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St. Catherine’s Early Education Centre 

WORKING WITH CHILDREN CHECK (WWCC) 

PROCEDURE 
 

Procedure Code: CS-06 

Related Policies: 

• CS-05 Recruitment & Screening Policy 

• CS-01 Child Safety & Wellbeing Policy 

• CS-03 Reportable Conduct Scheme Policy 

 

PURPOSE 

To ensure that all persons engaged in child-related work at St Catherine’s 

Early Education Centre hold and maintain a valid Working with Children 

Check (WWCC) in accordance with: 

• Working with Children Act 2005 (Vic) 

• Education & Care Services National Law 

• Victorian Child Safe Standards 

No person may commence child-related work without verified clearance. 

 

WHO MUST HOLD A WWCC? 

The following must hold a valid WWCC (Employee status unless exempt): 

• Educators (Certificate III, Diploma, ECT) 

• Casual and relief educators 

• Volunteers 

• Students on placement 

• Contractors with direct child contact 

• Governing body members (where required) 
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BEFORE COMMENCEMENT – VERIFICATION PROCESS 

Prior to the person commencing work or placement: 

The Director must: 

☐ Sight the original WWCC card 

☐ Verify the card number online via the WWCC Victoria website 

☐ Confirm: 

 • Name matches identification 

 • Expiry date is current 

 • Status shows “Cleared” 

☐ Record details in Workforce Register 

☐ Record expiry date in monitoring system 

☐ Confirm St Catherine’s EEC is listed as employer 

No staff member may begin child-related duties until verification is complete. 

 

RECORDING REQUIREMENTS 

The service maintains a WWCC Register including: 

• Full name 

• WWCC number 

• Expiry date 

• Date verified 

• Verification method 

• Employment status 

• Employer registration confirmation 

Records are reviewed quarterly. 

 

ONGOING MONITORING 

The Director / Child Safety Officer will: 

• Monitor expiry dates monthly 

• Notify staff 3 months prior to expiry 

• Confirm renewal prior to expiry date 
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 • 

Conduct quarterly WWCC audit 

• Confirm no suspension notifications received 

 

IF A WWCC IS SUSPENDED OR REVOKED 

If notified that a WWCC is: 

• Suspended 

• Revoked 

• Subject to an Interim Negative Notice 

The service must: 

1. Immediately remove the person from child-related duties 

2. Ensure no unsupervised contact with children 

3. Notify Approved Provider 

4. Consider whether Reportable Conduct notification required 

5. Document actions taken 

The person cannot continue working in child-related duties. 

 

EXEMPTIONS 

Registered teachers (VIT registered) are exempt from holding a WWCC but 

must: 

• Provide current VIT registration 

• Be verified via VIT online register 

• Have expiry monitored 

Exemption evidence must be recorded. 

 

VOLUNTEERS & STUDENTS 

Volunteers and students must: 

• Provide valid WWCC prior to placement 

• Be supervised at all times 

• Not be left alone with children 
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Placement agreements must include WWCC verification confirmation. 

 

 

FAILURE TO MAINTAIN A VALID WWCC 

Failure to: 

• Maintain valid WWCC 

• Notify service of status change 

• Provide updated details 

May result in: 

• Immediate removal from duties 

• Disciplinary action 

• Termination of engagement 

 

GOVERNANCE MONITORING 

The Director will provide: 

• Quarterly compliance update to Approved Provider / Board 

• Evidence of WWCC audit 

• Workforce Register review 

WWCC compliance forms part of annual Child Safety audit. 
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St. Catherine’s Early Education Centre 

WWCC-REVIEW & CONSULTATION RECORD 
 

Review Details 

Review 

Date 

Review Type Trigger Conducted 

By 

March 

2026 

☑ Legislative Update ☑ 

Governance 

Restructure  

Alignment with Child Safety 

restructure and updated 

monitoring system 

Director 

 

Compliance Check 

Requirement Compliant Action Completed 

Working with Children Act 

2005 

Yes Clarified monitoring 

process 

✓ 

Reg 145 – Staff Records Yes WWCC Register 

strengthened 

✓ 

Child Safe Standard 5 Yes Ongoing monitoring 

clarified 

✓ 

 

Summary of Changes 

Section Updated Amendment Reason 

Entire Procedure Rewritten as structured 

monitoring procedure 

Remove duplication from 

recruitment policy 

Monitoring Section Added quarterly audit Strengthen governance 

Suspension 

Process 

Clarified immediate removal 

steps 

Risk mitigation 

Governance 

Monitoring 

Added Board reporting 

reference 

QA7 alignment 
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Approval 

Director: Jennie Madden 

Date: 04/03/2026 

Board Endorsement-Approved Provider:_____________________  

Date: 

Next Scheduled Review: March 2027 
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Appendix A 

St. Catherine’s Early Education Centre 

WWCC Monitoring Checklist 
 

Staff Name WWCC No. Expiry 

Date 

Verified Date Status Renewal Reminder 

Sent 
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