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Rationale 
 
The purpose of  this policy is to consolidate and clearly outline all child safety reporting and response 
obligations under relevant Victorian legislation. It is designed to ensure that all staff, volunteers, 
contractors and members of  the Sidrah Gardens School community understand their legal and ethical 
responsibilities to protect children and young people from abuse and harm, and to take appropriate 
action in accordance with the law. 

This policy brings together the School’s legislative obligations under: 

• The Child Wellbeing and Safety Act 2005 (Vic), which establishes the Child Safe Standards, the 
Reportable Conduct Scheme, and overarching child safety duties in Victoria 

• The Children, Youth and Families Act 2005 (Vic), which sets out mandatory reporting obligations 
for certain professionals in relation to physical and sexual abuse 

• The Crimes Act 1958 (Vic), which introduces criminal offences for all adults, including Failure to 
Disclose and Failure to Protect 

• Ministerial Order No. 1359 – Implementing the Child Safe Standards – Managing the Risk of  
Child Abuse in Schools and School Boarding Premises, which governs how all Victorian schools 
must implement the Child Safe Standards. 

This policy provides clear guidance on: 

• Who must report, and in what circumstances 

• How to identify the types of  abuse, neglect and harm that require reporting 

• How and when to make a report to Child Protection, Child FIRST, The Orange Door, Victoria 
Police or other appropriate authorities 

• The School’s responsibilities under the Reportable Conduct Scheme, including the duty to notify 
and cooperate with the Commission for Children and Young People (CCYP) 

• The roles and responsibilities of  staff, volunteers and all members of  the school community in 
building and maintaining a strong child-safe culture 

This policy supports Sidrah Gardens School’s duty of  care to its students and reflects its ongoing 
commitment to child safety and wellbeing, in alignment with Ministerial Order No. 1359. It ensures that 
everyone in the school community is aware of  their obligations and is empowered, supported and 
required to take action to protect children and young people from harm. 

This policy applies to all staff, contractors, volunteers, visitors and members of  the Sidrah Gardens 
School community. All adults connected with the School are expected and required to report child safety 
concerns in accordance with this policy and relevant law. 

Definitions 

Child Abuse – as per the definition in section 3 of  the Child Wellbeing and Safety Act 2005 (Vic) (CWS 
Act) “child abuse” includes:   
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(a) any act committed against a child involving— 
  (i) a sexual offence; or 
  (ii) an offence under section 49M(1) of  the Crimes Act 1958 (i.e. grooming); and 
(b) the infliction, on a child, of— 
  (i) physical violence; or 
  (ii) serious emotional or psychological harm; and 
(c) the serious neglect of  a child.   
 
This broad statutory definition underpins Victoria’s Child Safe Standards, which require schools to 
protect children from all forms of  abuse and neglect. 
 

Failure to Disclose – section 327 of  the Crimes Act 1958 (Vic) makes it a criminal offence for any adult 
(aged 18 or over) in Victoria to fail to report to police when they have formed a reasonable belief that a 
sexual offence has been committed in Victoria against a child under the age of  16 by an adult. 

 

Failure to Protect – section 490 of  the Crimes Act 1958 (Vic) makes it a criminal offence for any person 
in a position of  authority within an organisation (such as a school), who know there is a substantial risk 
that an adult within the organisation or associated with the organisation may commit a sexual offence 
against a child under the age of  16 who is or may come under the care, supervision or authority of  the 
organisation and who fail to take action to reduce or remove that risk. 

 

Grooming – section 49M of  the Crimes Act 1958 (Vic) defines “grooming” as follows: 

“Any adult is guilty of  the offence of  grooming a child under the age of  16 years for sexual conduct if  
they communicated by words or conduct with a child younger than 16 years (or with a person who cares 
for, supervises or has authority over the child) with the intention of  facilitating the child’s engagement or 
involvement in a sexual offence with that person or another person aged 18 years or older” 

To put it simply, grooming behaviour is when an adult builds a relationship of  trust or emotional 
connection with a child under the age of  16 or with someone who cares for or supervises the child, like 
a parent, teacher or carer with the intention to prepare a child for sexual abuse. It doesn’t have to involve 
physical contact or actual abuse. Grooming can happen in person or online and may include:  
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• Gaining trust of  the child’s parents or carers to lower their guard 
• Making the child feel ‘special’ or dependent or communicating in ways that are overly personal 

or inappropriate: For example: 
o paying excessive attention to a particular student, especially one who may appear 

vulnerable or isolated 
o Giving gifts, money, or special privileges (e.g., free food, use of  personal items). 
o Trying to become the child’s “favourite” adult, sometimes by positioning themselves 

as someone who “understands” them better than others.  
o Encouraging the child to keep secrets (e.g., “Don’t tell anyone I gave you this—it’s our 

little secret.”) 
o Undermining the child’s relationships with other trusted adults (e.g., “Your 

parents/teachers don’t understand you like I do.”) 
o Creating a sense of  dependency or emotional obligation. 
o Frequently engaging in unnecessary physical contact (e.g., touching the back, hugs, 

or play-fighting). 
o Finding excuses to be alone with a student (e.g., offering tutoring, one-on-one 

mentoring, or after-hours help). 
o Making inappropriate jokes or comments of  a sexual or suggestive nature, even if  

disguised as humour. 
o Introducing sexual topics into conversation gradually (e.g., “Have you ever kissed 

anyone?” or “Do you have a boyfriend/girlfriend?”) 
o Showing or discussing sexually explicit material. 
o Encouraging the child to engage in private messaging or online chats that become 

increasingly personal or secretive. 
  
