
Policy and Procedure Documents for Taking Paediatrics Abroad 

Taking Paediatrics Abroad (TPA) is committed to its vision and mission to provide equitable access to 

healthcare for children globally so as to build a brighter future for them.  

TPA strives towards this vision by providing paediatric doctors, nurses and allied health professionals 

in low resource countries with structured access to Australian paediatric subspecialists to benefit 

children and young people. TPA also connects paediatricians with Australian Aboriginal children in 

remote locations to enable their access to expert care.   

TPA recognizes and strongly advocates for the rights of all children and young people. 

Please find here the Policies and processes that guide and underpin all of TPA’s work.  They are 
regularly reviewed to ensure they remain relevant and best practice to our evolving operations, 
operating environments, and working relationships.
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http://www.immi.gov.au/multicultural/_inc/publications/charter/charter.htm










https://www.ourcommunity.com.au/files/policybank/AffirmativeActionPolicy2015.doc
https://www.ourcommunity.com.au/files/policybank/StaffRecruitmentPolicy2015.doc








http://www.ourcommunity.com.au/files/policybank/CodeofEthics2015.doc




















http://www.ourcommunity.com.au/files/policybank/ConfidentialityPolicy2015.doc
http://www.ourcommunity.com.au/files/policybank/LegislativeCompliancePolicy2015.doc
http://www.ourcommunity.com.au/files/policybank/RiskManagementPolicy2015.doc
http://www.ourcommunity.com.au/files/policybank/StaffRecruitmentPolicy2015.doc
http://www.ourcommunity.com.au/files/policybank/StaffInductionPolicy2015.doc
http://www.ourcommunity.com.au/files/policybank/WhistleblowerPolicy2015.doc


Appendix 

Legislation about reporting requirements per state / territory 
https://www.aihw.gov.au/reports-data/health-welfare-services/child-protection/child- 
protection-legislation-by-jurisdiction 

To whom reports are to be made per state / territory 

https://aifs.gov.au/cfca/publications/cfca-resource-sheet/reporting-child-abuse-and- 
neglect 
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CODE OF CONDUCT FOR EMPLOYEES, VOLUNTEERS AND CONTRACTORS 
WORKING WITH CHILDREN AND YOUNG PEOPLE 

Management, staff, volunteers and contractors, visitors and partners at Taking Paediatrics Abroad 
Ltd are required to abide by this Code.   

Management will: 
1. Be responsible for the overall welfare and wellbeing of staff and volunteers;
2. Be accountable for managing and maintaining a duty of care towards staff and volunteers;

and
3. Nominate the Managing Director (initially) to provide information and support to all staff,

volunteers, children, young people and their carers regarding child protection matters.

All people involved in the care of children on behalf of Taking Paediatrics Abroad Ltd will: 
1. Work towards the achievement of the aims and purposes of the organisation
2. Be responsible for relevant administration of programs and activities in their area
3. Establish and maintain a child-safe environment in the course of their work
4. Be fair, considerate and honest with others
5. Treat children and young people with respect and value their ideas and opinions
6. Act as positive role models in their conduct with children and young people.
7. Be professional in their actions
8. Maintain strict impartiality
9. Comply with specific organisational guidelines on physical contact with children
10. Respect the privacy of children, their families and teachers/carers, and only disclose

information to people who have a need to know
11. Maintain a child-safe environment for children and young people
12. Operate within the policies and guidelines of Taking Paediatrics Abroad Ltd and
13. Contact the police, or relevant authority if working overseas, if a child is at immediate risk of

abuse, phone 000 or equivalent organisation in each country and notify TPA Managing
Director at k.currow@takingpaediatricsabroad.org.au or the Board Chair at

p.richards@takingpaediatricsabroad.org.au

No person shall: 

1. Shame, humiliate, oppress, belittle or degrade children or young people

2. Unlawfully discriminate against any child

3. Engage in any activity with a child or young person that is likely to physically or emotionally

harm them, including child labour.

4. Initiate unnecessary physical contact with a child or young person, or do things of a

personal nature for them that they can do for themselves

5. Be alone with a child or young person unnecessarily and for more than a very short time

CHILD SAFETY CODE OF CONDUCT 
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Policy Compliance 
a) Non-compliance with this policy may result in disciplinary ac�on, up to and including, if
warranted, repor�ng the non-compliance with appropriate and relevant authori�es and/or
termina�on of volunteer engagement, employment or termina�on of partnership.

Policy Review 
This policy will be reviewed annually or as required, taking into account changes in legisla�on, best 
prac�ces, and organiza�onal needs. 

Signed: 

Board Chair

Date: 21 June, 2023 

Note: This Child Safeguarding Policy is subject to addi�onal suppor�ng procedures, which provide 
more detailed guidance on specific aspects of child safeguarding. Staff, volunteers, and partners 
should refer to the procedures for further informa�on. 
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TPA Code of Conduct 

TPA is committed to maintaining high ethical standards and promoting a safe and respectful environment for all 

individuals involved in our activities. To this end, we have developed a code of conduct that all staff, volunteers, and 

partners are required to sign as a condition of their involvement with TPA. 

