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Safeguarding Policy 
 

              

       
HOLY SPIRIT MISSIONARY SISTERS 

AUSTRALIAN PROVINCE 
 
 
 
The concept of human dignity is central to the Gospel message, lies at the heart as 
well the promise of the Universal Declaration of Human Rights.    Indeed, we believe 
that the rights of all people must be recognised, affirmed and safeguarded. 

 
With deep regret we acknowledge the lifelong trauma of abuse victims, survivors and 
their families, and the failure of the Catholic Church to protect children and 
vulnerable adults.  We support wholeheartedly the initiatives taken by the Church in 
Australia to heal the hurting past and to charter a more wholesome way forward.  As 
mandated by our Congregation, CRA and CPSL we as a Province have adopted and are 
implementing a Safeguarding Policy that will promote a safe and positive 
environment for all children and the vulnerable persons whom the sisters, our staff, 
volunteers may encounter either in our ministry settings or otherwise.  
 
It is of foremost importance for each Holy Spirit Missionary Sister to create a safe and 
compassionate environment for all with whom they work.  This document supports 
and ensures such an environment for children, young people and vulnerable adults 
here in Australia with whom our Sisters, employess and volunteers may have direct 
or indirect contact.  
 
As Holy Spirit Missionary Sisters of the Australian Province, we commit ourselves  to 
do what “we can to heal the wounds of abuse and to make the Church a safe place 
for all.” (CRA and ACBC’s response to Royal Commission) 
 
“When we deal with each other, we should do so with the sense of awe that arises in 
the presence of something holy and sacred.  For that is what human beings are: we 
are created in the image of God (Gen 1:27).” (Economic Justice for All, #28 -                  
The Pastoral Letter promulgated by the United States Conference of Catholic Bishops 
in 1986) 
 
 
 
_______________________ 
Sr. Philomina C Mathew SSpS 
Provincial Leader  
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1.  HOLY SPIRIT MISSIONARY SISTERS 
 

a.  Holy Spirit Missionary Sisters (HSMS) is an International Congregation. 
 

b.  The Safeguarding Committee comprises of the Provincial Leadership Team (PLT) 
and the Safeguarding Co-ordinator. The committee meets at least twice a year. 

 
c. The Safeguarding Committee facilitates the implementation of this Policy. 

 
 

2. GOAL OF THIS POLICY 
 
a. The goal of this Policy is to ensure the welfare and safety  of children and 

vulnerable adults. The HSMS categorically state that any and all abuse of a child 
or vulnerable adult is wrong.  Each Sister, employee and volunteer has a duty to 
make herself aware of her responsibilities in ministry to protect children and 
vulnerable  persons with and for whom she works. 

 
b. The Policy provides a set of behavioural standards to ensure that Sisters, 

employees and volunteers preserve their own dignity and respect the dignity of 
all whom they come in contact with. It stresses the necessity of behaviours to 
safeguard integrity and clarity around issues of sexual and professional 
boundaries and calls for a high degree of compliance.  

 
3. AUTHORITY:   

 
a. The first draft of this Policy is approved by the 19th Provincial Chapter of our 

Province held in October 2019.   The PLT is authorized to make the necessary 
changes to meet all the requirements of Safeguarding Standards. Unless required 
sooner, the Policy will then be reviewed regularly at our Provincial Chapters, held 
every three years. 
 

 
4. DEFINITIONS 

 
a. A child is defined as someone who is under the age of 18 years. 

 
b. A vulnerable adult is a person over the age of 18 who is at risk of harm or lack some 

life skills - could be those who are frail and elderly, have a disability, mental health 
issues. 
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5. LEGAL OBLIGATIONS AND RELEVANT ACTS   
 

a. Since the HSMS are working in different states of Australia under different parishes 
and dioceses, and do not have the prime responsibility for different ministries, they 
will follow the policies and obligations of the places where they are working.  
 

b. The sisters are involved in the pastoral care and support of people in parishes, 
hospitals, aged care facilities and with marginal groups such as refugees, migrants 
and those in prison. 
 

c. The Department of Child Safety, Youth and Women (Child Safety) is the lead 
agency for Child Protection in Queensland. Legislations in Qld, where we have 
most of our Sisters in ministry, includes the following: 

 
1. Child Protection Act (QLD) 1999:   The Child Protection Act 1999 gives Child 

Safety the mandate to protect children from significant harm or risk of 
significant harm and whose parents are unable/ unwilling to protect them. 

 

2. Working with Children (Risk management and screening) Regulation 2011 
 

3. The information Privacy Act 2009 (Qld):   It recognises the importance of 
protecting the personal information of individuals. It contains a set of rules or 
'privacy principles' that govern how Qld Government agencies collect, store, 
use and disclose personal information. 

 
 

6. COMMITMENT 
 
a. Holy Spirit Missionary Sisters of the Australian Province, commit ourselves to do 

all what "…we can to heal the wounds of abuse and to make the Church a safe 
place for all." (CRA and ACBC's response to the Royal Commission). 
 

b. This policy emphasises the total commitment of all the sisters, employees and 
volunteers to safeguarding for the protection of children/ vulnerable adults.   
 

c.  We take zero-tolerance approach to abuse of children/vulnerable adults by; 
• Promoting children/ vulnerable adults safeguarding regularly. 
• Making sure that children /vulnerable adults safeguarding is everyone’s 

responsibility 
• Actively monitoring safeguarding compliance and risk management 

 
d.  We adopt the National Catholic Safeguarding Standards from the Catholic 

Professional Standards Ltd. We fall under Category Two (Contact with Children).   
For a summary on the Safeguarding Standards, refer:  Appendix I. 
 
 

4 
 



 

 

e.  All sisters, staff members and volunteers receive a copy of this Policy.  
Each one  must be familiar with this policy, be able to respond when there is  
knowledge or suspicion of harm to a child , youth or vulnerable adult. 

 
f.  A Child Vulnerable Adult Safeguarding Commitment Statement              

(Appendix II) is displayed at the Provincial Office and our main residential area.  
 

 
7. CREATING SAFE ENVIRONMENT TO CHILDREN & VULNERABLE ADULTS 

 
a.  We take seriously our responsibility to provide a safe, open, and transparent  

environment for children and vulnerable adults we are involved with in the  
workplace or visiting our residential areas.   
 

b. Each Sister shall foster the wellbeing of all children, youth and vulnerable adults  
in their care, respects their dignity, provides for their safety and protects them 
from harm and abuse. 
 

c.  The Code of Conduct outlining the norms and standards of acceptable behaviour, 
proper practices and responsibilities towards children and vulnerable adults is 
found in Appendix III.    All the sisters, staff members and volunteers must sign 
the Code of Conduct. 

 
d. Children and vulnerable persons who may visit our residential areas and office 

 space must always be accompanied by parents or guardian. 

 
8. COMPLAINT MANAGEMENT 

 
a.  All who are involved with children, youth or vulnerable adults in any ministry 

have a duty of care to ensure safety and protection.   We acknowledge our 
professional/ moral obligations to report an incident when we know children or 
vulnerable adults are experiencing or are at risk of experiencing abuse or form a 
suspicion of abuse or receiving a disclosure of abuse from another person.  

