policy, ensuring that they do not perpetrate
sexual harassment in the workplace;
they offer assistance or support to any person being harassed; and
they keep any complaint confidential to avoid idle gossip and to prevent potential
defamatory proceedings being taken against them.
If any employee feels they have been sexually harassed, the person is to consider the following
options:

The person making the complaint may approach the harasser and ask them to stop the
offending behaviour.
OR
If the person making the complaint is either not satisfied with the outcome of their
discussions with the harasser, or feels uncomfortable about approaching the harasser on
their own, the person may seek the assistance of the HR Manager who will provide
support and advice to the person of their options for resolving their complaint. Where
deemed appropriate, and where requested, complaints may be forwarded to an alternate
person.
The Anglican Diocese of Melbourne will ensure that all complaints of sexual harassment will be
investigated quickly and fairly and treated with complete confidentiality. Any employee found
guilty of perpetrating sexual harassment will be appropriately disciplined and this may include
dismissal.
If any person is not comfortable in approaching the nominated person within the Anglican
Diocese of Melbourne, or if they are not satisfied with the way their complaint has been handled
by the organisation, they have the right to refer the matter to the Equal Opportunity Commission.

ANGLICAN DIOCESE OF MELBOURNE
Sick/Carer’s leave Policy and Procedure’s for Lay Employees
Approved by Chief Operating Officer. Effective: 12 October 2011
Background
The Diocese aims to ensure that staff who are ill or who are the main carer for someone else
who is ill, are able to take appropriate leave.
Purpose
This policy aims to establish a standard understanding of Personal/Carers leave in the workplace
and to provide a framework for taking entitlements.
Application
All Diocesan and parish Lay staff (excluding casuals, volunteers and contract employees).
Personal/Carer’s leave is provided on a pro rata basis for part time employees in respect of
employment relationships.
Related Legislation
Clerks-Private Sector Award 2010
National Employment Standards
Fair Work Act 2009
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.
Definitions
Sick Leave: Personal illness or injury.
Carer’s leave: The requirement of care for a member of immediate family or household who is
sick.
In the case of Carer’s Leave, the description of “immediate family or household” includes:
Spouse or former spouse, de-facto spouse or former de-facto spouse, child or adult child,
including adopted child, step child or ex-nuptial child, parent, parent-in-law, grandparent,
grandchild or sibling of the employee or spouse of the employee.
Entitlements
Sick/Carer’s Leave
Full time employees are entitled to ten (10) days of sick/carers leave per year. Part time
employees may use up to their pro rata entitlement days per year,. The entitlements are
cumulative from year to year and are not paid on termination of employment. If there is a public

holiday while the employee is on Sick Leave, the employee is not deemed to be on sick leave for
this day.
Administration
Notification of absence
When taking sick or carers leave, employees must notify their manager in advance or as soon as
possible, preferably within one hour of their normal start time, to allow temporary cover to be
organised if necessary.
Leave Application forms
A leave application form will need to be completed prior to taking leave or when returning from
leave for each occasion Sick and Carer’s leave is taken.
Medical Certificates
In certain circumstances employees are required to provide a medical certificate or statutory
declaration. These circumstances are as follows:
If the duration of sick leave is 2 consecutive days or longer.
If the absence occurs on the day before, or the day after, a public holiday, a weekend,
rostered day or annual leave.
If more than 4 days’ sick leave is taken in any one year.
Managers will require the following from their staff members when taking Carer’s Leave
The name of the person requiring care
Your relationship to them
The reasons for taking leave
An estimate of the length of absence
A medical certificate or statutory declaration confirming that the nature of the illness or
disability of the person concerned requires the care of another person
Unpaid Carer’s Leave
By agreement with their manager, employees can take unpaid leave instead of carer’s leave to
take care of a family member who is ill. Unpaid leave would be taken in the event that no sick or
annual leave entitlements were available.

