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RIVERWOOD ECCLESIAL PROCEDURE FOR  WWCC DATABASE MAINTENANCE 

 

New Volunteers: 

• All new volunteers over 18 years old who are working with children, must obtain and register 

a WWCC with the ecclesia via the WWCC registration form.   

• On completion of the form an email is auto forwarded to the WWCC admin officer who 

actions the following: 

• Validate the new WWCC on the Office of the Children’s Guardian website, print and 
store validation PDF on the Ecclesial Risk Commitee OneDrive folder.  

• Complete the “admin only” section of the application. 

• Export the updated database to excel and save in a new tab to the Ecclesial 
OneDrive WWCC Audit Folder  

• List of applicants are reviewed and approved by the Organising Committee at their 

monthly meeting. 

Renewing Volunteers: 

• Volunteers with a WWCC already in the Ecclesial database will be sent an email reminder by 

the WWCC Admin Office, 90 days from the date of expiry of the WWCC with a request to 

renew and update their details to the WWCC registration form.   

• On completion of the form an email is forwarded to the WWCC admin officer who actions 

the following: 

• Validate the renewed WWCC on the Office of the Children’s Guardian website, print 
and store validation PDF on the Ecclesial Risk Commitee OneDrive folder.  

• Complete the “admin only” section of the application. 

• Export the updated database to excel and save in a new tab to the Ecclesial 
OneDrive WWCC Audit Folder  

• The WWCC Admin Officer will email a reminder weekly until renewal has been 
received. 

• Any volunteer who has not renewed their WWCC within five days of the expiry date 
will be suspended from working with children until renewal has been received.  

Geneal Process: 

• Each member must have the correct class of clearance for their role, as specified by the state 

of NSW. 

• Any member who is deemed a barred worker is excluded from working with children at the 

Riverwood ecclesia. 

https://1drv.ms/f/s!Aig-GIxJXQ5FgcBGYjtREB_UGGijuQ?e=CrZLkt
https://1drv.ms/f/s!Aig-GIxJXQ5FgcBGYjtREB_UGGijuQ?e=CrZLkt
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• The Riverwood ecclesia Arranging Brethren will ensure a handover process occurs to ensure 

that WWCC requirements are met when WWCC responsibilities are transferred to new 

workers.  

• The Riverwood Ecclesia requires that individual risk assessments be conducted for all 

activities involving working with children. 

• The Riverwood Ecclesia refers to the Office of Children’s Guardian website 

https://ocg.nsw.gov.au/resources  to further enhance our knowledge of and to assist us 

implement child-safe practices. 

 

The Riverwood Ecclesia takes the safety and well-being of children seriously and is committed to 

providing a safe environment for all children under its care. Therefore, it is the responsibility of all 

members to comply with the above policy for Working with Children Check. Failure to comply with 

this policy will result in being unable to work with children. 

 

https://ocg.nsw.gov.au/resources