Code of Conduct: 

1. Respect for human rights:

We are committed to respecting the human rights of all individuals involved in our activities. We will not

tolerate any form of discrimination or harassment including discrimination based on race, religion, ethnicity,

indigeneity, disability, age, displacement, caste, gender identity, sexuality, sexual orientation, poverty, class or

socioeconomic status.

2. Prevention of sexual exploitation, abuse, and harassment (“PSEAH”):

We have a zero-tolerance policy towards any form of sexual exploitation, abuse, or harassment. All

individuals involved in our activities are required to report any concerns or incidents of PSEAH to TPA's

designated safeguarding officer. TPA will take all necessary measures to prevent and respond to PSEAH,

including reporting incidents to appropriate authorities as required by law.

3. Child protection:

We are committed to protecting the rights and well-being of children involved in our activities. All individuals

involved in our activities must comply with TPA's child protection policy, which includes guidelines on

appropriate behaviour and interaction with children, reporting procedures for concerns about child

protection, and training on child protection.

4. Environmental and social responsibility:

We are committed to conducting our activities in a socially and environmentally responsible manner. We will

take steps to minimize the negative impact of our activities on the environment and local communities, and

to promote positive social outcomes through our work.

5. Compliance with laws and regulations:

We will comply with all applicable laws and regulations in the countries where we operate, as well as with

TPA's policies and procedures.

By signing this code of conduct, I confirm my commitment to upholding TPA's values and standards, and to 

promoting a safe and respectful environment for all individuals involved in our activities. 

___________________  ______________________  _______________ 

(Signature) (Title and full name) (Date) 
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2.Terms and Definitions

Complaint 

An expression of dissatisfaction made to or about us, our services, staff or the handling of a 

complaint where a response or resolution is explicitly or implicitly expected or legally required. 

As well as complaints being made directly to our organisation, remember that some complaints (or 
at least negative comments) made be made on social media.  

Complaint handling/management system 

All policies, procedures, practices, staff, hardware and software used by us in the management of 

complaints. 

Dispute 

An unresolved complaint escalated either within or outside of our organisation. 

Feedback 

Opinions, comments and expressions of interest or concern, made directly or indirectly, explicitly or 

implicitly, to or about us, about our services or complaint handling system where a response is not 

explicitly or implicitly expected or legally required. 

Grievance 

A clear, formal written statement by an individual staff member about another staff member or a 

work-related problem.  

Policy 

A statement of instruction that sets out how we should fulfil our vision, mission and goals. 

Procedure 

A statement or instruction that sets out how our policies will be implemented and by whom. 

3.Guiding principles

An effective complaint handling system must be modelled on the principles of fairness, 
accessibility, responsiveness, efficiency and integration into organisational culture.  
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3.1 Facilitate complaints 

People focus 

• We are committed to seeking and receiving feedback and complaints about our services,

systems, practices, procedures, products and complaint handling.

• Any concerns raised in feedback or complaints will be dealt with within a reasonable time

frame.

• Complaints that do not fall within the scope of the policy, for example, complaints against
an employee of another organisation or government department, will be discussed on a
case by case basis with Managing Director (MD) & Board as required.

• People making complaints will be:
o provided with information about our complaint handling process and how to access

it (contact MD: K.currow@takingpaediatricsabroad.org.au or the TPA Board Chair
p.richards@takingpaediatricsabroad.org.au )

o listened to, treated with respect by staff and actively involved in the complaint
process where possible and appropriate, and

o provided with reasons for our decision/s and any options for redress or review.

No detriment to people making complaints 

We will take all reasonable steps to ensure that people making complaints are not adversely affected 

because a complaint has been made by them or on their behalf. 

Anonymous complaints 

We accept anonymous complaints if there is a compelling reason to do so and will carry out a 

confidential investigation of the issues raised where there is enough information provided. 

Accessibility 

• We will ensure that our systems to manage complaints are easily understood and accessible

to everyone, particularly people who may require assistance.

• If a person prefers or needs another person or organisation to assist or represent them in the

making and/ or resolution of their complaint, we will communicate with them through their

representative if this is their wish. Anyone may represent a person wishing to make a

complaint with their consent (e.g. advocate, family member, legal or community

representative, member of Parliament, another organisation).

Facilitate 
complaints

Step 
1

Acknowledge & 
respond to 
complaints

Step 
2

Manage 
and 
resolve the 
complaint

Step 
3
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No charge 

Complaining to us is free. 

3.2 Respond to complaints 

Early resolution 

Where possible, complaints will be resolved at first contact with us. 

When appropriate we may offer an explanation or apology to the person making the complaint. 

Responsiveness 

• We will promptly acknowledge receipt of complaints.

• We will assess and prioritise complaints in accordance with the urgency and/or seriousness of

the issues raised. If a matter concerns an immediate risk to safety or security the response will

be immediate and will be escalated appropriately.

• We are committed to managing people’s expectations, and will inform them as soon as

possible,

of the following:
o the complaints process

o the expected time frames for our actions

o the progress of the complaint and reasons for any delay

o their likely involvement in the process, and

o the possible or likely outcome of their complaint.

• We will advise people as soon as possible when we are unable to deal with any part of their

complaint and provide advice about where such issues and/or complaints may be directed (if

known and appropriate).

• We will also advise people as soon as possible when we are unable to meet our time frames

for responding to their complaint and the reason for our delay.