Student sexual offending - refers to sexual behaviour that is led by a student 10 years and over which 
may amount to a sexual offence. If  you witness an incident, receive a disclosure or form a suspicion that 
a student is a victim of  a student sexual offending, or a student has engaged in student sexual offending 
you must act immediately by following the Four Critical actions (detailed below). 

 

Who is a Mandated Reporter? 
 
Under the Children, Youth and Families Act 2005 (Vic), the following school-based professionals are 
mandated reporters: 

• Registered teachers (including pre-service and visiting teachers) 
• Principals/Deputy Principals 
• Registered nurses  
• Youth Justice Workers 
• School counsellors (including registered psychologists and social workers) 
• People in religious ministry 
• Early childhood teachers and educators (including in OSHC services). 

Refer to Appendix 2 below for more information. 
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What is Reportable Conduct? 
 
Reportable conduct refers to specific types of  behaviour by workers or volunteers towards a child or 
young person under 18 that must be reported to the Commission for Children and Young People (CCYP). 
 
The 5 Types of  Reportable Conduct: 

(a) a sexual offence committed against, with or in the presence of, a child; or 
(b) sexual misconduct committed against, with or in the presence of, a child; or 
(c) physical violence committed against, with or in the presence of, a child; or 
(d) any behaviour that causes significant emotional or psychological harm to a child; or 
(e) significant neglect of a child— 

whether or not the child consents or the person responsible for the child is aware of the conduct, and 
whether or not any criminal proceedings have been commenced or concluded in relation to the conduct. 

 

Reporting Obligations  
  
Ministerial Order 1359 
This Order sets the minimum requirements for compliance with the Child Safe Standards for schools and 
school boarding premises.  

Under this Order, Sidrah Gardens School must: 

• ensure that all complaints and concerns relating to child abuse as defined in the Child Wellbeing 
and Safety Act 2005 (Vic) are taken seriously and responded to promptly, thoroughly, and 
respectfully 

• have clear, well-communicated procedures that outline how it will respond to allegations or 
concerns, including: 

(i) reporting to relevant external authorities—such as Victoria Police, Child Protection, 
or the Commission for Children and Young People—regardless of whether the law 
mandates reporting;  

(ii) taking immediate steps to protect any child or student involved or connected to the 
concern until the matter is resolved; and  

(iii) making, securing, and retaining detailed records of  the complaint and the school's 
response, in compliance with recordkeeping, privacy, employment, and reporting 
obligations.  

 

These procedures must not discourage or restrict school staff or volunteers from reporting externally, 
must not suggest it is the victim’s responsibility to report abuse, must not require staff to verify the truth 
of  an allegation before acting, and must not prevent documentation of  concerns. 
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Furthermore, the school's response procedures must:  

• cover all forms of child abuse; 
• be sensitive to the diversity and needs of  the school or boarding premises community, including 

children from diverse backgrounds and children with disability; 
• be publicly available and accessible to children, students, families, staff, volunteers, contractors, 

and visitors; and 
• apply to complaints or concerns involving any person connected to the school environment—

including staff, volunteers, service providers, contractors, or visitors—regardless of  who raises the 
concern. 

 

This comprehensive approach ensures the school maintains a transparent, culturally safe, and child-
centred response framework in line with its obligations to prevent and respond to child abuse. 

 

Mandated Reporters 
Mandated reporters under CYF Act must make a report to Child Protection as soon as practicable if, in 
the course of  their professional role: 

• They form a belief  on reasonable grounds that a child has been, or is at risk of  being, sexually 
or physically abused, and 

• The child's parents or carers have not protected, or are unlikely to protect, the child from that 
harm. 

 

A mandated reporter must make a report every time they form such a belief, even if: 

• The Principal or another senior staff member does not share their belief. 
• Another mandated reporter has undertaken to make the report – unless they have confirmed that 

the report has indeed been made. 
 
Non-Mandated Reporters    
Section 183 of  the CYFA states that any person, who believes on reasonable grounds, that a child is in 
need of  protection, may report their concerns to Child Protection. This means that any person, including 
non-mandated person, is able to make a report to Child Protection when they believe that a child or 
young person is at risk of  harm and in need of  protection, and the child’s parents are unable or unwilling 
to protect the child from physical injury, sexual abuse, significant emotional or psychological harm (i.e. 
due to repeated exposure to family violence or neglect).  
 
Mandatory Reporting Training 

All VIT teachers (including non-teaching staff/volunteers, as applicable) will be required to complete the 
Protecting Children: Mandatory Reporting and Other Obligations (PROTECT) online training provided 
by the Department of  Education (Victoria) on a regular/annual basis. 

The Principal is responsible for checking that each teacher (including non-teaching staff, as applicable) 
has completed the required training. Training may be part of  the staff induction process for new teachers 
or be undertaken regularly for continuing teachers. 

https://www.vic.gov.au/protecting-children-mandatory-reporting-and-other-obligations
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Failure to Disclose Offence 
All adults (18 years and over) in Victoria must report to Victoria Police if  they have formed a reasonable 
belief  that: 

o A sexual offence has been committed; 
o The victim is under 16 years of  age; and 
o The information is not already known by police or reported by another adult. 

 
The report must be made as soon as practicable. 
 
Exceptions to the obligation include: 

• The victim is over 16 and requests confidentiality (with certain limitations); 
• The information has already been reported (i.e. say through Mandatory reporting); 
• There is a reasonable fear for the reporter’s or any other person’s safety (other than the person 

who is alleged to have committed the offence or the organisation); 
• Legal privilege or professional confidentiality applies (in limited circumstances). 