 

b. Any report or suspicion of harm or abuse is to be  handled promptly, with 
compassion and integrity.   

 

c. Care is offered to the family of the child or person who may have suffered harm; 
 
d.  Persons involved in an allegation of abuse will be treated with justice and 

compassion and have appropriate confidentiality maintained. 
 

e. For further information, please refer to Appendix IV – Children and Vulnerable 
Adults Safety Complaint Handling Policy. 
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9.  RISK MANAGEMENT 
 
a. HSMS provide a preventative and responsive approach to protecting children and 

vulnerable adults by ensuring that risks are identified and managed and are 
clearly set out in the Risk Management Policy.    
 

b. Risk management process includes measures to prevent, identify actual and 
potential risks, analysing it, ranking and recording steps to mitigate potential risks 
and then monitoring. 
 

c. The Safeguarding Committee/ Coordinator carries out regular risk management 
process.  
 

d. For further information, please refer to Appendix V - Risk Management Policy for 
Children and Vulnerable Adults. 

 

 
10.  SAFE AND RESPONSIBLE USE OF TECHNOLOGY 

 
a. Great attentiveness and sensitivity are required in our use of technologies so that 

our Christian values and our religious way of living in international communities 
are not affected. 
 

b. For further information Appendix VI - Safe and Responsible Use of Technologies. 
 
 

11. WORKING WITH CHILDREN CHECK/VULNERABLE ADULTS. 
 
c. Working With Children Check (WWCC) is a legal screening requirement for people 

who work or volunteer in child-related or vulnerable adults work.   For instance, 
Queensland requires a Yellow Card to work with Disability Services. 
 

d. Sisters, staff and volunteers whose work may involve contact with children have a 
current WWCC as required by the legislation prior to working with children. 

 
e. The Safeguarding Committee/Coordinator keeps records and monitors the status 

of the WWCC for all relevant personnel. WWCC needs to be renewed one month 
prior to expiration. Each person concerned is responsible. 

 
 

12.  MINISTRY REGISTER OF SISTERS 
 

a.  All Holy Spirit Missionary Sisters names will be registered in the Province 
                  Ministry Register and are kept in the Provincial Office in Brisbane, Queensland. 
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13.  INFORMATION SHARING AND RECORD KEEPING 
 

a. Complete and accurate records on all complaints, incidents, responses, and  
decisions relating to the safety of children/ vulnerable adults must be created  
and maintained.    

 

b. Information and/or records are treated as confidential and secured appropriately  
 

c. We may need to share some personal information/ and or records to nominated 
personnel/ regulatory bodies in accordance with relevant legislative and statutory 
requirements. 

 

d. For further information, please refer to Appendix VII - Information Sharing and 
Record Keeping Policy. 

 
 

14.   HUMAN RESORCE MANAGEMENT 
 

a.  Advertising, interview questions, and referee checks in the recruitment of new  
      staff members must emphasise Children and Vulnerable Adults Safeguarding.      

                For further information, please refer to Appendix VIII- Recruitment Policy. 
 

b. Occasionally, we may engage volunteers to perform a certain task for us. 
     For further information, please refer to Appendix IX- Volunteer Policy. 

 

c. Periodically we may also receive sisters of our Congregation from overseas who are 
appointed temporarily or permanent.  Safeguarding policies and procedures before 
starting work – please refer Appendix X – New Arrival Sisters Policy. 

 

d. All relevant sisters, staff members must do police checks. 
 

e. The supervision and monitoring of movement of third-party contractors are found 
in Appendix XI- Supervision of Third-Party Contractors Policy. 

 
15.  SISTERS IN FORMATION 

 
a. As part of the screening process, new candidates are required to undergo 

psychological testing which includes external psychological and psycho-sexual 
assessments.   If need be further assessments could be carried out during  

    the novitiate and before final vows. 
 

b. Formation courses shall include the understanding of all safeguarding and  
professional standards policies and relevant topics on human sexuality which builds 
candidates’ knowledge and skills in a range of areas to support child /vulnerable 
adults safeguarding.  

 

c. Newly professed sisters are supported with a suitable mentor for at least 6 years. 
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16.  PROFESSIONAL SUPERVISION 
 

a. Sisters who are involved in the formation of new members or giving spiritual  
                direction or in active ministry are required to attend a minimum of six hours  
                of professional supervision annually.  

 
b. The Safeguarding Committee/ Coordinator (or the sisters concerned) keeps records 

of the professional supervision sessions. 
 
 

17.   ONGOING EDUCATION AND TRAINING 
 

a. A CPSL Introductory Safeguarding training for all the members of the Province  
                was organized, at Carseldine, in October 2019. 

 
b. All the members of the Safeguarding Committee have participated in the CPSL  
     Introductory Safeguarding Training and are aware of their roles/ responsibilities. 

   
       

c. Refresh and Update sessions are run every year for all the sisters, employees  
and volunteers along with the Province Assembly at Carseldine, to ensure  
awareness of the importance of child safety and familiarity with child  
protective practices and reporting expectations.     

 
d. The Safeguarding Committee keeps records of ongoing training and 

  professional development of all sisters, staff and volunteers.    
 
 

18.  CONTINUOUS IMPROVEMENT 
 

a. We review and improve our children and vulnerable adults safeguarding practices 
twice a year. The Safeguarding Implementation Plan in Appendix XII- outlines the 
task to improve the current children and vulnerable adults safeguarding practices.   
It is reviewed and updated by the safeguarding Committee. 

 
b. The policy and all other relevant safeguarding practices are reviewed and updated 

annually by the Safeguarding Committee. For further information, please refer to 
Appendix XII– Schedule to Review Safeguarding Policies and Documents. 

 
c. We encourage annually discussion and feedback from the sisters, staff members 

and volunteers on their understanding and the practical implementation of the 
safeguarding policies and procedures. 
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19. DISTRIBUTION OF RESPONSIBILITY 
 

  The Safeguarding Committee has the responsibility for: 
 
• developing, approving and disseminating this policy; 
• appointing a person as the Safeguarding Co-ordinator to take responsibility 

for safeguarding matters and implementing the policy; 
• evaluating and updating the policy as appropriate or required by changes in 

legislation;   
• and keeping abreast with the latest literature.   
 

The Provincial Leader, as the designated Church Authority, has responsibility to 
ensure that she: 

 
• supports the Safeguarding Coordinator to provide the most appropriate 

intervention when there is a suspicion, allegation or disclosure of harm or abuse 
to a child or vulnerable person; 

• seeks advice from the Office of Professional Standards as needed; 
• co-operates with any investigation. 

 
The Safeguarding Co-ordinator oversees the day-to-day implementation and 
management of the policy and answers directly to the Provincial Leader. 

