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PROCEDURE 

The Roxby Council seeks to provide a ‘family friendly’ work environment.  A Children on Council 
Premises policy supports this aim and also recognises the Council’s duty of care as a responsible 
employer.  The policy seeks to strike a balance between the safety of children on Council premises, 
limiting their exposure to risks, whilst maintaining equality standards.  The policy seeks to address 
both workplace health and safety and equal opportunity issues. 
 
 
BACKGROUND 

The Roxby Council has workplace health and safety policies on the provision of a safe working 
environment for staff and visitors.  However, the presence of children on Council Premises raises 
specific issues for staff, and the Council.  There is a need for regulation as well as discretion and 
‘reasonableness’ in meeting the expectations of parents/guardians and expectations of those making 
decisions about children on Council Premises. 
 
The Roxby Council recognises that: 

• There is a longstanding Council culture in which many staff bring their children into Council 
Premises from time to time; 

• The safety of all persons at Council, including children, is of the utmost importance; 

• The function and effective operation of the Council must be maintained and the presence of 
children within Council Offices must be accommodated within this requirement; and 

• There is a need to identify the responsibilities of the person supervising the children, the 
requisite level of supervision, appropriate areas for children and inappropriate areas for 
children to be present. 

 
DEFINITIONS 

For the purpose of this policy and procedure, the following definitions apply: 

Child/Children for the purposes of this policy and procedure, references to child/children refer to a 
person between the ages of 0 and 18 years who is in legal custody of an 
employee of the Roxby Council. 

Parent/Guardian a person legally responsible for a minor. 
 
SCOPE 

The policy and procedure applies to any person who has care and control of a child on the Council 
premises located at 6 Richardson Place, Roxby Downs, and applies to all members of staff, and 
visitors. 
 
Children are not permitted at any of council’s external work sites (e.g. depots). 
 
PRINCIPLES 

As a generally principle parents should avoid bringing the child/children to work.  The Council 
provides leave time which can be used to manage personal issues. 
 
However, from time to time, a child may need to accompany staff to work for a short period of time.  
This should be negotiated with the relevant supervisor. 
 
It must be ensured that the presence of children in the Council Office does not disrupt the normal 
business of the Council.  Additionally, parents or guardians have a responsibility to ensure the safety 
of the child in the Council environment.  Particular attention must be paid to potentially hazardous 
areas in the office. 
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Children are not to use any Council equipment (for example computers and phones).  Children are to 
be quietly engaged in activity that is not distracting to others, including employees or visitors. 
 
The safety and well-being of the child/children are the sole responsibility of the employee bringing the 
child/children into the workplace.  To minimise disruption to other employees as they perform their 
duties, and to ensure that equipment and personal property are not damaged, the child/children must 
be under the employee’s supervision in the immediate location of the employee’s workstation at all 
times. 
 
The Council further recognises that children may visit employees on social occasions, however, the 
expectation is that all visiting children will be accompanied by a supervising adult who will be 
responsible for the visiting child/children at all times. 
 
FACTORS TAKEN INTO ACCOUNT WHEN ASSESSING A REQUEST 

 
Requests by staff to bring their children onto the Council Premises will be handled with sensitivity and 
reasonableness. 
 
The presence of children may be permitted subject to the notion of reasonableness, which may 
include among other things: 

• Safety of the child in the relevant environment (some areas are “no go” areas under all 
circumstances 

• Disruption to business 

• Confidentiality of Council information 

• Setting a precedent 

• Location (privacy, change and feeding facilities) 

• Degree of interference with other staff/employees/visitors 

• Whether the child is sick and level of attendance 

• Notification to the supervisor 

• Continued reasonable behaviour by the children 

• Others are not being interrupted/inconvenienced by the children 

• Ability of worker to cope with multiple demands 

• Emergency plans 

• Changing child/baby needs/conditions (teething, breast feeding etc) 

• The employee’s role and the flexibility of the role eg. ability of the employee to work from 
home or work in a role that is not subject to customer demands/deadlines/exposure 

• The resources available to provide for the care and support of the employee and child. 
 
