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About the Office 
for Children
The Office for Children provides 
administrative and financial support  
to the Commission for Children  
and Young People and the  
Children’s Guardian.

During 2008–2009, the focus was 
on consolidating the provision of 
corporate service functions for both 
the Commission for Children and 
Young People and the Children’s 
Guardian into a single unit.

Results
Implemented corporate  h
service efficiencies and service 
improvements by establishing one 
corporate services unit.
Developed a business plan that  h
identifies key projects and activities to 
achieve the key business results of:

meeting statutory reporting  –
requirements
business services maximises  –
others capacity and 
our work is understood by others. –

What is planned for  
the future
Recent public sector reforms, aimed 
at improving services to the people 
of New South Wales resulted in the 
separate statutory service groups 
of the Commission for Children and 
Young People and the Children’s 
Guardian now coming under 
Communities NSW.

The Office for Children is working with 
Communities NSW to implement the 
necessary administrative changes.
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Organisation and 
Management
Establishment
The Office for Children was established 
on 3 April 2006. The Director-General 
of the Office for Children, John Lee, 
is responsible to the Hon Graham 
West MP, Minister for Juvenile Justice, 
Minister for Volunteering and Minister 
for Youth and Minister Assisting the 
Premier on Veterans’ Affairs.

However, the statutory functions of 
the Children’s Guardian relate to the 
Community Services portfolio and 
the Children’s Guardian reports to the 
Hon Linda Burney MP, Minister for 
Community Services.

Structure
The Office for Children provides 
administrative and financial support for 
the Commission for Children and Young 
People and the Children’s Guardian. 
The organisational structures are set 
out in the organisational charts below.

Organisational structures

Commission for Children and Young People

Commissioner

Director Operations Director Influencing

Working with  
Children 

Administration Policy Communications
Community 

Development
Research

Children’s Guardian

Director,  
Accreditation

Policy Manager
Director,  

Compliance
Executive Officer

Accreditation and 
Quality Improvement

Policy
Children’s 

Employment
Administration 

Children’s Guardian

During 2008–2009, 
the focus was 
on consolidating 
the provision of 
corporate service 
functions for both 
the Commission for 
Children and Young 
People and the 
Children’s Guardian 
into a single unit.
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Chief and Senior Executive Officers

Numbers of female executive officers 

Bands 30 June 2006 30 June 2007 30 June 2008 30 June 2009

Level 6 0 0 0 0

Level 5 0 0 0 0

Level 4 2 2 2 2

Level 3 0 0 0 0

Level 2 0 0 0 0

Level 1 0 0 0 0

Total 2 2 2 2

CES/SES staff  
30 June 2006

CES/SES staff  
30 June 2007

CES/SES staff  
30 June 2008

CES/SES staff  
30 June 2009

Total 
staff

Women Total 
staff

Women Total 
staff

Women Total 
staff

Women

2 2 2 2 2 2 2 2

(100%) (100%) (100%) (100%)

Performance 
statements 
John Lee 
Director-General 
SES Level 8

(Mr Lee is not included in the above 
statistics as the position of Director 
General is attached to the NSW 
Department of Premier and Cabinet)

Function
The Commission for Children and 
Young People and the Children’s 
Guardian roles and functions are set 
out on page 8 of the Commission for 
Children and Young People Annual 
Report and page 49 of the Children’s 
Guardian Annual Report.

Management 
and activities
The Office for Children has a Results 
and Services Plan. Key performance 
indicators have been developed. 
These are monitored through quarterly 
and annual reports to management.
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Financial Summary – Office for Children

Financial summary 

Where the money came from

Recurrent appropriation 
$11,890,000 (93%)

Capital appropriation $99,000 (1%)

Other Crown funding $395,000 (3%)

Retained revenue $346,000 (3%)

Total Revenue $12,730,000

How the money was spent

Employee related $7,096,000 (54%)

Other Operating Expenses 
$5,088,000 (39%)

Grants and subsidies $389,000 (3%)

Depreciation $380,000 (3%)

Capital $166,000 (1%)

Total Expenditure $13,119,000
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Governance
Committees

Internal Audit and Risk 
Management Committee
Ms Gillian Calvert, Commissioner, 
Chair to November 2008

Ms Helen L’Orange, Independent Chair 
from November 2008

Ms Di Leckie (from May 2009) 
(Independent)

Ms Donna Rygate, Executive Director, 
Strategy, Communications and 
Governance, NSW Department of 
Community Services (Independent)

Ms Kerryn Boland, Children’s Guardian

Mr Stephen Kent, Director, Assurance 
and Advisory Service, IAB (Observer)

Mr Jack Kheir, Director Financial  
Audit Services, Audit Office  
(to February 2009) (Observer)

Ms Gordana Trajcevski, Audit Leader, 
Audit Office to (February 2009) (Observer)

Mr Scott Stanton, Director Financial Audit 
Services Audit Office (from May 2009)