Objectivity and fairness 

• We will address each complaint with integrity and in an equitable, objective and unbiased

manner.

• We will ensure that the person handling a complaint is different from any staff member

whose conduct or service is being complained about.

• Conflicts of interest, whether actual or perceived, will be managed responsibly. In particular,

internal reviews of how a complaint was managed will be conducted by a person other than

the original decision maker.
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Responding flexibly 

• Our staff are empowered to resolve complaints promptly and with as little formality as

possible. We will adopt flexible approaches to service delivery and problem solving to

enhance accessibility for people making complaints and/or their representatives.

• We will assess each complaint on its merits and involve people making complaints and/or

their representative in the process as far as possible.

Confidentiality 

• We will protect the identity of people making complaints where this is practical and

appropriate.

• Personal information that identifies individuals will only be disclosed or used by us as

permitted under the relevant privacy laws, secrecy provisions and any relevant confidentiality

obligations.

3.3 Manage the parties to a complaint 

Complaints involving multiple agencies 

• Where a complaint involves multiple organisations, we will work with the other organisation/s

where possible, to ensure that communication with the person making a complaint and/or

their representative is clear and coordinated.

• Subject to privacy and confidentiality considerations, communication and information sharing

between the parties will also be organised to facilitate a timely response to the complaint.

• Where a complaint involves multiple areas within our organisation, responsibility for

communicating with the person making the complaint and/or their representative will also be

coordinated.

• Where our services are contracted out, we expect contracted service providers to have an

accessible and comprehensive complaint management system. We take complaints not only

about the actions of our staff but also the actions of our service providers.

Empowerment of staff 

• All staff managing complaints are empowered to implement our complaint management

system as relevant to their role and responsibilities.

• Staff are encouraged to provide feedback on the effectiveness and efficiency of all aspects of

our complaint management system.

Managing unreasonable conduct by people making complaints 

• We are committed to being accessible and responsive to all people who approach us with

feedback or complaints. At the same time our success depends on:
o our ability to do our work and perform our functions in the most effective and

efficient way possible

o the health, safety and security of our staff, and

o our ability to allocate our resources fairly across all the complaints we receive.
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• When people behave unreasonably in their dealings with us, their conduct can significantly

affect the progress and efficiency of our work. As a result, we will take proactive and decisive

action to manage any conduct that negatively and unreasonably affects us and will support

our staff to do the same in accordance with this policy.

Alternative avenues for dealing with complaints 

We will inform people who make complaints to or about us about any internal or external 

review options available to them (including any relevant Ombudsman or oversight regulatory 

bodies). Complaints about a breach of the Australian Council For International Development 
(ACFID) Code of Conduct may be made to https://acfid.asn.au/code-of-conduct/complaints/

The three levels of complaint handling 

• Level 1: We aim to resolve complaints at the first level, the frontline. Wherever possible staff

will be adequately equipped to respond to complaints, including being given appropriate

authority, training and supervision.

• Level 2: Where this is not possible, we may decide to escalate the complaint to a more senior

officer within our organisation (MD or Board Chair). This second level of complaint handling

will provide for the following internal mechanisms:
o assessment and possible investigation of the complaint and decision/s already made,

and/or

o facilitated resolution (where a person not connected with the complaint reviews the
matter and attempts to find an outcome acceptable to the relevant parties).

• Level 3: Where a person making a complaint is dissatisfied with the outcome of our review of

their complaint, they may seek an external review of our decision (by the Australian Charities

and Not-for-Profits Commission for example) or, where relevant, to ACFID as mentioned
above.

Level 3 - External review of 
complaints and/or complaint 

handling by organisations

Level 2 - Internal review of 
complaints and/or complaint 
handling (may include further 
investigation of issues raised 

and use of Alternative Dispute 
Resolution options).

Level 1 - Frontline complaint 
handling and early resolution of 

complaints
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4 Accountability and learning 

4.1 Analysis and evaluation of complaints 

• We will ensure that complaints are recorded in a systematic way so that information can be

easily retrieved for reporting and analysis by management and the governing body of

Directors.

• Both reports and their analysis will be provided to our CEO, senior management and to our

governing body for review, periodically.

4.2 Monitoring of the complaint management system 

• We will continually monitor our complaint management system to:
o ensure its effectiveness in responding to and resolving complaints

o identify and correct deficiencies in the operation of the system, and

o monitoring may include the use of audits, complaint satisfaction surveys and online
listening tools and alerts.

4.3 Continuous improvement 

• We are committed to improving the way our organisation operates, including our

management of the effectiveness and efficiency of our complaint management system. To this

end, we will:
o support the making and appropriate resolution of complaints

o implement best practices in complaint handling

o recognise and reward exemplary complaint handling by staff

o regularly review the complaint management system and complaint data, and

o implement appropriate system changes arising out of our analysis of complaints ata
and continual monitoring of the system.

Signed: Date 21st November 2023

Peter Richards, Board Chair
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to ensure they enjoy and exercise all human rights and fundamental freedoms on an equal basis to 

others. 