BREASTFEEDING AT WORK 

The Council will provide flexible work and leave arrangements that support mothers who wish to 
continue to breastfeed on their return to work.  These arrangements will be negotiated between the 
employee and her supervisor (subject to the approval of Council Administrator) and will seek to strike 
a balance between the operational requirements of the work unit and that of the mother.  Such 
flexibilities might include: 

• Flexible start and finishing times 

• Reduced hours and/or part-time work 
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• Providing reasonable flexibility for mothers to take lactation breaks during their workday 

• Working from home 

• Job-sharing 
 
The Council will provide mothers with flexibility to take lactation breaks during their workday.  This can 
be negotiated between the employee and her supervisor as part of a flexible working hours 
arrangement and might encompass: 

• Time off for an employee to express breast milk or to breastfeed her baby either at the office 
or at a child care centre 

• Flexible start and finish times 

• Allowing lunch and/or other breaks to coincide with feeding times, if preferred, and 

• A short period of time to return home for the purpose of feeding. 
 
The Council will take all reasonable steps to provide access to suitable facilities for women to 
breastfeed and/or express and/or store breast milk. 
 
There is a need to support employees with family responsibilities, particularly through the 
accommodation of reasonable requests for flexible work arrangements, including accommodating the 
need for lactation breaks or time to enable breastfeeding of children. 
 
Staff bringing an infant into the office for the purpose of breastfeeding should be aware of the impact 
this may have on the work environment of other staff.  The Council recognises its responsibilities to 
other members of the Council community and, accordingly, requires that the presence of infants 
within the office have due regard to workplace health and safety requirements and is in accordance 
with the requirements of this procedure. 
 
 
OCCUPATIONAL HEALTH AND SAFETY 

The Roxby Council recognises it has a legal responsibility to ensure a safe environment for 
employees, students and visitors.  This is set out under the Occupational Health and Safety Act 1986 
(SA). 
 
This legislation has been tested and confirmed through case law and precedents at other Australian 
organisations.  The Council’s duty of care extends to all members of the Council community – staff, 
and visitors.  Recognising the potential hazards occurring in the Council environment and the diverse 
nature of the Council community, the Council needs to take all reasonable practicable steps to 
provide and maintain a safe and healthy environment. 
 
INFECTIONS AND DISEASES 

Children with infections or those who have a contagious disease should not be brought onto Council 
Premises to prevent exposure of health risks to others. 
 
A number of childhood diseases are extremely contagious and can create serious health risk to 
adults, both staff and visitors.  Parents/guardians of sick children have a particular responsibility to 
make appropriate care arrangement, which will not adversely affect the health of others. 
 
In the event of an emergency (such as a fire) parents/guardians are to take responsibility for their 
child/children and evacuate to the assembly point along with other staff. 
 
WITHDRAWAL OF CHILDREN 

Where a child has become disruptive or is inconveniencing staff in the workplace, a parent or 
guardian may be required to remove the child. 
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The person in charge of the workplace has the right to request the parents or guardian to remove a 
child in these circumstances. 
 
RESPONSIBILITIES 

Supervisor is responsible for: 

• Having some knowledge of occupational health and safety as it applies to the work being 
undertaken and have appropriate training for this procedure 

• The implementation of this procedure in their area of responsibility and accountability. 
 
Council staff are responsible for: 

• Not placing themselves or others at risk of injury 

• Reporting unsafe acts by Children or Parents that place Council staff, visitors and members 
of the public at risk of injury to the relevant Supervisor. 

 
Parents/Guardians are responsible for: 

• Not placing themselves, their children or others at risk of injury 

• Working in accordance with relevant legislative requirements 

• Maintaining confidentiality by not undertaking telephone calls with customers while children 
are present or leaving confidential paperwork in sight. 

 
Parents or nominated guardians retain ultimate responsibility for the safety of children in their care.  
They must ensure supervision of the child at all times.  Parents or nominated guardians should not 
expect staff or visitors to look after the child. 
 
STAFF LEAVE ENTITLEMENTS 

All leave entitlements are in accordance with the Roxby Council Enterprise Agreement 2014. 
 
 
LEGISLATION 

South Australian Occupational Health Safety and Welfare Act, 1986 
South Australian Occupational Health Safety and Welfare Regulations, 1995 
ILO Convention No. 156 on Workers with Family Responsibilities 
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