Ms Michele Martin, Audit Leader Audit 
Office (from May 2009)

Commission for Children 
and Young People
Executive Group 

Ms Gillian Calvert, Commissioner

Ms Virginia Neighbour,  
Director, Operations

Mr Stephen Robertson,  
Director, Influencing

Staff Management 
Committee
Ms Virginia Neighbour, Director

Ms Louise Coes, Manager,  
Working With Children 

Mr Gary O’Rourke, Working With 
Children Administration Support Officer 

Mr Nate Brayne, Trainee, Research 

Mr Will De Monchaux, Trainee, Policy

Children’s Guardian
Executive Team

Ms Kerryn Boland, Children’s Guardian

Mr Tom Kenny, Director Compliance

Ms Susan Nicolson,  
Acting Policy Manager 

Ms Wendy Lawson,  
Acting Director Accreditation 

Names and positions 
of staff as members of 
significant statutory and 
interdepartmental bodies
Refer to Commission for Children and 
Young People Annual Report, page 29  
and the Children’s Guardian Annual 
Report, page 71.

Code of conduct
The Commission for Children and 
Young People and the Children’s 
Guardian have Codes of Conduct. 
Separate Codes of Conduct have been 
retained to reflect the Commission’s 
independent statutory function. The 
Codes of Conduct are substantially the 
same except where the Commission’s 
role requires a level of independence.

Guarantee of service
The Commission for Children and 
Young People has developed 
two service guarantees. The first 
is a Commitment to Service for 
the Commission’s Working With 
Children background checking, 
developed in conjunction with the 
Approved Screening Agencies. 
The Commission’s employer clients 
have been advised in writing about 
the Commitment to Service. The 
second Guarantee of Service applies 
to all other service standards in the 
Commission. Both documents are 
available on the Commission’s website 
at kids.nsw.gov.au. 

The Children’s Guardian Guarantee of 
Service is available on its website at 
www.kidsguardian.nsw.gov.au.

Consumer response

Commission for Children 
and Young People
The Commission for Children and 
Young People did not receive any 
complaints in 2008–2009. 

The Commission’s Complaints 
Handling Policy and Complaints 
Handling Procedures are on its  
website at kids.nsw.gov.au.

Children’s Guardian
The Children’s Guardian did not 
receive any complaints in 2008–2009.

Departures from 
Subordinate Legislation 
Act 1989 
The Office for Children did  
not undertake any activity that 
departed from the requirements  
of this legislation.

Legal change
Refer to the Commission for Children 
and Young People’s Annual Report on 
page 27 and the Children’s Guardian 
Annual Report on page 67.

Privacy Management 
Plan
The Commission for Children and 
Young People and the Children’s 
Guardian have Privacy Management 
Plans in accordance with Section 33 of 
the Privacy and Personal Information 
Protection Act 1998 and the Health 
Records and Information Privacy 
Act 2002. The privacy management 
plans set out how we manage our 
obligations under this legislation.

During 2008–2009 no complaints were 
received alleging a breach of privacy.
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Research and 
development
Refer to the Commission for  
Children and Young People’s Annual 
Report on page 30.

Risk management  
and insurance

Risk management
Risk Management in the Office for 
Children extends to all areas of 
management accountability, including 
staff performance, project and budget 
management, fraud control and the 
statutory operations. 

The Office uses a number of tools to 
identify and manage risks consistent 
with the Australian Standard AS/NZS 
4360:2004 Risk Management. Risk 
assessment is undertaken annually 
as part of our corporate planning 
processes and identifies key business 
risks. Strategies and treatments 
for these risks are included in our 
corporate business plan and inform 
the annual audit plan.

The key risk areas for the Office for 
Children are:

a high level of dependency on key  h
staff and a lack of backup due to 
the small size of the agency
a reliance on third parties   h
for key corporate services, 
information technology and  
other specialist services.

The Office for Children Risk Control 
Plan addresses our statutory 
responsibilities, internal operations, 
external accountability and stakeholder 
relations. The Risk Control Plan 
identifies additional strategies to be 
implemented to minimise our risk 
exposure. The Office for Children’s 
Audit Committee monitors the 
implementation of the strategies 
contained in the Risk Control Plan. 

There has been no report of any 
fraud or corrupt conduct in the Office 
for Children under the Protected 
Disclosures Act 1994.

Audit and Risk 
Management Committee 
and Internal audits
The Office for Children Audit and  
Risk Management Committee 
oversees business risks and 
governance issues including:

financial reporting practices h
management and internal controls h
internal audit h

Internal audits help the Office for 
Children to maximise efficiency and 
effectiveness in specific programs and 
processes and to identify, analyse and 
assess our risk management practices. 
Internal audits are used to review our 
operations in high risk areas and to 
develop additional internal control 
mechanisms to minimise risk. The 
Office appoints independent auditors 
to undertake internal audit reviews.