Rights-Based Approach (RBA): RBA recognises that the poor, the marginalised and disenfranchised 

have basic rights, not just ‘deficiencies’. These basic rights refer to access to clean water, adequate 

food, health, education, decent work, adequate housing, and personal security. They also relate to 

certain fundamental political, economic, personal, and collective freedoms. The Rights Based 

Approach promotes empowerment by facilitating greater access to the bases of social power, such as 

financial resources, social networks, information, and surplus time beyond subsistence requirements, 

social organisation, knowledge, and skills. Critical to the development of this understanding is the 

active and inclusive participation of all people, whose voices ought to be reflected at all levels of 

decision-making. 

4. VALUES
TPA has a vision of a peaceful, just, and sustainable world; a world of respectful global relationships 

where all people have access to the resources they need, the opportunity to achieve their potential, 

the right to make decisions about the kind of services they want and to participate in the future of 

their communities. Our work is guided by the principles of equity and social justice, integrity, 

diversity, partnership, and respect for human rights. 

TPA’s Disability Inclusion Policy is situated within the framework of its organisational vision and 

values, addressing disability as a human-rights and social inclusion issue, an issue that is directly 

linked to global poverty and that can be addressed through people-centred services, strategic 

programming, and partnerships. 

5. GUIDING PRINCIPLES

5.1 Nothing About Us, Without Us
The term ‘nothing about us, without us’ is used to communicate the idea that no policy or activity 

should be undertaken without full and direct participation of group(s) members affected by that 

policy or activity. A term used often by the disability movement, this term and approach applies 

equally across all areas of diversity. The implementation of this policy will be informed and led by 

people with lived experience. 

5.2 Rights-Based Approach 
People with disabilities have the same rights as all people, and society is obliged to ensure these 

rights are accorded and protected. Listening to the voices of people with disabilities is the critical first 

step in an inclusive, rights-based approach. 

5.3 Mainstreaming across the organisation 
TPA will mainstream disability inclusion across all its services and activities. TPA commits to building 

awareness of disability and will ensure awareness of TPA’s disability inclusion specific programming 

and appropriate rights-based responses. Communications material will be accessible, job/assignment 

descriptions and recruitment processes will be inclusive, and training and induction will raise 

disability awareness. People and Culture processes will be accessible and provide equal opportunity 

to people with disabilities. TPA is committed to providing accessible grounds and buildings for staff 

with disabilities and making reasonable modifications to facilitate this. In its communications, TPA 
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will seek to raise awareness of the need for disability inclusion as a discrete sector within its 

programs. 

5.4 Intersectionality 
Disability intersects with other diversity areas, especially gender equality and sexuality, age, cultural 

diversity, indigenous people, and people in remote locations. Women and girls with disabilities 

experience multiple disadvantages resulting from the interplay between poverty and discrimination 

on the basis of gender and disability. TPA is committed to an intersectional approach to disability 

inclusion which links to its commitments on gender equality. 

5.5 Programming 
TPA will adopt the twin track approach to programming. 

1) All programs will consider people with disabilities in design.

2) Specific initiatives will be implemented that respond to the needs of people with disabilities

A twin-track approach will be taken to disability inclusion, with: 

i) mainstreaming of inclusion across all aspects of the organisation and within

programming; and

ii) targeted initiatives to maximise inclusion and accessibility of the program for people

with disabilities - as volunteers, staff, partner organisations, Australian partner

organisations and program stakeholders.

Programming will include disability as a cross-cutting issue, where possible, ensuring inclusive design 

and recognition of the differential impact activities may have on people with disabilities. 

In monitoring, recording, and reporting of information, TPA commits to disaggregated data that 

enables the organisation to track our response to disability inclusion. Disaggregated data provides 

strong evidence to inform design, policies and programs that effectively address particular barriers 

for people with disabilities within specific contexts. 

5.6 Partnerships 
Through its partnerships with all organisations, TPA will encourage inclusive practices and processes 

that expand the delivery of services to improve accessibility for and increase the representation of 

people with disabilities. 

Improved services and accessibility provide people with disabilities with greater quality of life, 

increased livelihood opportunities and better health. TPA programs will deliver skills development 

and knowledge building to increase accessibility and services for people with disabilities in 

developing communities. TPA will continue to partner with service delivery organisations and those 

that deliver improved accessibility and link them with Australian organisations to deliver technical 

skills and knowledge to organisations and/or programs. 

5.7 Participation 
Disabled Peoples Organisations (DPO) share the belief that empowerment and self-representation is 

critical for people with disabilities, that people with disabilities have rights, and that these rights 

need to be promoted and respected. Where possible TPA will engage with DPOs to enable 

knowledge and resource sharing. 

42



As an equal opportunity employer, people with disabilities will have equal access to employment 

opportunities and board positions at TPA. We strive to create and maintain an inclusive work culture 

where diversity is recognised and valued. Recognition of unique attributes and valuing the different 

contributions people can make to their team and TPA enables us to deliver the best solutions to 

challenges and achieve positive organisational outcomes. 

6. POLICY
TPA supports and encourages the equal participation of people with disabilities and ensures they 

benefit equally from TPA programs. To achieve this, TPA utilises an approach which: 

1) Mainstreams disability awareness and inclusion across all programs and activities

2) Implements initiatives that include disability specific issues and the agenda of people with

disabilities.

7. EVALUATION AND PERFORMANCE MEASUREMENT

TPA will measure against these commitments on an annual basis. Reviews will be made against ACFID 

compliance verifiers. Review of progress in particular programs and projects will be more frequent to 

inform annual reporting and annual planning and budgeting. 

