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1 Purpose

This Policy outlines the Department for Education, Children and Young People’s (DECYP)
approach to developing, managing and reviewing DECYP policy documents to support delivery of
DECYP‘s Strategic Plan 2024 — 2030.

This Policy applies to all DECYP staff involved in the development, management and review of
DECYP policy documents in their professional capacity with DECYP.

This Policy supports DECYP to meet the following Child and Youth Safe Standards:

« Standard 9: Implementation of the Child and Youth Safe Standards is regularly reviewed

» Standard 10: Policies and procedures document how the organisation is safe for children and
young people.

2 Policy statement

DECYP is committed to providing current, accessible and practical policy documents that clearly
outline what we do, why we do it and how we do it.

Clear expectations contribute to effective and consistent decision-making, support our staff to feel
valued and capable, and help deliver our commitment for all children and young people to be
known, safe, well and learning.

Our policy system is underpinned by the DECYP Policy Principles, adheres to the Policy System
Hierarchy and is further detailed in the Policy Development, Management and Review Procedure.

Our robust policy system is achieved through clear governance processes and a consistent
approach to developing, managing and reviewing policy documents across DECYP.

2.1 Policy Principles

1. Policy documents are user-friendly

Policy documents are written in plain English, easy to understand, simple to follow and enable
quick decision-making.

Policy documents are published in the current DECYP template, use inclusive language and meet
accessibility guidelines.

2. Policy documents are informed by evidence and practical to implement

Policy documents are informed by evidence, current and best practice, consultation and research.
They consider the operational context and support routine activities.

Policy documents are aligned with DECYP’s Values, Strategic Plan and relevant departmental,
state, national and international frameworks.

3. The Policy System Hierarchy informs DECYP’s work

Policy owners and policy leads understand the Policy System Hierarchy and how all the elements
fit together to support delivery of the Strategic Plan.

Policy documents adhere to the structure of the policy system hierarchy.
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4. Policy documents promote safety, health and wellbeing

The safety, health and wellbeing of children, young people, families and DECYP staff is supported
through DECYP policies and processes.

Policy documents adequately address the Child and Youth Safe Standards and Universal Principle
for Aboriginal Cultural Safety, including accessibility, anti-discrimination, cultural safety, diversity
and inclusion.

5. Policy documents support good decision making

Policy documents support good decision making to deliver positive outcomes for children, young
people, families and DECYP staff.

Policy documents are quality assured and receive the correct approval to ensure the information is
accurate, strategic issues have been considered, and they meet these Principles.

6. DECYP collaborates with a continuous improvement mindset

Policy owners collaborate, consult and learn from other business units, children and young people,
service users and the broader community to improve policies and processes.

Business Units engage with requests for feedback and provide input in a timely matter.
7. Policy owners action their responsibilities

Policy owners understand and apply their roles and responsibilities.

8. DECYP is accountable and transparent

Children, young people, their families, service users, external partners, DECYP staff and the
broader Tasmanian community can easily access policy documents that apply to or affect them.

2.2 Governance

Draft policy documents are cleared internally by senior manager/s and/or Director/s, as relevant to
the policy document, before final approval. Cleared documents are then sent from the policy owner
to the relevant authorising person for final approval.

The relevant Executive member may nominate the policy approval function to a senior staff member
(for example Director or Manager), management group or committee to approve the documents on
their behalf.

2.2.1 Approvals and authorisation

Minor updates to documents in the Policy Library and Practice Manual must be approved by the
policy owner (usually a unit’s Director or another senior manager).

Significant updates and new policy documents in the Policy Library and Practice Manual must
be approved by the relevant Executive member (or their nominee), or an Executive Committee.

Updates to the Practice Manual — Services for Children and Young People must be approved
by established committees or management groups.

Updates to the Practice Manual — Services for Youth Justice must be approved by the
Secretary or nominated role.

Updates to Libraries Tasmania policy documents must be approved by the Director, Libraries
Tasmania.

DECYP Policy Development, Management and Review Policy 4



Secretary’s Instructions must be approved by the Secretary via a Minute.

Ministerial Instructions must be endorsed by the Secretary and approved by the relevant Minister
via a Minute.

Policy Ownership must be approved between relevant Executive members.

2.3 Policy ownership

Policy owners are responsible for policy content and applying governance processes to oversee
the development and review of policies within the required timeframes.

Policy ownership is determined when a new policy document is developed. Ownership may
change throughout the life of the document with agreement from the current and proposed policy
owners and relevant Executive members through a Minute. If agreement on ownership cannot be
reached, the parties should seek advice from Strategy, Policy and Safeguarding (SPS).