 
The Safeguarding Co-ordinator has the responsibility:  

 
• to have a knowledge and understanding of all current statutory and church 

requirements pertaining to safeguarding children and vulnerable adults; 
• to ensure that Sisters, employees and volunteers are provided with training 

and are familiar with our Safeguarding polices; 
 

• to ensure that those working with children have completed the applicable 
screening procedures and checks and that training and ongoing professional 
development is provided; 

• to maintain employment screening and training records; 
• to work with the Provincial Leader in response to suspicion, allegation    or 

disclosure of harm to a child or vulnerable person; 
• to inform the Safeguarding Committee about any changes in legislation and 

then work with the Leadership Team to inform the Sisters about any changes 
to the Safeguarding policies. 

• to Implement the relevant changes recommended by the Royal Commission 
and CPSL. 

• to update Risk management Register 
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APPENDIX I 

NATIONAL CATHOLIC SAFEGUARDING STANDARDS  
 

The National Catholic Safeguarding Standards (Edition 1, 2019) comprise 10 standards, providing the 
framework for Catholic Church entities to build child-safe cultures and to advance the safety of children 
and vulnerable adults across the Catholic Church in Australia. 
 

The first phase of implementation of the Standards focuses on safeguarding practices for the protection 
of children, taking into account the guidance of the Royal Commission into Institutional Responses to 
Child Sexual Abuse and the National Principles for Child Safe Organisation (COAG, 2019). 
 

For more information and support go to www.cpsltd.org.au 

1. Committed leadership, governance and culture 
Child safeguarding is embedded in the entity’s leadership, governance and culture. 

  2. Children are safe, informed and participate 
         Children are informed about their rights, participate in decisions affecting them and taken 
seriously. 

    3. Partnering with families, carers and communities 
Families, carers and communities are informed and involved in promoting child safeguarding. 

   4. Equity is promoted and diversity is respected. 
       Equity is upheld and diverse needs respected in policy and practice. 

     5. Robust human resource management 
People working with children are suitable and supported to reflect child safeguarding values 
practice. 

    6. Effective complaints management 
Processes for raising concerns and complaints are responsive, understood, accessible and 
used by children, families, carers, communities and personnel. 

   7. Ongoing education and training 
Personnel are equipped with knowledge, skills and awareness to keep children safe through 
information, ongoing education and training. 

    8. Safe physical and online environment 
   Physical and online environments promote safety and contain appropriate safeguards 
   To minimise the opportunity for children to be harmed. 

9. Continuous Improvement 
Entities regularly review and improve implementation of their systems for keeping children safe. 

10. Policies and procedures support child safety 
 Policies and procedures document how the entity is safe for children. 
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APPENDIX II 
 
 

SAFEGUADING COMMITMENT STATEMENT 
 

 
“We commit ourselves to doing whatever we can to heal 

the wounds of abuse and to make the Church a safe place for all.” 
            (ACBC & CRA Response to the Royal Commission on Child Sexual Abuse) 
 
 

The Holy Spirit Missionary Sisters of the Province of Australia are actively committed 
to the safeguarding of children and vulnerable persons.   We acknowledge and uphold 
their inherent dignity and rights.   

 
We have a zero tolerance approach to  abuse of children and vulnerable adults and 
are committed to taking all necessary steps to ensure their safety.  All sisters, 
employees and volunteers actively seek to remain informed of the causes and signs 
of abuse and neglect.   We commit ourselves to creating safe environments, 
respected and supportive relationships.   
 
We commit ourselves to respond sensitively, respectfully and actively to allegations 
and disclosures of abuse of children or vulnerable persons involving someone from 
HSMS, and reporting to the appropriate authorities within a timely manner in line 
with our lawful obligations and Complaints Handling Policy. 
 
We have in place policies and procedures to prevent risks to children and vulnerable 
persons and build a strong culture of safeguarding.  All sisters, employees and 
volunteers are expected to follow these policies and procedures and contribute to 
the culture of care and protection of all children and vulnerable persons. 
 
We shall keep ourselves updated and review our safeguarding policies and practices 
to make sure that they always support a culture and practice that puts the safety of 
children and Vulnerable persons at the centre of our thinking and action. 
 
For more information or to raise a concern, please contact the Safeguarding 
Committee (sps1@holyspiritsisters.org.au)  Tel: 07 - 32630310 
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APPENDIX III 
 

CODE OF CONDUCT 
 

1. PURPOSE 
 

The Holy Spirit Missionary Sisters, employees and volunteers are committed to a 
safeguarding framework and a code of conduct that ensures we uphold the dignity of each 
person in both our personal and professional relationships within our environment. 
 

This Code of Conduct will assist Sisters, employees and volunteers of HSMS, to relate with 
children and vulnerable adults appropriately. It confirms and promotes children and 
vulnerable persons safeguarding standards of behaviours and attitudes, that are consistent 
with the deep values and the teachings of the Catholic Church.   
 

We are committed to creating and maintaining a supportive and caring environment which 
promotes the safety and inclusiveness of all children and vulnerable persons, including 
Aboriginal and Torres Strait Islander children and vulnerable adults, those with culturally 
and/or linguistically diverse backgrounds and those with a disability and/or particular 
vulnerabilities. The purpose of the code of conduct is to have a common understanding of 
what is expected from us either as sisters, employees or volunteers. It also expresses our 
commitment to promoting the recommendations of the Royal commission as we “enter a 
period of healing.” 
 

This code of conduct reminds us about our use of personal power and how to maintain 
personal and professional boundaries.  If the behaviour and practices outlined here are 
followed, where we live, and work will be safer places for everyone.  

 
 

2. RESPONSIBILITIES 
 

     As sisters, employees and volunteers, we have the responsibilities to: 
 

a. Act lawfully and comply with all legislative requirements 
b. Maintain clear boundaries about appropriate behaviour with children/ vulnerable 

adults. 
c. Treat everyone with respect. 
d. Protect the safety and wellbeing of children/vulnerable persons with whom we come 

in contact with. 
e. Report suspected child abuse or neglect to the Provincial or the Safeguarding Co-

ordinator. 
f. Raise any concerns, issues and problems about children and vulnerable adults’ safety 

with the Safeguarding Co-ordinator. 
g. Refrain from accepting the offer of communication from children and vulnerable 

adults through any form of electronic communication, including social media. 
h. Use internet in an ethically appropriate and responsible manner. 
i. Ensure that another adult is present or close by when providing pastoral ministry to 

children and vulnerable adults. 
j. Spiritual Direction should be in an open space. 
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3. UNACCEPTABLE BEHAVIOURS 
 

        Unacceptable behaviours towards children and vulnerable adults: 
 

a. Any form of abusive, harmful, discriminatory, prejudiced or intimidating behaviour 
or language based on any of the following is not acceptable; race, culture, age, 
gender, disability, physical development, religion or sexuality. 

b. Ridiculing, demeaning, intimidating or threatening statements. 
c. Sexually suggestive comments or jokes. 
d. Inappropriate physical contact that may be construed as sexual, for example, 

tickling games, wrestling or allowing children to sit on a lap. 
e. Developing any special relationships with children and vulnerable adults that 

could be seen as favouritism or grooming, for example, the offering of gifts or 
special treatment for specific children. 

f. Taking photos/videos of children without the consent of the parents/ guardians. 
g. Work with children and vulnerable adults under the influence of alcohol or 

illegal/legal drugs that are reasonably likely to impair judgement. 
 