8. RESPONSIBILITIES

The Disability Inclusion Policy will be embedded across the organisation. The personnel engaged in 

each project will be responsible for including and integrating disability inclusion into their activities 

and procedures, and disability awareness and inclusion will be reflected in operational planning and 

templates. The Managing Director is responsible for ongoing monitoring of commitments against 

disability inclusion within the organisation and its programming. 

9. RELATED POLICIES / STATEMENTS OR DOCUMENTS

Related TPA policies include: 

• Ethical Communications Policy

• Informed Consent Policy

• Image Policy

• Privacy Statement

• Governance Policy

• Partnership Commitment Policy

• Policy on separation of development from non-development

• Complaints Policy

• PSEAH Policy & Procedure

• Access and Equity Policy

• Board Conflict of Interest Policy
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• Child Protection Policy

• Child Safety Code of Conduct

• Financial Policy

• Fraud and Risk Management Policy

• Volunteer Management Policy

• Work Health Safety Policy

• Risk Framework

10. REFERENCES

• ACFID Code of Conduct

• DFAT Development for All 2015-2020: Strategy for strengthening disability-inclusive development in

Australia’s aid program (https://www.dfat.gov.au/aboutus/publications/Pages/development-for-all-

2015-2020 )

• Partnerships for Recovery: Australia’s COVID-19 Development Response

https://www.dfat.gov.au/development/australias-development-program/partnerships-recovery-

australias-covid-19-development-response  

• United Conventions on the Rights of Persons with Disabilities

https://www.un.org/development/desa/disabilities/convention-on-the-rights-of-personswith-

disabilities.html  

Signed: 

Date 17th July, 2023 

Peter Richards 

TPA Board Chair 
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impacted by TPA. The EDMF applies to visitors to our programs, and contractors and consultants such 

as freelance writers, designers, multimedia producers, fundraising consultants, partner organisations 

and other external parties using our stories, images, name, or logo. 

OUR VALUES  

Everything our organisation does is built on our values. For our foundations to remain strong and for 

our actions to be ethical, we must continue to look to our values in our everyday work. Ethical 

principles relating to the treatment of human beings are codified in a number of widely-accepted 

documents, such as the Nuremberg Code (1947), the United Nations’ Declaration of Human Rights 

(1948), the Declaration of Helsinki (1964), the Belmont Report (1979), and the United Nations’ 

Convention on the Elimination of All Forms of Discrimination Against Women (1979), Convention on 

the Rights of the Child (1989), Convention on the Rights of Persons with Disabilities (2007) and 

Declaration of the Rights of Indigenous People (2007). At their core, these policies include the 

fundamental rights of human dignity, autonomy, protection, safety, maximisation of benefits and 

minimisation of harms. While originally stemming from biomedical and human rights contexts, these 

principles have been adapted beyond these early contexts and rise above disciplines and 

methodologies. We accept them as basic to any endeavour relating to storytelling ethics and they are 

explored in our EDMF. TPA’s values underpin our approach to storytelling: Our values of  

• Empowerment of colleagues

• Excellence in service

• Respect for people, communities, and cultures

• Collaboration

• Integrity and accountability

all relate to our storytelling and are aligned with the Australian Council for International 

Development’s Code of Conduct and our EDMF is connected to other TPA policies, including: 

• Ethical Communications Policy

• Informed Consent Policy

• Image Policy

• Privacy Statement

• Governance Policy

• Partnership Commitment Policy

• Policy on separation of development from non-development

• Complaints Policy

• PSEAH Policy & Procedure

• Access and Equity Policy

• Board Conflict of Interest Policy

• Child Protection Policy
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• Child Safety Code of Conduct

• Financial Policy

• Fraud and Risk Management Policy

• Volunteer Management Policy

• Work Health Safety Policy

• Risk Framework

EDMF FRAMEWORK 

Making ethical decisions 
Our Ethical Decision-Making Framework (EDMF) for Communications explains how to make ethical 

decisions when creating and publishing communications content. It uses a framework of structured 

discussions at ethically important moments during the storytelling process, with the aim of creating 

focused discussions that improve practice. It also aims to reduce risks associated with storytelling 

and protect contributors. Ethical decisions can be overly complex. When a situation has no clear 

‘right and wrong’ answer, decision making can be difficult. Even more difficult is making ethical 

decisions when affected by unconscious biases. And everyone holds unconscious biases. More than 

one set of cultural norms and organisational values can equally apply to an issue, even if those norms 

and values are conflicting. This makes decisions difficult, as individuals and teams are forced to 

choose. This EDMF sets out important questions and explains when these questions ought to be 

asked throughout the storytelling process. It also explains who is responsible for having these 

discussions and what to do if a decision cannot be made. Ambiguity and uncertainty are part of any 

ethical decision-making framework, and we encourage exploration of ethically grey areas. Indeed, 

this exploration is the most important part of the process. Our discussions help us to reach further 

outward, toward a fuller understanding of our contributors’ lives and contexts – and of our own 

unconscious biases, norms, and ways of working. 