 
Failure to Protect Offence 
Any person can raise a concern or report to Victoria Police if  they believe that a person in a position of  
authority within Sidrah Gardens School (e.g., principals, senior staff, school board members, religious 
leaders) fail to act to protect a child when they knew there is a substantial risk that another adult 
associated with the school will sexually offend against a child under 16 years. 

Key elements of  the offence are: 
• The person knew of  a substantial risk that another adult (18 years and over) associated with the 

organisation would commit a sexual offence against a child under 16 years in their care; and 
• Have the power or responsibility to reduce or remove the risk  
• Did not take reasonable steps to reduce or remove the risk. 

 
Examples of  “reasonable steps” may include: 

• Removing or restricting access to the child; 
• Notifying police or child protection; 
• Implementing or strengthening safeguarding measures. 

 
Reportable Conduct 
Any person within the school community—including staff, students, parents, volunteers, contractors, or 
visitors can raise a concern or make an allegation of  reportable conduct. The Reportable Conduct 
Scheme (the scheme) applies regardless of  whether a police or child protection report has been made — 
it is separate from mandatory reporting. 

Under the scheme any allegation of  reportable conduct made against the following persons must be 
reported to CCYP even if  the conduct is alleged to have occurred outside of  work or off school grounds, 
it must still be reported if  the person holds a role within the organisation: 

o Employees 
o Volunteers 
o Contractors 
o Ministers of  religion or religious leaders 
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All allegations will be taken seriously and responded to in accordance with the school’s obligations under 
the scheme. When an allegation of  reportable conduct is made to the school, the Head of  Entity is 
responsible for reporting the allegation as soon as practicable to CCYP. 

At Sidrah Gardens School the Principal is required to: 

• Notify CCYP within 3 business days of  becoming aware of  a reportable allegation. 
• Conduct a fair and thorough investigation or enable one to be conducted. 
• Fully cooperate with CCYP during investigations 
• Provide detailed information about the allegation, response plan and any updates to the CCYP 

within 30 calendar days. 
• After the investigation, provide the final investigation findings (reasoning and any disciplinary 

action taken) to the CCYP. 
• Ensure child safety throughout the process, including interim risk management if  necessary. 

 
All staff and volunteers should know how to identify possible reportable conduct and the importance of  
escalating concerns to the Principal. 
 
Student sexual offending or problem sexual behaviour in children under 10 years 
Under Victorian Law, children between 12-15 can only consent to sexual activity with a peer no more 
than two years their senior. 

Therefore, sexual contact led by a student with a child outside of  these age parameters may amount to 
student sexual offending.  Our obligation to protect children and reporting includes any incidents, 
allegations and suspicions that a student is victim to student sexual offending, or a student has 
committed sexual offending.  

• All staff and volunteers must follow reporting obligations as outlined in Four Critical Actions For 
Schools: Responding to Student Sexual Offending 

Children with sexual behaviour problems include those children less than 10 years of  age demonstrating 
developmentally inappropriate or aggressive sexual behaviour. In such cases staff should seek advise 
from:  

• DFFS Child Protection; or 
• Victoria Police Sexual Offences and Child Abuse Investigation Team (SOCIT) on 000 

 

Indicators of Harm 
 

There are many indicators of  child abuse and neglect. The presence of  a single indicator, or even several 
indicators, does not prove that abuse or neglect has occurred. However, the repeated occurrence of  an 
indicator, or the occurrence of  several indicators together, should alert to the possibility of  child abuse. 
Staff are not expected to determine whether harm has occurred, only to form a belief on reasonable 
grounds that a child may be at risk.  

  

https://content.sdp.education.vic.gov.au/media/sso-policy-978
https://content.sdp.education.vic.gov.au/media/sso-policy-978
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Physical abuse (Non-accidental injury or harm to a child caused by another person) 

Possible indicators: 

• Bruises, cuts, burns, welts, or fractures in unusual places or patterns (e.g., handprint marks) 
• Frequent or unexplained injuries, or explanations that are inconsistent with the injury 
• Fearful behaviour (e.g., flinching when approached) 
• Wearing long sleeves/pants to cover injuries, even in warm weather 
• Reluctance to go home or sudden change in behaviour 

 

Sexual abuse (When an adult, adolescent, or older child uses their power or authority to involve a child in 
sexual activity) 

Possible indicators: 

• Sexualised behaviour inappropriate to the child’s age or developmental stage 
• Disclosure of  sexual abuse (direct or indirect) 
• Avoidance of  specific people or places 
• Regressive behaviours (e.g., bedwetting, thumb-sucking) 
• STIs, pregnancy, or genital pain/injury 
• Excessive secrecy or fear of  being alone with certain individuals 

 

Emotional abuse (Repeated patterns of  behaviour that damage a child's confidence, self-worth or 
emotional development) 

Possible indicators: 

• Constant criticism, belittling, or rejection by caregivers 
• Delays in emotional, mental or physical development 
• Low self-esteem, withdrawn or anxious behaviour 
• Extreme attention-seeking or overly compliant behaviour 
• Self-harm or risk-taking behaviour (e.g., running away) 

 

Neglect (Failure to provide for a child’s basic physical, emotional, or educational needs) 

Possible indicators: 

• Poor hygiene, malnourishment, or constant hunger 
• Inadequate clothing or shoes 
• Unattended health issues (e.g., untreated infections, dental decay) 
• Fatigue or falling asleep in class 
• Poor school attendance or frequent lateness 
• Lack of  supervision, exposure to dangerous situations 
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Exposure to Family Violence (When a child sees, hears, or is otherwise affected by violence between 
family members) 

Possible indicators: 

• Signs of  trauma (e.g., nightmares, hypervigilance) 
• Aggressive or fearful behaviour 
• Regressive behaviours (e.g., thumb-sucking, wetting) 
• Anxiety, depression or withdrawal 
• Talk about family conflict, fights, yelling or someone being hurt at home 

 

Cumulative Harm (The outcome of  repeated or chronic exposure to harm over time. It may involve 
multiple types of  abuse or neglect that on their own may not trigger immediate concern but together 
indicate significant risk) 

Possible indicators: 

• A child with frequent unexplained absences, appearing unkempt, quiet or withdrawn, who has also 
made vague disclosures or drawn concerning images. 