4. EXCEPTIONAL CIRCUMSTANCES   
 

a. In exceptional circumstances, such as emergency, a departure from the principles 
set out in all policies may be necessary or unavoidable. 

b. Any deviation to ensure the immediate safety of a child, must be reported to the 
Provincial or the Safeguarding Co-ordinator as soon as possible. 

 
5. BREACH OF CONDUCT 

 

a. Sisters, staff members and volunteers are accountable for their own conduct. 
b. Any breach of the Code of Conduct should be referred to the Provincial or the 

Safeguarding Co-ordinator immediately for further action. 
c. A breach of the Code of Conduct is a disciplinary matter which may result in 

formal warning, suspension or termination in accordance with industrial processes 
or in the case of a sister, disciplinary action according to the Constitution and 
Statutes of HSMS and the Church processes. 

 
I have read this code of conduct and I understand what is being asked of me in both 
my personal and professional behaviour. I support these directions as part of my 
commitment to the Holy Spirit Missionary Sisters. 

 
 

 
Name -------------------------------------------------------      Signed------------------------------------ 

     Date--------------------------------    

     Provincial Leader -------------------------------------------------- Date ----------------------------  
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APPENDIX IV 
 

COMPLAINT HANDLING POLICY 
 

1. PURPOSE 
 
1.1 HSMS encourages and welcomes the reporting of concerns, responds to 

complaints, allegations and disclosures promptly, thoroughly and fairly to protect 
children and vulnerable adults.  
 

1.2 This policy guides us on how to receive, record, manage, resolve and report on low-
level incidents and children/ vulnerable persons sexual abuse complaints. 
 

1.3 It is to ensure that we handle children/vulnerable adults abuse complaints in an 
organised way when responding to, recording and reporting complaints. 

 
2. SCOPE 

 
2.1 This policy applies to all sisters, employees and volunteers receiving or managing 

children and vulnerable persons complaints from the public. 
 

3.   GUIDING PRINCIPLES 
 
3.1 Any complaint received by the HSMS will be taken very seriously and will be 

responded to promptly. The safety and care for the complainant is paramount.   
 

3.2 We have professional and moral obligations to report an incident when we know 
a child/ vulnerable adult is experiencing or is at risk of experiencing abuse or form 
a suspicion of abuse or receiving a disclosure of abuse from another person. 
 

3.3 Abuse of children and vulnerable persons takes many forms such as sexual 
offences, grooming offences, physical violence, serious emotional or psychological 
harm and serious neglect.   All incidents of abuse are seen as damaging to children 
and vulnerable persons. The perpetrator may be an adult or even another child. 

 

3.4 There are legal obligations on all adults to report children and vulnerable persons 
abuse to police once a reasonable belief is formed that a sexual offence has been 
committed against a child or vulnerable person. Failure to disclose a sexual offence 
against a child is a criminal offence under Crimes Amendment (Protection of 
Children) Act 2014. 
                                           

3.5 Communication with children under 18 years of age by sisters, staff members and 
volunteers to prepare or ‘groom’ a child for future sexual activity is a criminal 
offence under the Crimes Amendment (Grooming) Act 2014 and must be reported 
to the police.     
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4. HANDLING DISCLOSURE 
 
             The following are some helpful steps when handling disclosure. 
 

4.1 A disclosure happens when you have reasonable grounds to suspect harm: 
• If a child/ vulnerable person tells you indirectly (for example, writing about 

abuse in a journal, drawing pictures of inappropriate touching or play-acting 
abuse scenarios). 

• If someone else tells you (for example, another child, parent or colleague) 
that harm has occurred or is likely to occur. 

• If a child/ vulnerable person tells you, they know someone who has been 
harmed. 

• If you are concerned at significant changes in behaviours of a child, or the 
presence of new, unexplained and suspicious injuries. 

• If you see harm happening. 
 

4.2 If a child/ vulnerable person discloses or complaints to you about abuse by 
someone else: 
• Ask another adult to be with you. 
• Listen to the child/ vulnerable person and let them speak freely. 
• Do not ask questions other than to clarify your understanding. If you must ask 

questions, make sure it is open-ended (e.g.: what, when, who, where). 
• Explain that you cannot keep it secret.  
• Let the child/vulnerable person know what you are going to do next, including 

who you will need to share the information with. 
• Reassure the child/vulnerable person that they have done right by telling you. 

        
4.3 Some helpful responses: 

• Thank you for telling me. 
• You were brave to tell. 
• Do you want to tell me anything else? 
• I will talk to [name] who will know what to do next. 

 
4.4 Avoid these responses: 

• That is shocking. 
• That cannot be true. 
• Are you sure? 
• Why did you let that happen?        

 
4.5  Do not investigate, do not inform, question or confront the alleged abuser 
4.6 After the meeting, record everything that was said, including date and time of the 

conversation and details of any incidents disclosed. Avoid doing this in front of 
the child/vulnerable person. 

4.7 Speak to the Provincial and /or Safeguarding Co-ordinator. 
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5.   COMPLAINT MANAGEMENT FOR ABUSE CASES 
 

5.1  A complaint of child/ vulnerable adult sexual abuse will either be initiated by a  
child/vulnerable adult directly or initiated by an adult on behalf of them.  

 
5.2  These complaints could range from a disclosure of current sexual abuse of a child 

or vulnerable person, a historic complaint,  reasonable grounds for suspecting 
incident of abuse or where there is a breach of the Code of Conduct is taken 
seriously and will be responded promptly, respectfully and thoroughly. 

 

5.3  A complaint may be received in person, by letter, by email or by telephone call. 
 

5.4  Direct all complaints either to the Provincial or the Safeguarding Coordinator. 
The Provincial or Safeguarding Coordinator will notify the appropriate authorities 
so that the investigation can be carried out with objectivity and fairness. 
 

5.5  The Provincial and Safeguarding Coordinator will initiate Risk Management 
process and clarify the nature of the complaint. 

 
5.6  The Safeguarding Committee will suspend the alleged perpetrator (Sister, 

employee or volunteer) from ministry/ work while the complaint is investigated. 
 
5.7  The Safeguarding Committee and Safeguarding Co-ordinator will decide, in 

accordance with legal requirements and duty of care, whether the matter should 
be reported to police. 

 
5.8  The Provincial/ Safeguarding Coordinator will report to the appropriate authorities 

(Child Safety Services, Qld) if the allegation is reportable.  The following offences 
committed against, with or in the presence of a child are reportable: a sexual 
offence, misconduct, a physical violence, any behaviour that causes significant 
emotional or psychological harm to a child or significant neglect of a child. 
 

5.9  In the case of a criminal investigation or if the child is in immediate danger or a 
life-threating situation the Police will be informed immediately – Call (000).  

 
5.10 If the Provincial herself is the subject of a complaint, her Assistant/  

Safeguarding Coordinator will act as per above and inform the General Superior  
and the Congregational Leadership Team (CLT). 

 
5.11 Comprehensive notes relating to incidents, disclosures and allegations of  

Child/vulnerable adult abuse are kept in the Abuse Case Complaint Register 
 by the Safeguarding Co-ordinator.   All information must be protected and 
 retained for fifty years. 

