CATHOLIC ARCHDIOCESE OF MELBOURNE

Safeguarding Essentials Online Training Instructions
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Safeguarding Unit
St Patrick’s Centre, 486 Albert Street, East Melbourne VIC 3002 Australia. PO Box 146, East Melbourne VIC 8002 Australia

Telephone: (03) 9261 5621 | Email: safeguarding@cam.org.au | Website: www.melbournecatholic.org

The Archdiocese is committed to the safety, wellbeing and human dignity of children, young people and adults.
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http://www.melbournecatholic.org/

How to Register

1. Access Training Click Here

2. Enter either:

e 8digit Working with Children (WWC) number eg 9985743A or 38958604 OR

e 6digit VIT Number eg 960594

Use the same number each time you log into the portal.

Then click Email my login code
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Welcome to the Safeguarding Essentials training module.

This compulsory module has been developed for all clergy and volunteers of the Catholic Archdiocese of
Melbourne (CAM). This module will provide you with foundational knowledge in relation to safeguarding
children, young people and vulnerable persons from abuse and harm.

The importance of training clergy and volunteers has been articulated in the Victorian Child Safe
Standards, National Catholic Safeguarding Standards and the National Principles for Child Safe
Organisations on which the CAM Safeguarding and Wellbeing Policy for Children and Young People is
based.

Completing this module affirms your commitment and that of the Catholic Archdiocese of Melbourne to
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SAFEGUARDING TRAINING FOR VOLUNTEERS, CLERGY AND STAFF

Login

Please enter any one of the following

T WWCC Card Number (frst 8 digits)
* VIT Card Number

Email my login code:

“Aone-time password will be emalled to

registered volunteers
“Unregistered volunteers will be provided

with the option to register
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3. Enteryour card details

Enter last name listed on your WWCC card or on your VIT Number. Enter the date
using the calendaricon. Do not manually enter the date. Select the date from the

calendar.

Login / Register

You have not registered with us before.
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Date will appear as below

You have not registered with us before.

To register please provide us the following

details exactly as it appears on your WWCC
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4. Registeryour details:

Please provide us with a few additional
detalls

you primarily serve
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Enter your parish or CAM
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Your verification code will be sent to this

email.

5. Checkyour email and copy the verification code

ByDatev T Verify your new account in Safeguarding Training
-
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You recently attempted to register a new Safeguarding Training account.
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Operating System: Windows 10
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6. Paste verification code from your email and click Verify Code

* Enter Verification Code

may take upto a minute for the emai

" " arrive.
1e Catholic Archdiocese of

Please check you spam folder in case you do

not see the email in your inbox.
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7. Ifclergy or employee tick the box.

If you’re not clergy or an employee leave the box unticked and click next.

Please confirm the below declaration or update if your status

has changed

Are you a clergyman or an employee at an institution belonging

the Archdiocese of Melbourne?

[v] Yes,1am

*If you are not @ member of clergy or employee, please click on

the ‘next’ button without checking the box above




8. Watch video to commence training. Scroll to the bottom and click continue
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1.1 Introduction
Course welcome from Archbishop Peter A Comensoli PREV | 10F

Welcome to the Safeguarding Essentials online training module.

The Catholic Archdiocese of Melbourne is driven by its mission and values to protect everyone who is
involved with it, especially children, young people and adults at risk. Completing this module affirms
your commitment and that of the Archdiocese to the safety and care of those most in need.

Click the "Play" button below to view the video.

9. Opening prayer, click continue
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Father of hope,

strengthen our task of creating a safe and supportive environment for
all people.

Grant us wisdom to make decisions that specially protect children and
the vulnerable.

God of mercy,

we ask forgiveness for the failure to nurture, respect and cherish those
under our care.

God of compassion,

Bring your healing grace to the abused ones and their families, whose suffering continues.
Restore them and give them peace

Father of love,

hear our prayers this day and enable us to work together to protect the dignity you give to all

humankind.
CONTINUE

10. Word of caution, read and click continue
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Aword of caution PRE

A word of caution

The content of this module contains information that may cause some people to feel discomfort. If this
occurs, you should seek support or counselling from a trusted professional. There is a list of providers
of counselling towards the end of the module.

CONTINUE




11. Introduction, read and click continue
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1.1 Introduction
Course introduction

This module has been developed with a working group of selected

representatives from Catholic Archdioceses around Australia and the

Australian Catholic Bishops Conference. ’—
You can complete this module at your own pace, either in a single sitting or -
section-by-section as your schedule allows. Your progress will be automatically o

saved after each session and you can take-up where you left off.

There will be an assessment at the end of the module to assist in reviewing
your understanding of the content. If you are not successful at first, you can review the content and
attempt the assessment again until you answer all questions correctly.

CONTINUE

12. Module overview, read and click continue

1.1 Introduction
Module overview

This module contains six sections:

1. Introduction

2. Safeguarding responsibilities

3. What is abuse?

4. Abuse risk factors

5. Risk management

6. Responding to and reporting abuse
There are "Listen" buttons available in the module that allow you to listen to the text on screen. Click
the "Play" button to start the audio and click the "Pause" or "Stop" buttons to stop the audio. Please
note that hidden text will also be read out without having to click onto all interactive elements on

screen. We recommend pausing or stopping the audio if you wish to move ahead in the lesson while
the audio is playing.