Risk Assessment 
In developing this EDMF, TPA has considered the risks associated with all its communications 

activities and how they might impact on:  

• Contributors and the communities in which we work

• Staff and volunteers across the organisation

• Governing body

• Our partners (collaborating organisations) and contractors

• Supporters and the public

• Overall activities of TPA

• The reputation of TPA and other ACFID members and other regulatory bodies including ACNC
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o Integrity and accountability: Do we ensure that transparency and accountability remain a

priority and transgressions promptly and effectively addressed?

Human rights 

o Have we put the best interests of the contributor first?

o Have we ensured we ‘do no harm’ to the contributor during the storytelling process?

o Have we treated the contributor with dignity and fairness?

o Have we respected the personal freedom and privacy of the contributor?

o Have we encouraged the contributor to freely express their thoughts and feelings?

o Have we given the contributor control over how their identity and thoughts are

portrayed in their story?

o Have we ensured the content is accurate?

Children’s rights 

o Have we ensured the best interest of children have been put before the interests of

adults and our organisation?

o Have we adequately protected children?

o Have we respected children’s rights to dignity and fairness?

o Have we attempted to reduce stereotyping of children? Have we treated all children

equally?

Disability rights 

o Have we given people with disabilities the opportunity to contribute to this story?

o Have we considered how ableism has affected this story?

o Have we carefully considered how people with a disability are portrayed?

o When published, will this story be accessible to people with disabilities?

Indigenous rights 

o Have we respected Indigenous people’s rights to dignity and fairness?

o Have we given Indigenous people the ability to freely express themselves, through their

own culture and language?

o Have we considered how racism has affected this story?

o Have we carefully considered how Indigenous people are portrayed?

o Have we given Indigenous people control over how their identity and thoughts are

portrayed in their story?

2. Protection

TPA puts the wellbeing of its stakeholders first. We explain how we protect our stakeholders in our 

Child Protection Policy, Child Safety Code of Conduct Policy, Ethical Communications Policy, 

Preventing sexual exploitation, abuse, and harassment (PSEAH) Policy, Informed Consent Policy, 

Image Policy, Privacy Statement [ https://www.takingpaediatricsabroad.org.au/about-tpa-

charity/tpa-privacy-statement/ ] and Fraud and Risk Management Policy. 

All staff and stakeholders must uphold these policies. There are no exceptions. However, there are 

also context-related issues that arise in relation to protection. Our discussions should ask:  
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• Copy: Written words and numbers.

• Cultural norms: Informal understandings of group conduct that govern the behaviour of

members of a society.

• Dignity: The feeling of having decision-making power, freedom, and autonomy over life

choices, together with the feeling of self-worth and self-confidence, and feeling that one has

the respect of others.

• Empowerment: Authority or power given to someone to do something.

• Ethical decision-making framework: A structured series of questions and issues for

consideration that help people make choices when they are faced with situations that

require value judgements.

• Ethical dilemma: A situation that has no clear right or wrong answer.

• Images: Two-dimensional visual representations. Images include ‘still’ images such as

photographs, artworks, and illustrations, and ‘moving’ images such as videos, animations,

and GIFs.

• Informed consent: When a contributor grants permission to publish their story with full

knowledge of the possible consequences, including risks and benefits. Informed consent

must be granted without duress.

• Privacy: A person’s right to control access to their information and identity.

• Publisher: A person or organisation that publishes stories using methods such as print,

websites, social media, press releases etc.

• Respect: Due regard for the feelings, wishes or rights of others.

• Story: A story can include written, visual, verbal and data elements. These elements can exist

alone or in a combination with other story elements.

• Storytelling: The act of sharing stories.

• Unconscious bias: A bias we are unaware of, and which happens outside of our control. It is a

bias that happens automatically and is triggered by our brain making quick judgments and

assessments of people and situations. It is influenced by our cultural environment and

subjective experiences.

• Vicarious trauma: The inner transformation that occurs in the inner experience of the

therapist [or other professional] that comes about because of empathic engagement with

clients’ trauma material. (Pearlman and Saakvitne, 1995)

Signed: Date 17th July, 2023 

Peter Richards 

TPA Board Chair 
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Ethical Fundraising Policy 

1. Introduction

1.1 The Board of TPA is committed to ensuring that fundraising activities are carried out in an ethical
manner.

1.2 This policy applies to the Board, casual, permanent and contract staff and volunteers.

2. Purpose

The purpose of this document is to identify TPA’s position on fundraising practice and to document
the standards expected in raising funds from the community.

3. Policy

3.1 TPA’s guiding fundraising principle is a simple one – we will only use techniques that we would be
happy to be used on ourselves or those close to us.

3.2 In doing so, TPA will adhere to the following standards:

• Fundraising activities carried out by TPA will comply with all relevant laws.1

• Fundraising activities will only be conducted in locations where TPA is permitted by law to 
conduct those activities. Any fundraising activity carried out online will be conducted from a
location where TPA is permitted to conduct fundraising. If TPA’s fundraising campaign is broader
than the State or Territory in which it is authorised to fundraise. TPA will consider whether
further permissions are required.

• Any communications to the public made in the course of carrying out a fundraising activity shall
be truthful and not deceptive or misleading.