• A pattern of  minor injuries across several incidents, in the context of  concerning family dynamics 
or history of  prior reports. 

 
  
Forming a Belief on Reasonable Grounds  
 

Under CYF Act, a person is required (i.e. mandated reporter) or permitted (i.e. voluntary reporter) to 
make a report to Child Protection when they form a reasonable belief  that a child is in need of  
protection due to abuse or harm. 

A reasonable belief is not the same as proof. You do not need to be certain that abuse has occurred. A 
reasonable belief  is formed when: 

• You observe indicators of  harm (e.g. physical injuries, behavioural signs, or disclosures), 
• A child tells you they have been harmed, or you receive information from someone else that leads 

you to suspect harm, or 
• Your professional judgment and experience lead you to suspect that abuse or neglect is occurring. 

 

You have reasonable grounds when a person in your position, with your training and responsibilities, 
would also have formed the same belief  based on the available information. 
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Reporting a Belief  
    
A report to Child Protection should be considered if, after taking into account all of  the available 
information, the person forms a view that the child or young person is in need of  protection because:    

• The harm or risk of  harm has a serious impact on the child’s immediate safety, stability 
and development.    
• The harm or risk of  harm is persistent and entrenched and is likely to have a serious 
impact on the child’s safety, stability or development.    
• The child’s parents cannot or will not protect the child or young person from harm.    

    
When making a report staff should gather the relevant information necessary. This should include the 
following information:    

• Full name, date of  birth, and residential address of  the child or young person    
• Your relationship with the child    
• The details of  the concerns and the reasons for those concerns the individual staff 
member’s involvement with the child and young person - details of  any other agencies who may 
be involved with the child or young person, if  known    

    
Where, during the course of  carrying out their normal duties, a staff member forms the belief  on 
reasonable grounds that a child is in need of  protection, the staff member must make a report to Child 
Protection regarding this belief  and the reasonable grounds for it as soon as practicable.   Staff members 
may form a professional judgement or belief, in the course of  undertaking their professional duties, 
based on:    

• Warning signs or indicators of  harm that have been observed or inferred from information 
about the child.    
• Legal requirements, such as mandatory reporting.    
• Knowledge of  child and adolescent development.    
• Consultation with colleagues and other professionals.    
• Professional obligations and duty-of-care responsibilities.    
• Established protocols.    

 

 If  one staff member has a different view from another staff member about making a report and the staff 
member continues to hold the belief  that a child is in need of  protection, that person is obliged to make 
a report to Child Protection.   

 

  



 

 

 

Child Safety – Reporting 
Obligations Policy 

Making a Report to Child Protection  
 

1. Determine if  the child or young person is in immediate danger 
 

• If  the child is at immediate risk of harm, call 000 (Victoria Police) or the local police 
station without delay. 

 
2. Make a report to Child Protection 
 
Mandated and non-mandated reporters who believe a child is at risk of  significant harm should 
report directly to: 
 
Child Protection – Department of Families, Fairness and Housing (DFFH) 

• Business hours: 
Contact your local Child Protection Intake 
Find contact details here: https://services.dffh.vic.gov.au/child-protection 

• After hours (5pm–9am, weekends, public holidays): 
Child Protection Emergency Service – 13 12 78 

 
3. Document the report 
After making a report: 

• Record the date, time, and method of  the report 
• Note the name of  the Child Protection officer or team you spoke to 
• Keep a factual record of  what led you to form the belief, including any disclosures or 

observations 
• Do not place this information in the student's file—use confidential reporting records in 

accordance with your school’s privacy procedures 
 
4. Inform the Principal (if  appropriate) 

• While you do not need the Principal’s permission to make a report, it is good practice to 
notify the Principal (in Principal’s absence, the Deputy Principals) after making the report, 
unless doing so would place the child at greater risk. 

• If  you are concerned about sharing the information internally, seek advice from Child 
Protection. 

 
5. Follow up if  someone else says they will report 

• If  another mandated reporter has said they will make the report (e.g. a team leader, 
wellbeing coordinator or principal), you must confirm that the report has been made. 

• If  you cannot confirm the report was made, you must make the report yourself. 
 
6. Referral to Child FIRST / The Orange Door (Wellbeing Concerns) 
If  you believe a child is not at immediate risk of  harm but is experiencing significant wellbeing 
concerns (e.g. family stress, neglect, cumulative harm), you can refer the matter to: 

• Child FIRST or 
• The Orange Door (in applicable local government areas) 

Find contact details: https://www.orangedoor.vic.gov.au/ 
 

  

https://www.orangedoor.vic.gov.au/
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Resources for reporting 
 
• Department of  Education 4 Critical Actions for Schools  
four-critical-actions-childabuse-973 
  
• A step-by-step guide to making a report to Child Protection or Child First  
https://www.education.vic.gov.au/Documents/childhood/parents/health/mandreportsep10.pdf   
 
Protecting the Identity of the Reporter  
 

Confidentiality is provided for reporters under the CYF Act. The CYF Act prevents disclosure of  the name 
or any information likely to lead to the identification of  a person who has made a report in accordance 
with legislation, except in specific circumstances.    