Any changes to policy ownership must be communicated to SPS, policyreview@decyp.tas.gov.au.

Generally, ownership sits with the relevant subject matter expert. Future work by SPS will include
the development of an ownership approach to support clear and consistent ownership decisions.

2.3.1 Vacant position

If the policy owner position becomes vacant, the Executive member will determine the position that
will carry out the responsibility of policy owner until the original position is filled or the policy is
amended.

2.4 Storage and archiving

DECYP must retain records of all current and historical policy documents in accordance with the
Records Management Policy. All final versions must be saved in Content Manager for version
control and to meet recordkeeping requirements.

A policy document may no longer be required if legislation or process changes. Obsolete policy
documents must be removed from the Policy Library/Document Centre and archived in accordance
with the Policy Development, Management and Review Procedure.

2.5 Publishing

All DECYP policy documents are published on the internal DECYP Policy Library.

Policies are also published publicly on the DECYP Document Centre, unless it is determined there
are exceptional circumstances.

Procedures and Guidelines are published publicly on the DECYP Document Centre where there
is an identified public need.

2.5.1 Exceptional circumstances

There must be a strong rationale preventing publication of a policy. Policy owners must consider
the following criteria if recommending a policy should not be published:

* Publication could adversely impact safety.
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» Legislation exempts publication and DECYP assesses the policy as inappropriate to publish.

» The policy contains personal, confidential, or commercial information, or information about
Cabinet processes (consideration should be given to redacting such information so that the
remainder of the policy can be published).

» The policy has not yet been finalised or approved or is not current and contains incorrect or
inaccurate information (consideration should be given to publishing the title of the policy and
indicating its status).

* The policy contains highly sensitive information.

» Publication could prejudice legal proceedings or adversely impact relationships with other
governments.

» DECYP is not responsible for the policy.

If a policy meets any of the criteria above, consideration should be given to:

* revising the policy so that sensitive information is no longer included

+ redacting sensitive information from the policy, and publishing in redacted form

* as a last resort, publishing the title of any policies that cannot be published.

2.6 Developing new policy documents

The DECYP policy environment is constantly evolving, with new and updated policy documents
developed to reflect changes in policy, process and legislation.

A new policy document may be developed when:
+ existing polices can be combined

* anissue, gap or risk has been identified

* a legislative change has occurred

» the organisational structure has changed

the Strategic Plan has been updated.

Any business units planning to develop a new policy document must first review existing DECYP
policy documents in the Practice Manual and Policy Library, check Executive Board Decisions and
outcomes, and engage with other business units to:

+ identify policy, processes, and work already occurring in other parts of the department that may
need to be considered

» determine whether a new document is needed, behaviour can be influenced in other ways, or an
existing document can be updated, streamlined or combined to reduce duplication and repetition.

A new policy document needs to align with existing policy documents and implementation must be
achievable for all stakeholders.

2.6.1 Local and duplicate policy documents

If there is an existing DECYP policy document on the same topic, a duplicate or local document
must not be developed unless:
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» legislation or the existing document explicitly requires teams or sites to develop a local policy
document.

+ the policy owner of the existing documents has confirmed a new document is necessary because
the gap or context cannot be mitigated by updating the existing document.

2.6.2 Development advice

Libraries Tasmania policy documents are developed in accordance with the Policy Development
and Review Procedure (Libraries Tasmania).

Practice Manual documents that govern delivery of services to children, young people and families
are developed and published in accordance with the existing procedures for Children and Families
and Youth Justice.

All education, staff-related and whole-of-agency policy documents must be developed following the
steps outlined in the Policy Development, Management and Review Procedure.

2.6.3 Procedures and guidelines

A policy may be supported by procedures and/or guidelines outlining the actions required to meet
the policy’s requirements. These procedures or guidelines must be based on an existing policy and
cannot function as stand-alone documents.

The development or review of a procedure and/or guideline will typically occur in tandem with the
development or review of the related policy.

2.7 Reviewing existing policy documents

Policy owners are responsible for regularly reviewing assigned operational policies.
* A minor review must be completed every 12 months.
* A significant review must be completed at minimum every five years.

A significant review may occur sooner if there are legislated review requirements, changes to
relevant legislation, policies, or processes, identified gaps or significant risks, or updates to the
Strategic Plan or organisational structures.

2.8 Consultation and engagement

Internal and community stakeholders may need to be consulted and engaged at various stages
throughout the development and review process. The steps involved in the consultation phase will
depend on factors such as the policy topic and its impact. Some policies will only require internal
consultation, while others will need community consultation.

