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Appendix 10 

While these records must be retained under relevant legislation for a period of 45 years, it 
is policy of the Diocese to retain them iinnddeeffiinniitteellyy..  

RReeccoorrddss  rreellaattiinngg  ttoo  cchhiillddrreenn  

 Each child’s name and date of birth  
 Consent forms signed by the child’s parent or guardian  
 The activities the child participates in and the person who 

conducts or supervises those activities  
 Details of the child’s allergies or other medical needs  

RReeccoorrddss  rreellaattiinngg  ttoo  RReeppoorrttaabbllee  CCrriimmeess  

To be completed by the person who reports the matter to the 
NSW Police 

 The date they became aware of the suspected Reportable 
Crime 

 Names of the alleged victim and suspected person 
 Any correspondence with any other person regarding the 

suspected Reportable Crime, including file notes of 
conversations 

 A copy of the report made to the NSW Police 

RReeccoorrddss  rreellaattiinngg  ttoo  ootthheerr  SSaaffeegguuaarrddiinngg  CCoommppllaaiinnttss  

 The person who raised the matter and date it was raised 
 The name of the alleged victim and/or alleged 

perpetrator (unless the victim wishes to remain 
confidential) 

 Brief details of the matter and any action taken in 
relation to the matter 

 The date the matter was notified to the Safeguarding 
Office 

 Copies of any other documents created in relation to the 
matter, before or after it was reported to the 
Safeguarding Office, including file notes of any 
conversations 

RReeccoorrddss  rreellaattiinngg  ttoo  
ppeerrssoonnss  wwhhoo  wwoorrkk  wwiitthh  
cchhiillddrreenn  

 Each person’s full name 
and date of birth  

 Each person’s Working 
with Children Check 
(WWCC) number and 
expiry date   

 Names of applicants 
whose WWCC could not 
be verified  

 CV’s or resumes  
 Notes of interviews  
 References received or 

notes of reference 
checks  

 Employment 
agreements   

 Contractor agreements  
 Volunteer agreements   
 Correspondence or 

other documents 
relating to disciplinary 
matters  

 Records of attendance 
at safeguarding training  