The identity of  a reporter must remain confidential unless:    

• The reporter chooses to inform the child, young person or family of  the report.    
• The reporter consents in writing to their identity being disclosed.    
• A court or tribunal decides that it is necessary for the identity of  the reporter to be 
disclosed to ensure the safety and wellbeing of  the child.    
• A court or tribunal decides that, in the interests of  justice, the reporter is required to 
attend court to provide evidence.    

  
Information provided during a protective investigation may be used in a court report if  the risks to the 
child or young person require the case to proceed to court. In these circumstances, the source of  the 
information may be required to provide evidence to the court.       

If  Child Protection decides that the report is about a significant concern for the wellbeing of  a child, they 
may refer the report to a community-based child and family service and disclose the identity of  the 
reporter to that service. However, the CYF Act provides that neither Child Protection nor the community 
based child and family service may disclose the reporter’s identity to any other person without the 
reporter’s consent.  If  a report is made in good faith:  

• It does not constitute unprofessional conduct or a breach of  professional ethics on the 
part of  the reporter.    
• The reporter cannot be held legally liable in respect of  the report.   

  
This means that a person who makes a report in accordance with the legislation will not be held liable 
for the eventual outcome of  any investigation of  the report.    

    
  

https://content.sdp.education.vic.gov.au/media/four-critical-actions-childabuse-973
https://www.education.vic.gov.au/Documents/childhood/parents/health/mandreportsep10.pdf
https://www.education.vic.gov.au/Documents/childhood/parents/health/mandreportsep10.pdf
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What if  I Fail to Report? 
 

If  Mandated Reporters fail to report they are in breach of  their statutory obligations under section 184 
of  the CYF Act. You may face serious employment or professional consequences for failing to report. 

Registered teachers, nurses, and other registered professionals may face disciplinary action by their 
regulatory body (e.g. VIT – Victorian Institute of Teaching, AHPRA) for failing to uphold professional 
standards. 

This could result in: 

• Investigation 
• Suspension or cancellation of  registration 
• Formal reprimand or conditions placed on practice 

 
The school may take internal disciplinary action, including: 

• Formal warning 
• Performance management 
• Dismissal in serious cases, particularly if  a child suffers harm as a result 

 

If  harm occurs to a child because a mandated reporter failed to report, they (and the school) could 
potentially be held liable in a civil negligence claim, particularly where there was a failure to meet the 
duty of care. 

If  the Principal fails to report an allegation of  reportable conduct to CCYP without reasonable excuse it 
is an offence and may result in a fine of  up to $11,538.60. Where allegations of  reportable conduct 
have been found, it may lead to disciplinary action and notification to Working with Children Check unit 
for re-assessment of  your suitability to hold the clearance. 

Failure to report also intersect with offences under the Crimes Act 1958 (Vic): 

• Failure to disclose (Section 327): Up to 3 years imprisonment. 
• Failure to protect (Section 49C): Up to 5 years imprisonment. 
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Related Policies  
• Duty of  Care Policy  
• Child Safety and Wellbeing Policy 
• Child Safe Code of  Conduct 
• Statement of  Commitment to Child Safety and Wellbeing 
• Child Safety – Inclusion and Diversity Policy 
• Child Safety – Recruitment Policy 
• Child Safety – Volunteers and Visitor Policy 
• Child Safety – Complaints Management Policy 
• Child Safety Risk Register 
• Working with Children Check Policy 
• Teacher’s Requirements Policy  
• Bullying, Harassment & Cyber Safety Prevention Policy 
• Enrolment Policy 
• Privacy Policy 
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Appendix 1: Reporting obligations – Summary Table 

Obliga'on Who What to Report Report to 
Mandated Reporters 
 
s182 Children, Youth and 
Families Act 2005 (Vic) 

Principal 
Deputy Principals 
Teachers 
School Nurse  
School Counsellor 
Any Religious 

• Physical abuse; or 
• sexual abuse of  a 

child 

If  the situation is 
urgent or the 
child is in 
immediate 
danger: 000 
 
OR 
 
Child Protection 

Voluntary reporting  
 
 
 
 
 
 
 
s183 Children, Youth and 
Families Act 2005 (Vic) 

Any person  
 
This means 
everyone: Sidrah 
Gardens School 
Board 
Teaching and Non-
Teaching staff 
Students 
Parents/Carers 
Volunteers 
Contractors 
Visitors 
Family members 
External providers 
Member of  the 
public 
— not just 
professionals or 
mandated reporters. 

• Not limited to 
physical or sexual 
abuse. 

• Significant 
psychological or 
emotional harm 

• Neglect 

If  the situation is 
urgent or the 
child is in 
immediate 
danger: 000  
 
 
OR 
 
Child Protection 

Reportable Conduct 
Scheme  
 
Child Wellbeing and Safety 
Act 2005 (Vic) 

Any person 
 
This means 
everyone: Sidrah 
Gardens School 
Board 
Teaching and Non-
Teaching staff 
Students 
Parents/Carers 
Volunteers 
Contractors 
Visitors 
Family members 
External providers 
Member of  the 
public — not just 

• a sexual offence 
committed 
against, with or in 
the presence of, a 
child; or 

• sexual misconduct 
committed 
against, with or in 
the presence of, a 
child; or 

• physical violence 
committed 
against, with or in 
the presence of, a 
child; or 

• any behaviour 
that causes 

Concerns of  
reportable 
conduct raised 
with the school 
must be reported 
by the Principal 
as Head of  Entity 
to CCYP. 
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professionals or 
mandated reporters. 
 

significant 
emotional or 
psychological 
harm to a child; or 

• significant neglect 
of a child— 

 
Ministerial Order 1359 Applies to all people 

engaged in child-
connected work 
within the school.  
 