This module should take you approximately 30 minutes to complete.

CONTINUE




Successful completion to receive your certificate

Access Training Click Here

1. Modules should all say completed. Click the EXIT button.
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Course completed

Congratulations, you have completed this course and your progress has been saved. You can review the
at any time by coming back and using the table of contents below.

1.1 Introduction
1.2 Safeguarding responsibilities
1.3 Abuse - What is @bUSe? e
1.3 Abuse - Sexual abuse

1.3 Abuse - Physical abuse

1.3 Abuse - Psychological (emotional) abuse
1.3 Abuse - Spiritual abuse
1.3 Abuse - Family Violence
1.3 Abuse - Exploitation

1.4 Abuse risk factors

1.5 Risk MANABEMENT
1.5 Code of Conduct
1.5 Communicating and role boundaries
1.6 Responding to and reporting abuse
1.7 Assessment

2. The below screen will appear. Close window

safeguarding.melbournecatholic.org/apex/scormanywhere SCORM_Player?inline=18courseld=a408w00000037GUAAY&simplemedia=true&DisableVersioning=t
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You have completed the course and your progress has been saved to the LMS.

To exit the course now, please use your LMS controls, close this window, or navigate away.

A COURSE BY

Salt
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3. Go backinto the home dashboard or log back into your training. If the module says
ELIGIBLE, click on the module. Eligible means you haven’t successfully completed
the training and have one final step to do.

CAM Safeguarding Code of Conduct

Safeguarding Essentials Training Module

Achievements

CAM Safeguarding
Essentials Training
Certification for Clergy and
Staff

CAM Safeguarding Essentials Training Certification for “

Clergy and Staff

Safeguarding training certification for Clergy and Staff within the Catholic Archdiocese of Melbaurne

Required Learning
[ safeguarding Essentlals

A Parish Vohunteers Saepusr ing Traii,

5. Click on the video play button




6. Your summary page should have all modules completed. Click the EXIT button
again.
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Catholic Archdiocese of Melbourne - Safeguarding Essentials

Course completed

Congratulations, you have completed this course and your progress has been saved. You can review the conte
at any time by coming back and using the table of contents below.

.1 Introduction
.2 Safeguarding responsibilities

.3 Abuse - What is abuse?

.3 Abuse - Sexual abuse

.3 Abuse - Physical abuse

.3 Abuse - Psychological (emotional) abuse
.3 Abuse - Spiritual abuse
.3 Abuse - Family Violence

7. Exitthis screen. You should receive an email notification saying you have
successfully completed your Safeguarding Essentials Training.
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You have completed the course and your progress has been saved to the LMS.

To exit the course now, please use your LMS contrals, close this window, or navigate away.
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8. Checkyour emailinbox.
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Completion of the Safeguarding Essentials online training
s 0t

Thank you for taking the time 10 complote the CAM Safeguarding Fssentials Training Certification for Laity.

Completion of th of your 10 keeping chidren safe bn your parish

This o vo You will be thin training module again sftel thet 10 keep the certification current,

An emadl reminder wil be sent to you before the expiry date.

Heat Rogards,

Catholic Aschodiocere of Melourne
PO Box 146
Cast Melbouene, VIC 8002

*Please 8a nt reply 10 this emeil an # is not monitored
You can contact your parish office for any queries.

10



9. Module should now say ACQUIRED
10. Click on the Code of Conduct

Home
CAM Safeguarding Code of Conduct
Safeguarding Essentials Training Module
List View
Achievements
==
Ad
CAM Safeguarding
Essentials Training
Certification for Clergy and
Staff
Safeguarding training certification
for Clergy and Staff within the.
) 17/07/2022 | [ 17/07/2024
1
11. Review Code of Conduct
sarishwebfiles-public.s3.ap-southeast-2 com/CAM/6.14+Safeguarding-Children-and-Young-People-Code-of-Conduct+and+ Declaration.pdf

site [l % Dashboard-CA.. @ FEventd @ SharePoint @ Microsoft 365 @ OneDrive @ PSU - Safeguarding @ Salesforce NOVA @ Salesforce P PACEM

Safeguarding Children and Young People
Code of Conduct and Declaration

The Archdiocesan Child Safety Code of Conduct helps to create a positive, respectful and safe environment
by setting expectations in relation to the appropriate behaviour of clergy, employees and volunteers in
their interactions with children and young people engaged in programs, activities and events.

This Child Safety Code of Conduct reflects our acceptance that each child or young person ‘has a unique
worth created in the image and likeness of God’ and deserves protection (Pontifical Commission for the
Protection of Minors 2016).

When participating in parish, agency or entity activities, clergy, employees and volunteers are required to act
in a manner that safeguards children and young people from abuse and harm at all times.

Clergy, employees and volunteer in ministry or working with children and young people within the Catholic
Archdiocese of have a to the important role they play individually and
collectively to ensure the wellbeing and safety of all children and young people.

