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Standard Operating Procedure (SOP): Blue Card Administration
Purpose
This Standard Operating Procedure outlines the processes and responsibilities for the administration, monitoring, and compliance of Blue Cards within [insert Association name]. It ensures the association meets all obligations under the Working with Children (Risk Management and Screening) Act 2000 (Qld) and provides a safe environment for all participants.

Scope
This SOP applies to:
· All Committee and sub-committee members
· Paid staff
· Coaches and assistant coaches
· Managers and trainers
· Referees over the age of 18
· Volunteers working with players under 18
· Any person engaged by the association in child‑related roles

Definitions
· Blue Card: Government‑issued clearance for working with people under 18 in Queensland.
· Employee: anyone (paid or volunteer) that [insert Association name] engages in the delivery of programs and competitions for children deliver services for children.
· Exemption Card: Card for registered teachers and police officers who require clearance for child‑related work.
· Linking: The process where the association registers a Blue Card holder with [insert Association name] through the Blue Card Services (BCS) portal.
· Child‑related role: Any position that involves direct, unsupervised, or regular contact with minors.
Responsibilities
Association Committee
· Ensure all child‑related workers have a valid linked Blue Card before commencing duties.
· Maintain an accurate Employee Register
· Maintain accurate Blue Card records in the Blue Card Services Organisation Portal.
· Ensure compliance with renewal and monitoring requirements.
· Report issues or suspected non‑compliance to Blue Card Services.
Blue Card Administrator (Assigned Officer)
· Primary contact for Blue Card Services.
· Verify identity and eligibility of applicants.
· Process new applications and renewals.
· Maintain and update the association’s Employee Register and Blue Card Register.
· Conduct monthly compliance checks.
Individual Card Holders
· Apply for and renew their Blue Card on time.
· Notify the association of any changes in status (eg suspended card).
· Provide required identification and documents when requested.

Procedure
Pre‑Engagement Check
1. Consult the TFA Safeguarding Children & Young People Policy (Page 22, APPENDIX 3: CHILD RELATED POSITION ASSESSMENT RECOMMENDATIONS) to determine whether the role is child‑related.
2. If YES, require the individual to: 
· Provide an existing Blue Card or
· Submit a new Blue Card application through BCS.
3. The individual cannot begin duties until the association receives confirmation that: 
· The Blue Card is valid, and
· They are linked to the association.
Application Process
1. Provide the applicant with instructions for using the Blue Card Services online application system if required.
2. Verify ID (Drivers Licence, Passport or Proof of Age Card) according to Blue Card Services requirements.
3. Link the applicant to the association via the BCS Organisation Portal.
4. Await confirmation of linkage before approving participation.
5. For applicants under 18, follow the same steps but note that parental/guardian identification may be required.

Renewal Process
1. Blue Card Services will notify the card holder and the association six months before expiry.
2. The Blue Card Administrator contacts the individual to confirm renewal.
3. Renewals are submitted via the BCS online portal.
4. Individuals can continue working if the renewal is lodged before the expiry date.
5. If the renewal is not lodged before expiry, the individual must immediately cease duties.

Maintaining the employee Register
The Blue Card Administrator maintains a secure Employee Register including:
· Full name of card holder
· Date of birth
· Whether they need a Blue Card or Exemption Card
· If they need a Blue Card: 
· Application status (ie, no application made, has applied, or has a blue or exemption card)
· Card number
· Expiry date
· Date linked to the association
· If they do not need a blue or exemption card, you must also record if they:
· are engaged in regulated employment
· work under restricted employment (relying on an exemption)
· have an exemption applied due to their profession.

When allowing people to relying on the 7 day, volunteer parent or under 18 exemptions to work with children, the Restricted Employment Declaration must be completed to check that they are NOT a restricted person. The template declaration (available in digital and manual formats) must be completed and kept on file.

The register must be stored securely and only accessible to authorised [insert Association name] Personnel.
Click here to download the QTF Employment Register template

Monthly Compliance Check
The administrator must perform a monthly review to ensure:
· All child‑related workers have a current, linked Blue Card
· No cards are expired or nearing expiry
· New workers are correctly processed
· Suspensions or changes in card status are addressed immediately

Any concerns must be escalated to the President and Blue Card Services.

Responding to Changes in Card Status
If Blue Card Services notifies the association of a suspension, negative notice, or withdrawal:
1. The individual must be immediately removed from child‑related duties.
2. The committee must document the incident and determine alternative arrangements.
3. The individual may not return until reinstated by BCS.
4. If serious concerns exist, consider lodging an incident report.

Record Retention
· All Blue Card records must be stored for a minimum of seven (7) years.
· Access is restricted to authorised committee members.
· Records must be destroyed securely after the retention period.

Review of SOP
This SOP must be reviewed:
· Annually, or
· When legislation or Blue Card Services procedures change, or
· After any significant incident involving child safety.
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