Commission for Children 
and Young People
The focus of the Commission for 
Children and Young People audit 
program was monitoring the Working 
With Children Check and maintaining 
certification to the International 
Standard ISO/IEC 27001:2005 for 
Information Security. 

During 2008–2009, the Internal Audit 
Bureau also conducted a Review of 
our compliance with Child Protection 
Policies and Procedures and a Mystery 
Shopper Review to assess customer 
responsiveness.

The Commission aims to implement 
85% of the recommendations arising 
from internal reviews within 12 months 
of the receipt of the final reports and 
95% within 18 months. As at 30 June 
2009, the Commission had either met 
or exceeded these targets with 85%  
of recommendations implemented 
within 12 months and 100% within  
18 months.

Children’s Guardian
The Independent Audit Bureau 
conducted a review for the Children’s 
Guardian of compliance with annual 
reporting requirements of NSW Treasury.

The Children’s Guardian commissioned 
Acquataine Business Solutions (ABS) 
to audit systems for compliance with 
the international information security 
standard ISO27001, as required 
by the NSW Government Chief 
Information Officer. During 2008–2009 
ABS conducted an initial review of 
existing information security systems 
and risk management methodology, 
and a workshop to update the 
Children’s Guardian’s risk register. 
ABS subsequently undertook specific 
operational reviews in the areas of 
children’s employment, monitoring  
of case files held by accredited  
out-of-home care providers, and 
services acquired by the Children’s 
Guardian under agreements with 
external providers.
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External reviews
External reviews provide the Office 
for Children with an independent 
assessment of our performance.  
The Audit Office of NSW is the Office’s 
official external auditor and conducts 
comprehensive audits of our annual 
financial accounts and associated 
financial systems.

There were no specific reviews of 
the Office’s activities in 2008–2009 
undertaken by the Audit Office of NSW.

Insurance
The NSW Treasury Managed Fund 
provides insurance cover for the Office 
for Children’s motor vehicles, public 
liability, property and miscellaneous 
items. Workers compensation coverage 
is provided through Allianz Pty Ltd with 
GIO General Ltd providing insurance 
cover for the remaining categories.

The total premiums paid in 2008–2009 
by the Office for Children were 
$33,460 (ex GST) compared to: 
$34,970 in 2007–2008; $37,340 in 
2006–2007; $35,741 in 2005–2006; 
$31,175 in 2004–2005; and $32,549 
in 2003–2004.

Disability  
Action Plan

Summary of  
2008–2009 outcomes

A prerequisite for accreditation  h
of providers of out-of-home care 
and adoption services is that 
the Children’s Guardian requires 
applicants to be responsive to 
the needs of children and young 
persons with disabilities.
The Commission partnered  h
with National Disability Services 
(NDS) to deliver six Child-safe 
Child-friendly training workshops 
targeting employers in the  
disability sectors.
The Commission continued to  h
provide accommodation services 
to the Disability Council for their 
monthly meetings.

Office for Children Disability 
Action Plan Priorities for 
2009–2010

Continue to provide reasonable  h
assistance and adaptations  
to accommodate the needs of 
employees and visitors  
with disabilities.

Encourage employees to identify  h
as a person with a disability in the 
Office’s HRMIS database.
Provide targeted support for  h
employers in the disability sector 
as part of the Commission’s  
Child-safe Child-friendly program.
Develop a new three-year Disability  h
Action Plan based on the NSW 
Governments new Guidelines for 
Disability Action Planning.

Ethnic Affairs Priority 
Statement 
The Community Relations Commission 
and Principles of Multiculturalism Act 
2000 requires all government agencies 
to report on their key initiatives. 
Following amendments to the Annual 
Reports (Departments) Act and 
Regulations and the Annual Reports 
(Statutory Bodies) Act and Regulations 
agencies with an equivalent full-time  
staff of less than 200 are now 
required to report on their EAPS 
on a triennial basis.

The Office for Children is next required 
to report in 2009–2010.
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Personnel Services provided to the Commission for Children and Young People