 
This means —  
Sidrah Gardens 
School Board  
Teaching and Non-
Teaching staff 
Volunteers 
Contractors 
Religious involved in 
school programs 
 

All forms of Child abuse as 
defined 

If  the situation is 
urgent or the 
child is in 
immediate 
danger: 000 
 
OR 
 
 
Child Protection 

Failure to Protect Offence 
 
s490 of  the Crimes Act 
1958 (Vic) 
 

Any person can raise 
a concern or report 

• If  a person in 
authority at the 
school knew of  a 
substantial risk 
that another adult 
associated with the 
school would 
commit a sexual 
offence against a 
child in their care; 
and 

• The person did not 
take reasonable 
steps to reduce or 
remove the risk. 

 

Victoria Police 

Failure to Disclose Offence 
 
s327 of  the Crimes Act 
1958 (Vic) 

All adults in Victoria 
(18yrs and older) 

• A sexual offence 
has been 
committed; 

• The victim is under 
16 years of  age; 
and 

• The information is 
not already known 
by police or 

Victoria Police 
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reported by 
another adult. 

 
 

If  you believe a child is not at immediate risk of harm but is experiencing significant wellbeing 
concerns (e.g. family stress, neglect, cumulative harm), you can refer the matter to Child FIRST or 

The Orange Door. 
Appendix 2 – Mandatory Reporters 
Section 182 of the Children, Youth and Families Act 2005 defines a mandatory reporter as a: 

• registered teacher (including a pre-service or casual relief  teacher) 
• school principal 
• school counsellor (see details below) 
• registered medical practitioner 
• nurse 
• midwife 
• police officer 
• registered psychologist 
• person in religious ministry 
• out of  home care worker (excluding voluntary foster and kinship carers) 
• early childhood worker 
• youth justice worker 

A ‘school counsellor’ is defined as a person employed or engaged (other than on a voluntary basis) to 
provide direct support to school students at or directly connected with a school, for mental emotional or 
psychological wellbeing.  

School counsellor includes:  

• student support service staff 
• welfare officers 
• mental health practitioners in schools 
• student wellbeing coordinators 
• chaplains 
• school-based health and wellbeing staff including allied health staff such as: 

o social workers 
o speech pathologists 
o youth workers. 
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Appendix 3 - Making a mandatory report 
The following table describes the information that should be included when making a report about child 
abuse or child abuse concerns.  

The school’s mandatory reporters must follow the following steps: 

Step Action 

1. Keep notes Keep comprehensive and contemporaneous notes that are dated and include the 
following information:  

• a description of  the concerns (e.g. physical injuries, student behaviour) 
• the source of  those concerns (e.g. observation, report from child or another 

person) 
• the actions taken because of  the concerns (e.g. consultation with the 

principal, report to DFFH Child Protection (Child Protection).  
Sidrah Gardens School staff should use the template provided in PROTECT: 
Responding to Suspected Child Abuse: A Template for all Victorian Schools to record 
their notes. 

2. Discuss 
concerns 

Due to the complexity of  child abuse incidents, disclosures and suspicions, it is 
recommended that concerns and observations regarding suspected physical or 
sexual abuse of  a student are discussed with the Principal. 

It will help to ensure support is provided to all involved in matters of  this nature. 
The confidentiality of  these discussions must be maintained.  

You should then make your own assessment about whether you are required to make 
a report about the student and to whom the report should be made.  

It is important to remember that the duty to report abuse or suspicions of  abuse 
exists even if  the Principal or another mandatory reporter, such as a colleague, 
advises you not to proceed with reporting suspected abuse.  

3. Gather and 
document 
information  

Gather the relevant information necessary to make the report. This should include 
the following 

• full name, date of  birth and residential address of  the student 
• details of  the concerns and the reasons for those concerns 
• your involvement with the student  
• details of  any other agencies which may be involved with the student 

This information should be collected and documented using PROTECT: Responding 
to Suspected Child Abuse: A Template for all Victorian Schools.  

The template is to be used to record as much information as possible to provide 
when you make your report to either Victoria Police or Child Protection.  

It is critical that completing the template does not impact on reporting times – if  a 
student is in immediate danger, school staff need to report the matter to Victoria 
Police immediately.  

https://services.dffh.vic.gov.au/child-protection-contacts
https://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
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4. Make the 
report 

To report concerns which are life-threatening, phone 000 or to the nearest police 
station. 

Where the source of  the abuse comes from within the school, that is, the suspected 
or alleged abuse involves a staff member, volunteer, allied health practitioner, office 
holder, Board member, contractor or visitor at the school:  

• contact Victoria Police, which will contact Child Protection when appropriate  
• report internally to the Principal, or the Chair of  the School Board if  the 

Principal is involved in the allegation 
• report to the Commission for Children and Young People on 1300 782 

978. 
Where the source of  the suspected or alleged abuse comes from within the child’s 
family or community, you must: 

• report sexual abuse and grooming to Victoria Police 
• report the matter to Child Protection if  you consider the student to need 

protection due to child abuse, or that they have been, are being or are at 
risk of  being harmed due to any form of  abuse, including family violence. 

• report internally to the Principal, or the Deputy Principal if  the Principal is 
unavailable. 

