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record keeping template
[bookmark: _Toc504126154][bookmark: _Toc504126221][bookmark: _Toc504126296][bookmark: _Toc504126305][bookmark: _Toc504126323][bookmark: _Toc504126662][bookmark: _Toc504127023][bookmark: _Toc504128192][bookmark: _Toc43194977]This template can assist you in meeting your record keeping obligations under the Child Protection (Working With Children) Act 2012. Your records can be kept electronically or on paper using a template like one below. For auditing purposes you must keep these records for seven years.
You must keep the following records:
Full name (including first, middle and last name)
Date of birth
WWC number
Verification date (the date you verified them)
Verification outcome (clearance, barred, interim barred or not found)
Expiry date (when the WWC number expires) 
Status of the worker (paid or volunteer)
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This template was developed by the NSW Office of the Children’s Guardian. For more free child safe templates and other resources, please go to ocg.nsw.gov.au/our-resources
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