EFT
30 June 

2006

EFT
30 June 

2007

EFT
30 June 

2008

EFT
30 June 

2009

Clerk Grade 1/2 1.6 4.2 3.2 4

Clerk Grade 3/4 6.5 4.5 2 7

Clerk Grade 5/6 5 4 5 4

Clerk Grade 7/8 14.2 11.6 7.4 6

Clerk Grade 9/10 7.8 9.2 9.4 9.8

Clerk Grade 11/12 4.6 6.6 5.2 7.4

Legal Officer Grade IV 0.6 0.6 0.6 0.6

Senior Officer 2 2 2 2

Senior Executive Service 1 1 1 1

Total 43.3 43.7 35.8 41.8

Personnel services provided to the Children’s Guardian

EFT
30 June 

2006

EFT
30 June 

2007

EFT
30 June 

2008

EFT
30 June 

2009

Clerk Grade 1/2 0 0 0 0

Clerk Grade 3/4 2 1 1 1

Clerk Grade 5/6 0 2 1.5 1.5

Clerk Grade 7/8 9 9 9 5

Clerk Grade 9/10 3 7.6 5.7 6.8

Clerk Grade 11/12 2 2 1.6 3.2

Legal Officer Grade IV 0 0 0 0

Senior Officer 3 3 3.4 2.4

Senior Executive Service 1 1 1 1

Total 20 25.6 23.2 20.9

 
Office for Children

EFT
30 June 

2006

EFT
30 June 

2007

EFT
30 June 

2008

EFT
30 June 

2009

Total Office for Children 
employees

63.3 69.3 62 62.7

Human resources
The Office for Children provides personnel services to the Commission for 
Children and Young People and the Children’s Guardian. 

Employees by classification
The numbers reported are equivalent full-time (EFT) employees as 30 June 2008. 
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opportunities to nominate there were 
insufficient staff nominees in 2009 to 
form a quorum.

Performance development 
All staff of the Office for Children, 
including temporary employees 
and trainees are supported by the 
Performance Development Policy. 

The performance development plans 
link strategic and business objectives 
to the responsibilities and performance 
targets of individual staff members. 
As a result staff are accountable for 
delivering results of strategic and 
business objectives.

During 2008–2009, 98% of the 
Commission’s planned twice yearly 
reviews took place. 

The performance development 
plans also include Learning and 
Development Plans. The plan 
addresses training and personal 
development needs that complement 
the competency of individual staff 
and assist them performing in their 
positions. In 2008–2009 Commission 
staff participated in a total of 490 
learning and development hours.

Action plan  
for women
The NSW Government Action Plan 
for Women is a whole-of-government 
approach to improving the economic 
and social participation of women in 
NSW. The Office supports the plan  
by having policies and practices in 
place that provides a flexible,  
equitable and safe environment to 
encourage a high representation of 
women in its workplace.

Women comprised 77% of the Office 
for Children staff as at 30 June 2009 
compared with the government 
benchmark of 50%.

Women participate at all levels of  
our agency. Women from rural New 
South Wales and from a range of 
ethnic backgrounds are represented 
on the Commission for Children  
and Young People’s advisory groups 
and committees.

Executive Officers 
The position of Director General is not recorded in these statistics as the position 
forms part of the NSW Department of Premier and Cabinet. 

SES LEVEL EFT  
30 June 2006

EFT  
30 June 2007

EFT  
30 June 2008

EFT  
30 June 2009

8 0 0 0 0

7 0 0 0 0

6 0 0 0 0

5 0 0 0 0

4 2 2 2 2

3 0 0 0 0

2 0 0 0 0

1 0 0 0 0

Total 2 2 2 2

Office for  
Children Staff
During 2008–2009, the Office for 
Children recruited 18 staff and  
18 staff left. Of the staff that left 8 
(44%) completed their period of 
contract employment, five (29% 
resigned, three (17%) transferred 
to other government agencies, one 
retired (5%) and one accepted a 
voluntary redundancy (5%).

There were no exceptional movements 
in salaries during the year. Consistent 
with the provisions of the Crown 
Employees (Public Sector Salaries 
2008) Award staff were paid a 4% 
salary increase from July 2008. Senior 
Executive Service Officers were also paid 
a 2.5% increase in accordance with the 
determination of the Statutory and Other 
Officers Remuneration Tribunal.

There were no industrial disputes 
involving the Office for Children  
during 2008–2009. 

During 2008–2009, average sick  
leave taken by Office for Children  
staff was 5.78 day per EFT compared 
with 5.67 days in 2007–2008 and 5.49 
days in 2006–2007.

Employee 
assistance scheme 
The Office for Children continues to 
provide a free confidential counselling 
service to employees, committee 
members and their immediate 
family using Davidson Trahaire. The 
Commission for Children and Young 
People also provides specialist 
counselling for research staff working 
with the Child Death Review Team. 

Policies and 
procedures
The following policies and procedures 
were either reviewed or implemented 
during 2008–2009:

Grievances Policy and Procedures h
Credit Cards Policy and  h
Procedures
Purchased Leave Scheme Policy h
Network Drive Access Policy h

Industrial relations policies 
and practices
The Commission for Children and 
Young People has a Staff Management 
Committee to maintain strong 
consultative workplace practices.

The Committee held two meetings 
during 2008.

The Committee is made up of 
representatives from Management 
and staff. Despite a number of 
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Equal Employment 
Opportunity (EEO)
Summary of 2008–2009 outcomes:

Equal Employment Opportunity  h
strategies are included in SES 
performance agreements and all 
role statements.
One female was successful in  h
being accepted into the NSW 
Premier’s Department Executive 
Development program. 
There was an increase in part-time  h
working arrangements and staff 
working from home. At 30 June 
2009, there were 18 staff working 
part-time (16 female and 2 males).