You should contact child protection in the area in which the child lives if  you have 
concerns that a child is at risk of  significant harm as a result of  abuse or neglect. If  
after hours, call the Child Protection Emergency Service on 13 12 78  

5. Document 
written records 
of  report  

Make a written record of  the report, including the following information: 

• the date and time of  the report, and a summary of  what was reported 
• the name and position of  the person who made the report, and the person 

who received the report. 
The information initially recorded in PROTECT: Responding to Suspected Child Abuse: 
A Template for all Victorian Schools and any additional information provided to 
either Victoria Police or Child Protection are to be stored securely and maintained 
indefinitely by the school to ensure that records are accessible upon request by 
external authorities investigating the matter.  

Reporting that is non-mandatory 

All Sidrah Gardens School staff, volunteers, contractors, other service providers who are not mandatory 
reporters have professional and moral (and sometimes legal) obligations to report a child protection 
incident, disclosure or suspicion. 

Please refer to Four Critical Actions for Schools: Responding to Incidents, Disclosures and Suspicions of  
Child Abuse in relation to reporting a child protection incident, disclosure or suspicion. 

  

https://services.dffh.vic.gov.au/child-protection-contacts
https://content.sdp.education.vic.gov.au/media/973
https://content.sdp.education.vic.gov.au/media/973
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A printable version can be found here 

  

https://content.sdp.education.vic.gov.au/media/four-critical-actions-childabuse-973
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Appendix 4 - PROTECT: Responding to Suspected Child Abuse: a Template for all 
Victorian Schools (A printable version can be found here).  

When to use this template? 

School staff should use this template to document any incident, disclosure or suspicion that a child 
has been, or is at risk of being abused, including exposure to family violence. 

This template should be used in conjunction with the Four Critical Actions For Schools: 
Responding to Incidents, Disclosures and Suspicions of Child Abuse. 

Completing this template should not impact on reporting times. If a child is in immediate danger staff 
should report immediately to Victoria Police on 000. 

Whilst you may need to gather the information to make a report, remember it is not the role of staff 
to investigate abuse, leave this to Victoria Police and/or DFFH Child Protection. 

This template should also be used if you make a decision not to report, to record your rationale for 
this decision and any other related follow up actions you take to support the child. 

Why record this information? 

When completing this template your aim should be to provide as much information as possible. This 
information will be critical to any reports and may be sought at a later date if the matter is the subject 
of Court proceedings. These notes may also later assist you if you are required to provide evidence 
to support any decisions. 

It is a requirement under Ministerial Order 1359 – Implementing the Child Safe Standards – 
Managing the risk of child abuse in schools and school boarding premises for schools to keep clear 
and comprehensive notes on all observations, disclosures and other details that led them to suspect 
the abuse. 

 
  

https://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
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Responding to an Incident, Disclosure or Suspicion of Child Abuse 

PLEASE NOTE: IF YOU ARE MAKING A REPORT TO DFFH CHILD PROTECTION OR VICTORIA POLICE YOU 
MUST SEEK ADVICE BEFORE CONTACTING PARENTS/CARERS SO AS NOT TO COMPROMISE ANY 
INVESTIGATION OR PLACE A CHILD AT FURTHER RISK. 

 
 
STAFF MEMBER LEADING THE RESPONSE 

NAME: 

OCCUPATION: 

LOCATION (SCHOOL ADDRESS): 

RELATIONSHIP TO CHILD: 

Critical Action 1: Immediate response to an incident 

If anyone is in immediate danger staff should report immediately to Victoria Police on 000. 

See Action 1 of  Four Critical Actions For Schools: Responding to Incidents, Disclosures and Suspicions  

of  Child Abuse 

 

 
RESPONDING TO AN EMERGENCY 

DID THE CHILD REQUIRE FIRST AID? PROVIDE DETAILS IF ‘YES’. 

WHO ADMINISTERED THIS? (NAME AND TITLE) 

DID THE CHILD REQUIRE FURTHER IMMEDIATE MEDICAL ASSISTANCE? 
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CURRENT LOCATION AND SAFETY STATUS: 
E.G. ARE ALL IMPACTED STUDENTS SAFE AND NOT IN ANY IMMEDIATE DANGER? 
IF A CHILD IS IN IMMEDIATE DANGER SCHOOL STAFF SHOULD REPORT IMMEDIATELY TO VICTORIA POLICE 
ON 000 
 
 
 
 
 

Child’s Information 
 

CHILD’S PERSONAL DETAILS 

NAME: GENDER: 

YEAR LEVEL/CLASS: DATE OF BIRTH: 

RESIDENTIAL ADDRESS: 

PARENT/CARER NAME/S: 

PARENT/CARER CONTACT: 

LANGUAGE(S) SPOKEN BY CHILD: 

DISABILITIES, MENTAL OR PHYSICAL HEALTH ISSUES: 

 

 
CHILD’S BACKGROUND 
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CULTURAL STATUS AND RELIGIOUS BACKGROUND 

 

ANY KNOWN PREVIOUS HISTORY OF SUSPECTED ABUSE (INCLUDING EXPOSURE TO FAMILY VIOLENCE) PRIOR 
TO THIS INCIDENT, DISCLOSURE OR SUSPICION OR INVOLVEMENT WITH AGENCIES. 
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FAMILY COMPOSITION (IF KNOWN): 
LIST PARENTING OR CARE ARRANGEMENTS AND SIBLING NAMES AND AGES 

ANY OTHER PEOPLE LIVING WITH THE CHILD (IF KNOWN): 

 

 
 

 
FAMILY BACKGROUND 

DISABILITY, MENTAL OR PHYSICAL HEALTH ISSUES IN FAMILY (IF KNOWN): 

 