 
5.12 The Safeguarding Co-ordinator will update the Risk Management Register  

 accordingly, by identifying the risks, analysing it, recording steps to reduce  
that risks and monitoring it in the future. 
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5.13   The Provincial and Safeguarding Co-ordinator will provide information, support  
and care to the child/vulnerable adult, the parents, the person who reports and 
the accused. 

 
        5.14   If a sister is convicted of an offence relating to child/vulnerable adult sexual  

 she abuses, she should be permanently removed from ministry. The PLT would 
then present this case to the CLT for dispensation from vows or other suitable 
action.  

 
           5.15 If an employee or volunteer is convicted of an offence relating to child sexual  
                    abuse, the person should be dismissed permanently from work.  
 
6a.  COMPLAINT MANAGEMENT FOR LOW-LEVEL INCIDENTS 

 
6.1 A complaint of low-level incident will either be initiated by a child/vulnerable person 

directly or initiated by an adult on their behalf.    Examples of low-level incidents are 
inappropriate verbal statements, comments or jokes, inappropriate physical contact 
that may not be sexual, and taking photos or videos of children and vulnerable 
adults without the consent of the parents or guardians. 

 

6.2 The disclosure of a low-level incident against a sister, employee or volunteer is taken 
seriously and will be responded promptly, respectfully and thoroughly. 

 

6.3 A complaint may be received in person, by letter, by email or by telephone call. 
Direct all complaints either to the Provincial or the Safeguarding Co-ordinator. 

 

6.4 Having established that the concern is low-level incident, the Provincial will discuss it 
with the person who raised it and the person whom the complaint was directed. 
Most low-level incidents are likely to be minor and will be dealt with by means of 
guidance and training. 

 

6.5 A record will be kept in the Low-level Complaint Register. 
 
6b. MANAGING A CONFLICT OF INTEREST 

Conflict of Interest may arise where there is a situation where there is or a perceived conflict 
between a person’s official duties and their private interests, which could influence the 
performance of those official duties. Such conflict generally involves opposing principle or 
incompatible wishes or needs.  
 

Objectivity and Fairness  
Each complaint is to be managed in an objective and unbiased manner and all parties are to 
be afforded natural justice/procedural fairness.   Conflicting interests are not to interfere 
with the management and resolution of complaints. 
 

If a report is made in relation to an employee or Sister, the report must be sent directly to 
the Safeguarding Coordinator. If the report is in relation to the Safeguarding Coordinator, a 
report must be made to the Provincial.  If a report is made against the Provincial, then the 
complaint will be handled by Assistant Provincial and the Safeguarding Officer.   
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7.  CHILDREN AND VULNERABLE ADULTS COMPLAINT HANDLING FLOWCHART 
 

 
 
 

 
 

 
 
 
 

 
 
 
 

 
 

 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Note:  Ensure that the Office of Professional Standards is notified and seek their advice on 
any further action.     A copy of all records must be kept in the Province Office.  
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When you receive a disclosure of either past or present abuse or 
you witness behaviour of serious concern with a child. 

REMEMBER! Always call 000 if a child is in immediate danger. 

Who can  
Report? 

What to 
report 

How to 
report 

PARENT CHILD STAFF/ 
VOLUNTEER 

Any child safety concerns, including: 
• disclosure of abuse or harm 
• allegation, suspicion or concern. 
• Breach of Code of Conduct 
•  

Who to 
Report to? 

In person, letter, email or telephone call. 

Provincial Leader Tel: 07 32630310  
Email: sps1@holyspiritsisters.org.au  
Safeguarding Co-ordinator 07 32630328 

What 
happens 
next? 

The Safeguarding Committee and Safeguarding Co-ordinator will: 
• Offer support to the child or vulnerable adult, the 

parents, the Person who reports and the accused. 
• Initial risk management process to ensure the safety of 

the child, clarify the nature of the complaint and suspend 
the alleged perpetrator from the ministry or work. 

• Decide, in accordance with legal requirements and duty 
of care, whether the matter should be reported to the 
police or other authorities. 

• Report to regulators if the allegations is reportable. 

Outcome 

• Document the disclosure and the action taken. Keep a 
copy of any paperwork 

• Notify the outcome of investigation to all involved. 
• Review and update policies. 
• If a person in convicted, the process of dismissal starts. 

Call 000 if 
the child is in 
immediate 
danger 



 

 

8.  REPORTING CONTACT DETAILS 
 
 
 
 
 
 
Safeguarding Committee (PLT & Safeguarding Coordinator) 
• Provincial Office        sps1@holyspiritsisters.org.au       07 32630310 
• Safeguarding Coordinator             07 32630328 

 
Office 
• Queensland Professional Standards Office:   1800 337 890 
• Queensland Police Link relating to  Child Sex Abuse: 131 444 
 
Emergency 
• Call 000 if a child or an at-risk adult is in imminent danger. 
 
Catholic Church 
• Christine Kelley, QLD Director of Professional Standards  1800 337 928 or                           

07 33243070     GPO Box 3264 Level 3, 143 Edward Street, Brisbane, QLD 
 
Child Protection 
• Department of Child Safety, Youth and Women 1800 811 810 or 1800 177 135 (After hours)  

Website  
 
Elder Abuse 
• Elder Abuse Helpline  1300 651 192  Website 
 
Mental Health 
• Mental Health Commission 1300 855 945  Website 
 
Support Services 
• Centre Against Sexual Violence – sexual assault support, education and information for 

Logan, Beenleigh and Beaudesert  07 3808 3299     Website 
• Link Up Queensland – counselling, healing and culturally appropriate support for 

Indigenous Australians  1800 200 855    Website 
• Living Well  - counselling and support services 07 3028 4648   Website 
• Lotus Place – counselling and support for Forgotten Australians and former Child 

Migrants, their families and carers  1800 161 109  Website 
• Relationships Australia Qld  - family, relationship and specialist counselling services 1800 

552 127 or 1300 364 277  Website 
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The reporting of any abuse of children or vulnerable adults is mandatory. 
    IF IN ANY DOUBT REPORT 
 



 

 

APPENDIX V 
 

RISK MANAGEMENT FOR CHILD/VULNERABLE PERSON SAFETY 
 
    

1. CONDUCTING A RISK ASSESSMENT 
 

• Identify and address our key risks; 
• Enhance our understanding of these risks; 
• Develop a framework for managing risks; 
• Reduce the likelihood and/or severity of risks impacting on HSMS. 

 
2. PURPOSE 

 
2.1 The purpose of the risk management for child/ vulnerable person safety is to 

identify actual and potential risks relating to child/vulnerable person safe 
environment. 

2.2 We review all identified physical and online risks and rate them according to 
impact and probability to consider how each risk can be mitigated. 

2.3 Risks can emerge from either internal or external sources.  While it is impossible 
to create a totally risk-free environment, we hope all the sisters, employees and 
volunteers are clear about their part in identifying, accessing and managing risks. 

2.4 All children under eighteen years of age must always be accompanied by an 
external adult, for example, a parent, teacher or carer. 