Occupational health 
and safety
The Office for Children is committed 
to maintaining the best possible 
standards for occupational health 
and safety for everyone working 
and visiting our workplaces. The 
Office places a strong emphasis 
on the prevention of accidents, the 
early notification of injuries and the 
supportive management of claims to 
facilitate a speedy return to work.

There were no reported incidents in 
2008–2009. During 2008–2009, the 
Office for Children continued to provide 
staff with free influenza vaccinations. 

The Office continued to ensure the 
safety of staff by training staff in 
emergency evacuation and first aid. 
Specific training was provided for Fire 
Wardens and First Aid Officers.

The Office for Children was not 
prosecuted, fined or served an 
improvement notice under the 
Occupational Health and Safety Act 
2000 during the reporting period.

Overseas visits
There were no overseas visits by Office 
staff in 2008–2009.

Trend in the representation of EEO groups (note 1) 

% of Total Staff (note 2)

EEO Group Benchmark 
or target

2006 2007 2008 2009

Women 50% 78% 77% 78% 77%

Aboriginal people and Torres Strait 
Islanders

2% 1.3% 0% 0% 1.4%

People whose first language was 
not English

20% 27% 10% 11% 10%

People with a disability 12% 8% 6% 5% 5%

People with a disability requiring 
work-related adjustment

7% 1.3% 1.4% 2.3% 1.6%

A. Trend in the distribution of EEO groups (note 1)

% of Total Staff (note 3)

EEO Group Benchmark 
or target

2006 2007 2008 2009

Women 100 n/a n/a n/a n/a

Aboriginal people and Torres Strait 
Islanders

100 n/a n/a n/a n/a

People whose first language was 
not English

100 97 n/a n/a n/a

People with a disability 100 n/a n/a n/a n/a

People with a disability requiring 
work-related adjustment

100 n/a n/a n/a n/a

Notes

1 . Staff numbers at 30 June 2009.

2. Excludes casual staff.

3.  A distribution of 100 indicates the 
centre of the distribution of the 
EEO group across salary levels is 
equivalent to that of other staff. 
Values less than 100 mean that 
the EEO group tends to be more 
concentrated at lower salary levels 
compared to other staff. The more 
pronounced this tendency is the 
lower the index will be. In some 
cases the index may be more than 
100, indicating the EEO group is 
less concentrated at lower salary 
levels. The Distribution Index is 
automatically calculated. The 
Distribution Index is not calculated 
where EEO group or non-EEO 
group numbers are less than 20. 
This is indicated by ‘n/a’.

During 2008–2009, the Office for 
Children employed four trainees 
through a training company.  
Their details are not included in  
the tables at left.
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Financial 
information
After balance date events
There were no after balance  
date events having a significant  
effect in 2008–2009.

Consultants
During 2008–2009, the Office  
for Children engaged the  
following any consultants whose  
cost was either equal to or more  
than $30,000 (excluding GST). 

Consultant

BSR Solutions

Project title

Employment Screening System Upgrade 

Project description

Development of the business case to 
support the Commission’s proposal to fund 
a new Employment Screening System

Cost

$49,500.00

Four consultants were engaged 
during the year to provide expert 
management or specialist advice at  
a total cost of $14,907 (ex GST).

Controlled entities
The Office for Children does not have 
any controlling interests in other entities.

Cost of annual report
The total cost of producing the  
Annual Report 2008–2009 was 
$18,770. The annual report is also 
available from the Office for Children’s  
websites at kids.nsw.gov.au and  
www.kidsguardian.nsw.gov.au.

Credit card usage 
The Commissioner for Children and 
Young People and the Children’s 
Guardian certify that credit card usage 
in the Office for Children has met the 
best practice guidelines in accordance 
with Premier’s Memoranda and 
Treasury Guidelines.

Economic  
and other factors 
affecting achievement 
of operational 
objectives
There were no significant economic  
or other factors affecting the 
achievement of the Office for  
Children’s operational objectives.

Funds granted to non-
government community 
organisations
The Catholic Commission for 
Employment Relations received funds 
totaling $389,314.91 (ex GST) in 
2008–2009 towards their costs in 
undertaking Working With Children 
Check activities as an Approved 
Screening Agency.

Major assets
The major assets held by the  
Office for Children are leased motor 
vehicles, office equipment, computers, 
furniture and fittings.

The Office had no major works in 
progress at 30 June 2009.

Payment of accounts
The payment of accounts is closely 
monitored to ensure accounts are  
paid in accordance with Section 18  
of the Public Finance and Audit 
(General) Regulation 1995 and 
Treasurer’s Direction TD219.01.  
The Office for Children did not  
incur any penalty interest for the  
late payment of accounts. 

During 2008–2009 there were no 
instances where penalty interest was 
paid in accordance with Section 18 of 
the Public Finance and Audit (general) 
regulation 1995.