1.3 

• Fundraising activities will comply with the ACFID fundraising charter The ACFID Fundraising
Charter_Aug 2018.pdf Annual reporting of compliance to the Board will be conducted

• Fundraising activities will be undertaken in a manner that affords care and respect to the people
that the funds are intended to assist. Conduct that will ensure this standard is met includes, but is
not limited to:

o seeking permission for the use of beneficiary images and/or personal information
o consultation with beneficiaries to ensure they are being represented as they wish to be

Conduct that will be avoided in order to ensure this standard is met includes, but is not limited 
to: 

o highlighting or focusing on the impairment, dependency or disability of a beneficiary
o the use of disparaging language or imagery regarding the beneficiary
o stating or implying a falsehood regarding a beneficiary

1 Where, as in online fundraising, the rules are ambiguous or undefined, TPA will follow general practice and make any necessary 
corrections once a specific rule has been established. 
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• Fundraising material will clearly state the purpose for which the fundraising appeal is being
conducted and will include a statement that, if the funds raised exceed the amount needed for
the stated purpose, those funds will be applied in accordance with TPA’s stated mission and
purpose.

• All monies raised via fundraising activities will be applied in accordance with the statements 
included in fundraising material.

• Any restriction placed by a donor on the use of donated funds will be respected, or the donation
returned.

• TPA will report to its members, stakeholders, and donors on the outcomes of fundraising
activities and on the expenditure of these funds.

• All personal information collected by TPA is confidential, is not for sale or to be given away or
disclosed to any third party without consent, and will otherwise be handled in accordance with
applicable law.

• No general solicitations shall be undertaken by telephone or door-to-door.

• Fundraising activities should not be undertaken if they may be detrimental to the good name or
community standing of TPA.

• Financial contributions from companies, organisations and individuals that the Board has reason
to consider unethical will not be accepted. Companies and organisations specifically excluded
from making financial contributions to TPA include pharmaceutical/gambling/tobacco/alcohol
companies.

3.3 Any employee or volunteer breaching these standards shall be subject to applicable sanctions. 

Authorisation 

Signed  

Board Chair: Peter Richards 

Date:     20th November 2023
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Ethical Fundraising Procedures 

1. Responsibilities

1.1 The Board is responsible for the implementation and review of this policy.

1.2 All Board members, casual, permanent and contract staff and volunteers are responsible for adhering
to this policy.

2. Processes

2.1 A Fundraising Sub-Committee will be formed to oversee the major fundraising tasks. The Fundraising
Sub-Committee will report regularly to the Board, including tabling of meeting minutes at Board
meetings.

2.2 All fundraising activities must have the prior approval of the Board, as recorded in Board meeting
minutes.

2.3 A statement estimating income and expenses will be prepared prior to the commencement of any
new fundraising activity that may present a financial risk to TPA. Fundraising activities should not be
undertaken if they will expose the organisation to significant financial risk. TPA will fully and
accurately disclose administration costs and costs of any public fundraising.

2.4 The Fundraising Sub-Committee will be the first point of reference for any complaints about TPA’s
fundraising.  The Sub-Committee will conduct a preliminary investigation into the complaint and
report its findings to the board.

Authorisation 

Signed: 

Managing Director Name: Dr Kathryn Currow 

Date: 20th November 2023 
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Policies can be established or altered only by the Board: Procedures may be altered by the MD.. 

External Advertising 
Where a position cannot be filled internally or where it is appropriate to conduct an external 
recruitment campaign, the available position should be advertised through relevant 
networks, on relevant websites, and through local employment services.  

Volunteer positions will be advertised as widely as deemed reasonable. 

All advertisements must be approved by the MD. 

Screening Applicants 
If a recruitment consultant has been engaged to recruit for a position, they will be responsible 
for screening the applicants. 

Resumes must be screened against the position description so that assessments can be made 
of their suitability for the specific role. Applicants who are assessed as suitable will then be 
selected for interview.  

Where appropriate, but particularly in positions of financial responsibility or in dealing with 
vulnerable clients / children, police checks may be arranged. Police checks shall be arranged 
only with the consent of the applicant concerned; however, if consent is refused this shall be 
taken into consideration in the selection process.  

References shall be sought. All staff and volunteers will be vetted for former misconduct. 
Previous employers and referees shall be contacted, and transcripts, qualifications, 
publications and other certification or documentation shall be validated. 

Any checks which may form part of the selection process should be conducted prior to issuing 
an offer of employment.  

Assessing risk and monitoring and evaluating risk and child safeguarding processes will be 
undertaken at all stages of programming. 
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Policies can be established or altered only by the Board: Procedures may be altered by the MD.. 

Conducting Interviews 
The short-listing and interview process will be conducted by a selection panel which will be 
appointed by and will include the MD or their nominee and the relevant manager or 
supervisor for the position. Behavioural-based interview questions will be included. 

If any member of staff finds that they are assessing any applicant where there is a perceived 
or actual conflict (eg. Where the applicant is a family member, friend or past colleague) they 
shall declare the perceived or actual conflict to the panel.  

Reference Checking 
Managers are to ensure that, where possible, reference checks are conducted prior to an 
offer of employment being extended to a candidate. 

Details of the reference checks should be attached to the candidate’s application for future 
reference. 

New Starter Paperwork 
If an internal candidate is selected, the Manager is required to notify the successful candidate 
and their Manager. If an external candidate has been selected, the Manager is to make a 
verbal offer to the candidate. 