2.5 The Safeguarding Co-ordinator with the help of the Safeguarding Committee 
oversees the risk management exercise in consultation with the sisters, 
employees and volunteers. 

2.6 The Safeguarding Committee will review the Risk Management Register annually. 
     

3. DEFINITIONS 
 

 
Identified 
Risk 

The identification of something that may happen which will 
have a negative impact.   It is measured in terms of 
consequences and likelihood. 

Likelihood A chance of something happening. 
Consequence The likely outcome of an event or situation. There may be a 

range of possible outcomes associated with an event. 
Mitigation 
Strategies 

A proposed measure to modify, reduce or eliminate a risk/ 
Identification of appropriate options for dealing with risk.  
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4. CALCULATING RISK 
 
4.1 Risk level is a product of two variables: consequences and likelihood, define as 

follows: 
 

Consequence Description 
 
Negligible 

The HSMS would not encounter any significant 
implications. Public perception of the Congregation would 
remain intact. 

 
Minor 

Some implications for a specific area but would not affect 
the ability to function. Public perceptions of the HSMS 
would alter slightly but no significant damage or disruption 
occurs. 

 
 
Medium 

Operational performance of the HSMS as a whole would be 
compromised to the extent that revised planning would be 
required to overcome difficulties experienced by a specific 
area of the HSMS’s activities. Considerable adverse public 
reaction would result in some damage to the HSMS’s 
reputation. 

 
 
Very High 

Operational performance of a specific area of the HSMS 
would be severely affected with the Convent unable to 
meet a major portion of its obligations and liabilities or 
undertake its key activities. Public reaction would result in 
major disruption. 
 

 
Extreme 

Operational performance would be compromised to the 
extent that the HSMS would be unable to conduct its core 
activities. Major adverse repercussions would affect the 
public standing of the HSMS. 

 
 
 

Likelihood Description 
Rare May occur only in exceptional circumstances 
Unlikely Could occur at some time 
Possible Might occur at some time 
Likely Will probably occur in most circumstances 
Almost certain Is expected to occur in most circumstances 
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5. RISK MANAGEMENT REGISTER 
 
 

No. Identified 
Risk 

Risk 
Level 

Consequence Likelihood Reduction 
Strategies 

1. Visiting families 
or guests who 
may stay in our 
houses 

Medium Medium Possible All our 
houses must 
have the 
Commitment 
Policy  

2. Communicating 
with children 
and vulnerable 
adults on social 
media. 

High Very High Possible Sisters are 
not allowed 
to 
communicate 
with children 
and 
vulnerable 
people. 

3. Presence of 
persons of 
concern or 
known 
offenders at 
any of our 
activities 

High Very High Possible Persons of 
concern or 
known 
offenders 
must be 
monitored 
closely.  
 
All children 
on visit  
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APPENDIX VI 

 
SAFE USE OF TECHNOLOGY POLICY 

 
1. PURPOSE 

 
1.1 The aim of this policy is to ensure that technologies are always used 

responsibly. 
 

2. SCOPE 
 
2.1 This policy applies to all the sisters and staff members and volunteers of Holy 

Spirit Sisters, Australia. 
 

3. ISSUES 
 
New technologies offer tremendous opportunities for social networking.  Along 
with many benefits of modern technologies, there are also risks. The online world 
makes it easier to engage in criminal offences and abuse. It enables easy creation 
of, access to, use and distribution of pornographic and abusive images and easy 
access to children and adults who are vulnerable for the purposes of grooming, 
ease of presenting as someone else and greater potential for online bullying and 
abuse.  It is necessary for us to cultivate a mature and responsible use of them. 

 
4. GUIDING PRINCIPLES 

 
4.1 Vigilance is required in our use of technologies so that our Christian principles 

and our consecrated life are not violated. 
4.2 Take great responsibility in the use of technology. 

 
5. PRACTICAL ISSUES 

 
5.1 The use of technologies may vary according to one’s stage in our way of life 

and the service rendered to and on behalf of the community.  
5.2 The use of laptops, telephones and mobiles are each individual’s  

responsibilities and to be vigilant in the way they use the technologies. 
5.3 Visiting pornographic websites is strongly prohibited. If someone should 

accidently access a pornographic website, they are to exit the website 
immediately.  

5.4 The technologies should not interfere with the times of prayer, meals and 
work, unless it is necessary or required for liturgy. 
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APPENDIX VII 
 

INFORMATION SHARING AND RECORD KEEPING POLICY 
 

1. PURPOSE AND SCOPE 
 
1.1 The purpose of this information sharing policy is to encourage and support the Holy 

Spirit Sisters to regularly review, develop and implement safe and ethical practices; 
respond professionally and with compassion to complaints from children and 
vulnerable adults and  survivors, carers, family or members who believe there has 
been an incident of boundary violation and/or misconduct by Sisters, employees 
or volunteers. 
 

1.2 The Privacy Act 1988 regulates the handling of personal information about 
individuals. This include the collection, use, storage and disclosure of personal 
information. 
 

1.3  We collect and hold personal information such as name, contact details and other 
records that are relevant to a particular person, for example, in the case of 
retention of personal information for employment. 

 
2. USE AND DISCLOSURE OF INFORMATION 

 
2.1 We normally disclose/use personal information only for the purposes given to us. 

 

2.2  We may need to disclose some personal and sensitive information to external 
regulatory bodies or other professional advisors that are involved with our life for 
administrative, investigative and pastoral care purposes, or if required by law. 

 

2.3  We will report all criminal complaints of historical child sexual abuse to the 
Queensland Police, Queensland Professional Standards Office and, if in relation to 
an Archdiocesan Institution, to the Professional Standards Office of the 
Archdiocese of Brisbane. 

 
2.4 We will not disclose personal information to a third party unless for the following 

situations: 
• The person consented. 
• It is required by the law. 
• It would lessen or prevent a serious or imminent threat to somebody’s life, 

public health or safety. 
• It is necessary to assist in locating a missing person. 

Note: Where consent is provided, all information of assistance to police will be provided, but 
where the Client/Complainant does not consent, it is our policy to report the matter without 
disclosing personal or sensitive information, including the name of the Complainant or Client.   
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3. RETENTION OF INFORMATION 

 
3.1 Any files relating to a complaint, active or closed, will be held for at least fifty 

years and in accordance with any record keeping requirements by law. All files 
are retained in a secure manner with access restricted to the Provincial and the 
Safeguarding Co-ordinator. 
 

3.2 Records relating to all screening information (for example, Working With Children 
Check and National Police Record Check) are to be retained for at least fifty years.  
 

3.3 Records will adhere to the principles of good record keeping: 
 

• Ensuring records are accurate, complete and adequately detail all incidents, 
complaints, responses and decisions. 

• Records are created at the time of, or as soon as practicable following, an 
incident, complaint, response or decision. 

• Records are titled, organised and filed logically. 
• A master copy of each record is formally maintained to ensure duplicate 

records or multiple copies of the same record are kept to a minimum. 
• Sharing or distribution of information and/or records is restricted to 

nominated person and is conducted in accordance with relevant legislative 
and statutory requirements. 

• Individuals’ rights to access, amend or annotate records about themselves are 
fully recognised. 