There were no significant events that 
affected payment performance during 
the reporting period.

Price determination
There were no pricing determinations 
made by the Office for Children during 
the reporting period. 

Aged analysis at the end of each quarter:

Quarter Current 
(i.e. within 
due date)

$

Less than 
30 days 
overdue

$

Between 
30 and 

60 days 
overdue

$

Between 
60 and 

90 days 
overdue

$

More than 
90 days 
overdue

$

September 255,064 0 0 0 0

December 146,841 0 0 0 0

March 13,718 0 0 0 0

June 206 0 0 0 0

Accounts paid on time within each quarter:

Quarter Total Accounts Paid on Time Total Amount 
Paid 

$
Target % Actual % $

September 95 97 1,212,381 1,220,910

December 95 94 1.410,295 1,433,029

March 95 95 1,386,376 1,405,035

June 95 95 2,326,254 2,379,971
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Utilities
Electronic 
service delivery
The Commission for Children and 
Young People and the Children’s 
Guardian met their commitment to 
the NSW Government to make all 
appropriate transactional services 
available online by 31 December 2001. 

In meeting the targets, all publications, 
tender information, and a number of 
transactional-based processes are 
available through the Office’s websites. 
The Office has also implemented 
e-procurement through the introduction 
of NetExpress and Smart-Buy. 
The Office also uses document 
scanning to better capture and send 
information electronically.

In 2009–2010 the Commission 
has been funded $1.5 million over 
two years to replace the legacy 
Employment Screening System that 
has been in operation for 10 years. 
The 2009–2010 budget amount is 
$1 million.

The new Working With Children Check 
System will provide:

an on-line automated checking  h
system to replace current 
manual processes
allow employers on-line access  h
to check results
integrate a number of different  h
systems into the one application
improved reporting capabilities. h

Energy management 
The Office for Children has continued 
to meet its requirements to manage its 
energy use.

Commission for Children 
and Young People
A self assessment of the Commission 
for Children and Young People’s 
premises at 407 Elizabeth Street in 
Surry Hills has been undertaken using 
the ABGR self assessment tool giving 
a tenancy rating of three stars which 

meets the industry best practices  
of three stars or better.

During 2008–2009 the Office for 
Children continued to purchase 6% 
of its energy from renewable energy 
sources. Action will be taken in 2009–
2010 to increase this percentage.

Land disposal
The Office for Children does not  
own any properties. The Office  
did not dispose of any properties 
during 2008–2009.

Waste Reduction 
Policy and 
Purchasing Plan
The Office for Children has continued 
its commitment to the NSW 
Government’s Waste Reduction 
and Purchasing Policy. The Waste 
Reduction and Purchasing Policy Plan 
is designed to help staff reduce the 

generation of waste, treat waste as a 
potential resource and increase the 
use of recycled materials.

The outcomes for 2008–2009 included:

where appropriate, documents are  h
forwarded and filed electronically to 
reduce paper use
used our website as the main  h
means of publication
used laser and photocopy paper  h
– 100% of paper purchased was 
manufactured from 50% recycled 
de-inked pulp and 50% virgin fibre 
plantation timber pulp (Commission 
for Children and Young People)
paper used for draft documents is  h
recycled for notebooks
returned 100% of empty printer  h
toner cartridges for reuse
recycled all waste paper h
reused package wrapping h
purchased printer toner cartridges  h
with a recycled component.
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Freedom of 
Information
Documents held by the 
Office for Children and how 
to obtain them

The Office for Children holds documents 
for the Commission for Children and 
Young People and the Children’s 
Guardian. While many documents are 
available for inspection or purchase, 
the production of some documents 
may require an application under the 
Freedom of Information Act 1989, 
the Privacy and Personal Information 
Act 1998 or the Health Records and 
Information Privacy Act 2002.

Freedom of Information 
requests
Under the Freedom of Information Act 
1989, members of the public have 
the right to access personal, policy 
and administrative documents held 
by the Office for Children except for 
certain types of information for which 
the Freedom of Information Act 1989 
allows an exemption. The Act also 
allows for applications to be lodged for 
amendments of records where they are 
“incorrect, misleading or out of date”.

Section 43 of the Commission for 
Children and Young People Act 1998 
extends Freedom of Information 
to cover all non-government 
organisations involved in child-related 
employment. Any person for whom 
relevant completed disciplinary 
proceedings have been undertaken 
is entitled, under the Freedom of 
Information Act 1989, to access 
any documents of an organisation 
which contain relevant disciplinary 
proceedings information in relation to 
them. The right exists irrespective of 
whether the employer is a public or 
private sector employer. 

There are no costs charged for any 
person seeking information in relation 
these arrangements.

Formal requests made under the 
Freedom of Information Act 1989 
for access to documents held by 
the Office for Children should be 

accompanied by a $30.00 application 
fee and directed to the FOI/Privacy 
Officer by phoning 9286 7267 or in 
writing to Level 2, 407 Elizabeth Street, 
Surry Hills, NSW 2010.