To authorise the commencement or transfer of an internal employee, the Manager must 
provide confirmation of the MD’s approval. The Manager should ensure that all recruiting 
documents are completed. 

A written letter of offer and or contract for the successful candidate will confirm the start 
date, salary (if any), position and the terms and conditions of employment pertaining to the 
employee. 

Unsuccessful candidates will be duly notified. 

The Manager is responsible for ensuring that the necessary documentation, equipment and 
access privileges are prepared for the new employee. 

Employment contracts will contain provisions for the prevention of a person from working 
with children if they present an unacceptable risk to children. This will include dismissal, 
suspension or transfer to other duties for any employee who breaches the child protection 
code of conduct .
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Policies can be established or altered only by the Board: Procedures may be altered by the MD.. 

Records and Correspondence 

All contact regarding the position is to be directed through reception, with all applications 
marked “Confidential” and posted to the MD. 

Letters/emails of acknowledgment should be posted to all applicants prior to the short-listing 
of final suitable applicants.  Short-listed but unsuccessful applicants should be advised that 
their CV will be retained for future reference, unless the applicant advises otherwise. 

AUTHORISATION 

Signature of MD: 

Name of MD: Dr Kathryn Currow 

Date: 20th November 2023 
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Policies can be established or altered only by the Board: Procedures may be altered by the MD. 

TPA will deal with client records in accordance with its privacy law obligations. 

3. Staff Records

TPA will deal with staff records in accordance with the Fair Work Act 2009 (Cth), and its 
privacy policy and privacy law obligations.   

4. Member and Donor records

TPA will deal with client records in accordance with its privacy policy and privacy law 
obligations.  

5. Access to Minutes of General Meetings and the Members Register

Access to minutes of general meetings and the Members Register will be provided in 
accordance with the terms of the constitution.  

Authorisation 

Signature: 

Board Chair: Peter Richards 

Date of approval by the TPA Board :  
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Policies can be established or altered only by the Board: Procedures may be altered by the MD

RESPONSIBILITIES 
In order for the Board to facilitate accountability and transparency with stakeholders, there 
needs to be good internal documentation and reporting.  

The MD is responsible for ensuring that there are systems and processes in place to capture, 
record and analyse the information necessary to enable the Board to perform its reporting 
functions.  This includes reporting regularly to the Board on the operations of TPA.    

The MD will also ensure that privacy and other policies are in place to govern the access and 
use of documents including client records, staff records, member and donor records, and 
minutes of general meetings, in accordance with the Board’s transparency and accountability 
policy.   

Staff are responsible for implementing and adhering to the policies and procedures 
developed by the MD.    

AUTHORISATION 
Signature of MD 

Name of MD: Dr Kathryn Currow

Date : 21st November 2023

TRANSPARENCY AND ACCOUNTABILITY PROCEDURES 
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Doc ID 685246653/v1 

Policy number 4 Version 1 

Drafted by KC Approved by Board on 6th November 2019 
Responsible person Scheduled review date 

INTRODUCTION 
Taking Paediatrics Abroad Ltd relies heavily on the unpaid work of volunteers and values their 
contribution highly. 

PURPOSE 
This policy is intended to ensure that volunteers working at Taking Paediatrics Abroad Ltd have work 
that is safe, significant, fulfilling, and appreciated. 

POLICY 
All volunteers shall be treated with respect and gratitude for their contribution. 

Volunteers shall carry out duties assigned by the management of Taking Paediatrics Abroad Ltd. 
DRAFT 

AUTHORISATION 
Signature of Acting Chair, Lesley Mathews: 

Date of approval by the Board: 6th November 2019 
Taking Paediatrics Abroad Ltd 

VOLUNTEER MANAGEMENT POLICY 
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VOLUNTEER MANAGEMENT PROCEDURES 

Approved by 
On 6th November 2019 

Managing Director 

RESPONSIBILITIES 
In its pilot year, a Volunteer will be appointed to the position of Volunteer Coordinator. The Volunteer 
Coordinator shall be responsible for organising the recruitment, training, and supervision of volunteers. 
The Volunteer Coordinator will report to the Managing Director who, in turn, shall report to the board 
regularly on the Taking Paediatrics Abroad Ltd volunteer program. 

PROCEDURES 

Recruitment 
All volunteers are subject to the screening procedures set out in the appropriate section of Taking 
Paediatrics Abroad Ltd’s Recruitment Policy. 

DRAFT 

Recruitment of volunteers shall also take into account Taking Paediatrics Abroad Ltd’s commitment to 
cultural diversity under its Access and Equity Policy. 

Induction 
All volunteers shall be offered appropriate information and training to discharge their functions, and 
successful completion of this training shall be a condition of carrying out these functions. 

Supervision 
All volunteers shall receive appropriate supervision and support in the exercise of their functions as is 
reasonably practicable. 

Reimbursement 
All volunteers shall only be reimbursed for all pre-approved expenditure incurred in the exercise of their 
functions, as set out in Taking Paediatrics Abroad Ltd’s Reimbursement of Expenses Policy. 
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AUTHORISATION 
Signature of Managing Director 

Name of Managing Director: Dr Kathryn Currow 

Date: 6th November 2019 
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