The policy lead should use the consultation phase to discuss with relevant stakeholders whether
the policy document should be publicly available or published for internal use only.

2.8.1 DECYP Consultation

The DECYP consultation process ensures policy positions are aligned, and that the new policy
reflects the whole department. DECYP Business Units must genuinely engage with the
consultation phase to support development of effective policy and processes.
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2.8.2 Community consultation

DECYP is committed to providing mechanisms for children and young people, their families,
service users and external stakeholders to provide feedback on DECYP policies.

Consultation with children and young people must align with the Safe. Secure. Supported. Our
Safeguarding Framework.

Consultation with Unions must be facilitated by Workplace Relations.

2.9 Policy management and review advice

SPS support in managing and reviewing DECYP policy documents. For quality assurance queries
please email_policyreview@decyp.tas.gov.au. For all other queries related to policy development,
management or review, please email sps.admin@decyp.tas.gov.au.

3 Related policies

¢ Records Management Policy

* Risk Management Policy

4 Related procedures

¢ Policy Development, Management and Review Procedure.

¢ Risk Management Procedure

5 Supporting information/tools

+ DECYP Strategic Plan 2024-2030

» Quality Assurance (QA) Guideline

* Create Accessible Word Documents

¢ Create Readable Content

« Strategy, Policy and Safeguarding
* Convention on the Rights of the Child | OHCHR

» Safe. Secure. Supported. Our Safequarding Framework

* Right to Information — DECYP

« Policy Principles

 Hemingway Editor

* The DECYP Good Writing Guide
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6 Definitions

Executive member
The Secretary, Assistant Secretary and Deputy Secretaries.
Guideline

A Guideline is a recommended course of action based on good practice. It provides specific detalil
on matters that are the subject of legislation, regulation, policy or procedure. Guidelines are
discretionary but outline the preferred practice. Guidelines are not directly linked to legislative
compliance or agency wide direction

Local policy

Policies or processes that apply within a particular Business Unit, DECYP site or service and must
be consistent with whole-of-department policy and the policy hierarchy.

Ministerial Instructions

Instructions issued by the Minister under relevant Tasmanian legislation and are mandatory to
follow.

Policy

A policy provides clear directions on DECYP’s intent, actions and position. A policy is mandatory,
provides a framework for decision-making and demonstrates legislative compliance and strategic
alignment.

Policy document

Policy documents include DECYP policies, procedures, guidelines, Practice Manual for Children
and Families and Youth Justice, and Ministerial and Secretary’s Instructions.

Policy lead

The policy lead is an officer or manager in the appropriate DECYP unit or portfolio who is assigned
by the owner to action a policy’s development or review. The lead either has or builds appropriate
knowledge or skills to undertake the development or review of the policy, including scoping,
consultation and engagement, writing and quality assurance.

Policy owner

A Director, Manager or other senior staff member responsible for policy content and applying
appropriate governance processes to oversee the development and/or review of assigned policy
documents.

Policy principles

The foundational rules that must be applied when reviewing or developing all DECYP policy
documents. These Principles provide direction and instruction to uphold strong and meaningful
policy documents that support good decision making.

Policy System Hierarchy

The DECYP Policy System Hierarchy outlines the relationship between the various layers of policy
types, including strategic policy, legislation, and regulations, policy documents, through to forms
and information sheets.
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Practice manual for Children and Families, and Youth Justice

Practice documents that govern the delivery of services to children, young people and families by
Children and Families and Youth Justice staff.

Procedure

Procedures provide direction for the implementation of a policy. Compliance with a DECYP
procedure is mandatory. A procedure describes legislative delegations (where relevant), roles and
responsibilities for specific tasks, processes and when the process is to be applied and why.

Secretary’s Instructions

Instructions issued by the Secretary of the Department for Education, Children and Young People
under relevant Tasmanian legislation and are mandatory to follow.

Service users

Any member of the public accessing departmental services (for example library clients, families at
Child and Family Learning Centres, callers to the ARL).

7 Legislation

Anti-Discrimination Act 1998 (Tasmania)

Child and Youth Safe Organisations Act 2023 (Tas)
Disability Discrimination Act 1992

Education Act 2016

Children, Young Persons and Their Families Act 1997
Archives Act 1983

Personal Information Protection Act 2004

Right to Information Act 2009 (Tasmania)

Youth Justice Act 1997
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Authorised by: Jackie Harvey, Director, Strategy Policy and Safeguarding
Contact: Strategy, Policy and Safeguarding - sps.admin@decyp.tas.gov.au
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Review due: 29 July 2027

This document replaces: Policy Development, Management and Review Policy V1.0 (November
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