 
 

4. PRIVACY AND CONFIDENTIALITY 
 
4.1 We will ensure that only information that is necessary for our Congregation, 

employment and business purposes is collected and that this information will 
only be accessible by persons who are specifically authorised to access the 
information. 
 

4.2 We have the obligation to ensure that information held is accurate, complete and 
current. 
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APPENDIX VIII 
 

RECRUITMENT POLICY 
 

 
1. PURPOSE 

 
1.1 Recruitment Policy of the Holy Spirit Missionary Sisters emphasises our 

commitment to child safeguarding and zero tolerance approach to child abuse in 
all aspects of advertising, screening and recruitment of personnel.  
 

1.2 This policy outlines the process of recruiting new staff members 
 
1.3  Child and vulnerable adult must be the key focus in the selection and employment 

process for new staff members. 
 
 

2. SCOPE 
 
2.1. This policy applies to the Safeguarding Committee. 

 
 

3. COMMITMENT 
 
3.1 The Safeguarding Committee is responsible for ensuring that staff members: 

 
• are committed to child and vulnerable adult safeguarding. 
• do not work directly with children and vulnerable adults. 
• are protected and not exploited. 
• are provided with healthy and safe working environments. 
• understand their role and responsibilities. 

 
3.2 The Safeguarding Co-ordinator ensures that all staff members comply the 

following requirements: 
 
• The Working With Children Check is valid for relevant personnel. 
• The National Police Record Check is done every three years for relevant 

personnel. 
• Attend the annual in-house safeguarding training. 
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4. RECRUITMENT PROCESS 

 
No. Process Responsible Person 

1. Prepare job description Safeguarding Committee 

2. Advertise vacancy or make 
contacts through referee  

Provincial / Delegate 

3.  Interview Applicant Provincial and Safeguarding 
Committee 

4. Make decision Provincial  

5. Conduct the referee checks Provincial /Delegate 

6. Supply the Employment 
Form and other relevant 
forms to the applicant. 

Provincial/Delegated Person 

8. 
 
 

Ask the applicant to apply 
for Working With Children 
Check if need be and a 
National Police Check. (If 
need be) 

Provincial 

9. Finalise the Employment 
Agreement 

Provincial 

10. Arrange Induction Provincial and Safeguarding 
Co-ordinator 

 
 
 

5. ADVERTISEMENT 
 
5.1 The advertisement must mention Holy Spirit Missionary Sister’s commitment to 

child and vulnerable adult safety. The applicants are informed about the 
reference and background check as Working with Children Check and the 
National Police Check. 
 

5.2  An example of it may look like in the advertising and recruitment processes: 
 
“Holy Spirit Missionary Sisters is a child and vulnerable adults safe organisation, 
committed to the protection of Children and vulnerable adults and has zero-
tolerance of any abuse of children and vulnerable adults. 
 
All successful applicants are required to undergo a National Police Check, retain a 
Valid Working With Children Check (if need be), comply with our Child and 
Vulnerable Adult Safeguarding policy and sign the Code of Conduct” 
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6. INTERVIEW QUESTIONS 

 
6.1 The interview process is an important step in selecting the right person for a 

particular role and in identifying any person who may pose a risk to children. 
 

6.2 Key areas to assess include: 
 

• Understanding of professional boundaries. 
• Attitudes to the rights of children and vulnerable adults and how they can be 

upheld. 
• Values of honesty, integrity, reliability, fairness and non-discrimination. 

 
6.3 Sample of some questions that will be asked during the interview regarding 

children and vulnerable adults safeguarding and professional standards: 
 

• In your previous work experience, did you work with children? What was 
most challenging and what was most rewarding?  

• What elements contribute to a safe and caring environment for children? 
• How would you describe appropriate professional boundaries in the context 

of this role? How do you ensure you maintain those boundaries? 
• What action would you take if a child disclosed to you that they are feeling 

unsafe or threatened? 
• Have you ever been investigated for a workplace misconduct incident related 

to working with children? 
• Have you ever been charged or convicted of child-related or vulnerable adult 

offence? 
 

6.4 Red flags in applications which should be clarified or further explored at 
interview: 
• Gap in dates either in employment or residence. 
• Incorrect, conflicting, omitted or incomplete information. 
• Unstable history, for example, frequent changes of employment or vague 

reasons for leaving past employment. 
• Over-qualified or moving to a lesser paying job. 
• Defensive, angry or evasive responses. 
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7. REFEREE CHECK 
 

7.1 Referee checks can be used to confirm and verify information gathered from the 
application, resume, interview and to examine any inconsistencies. 
 

7.2 The information from referees provides insight into a candidate’s strengths. 
 

7.3 Sample questions for referee checking: 
• How long have you known [applicant’s name] and in what capacity? 
• Please comment on the person’s skills and qualities you believe would make the 

person suitable to work with the Holy Spirit Sisters that may have presence of 
children at times. 

• In your view and in relation to this role, what do you see as the person’s strengths 
and weaknesses? 

• Can you comment on the person’s reliability, accountability, trustworthiness, 
attitude towards children/vulnerable adults and relationships with colleagues? 

• To the best of your knowledge, is there any reason [the applicant name] would be 
considered unsuitable to work with Holy Spirit Missionary Sisters? 

 

7.4 Red flags to look for when doing referee checking: 
• Reluctant referee / Information that the referee will not provide 
• Referees who do not know the applicant well. 
• When there are evasive responses. 
• Information that differs from the applicant’s account. 
• Referees that would not re-hire the applicant. 
• Referees that cannot be contacted/ not informed they would be contacted. 
• Inability of applicant to provide referees  

 
 

8. INDUCTION FOR NEW STAFF 
 

8.1 Induction programme is conducted at the commencement of work for new staff. 
 

8.2 The Provincial and the Safeguarding Co-ordinator handles the induction programme 
and ensure that the inductees acknowledge completion of the induction. Records of 
attendance are maintained. 

 

8.3 Topic for the Induction Programme: 
• Introducing Holy Spirit Missionary Sisters  
• Job Description 
• Children and Vulnerable Adults Safeguarding Policy 
• Code of Conduct 
• Child and Vulnerable Adult Complaint Handling Policy 
• Risk management For Children and Vulnerable Adult Safety 
• Safe Use of Technology Policy 
• Information Sharing and Record Keeping Policy 
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APPENDIX IX 
 

VOLUNTEER POLICY 
 

1. PURPOSE 
 
1.1 This policy outlines the steps in engaging a volunteer to perform a task with 

HSMS, Australia. 
 

1.2 A volunteer means a person who is not paid for their contribution to HSMS. 
 

1.3 Child and vulnerable adult safety must be a key focus in the selection and 
engagement process for new volunteers. 

 
2. SCOPE 

 

2.1 This policy applies to all volunteers of HSMS, Australia. 
 

3. COMMITMENT 
 

3.1 The Community Leader/Delegate is responsible for ensuring that volunteers: 
• are committed to child and vulnerable adults safeguarding policy. 
• do not work directly with children and vulnerable adults. 
• are protected and not exploited. 
• are provided with healthy and safe working environments. 
• understand their role and responsibilities. 