Application forms are available at  
kids.nsw.gov.au or www.kidsguardian.
nsw.gov.au. A 50% reduction in 
fees and charges is available in 
some circumstances. Children and 
young people aged under 18 years 
are granted Freedom of Information 
access free of charge.

Privacy applications
The Privacy and Personal Information 
Protection Act 1998 and the Health 
Records and Information Privacy Act 
2002 regulate the way the Office for 
Children deals with personal and health 
information and gives people a legally 
enforceable right of access to their 
information. Applications can be made 
for personal information that may be held 
by the Office for Children. Applications 
may also be made to amend personal 
information that may be incomplete, 
incorrect, misleading or out of date. 
People who believe that the Office for 
Children has breached their privacy can 
ask the Commission for Children and 
Young People or the Children’s Guardian 
to investigate what occurred.

Inquiries can be made in person, 
in writing or by telephone. Contact 
the FOI/Privacy Officer by phoning 
9286 7276 or writing to Level 2, 407 
Elizabeth Street, Surry Hills, NSW 2010.

Policy documents 
and publications
A list of policy documents called 
the Summary of Affairs is published 
each June and December in the 
Government Gazette and on our 
websites. Publications issued by the 
Commission for Children and Young 
People and the Children’s Guardian 
may be obtained from their offices.  
The websites of the Commission  
for Children and Young People  
and the Children’s Guardian contain 
lists of publications for sale or  
for downloading.

Freedom of  
Information statistics
Commission for Children and 
Young People
During 2008–2009, there were  
seven Freedom of Information  
requests relating to the operations 
of the Commission for Children and 
Young People compared with nine in 
2007–2008; nine in 2006–2007 and 
seven in 2005–2006. 

Four of these requests were granted 
in full within the required timeframe 
and one was granted in full outside of 
the 21 day timeframe. Two requests 
were granted in part and completed 
outside the required timeframe due to 
the need to access documents from 
archive. Some of the information was 
not released as it was considered 
exempt under Schedule 1 of the 
Freedom of Information Act 1989. No 
requests were refused. There were no 
outstanding requests at 30 June 2009.

The Commission for Children and 
Young People provided six requests 
free of charge, as required by section 
43 of the Commission for Children and 
Young People Act 1998.

Total fees collected for Freedom of 
Information requests not made under 
section 43 of the Commission for 
Children and Young People Act 1998 
were $30.00

There were no requests for internal 
reviews in 2008–2009 or the previous 
reporting period.

Children’s Guardian
During 2007–2008 the Children’s 
Guardian received two applications 
under the Freedom of Information 
Act 1989. Both were determined 
within the statutory time limits. Some 
information that was requested in 
the first application was not released 
because it was determined as exempt 
in accordance with Schedule 1 of 
the Act. The same applicant made 
the second application, for release of 
the information that was determined 
as exempt previously. All material on 
the Children’s Guardian’s files that 
was within the scope of the second 
application was disclosed. The total 
amount of fees collected was $60.00.
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Publications
Commission 
for Children and 
Young People
A list of publications published 
in 2008–2009 is included in the 
Commission for Children and Young 
People’s Annual Report.

Available from the Commission in 
hardcopy or online at 30 June 2009.

Annual reports
New South Wales Commission  h
for Children and Young People 
Annual Report from 1999–2000 
to 2007–2008
Child Death Review Team Annual  h
Report and Summary Report 
1998–1999, 1999–2000, 2001–
2002, July–December 2002, then 
January–December 2003 to 2006

Children’s issues reports
Report of an Inquiry into the best  h
means of assisting Children & 
Young People with no-one to turn to
A Head Start for Australia –   h
An Early Years Framework  
(full and summary reports)
Children at Work h
What about the kids?:   h
Policy Directions for Improving the 
experiences of infants and young 
children in a changing world (full 
and summary discussion papers)
Children at Work  h
Recommendations
Report on paid maternity leave poll h
A world fit for children – summary h
Child-friendly community indicators h
Making the working world work   h
better for kids
Involving children and young  h
people in research
built 4 kids – A good practice   h
guide to creating child-friendly  
built environments

For children and  
young people

Feedback h  annually from  
2000 to 2007
Your Voice – information brochure  h
for primary school children
Your Voice Activity Book h
Babysitting guide h
Feedback Mag  h online e-zine, 
March, July, September, December 
2008; March, June 2009.