SAFEGUARDING CHILDREN AND YOUNG PEOPLE CODE OF CONDUCT DECLARATION

The Safeguarding Children and Young People Code of Conduct Declaration is an acknowledgement that
clergy, and have read and the and conduct expected of them
and agree to comply with the Code of Conduct

Clergy, employees and volunteers are required to sign the Safeguarding Children and Young People Code of
Conduct Declaration upon their commencement.

Volunteers are required to re-sign the Declaration every three years.

Clergy and employees are required to re-sign the Declaration annually.

Child safety training (see the ‘Safeguarding Training’ section of the Safeguarding Children and Young
People Policy) is required annually for all clergy, volunteers and employees.

FXPECTATIONS



12.You have successfully completed your Safeguarding Essentials Training.

] CAM Safeguarding Essentials Training Certification for “

Clergy and Staf

Safeguarding train rtification for Clergy and Staff within the Catholic Archdiocese of Melbourne

Required Learning

[>

[® safeguarding Essentials

Campleted ¢

13. Renewal Period

To renew your training, there is a ‘renewal window’ period. If you renew your training before

this period, it will not register as having completed your training. Please only renew your
training during this renewal window for the system to register training completion.

If your renewal window has expired, please email safeguardingunit@cam.org.au

CAM Safeguarding Essentials Training Certification for "

Clergy and Staff

Safeguarding training certification for Clergy and Staff within the Ca esanfMelbourne

Required Learning

[& safeguarding Essentials
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Signing the Code of Conduct

You can read and accept the Code of Conduct in your Safeguarding Essentials online
training. Please follow the instructions below to complete this task.

Access Training Click Here

1. Code of Conduct not signed:

If you have not signed the code of conduct, when you log in to your Safeguarding
Essentials online training portal, you will see the below message on the home page.
Click on the link circled and read the code of conduct. It should openin a new tab.

Home

Hi

Our records indicate that you have not acknowledged the Safeguarding Children and Young People Code of Conduct Declaration in recent times.
Please read the document provided below and acknowledge your agreement by clicking the Accept Button. Thank you.

Safeguarding Children and Young People Code of Conduct

> 0:00/31:18 <)

I have read / heard, understand and agree to abide by, the Safeguarding Children and Young People Code of Conduct.

Alternatively, you can listen to the audio recording of the Code of Conduct.

Home

Hi

Our records indicate that you have not acknowledged the Safeguarding Children and Young People Code of Conduct Declaration in recent times.

Please read the document provided below and acknowledge your agreement by clicking the Accept Button. Thank you.

Safeguarding Children and Young People Code of Conduct

» 0:00/31:18

I have read / heard, understand and agree to abide by. the Safeguarding Children and Young People Code of Conduct. Accept
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e Once you have read the Code of Conduct, go back to the home page of your
safeguarding training module and click accept.

Home

Hi -,

Our records indicate that you have not acknowledged the Safeguarding Children and Young People Code of Conduct Declaration in recent times.
Please read the document provided below and acknowledge your agreement by clicking the Accept Button. Thank you.

Safeguarding Children and Young People Code of Conduct

» 0:00/31:18 LD}

| have read / heard, understand and agree to abide by, the Safeguarding Children and Young People Code of Conduct.

e Your screen should now look like the below. You can view this document at any
time by clicking on the button highlighted below.

ﬁ Home
Safeguarding Children and Young People Code of Conduct

Safeguarding Essentials Training Module

List View
Achievements

CAM Safeguarding
Essentials Training

14



Safeguarding Essentials Training — Training content not loading

If you’re able to log into the training module, however the video isn’t loading, you may need
to enable third-party cookies.

Your third-party cookies may be blocked on your internet browser, which may be why your
page isn’t loading the training content. Below are the steps to follow via Chrome to enable
third party cookies on your internet browser. These instructions may vary if using a different
internet browser.

1. Onyour computer, open Chrome.

2. Atthetopright, click More Settings.

3. Under "Privacy and security," click Cookies and other site data.

4. Select either option:

e Allow all cookies.
e Block third party cookies in Incognito.
& > C & Chrome | chrome:/settings/privacy e %w & 0 a
o " website @ ® h e b SharePoint € Microsoft 365 @ OneDrive @ PSU - Safeguarding @ Salesforce NOVA @ Salesforce P PACEM . Polonious » Other bookmarks
@ Settings
-  Youand Google Take the privacy guide =
B  Autofill and passwords Review key privacy and security controla in Chrome g
@  Privacy and security m No, thanks X
(@ Performance
@ Appearance
Safety check
Q,  Search engine
[ Default browser ®  Chrome can help keep you safe from data breaches, bad extensions and more m
(& Onstart-up
Privacy and security
@ Languages
Clear browsing data
$  Downloads C t cache and more 4
9,  System
©  Resetsettings s e e e »
N Extensions [F d Secuiy .
_i:l About Chrome B

Link for instructions:

https://support.google.com/chrome/answer/956477?hl=en&co=GENIE.Platform%3DDeskt
op#zippy=%2Callow-or-block-cookies
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