 
4. ENGAGING A VOLUNTEER 

 

4.1 The Community Leader/Delegate interviews the interested person who wants to 
be a volunteer for HSMS.  They assess the person’s suitability for a particular role 
by asking some questions: 
• In your previous work or voluntary experience, did you work with children or 

vulnerable adults? What was the most rewarding? 
• What elements contribute to a safe and caring environment for children and 

vulnerable adults? 
• How would you describe appropriate professional boundaries in the context 

of this voluntary role? How do you ensure you maintain those boundaries?                   
• Have you ever faced an ethical dilemma in the workplace? If so, what was the 

issue and what did you do? 
• What action would you take if a child or vulnerable adult disclosed to you that 

they are feeling unsafe or threatened? 
• Have you ever been investigated for a workplace misconduct incident related 

to working with children or vulnerable adults? 
• Have you ever been charged or convicted of a child-related offence? 
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4.2 The Community Leader/Delegate issues a letter of appointment and ask the 
Volunteer to acknowledge the terms and conditions. 

 

4.3 The volunteer is required to have a valid Working With Children Check (if need be) 
 

4.4 The duration of volunteering is one year which can be extended. 
 

4.5 The Safeguarding Co-ordinator keeps a Register of Volunteers. 
 

4.6 There is no wage associated with volunteering work and there is no 
employer/employee contractual relationship in the normal industrial sense. The 
usual conditions and entitlements of paid employment situations do not exist. 

 
5. INDUCTION 

 

5.1 New volunteer must undergo an induction programme before commencing a  
task. The Provincial Leadership Team and Safeguarding Co-ordinator organise the 
induction and the following topics are covered: 
• Introducing Holy Spirit Missionary Sisters. 
• Job Description 
• Child and Vulnerable Adult Safeguarding Policy 
• Code of Conduct 
• Child and Vulnerable Adult Safety Complaint Handling Policy 
• Risk Management for Child and Vulnerable Adult Safety 
• Safe Use of Technology Policy 
• Information Sharing and Record Keeping Policy 
• After the induction programme, the volunteer is required to acknowledge 

attendance. 
   

6. ANNUAL SAFEGUARDING TRAINING 
 

6.1 Volunteers are to attend annual Safeguarding training organised by the HSMS. 
 

7. OBLIGATION TO INFORM 
 

7.1 Volunteers are legally required to inform the HSMS if they have been charged 
with any criminal offences which may impact on their ability to perform in their 
role as volunteer. 

 
8. TERMINATION 

 

8.1 Volunteers have the right to choose to end the association with HSMS at any time 
by giving a week’s notice. 

8.2 The PLT also has the right to choose to end the position of a volunteer at any time 
by giving a week’s notice.      
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APPENDIX  X 
 

NEW ARRIVAL SISTER’S POLICY 
 

1. PURPOSE 
 

1.1 This policy outlines the steps in which the HSMS in Australia will perform when 
the newly assigned sisters arrive in the country. 

1.2  The purpose of this policy is to be able to help the sister to adjust to new 
environment and to be familiar with the Policies on Safeguarding.  

1.3 Child and vulnerable adult safety must be the key focus in any engagement of 
sisters in any ministry. 

 
2. SCOPE 

 

2.1 This policy applies to all new overseas arrivals of sisters to HSMS Australia. 
 

3. COMMITMENT 
 

3.1 The PLT, Community Leaders and Safeguarding Co-ordinator are responsible for 
ensuring that all newly arrived sisters: 
• are committed to child and vulnerable safeguarding. 
• are protected and not exploited. 
• are well prepared before starting any ministries. 
• understand their role and responsibilities. 
• are adjusted to the new environment before starting any ministries. 

 
4. PROCESS 

 

4.1 The Community leader is responsible for the induction of the newly arrived sister. 
They assist in the adjustment to the new environment with love and support. 
 

5. INDUCTION 
 

5.1 Newly arrived sister must undergo an induction programme before commencing 
any ministries. The Provincial Leadership Team and Community Leaders organises 
the induction and the following topics are covered: 
• Holy Spirit Missionary Sisters in Australia 
• Child and Vulnerable Adult Safeguarding Policy 
• Code of Conduct 
• Child and Vulnerable Adult Safety Complaint Handling Policy. 
• Risk Management for Child and Vulnerable Adult Safety 
• Safe Use of Technology Policy. 
• Information Sharing and Record Keeping 
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6. ANNUAL SAFEGUARDING TRAINING 
 
6.1 Newly arrived sisters are required to attend the annual safeguarding training 

(refresher programmes) organised by the Holy Spirit Missionary Sisters. 
 

7. OBLIGATION TO INFORM 
 
7.1 All newly arrived sisters are legally required and are responsible to inform the 

Provincial if they have been charged with any criminal offences which may impact 
on their ability to perform in their role in any ministries. 
 

 
APPENDIX XI 

 
SUPERVISION OF THIRD-PARTY CONTRACTORS POLICY   

 
1. PURPOSE 

 
1.1 This policy outlines the steps in supervising and monitoring the movement of 

 contractors’ third-party contractors (Contractors) at all HSMS Residential Areas, 
Australia. 

 
2. SCOPE 

 
2.1 This policy applies to all Contractors that provide paid services or maintenance 

works at all HSMS Residential Areas in Australia, for example, electricians, 
plumbers, gardeners, cleaners, and maintenance workers. 
 

2.2 Contractors are not employees of Holy Spirit Missionary Sisters. 
 

3. SUPERVISORS 
 

3.1 The following persons are identified as “Supervisors” to the Contractors: 
• Community Leader 
• Assistant Community Leader 

 

3.2 The Supervisors must ensure that Contractors sign-in and sign-out in the Register 
of Attendance (Please see no.4 below). 
 

3.3 If the Contractor is a new person, the specified Supervisor is required to induct  
The person about the convent, safety aspects of the work and place, and our 
commitment to child safeguarding. After the induction, the supervisor must 
inform the Safeguarding Co-ordinator in writing about the induction. 
 

3.4 The supervisors must ensure the Contractors are supervised and work in a  
stipulated areas only.  
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4. REGISTER OF ATTENDANCE 
 
4.1 Below is a sample of the Register of Attendance for Contractors. They must 

Sign-in prior to commencing work and sign-out at the end of work. 
 

Date Time-In Contractor’s 
Name 

Company Community 
Contact Person 
(Supervisor) 

Time-Out 

 
 

     

 
 

     

 
 

     

              
4.2 The Register of Attendance is located in the following place: 

• At the office of the Community Leader or a suitable place that is known to the 
members of the Community. 
 

4.3 Delivery personnel (for example, courier companies) are not considered as  
Contractors and so, are exempted from registering in the Register of Attendance. 
 

 
APPENDIX XII 

 
                SCHEDULE TO REVIEW SAFEGUARDING POLICIES AND DOCUMENTS 

 
 

NO DOCUMENT  
NAME 

DELEGATED 
PERSON 

APPROVED 
DATE 

REVIEW  
DATE 

STATUS 

 
1 
 

Children and 
Vulnerable Adults 
Safeguarding Policy 

CPSL    
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