Child Death Review Team
Fatal Assault of Children and Young  h
People (full and summary reports)
Suicide and Risk-taking Deaths  h
of Children and Young People 
(full and summary reports)
Fatal Assault and Neglect of  h
Children and Young People
Sudden Unexpected Deaths  h
in Infancy: the New South 
Wales Experience (full and 
summary reports)
Trends in the fatal assault of  h
children in NSW: 1996–2005
Trends in Child Deaths in New  h
South Wales 1996–2005

TAKING PARTicipation 
Seriously

Sharing the Stage h
Conferences and Events h
Meeting together –  h
deciding together
All aBoard! h
Checking the Scoreboard h
Count me in! h
Sharing Our Journey h

Information sheets  
and guidelines 

Including children and  h
young people
Listening to children h
Raising children h
Child protection is  h
everyone’s business
Reporting abuse and neglect h
Child sexual assault h
Involving kids in staff selection h
Child-Safe Child-Friendly h

Checklist –
Finding your risks –
 A Parent’s Guide to  –
Choosing Child-Safe and  
Child-Friendly Programs
 Child-Safe and   –
Child-Friendly Policy
Developing Codes of Conduct –
 Developing Codes of Conduct:  –
for kids, with kids
 Recruitment and  –
Selection Checklist
 Suitability for Working with  –
Kids Checklist
Job Description  –
Application Form  –
Interview Schedule  –
Interview Questions  –
Referee Schedule  –
 Induction: Welcoming new  –
members to your team
 Guide to Monitoring and  –
Supervising Staff, Volunteers 
and Students 
 Staff, Volunteers and Students:  –
Tips for Supporting your Team 
 The Feedback and  –
Reflection Process
Developing a  –
complaints process
Complaint record form –

 Employer Guidelines –  h
Working With Children Check
Why children need at least  h
12 months paid parental leave
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Ask the Children 
Prescription and Over-the-  h
counter medication 
Prescription and Over-the-counter  h
medication – General Practitioners
Prescription and Over-the-counter  h
medication – Pharmacists
Prescription and Over-the-counter  h
medication – Sports Coaches
Prescription and Over-the-  h
counter medication – Teachers  
and School Staff
Children and young people speak  h
about getting help
Kids speak out about immigration  h
detention experiences
Young people talk alcohol h
Children and young people speak  h
about the issues important to them
Young people talk about driving h
Children and young people speak  h
about education
Young people talk about their  h
experiences at work
Overview of children’s  h
understandings of well-being
Children and young people talk   h
about health
Children and young people speak  h
about the built environment
Children speak about being  h
at school
Kids speak out about  h
mobile phones
I want to work h

Children’s Guardian 
Available from the Children’s Guardian 
in hardcopy or online at 30 June 2009.

Annual reports h
Apology and message   h
of commitment
Code of conduct and ethics h
Guarantee of service h
Submission to the Special  h
Commission of Inquiry into Child 
Protection Services in NSW 
(February 2008)

Out-of-home care 
accreditation and 
quality improvement

Accreditation for New  h
Organisations
Appointment of Authorised Carers h
NSW Out-of-Home   h
Care Standards
Benchmark Policies h
Accreditation and Quality  h
Improvement Guide 
for Organisations
Accreditation Application Form h
Application for variation of  h
accreditation condition which 
precludes the provision of 
residential care to children under 
the age of 12 years
Self Study Record Book h
Stakeholder Feedback Resource h
Case File Audit Tool h
Out-of-Home Care (OOHC)  h
Accreditation and the DoCS. 
Expression of Interest (EoI) Process

Adoption accreditation
Adoption benchmark policies h
Accreditation Manual  h
for Organisations
Statement of Contemporary  h
Adoption Practice
Developing a Code of Conduct h
Adoption Accreditation   h
Application Form
Adoption Self Study Report h
NSW Adoption Standards h

Brochures
Caring for Kids in Care   h
Brochure (also available in  
Arabic and Vietnamese)

Children’s employment
Children and Young People  h
(Care and Protection – Child 
Employment) Regulation 2005
Children’s Employment  h
Requirements in NSW
Application for authority to employ  h
children in NSW
Pre-Employment Notification h

Fact sheets
NSW Office of the Children’s  h
Guardian Fact Sheet (also available 
in Arabic and Vietnamese)

Guidelines
Guidelines on the exercise of care  h
responsibility by authorised carers
Guidelines on religious instruction for  h
children and young persons in out-
of-home care by authorised carers
Guidelines for the review of a child  h
or young person in out-of-home 
care pursuant to a court order
Guidelines for designated agencies  h
for developing a behaviour 
management policy
Statutory guidelines for designated  h
agencies on disclosing out-of-
home-care placement information to 
parents and other significant people

Issues papers
Developing a Critical Event  h
Management Policy
Panels of Consultants for Adoption  h
Service Providers
Monitoring the Provision of  h
Adoption Services in NSW
An Outline of the Differences  h
between Parental Responsibility 
and Care Responsibility under 
the Children and Young Persons 
(Care and Protection) Act 1998
Information about Conducting  h
Research involving Children and 
Young People in Out-of-Home Care
Permanency Planning h

Other publications
Caring for Aboriginal and Torres  h
Strait Islander Kids
Aboriginal Policy Statement h
Review of Foster Care Research h
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