ANGLICAN DIOCESE OF MELBOURNE
Superannuation Salary Sacrifice Policy and Procedure’s for Clergy and Lay Employees
Approved by Chief Operating Officer. Effective: 12 October 2011
Background
Full-time, part-time, casual lay and Clergy employees employed by the Anglican Diocese of
Melbourne are entitled to salary sacrifice into a nominated superannuation fund.
Salary Sacrifice into superannuation refers to increasing the amount paid into super whilst
reducing the amount of income tax payable.
As Per the Superannuation of Clergy Act 2005 clergy are required to contribute a minimum of
10% of there base Stipend as a pre tax contribution to super.
Lay employees of the Anglican Diocese of Melbourne are not required to make any minimum
salary sacrifice contributions to super.
Purpose
This policy aims to establish a standard understanding of salary sacrificing to super and the limits
for salary sacrifice for the purpose of increasing retirement savings via superannuation.
Application
All Clergy and Lay Staff both within the Diocese and wider parish community in respect of
employment relationships.
Related Legislation
Superannuation Act 2009 (for Lay)
Superannuation of Clergy Act 2005
Review Date
This policy is to be reviewed by the HR/Payroll Manager yearly from the approval date.
Entitlements
Contribution caps for pre-tax contributions to superannuation came into effect on 1 July 2009.
Please refer to the table below for information on maximum contribution. Please note that
contributions to superannuation are recorded per the financial tax year (July to June) and not the
financial year for the Diocese (January to December).

Members Age
Up to 50
Aged 50 and over

Contribution caps
$25,000
$50,000

Administration
Please contact Payroll should you wish to commence or change salary sacrifice arrangement into
superannuation. Please note that information provided to an employee based on an employee’s
request to salary sacrifice does not take into account personal objectives, situation or needs.
Employees are advised to see a licensed financial adviser for financial advice prior to the
commencement of salary sacrifice into superannuation.
Tax File Numbers
A Tax File Number must also be provided to the superannuation fund. If no Tax File Number is
provided then the minimum tax to be withheld from contributions will be 46.50%.
Payment Summaries
All contributions made to super from pre tax salary or Stipend are recorded on the payment
summary at the end of the financial year under “reportable employer superannuation
contributions”. This reporting requirement came into effect for payment summaries effective from
2009-2010 financial year.
Stopping salary sacrifice contributions
Salary Sacrifice contributions to superannuation can be stopped or changed at the employee’s
discretion. Please take into account the payroll periods and cut off times for this information to be
provided to payroll. Should as employee wishes to conclude or change salary sacrifice
contributions to superannuation, payroll must be notified by no later than the 25 th of the month.
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ANGLICAN DIOCESE OF MELBOURNE
Wireless Access
Approved by Chief Operating Officer. Effective: 1 November 2011
Background
The Anglican Diocese of Melbourne (the Diocese) provides access to computer systems,
networks and software on the condition that the user agrees to their acceptable use as set
out in this policy.
Purpose
This policy defines in broad terms acceptable use of Wireless Local Area Network (WLAN)
technologies and includes guidance on appropriate use and outlines the nature of actions
considered as representative of unacceptable use
Application
This policy applies to employees, partnership staff, contractors, consultants, students,
temporaries, volunteers, and other workers at the Diocese, including all personnel affiliated
with third parties. The policy applies to all uses of Wireless Local Area Network (WLAN)
technologies at all physical locations on Anglican Diocese of Melbourne property, both
inside buildings and in outdoor areas. Moreover, this policy covers all wireless data
communication devices (e.g., personal computers, mobile phones, PDAs, etc.) connected
to any of the Diocese’s internal networks. All other IT policies also apply to the use of
wireless networks.
Review Date
The policy is to be reviewed one year following approval or beforehand if deemed
necessary.
General conditions governing use of wireless technologies
•

The IT Manager is responsible for establishing and enforcing all WLAN technology
standards. Any WLAN installation or use that varies from this policy must be
approved by the manager.

•

The IT Department will be the sole provider of design, specification, installation,
operation, maintenance, and management services for all Wireless Access Points.

•

The IT Department is responsible for managing the security of the wireless local area
networks (WLAN). All Diocesan WLANs must be configured according to security
standards established by the IT Department.

!
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•

All wireless devices using any Diocesan WLAN must be registered with the IT
Department and accessed only by authorised Diocesan staff or other users as
approved by the IT Manager.

•

Any person operating a wireless device that interferes with existing central network
services or overloads the network will be notified, and steps will be taken to protect
the overall network. This may include disconnecting the offending wireless device
from the network until the problem is resolved. If the condition presents an imminent
hazard to the Diocesan network or disruption to others, the offending wireless device
may be disconnected without notice.

•

Any person authorized to attach a wireless device to any Diocesan WLAN is
responsible for the security of the device and for any intentional or unintentional
activities from or to the network pathway that the device is using. Users and system
administrators must guard against abuses that disrupt or threaten the viability of all
systems.

Observation
The Acceptable Use of Information Systems policy provides further direction on standards
of behaviour to be observed when using wireless networking and communications. Any
employee found to have violated this policy may be subject to disciplinary action, up to and
including termination of employment.!