 

 

 

LIKELY REACTION TO A REPORT BEING MADE (IF KNOWN): 

 

 

 

 

 

 

 

 

 

 

FAMILY BACKGROUND 
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Details of the incident, disclosure or suspicion 
 
GROUNDS FOR YOUR BELIEF THAT A CHILD HAS BEEN, OR IS AT RISK OF ABUSE 

INDICATORS OR INSTANCES WHICH LED YOU TO BELIEVE THAT A CHILD/CHILDREN ARE SUBJECT TO 
CHILD ABUSE, OR AT RISK OF ABUSE INCLUDING EXPOSURE TO FAMILY VIOLENCE: 
DETAIL ANY DISCLOSURES OR INCIDENTS OR SUSPICIONS (INCLUDING NAMES, TIMES AND DATES 
DOCUMENTING A CHILD’S EXACT WORDS AS FAR AS POSSIBLE). INCLUDE SPECIFIC DETAIL HERE ON 
WHAT LED YOU TO FORM A REASONABLE BELIEF THAT A CHILD HAS BEEN, OR IS AT RISK OF BEING 
ABUSED. 

 

ANY PHYSICAL INDICATORS OF ABUSE: 

ANY BEHAVIOURAL INDICATORS OF ABUSE: 

ANY PATTERNS OF BEHAVIOUR OR PRIOR CONCERNS LEADING UP TO AN INCIDENT, DISCLOSURE OR 
SUSPICION: 
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DETAILS OF PERSONS ALLEGED TO HAVE COMMITTED THE ABUSE (IF KNOWN) 

NAME: 

GENDER DATE OF BIRTH: 

RELATIONSHIP TO CHILD: 
NOTHING IF THEY ARE WITHIN THE SCHOOL OR WITHIN THE FAMILY AND COMMUNITY (THIS WILL IMPACT 
ON WHO YOU REPORT TO) 

ADDRESS: 

 

 

CONTACT DETAILS: 
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Critical Action 2: Reporting 

See Action 2 of Four Critical Actions for Schools: Responding to Incidents, Disclosures and Suspicions of Child 
Abuse 

 

 
REPORTING TO AUTHORITIES 

TICK THE AUTHORITIES YOU HAVE REPORTED TO: 
◻ VICTORIA POLICE 
◻ DFFH CHILD PROTECTION 
◻ THE ORANGE DOOR 
◻ DECISION NOT TO REPORT 

IF YOU’VE DECIDED NOT TO REPORT, LIST YOUR REASONS HERE. ALSO INCLUDE ANY FOLLOW-UP 
ACTIONS UNDERTAKEN BY YOU BELOW: 

PROVIDE DETAIL OF YOUR DISCUSSIONS WITH ANY OF THE ABOVE AUTHORITIES 

DATE: TIME: 

AUTHORITY: 

NAME OF PERSON SPOKEN TO: 

OUTCOMES FROM THE REPORT: 

 

 
REPORTING INTERNALLY 
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PROVIDE DETAILS OF YOUR DISCUSSION WITH SCHOOL LEADERSHIP 

TIME: DATE: 

NAMES: 

DISCUSSION OUTCOMES: 

PROVIDE DETAILS OF YOUR INTERNAL DISCUSSION WITH SCHOOL BOARD (where appropriate): 

TIME: DATE: 

NAMES: 

DISCUSSION OUTCOMES: 
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Critical Action 3: Contacting parents/carers 

See Action 3 of Four Critical Actions Schools: Responding to Incidents, Disclosures and Suspicions of Child 
Abuse 

PROVIDE DETAILS OF YOUR DISCUSSION WITH PARENTS/CARERS (IF APPROPRIATE): 
SCHOOL STAFF MUST CONSULT WITH VICTORIA POLICE AND/OR DFFH CHILD PROTECTION TO 
DETERMINE IF IT IS APPROPRIATE TO CONTACT PARENTS, IF IT IS, PARENTS MUST BE CONTACTED AS 
SOON AS POSSIBLE (PREFERABLY ON SAME DAY OF THE INCIDENT, DISCLOSURE OR SUSPICION). 
THIS IS PARTICULARLY CRITICAL IN INSTANCES OF SUSPECTED FAMILY VIOLENCE. 

 
 

HAVE YOU SOUGHT ADVICE FROM DFFH CHILD PROTECTION OR VICTORIA POLICE? 
◻ NO 
◻ YES 

IS IT APPROPRIATE TO CONTACT PARENT/CARER 
◻ NO 
◻ YES 

LIST REASONS IF IT IS NOT APPROPRIATE TO CONTACT PARENT/CARER: 
 
 
 
 

IF CONTACTING PARENT/CARER, PROVIDE THE FOLLOWING DETAILS: 

NAME OF STAFF MEMBER MAKING THE CALL: 

 

NAME OF PARENT/CARER RECEIVING THE CALL: 

 

 

ACTIONS TAKEN (ALLEGED VICTIM) 
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DISCUSSION OUTCOMES: 
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Critical Action 4: Providing ongoing support 

See Action 4 of Four Critical Actions for Schools: Responding to Incidents, Disclosures and Suspicions of Child 
Abuse 

 
PLANNED ACTIONS 

INCLUDE DETAIL ON WHAT FOLLOW-UP ACTIONS HAVE OCCURRED TO SUPPORT THE STUDENT (FOR 
EXAMPLE, REFERRAL TO WELLBEING PROFESSIONALS AND OTHER SPECIALISED SERVICES, THE 
CONVENING OF A STUDENT SUPPORT GROUP AND DEVELOPMENT OF SUPPORT PLANS): 

 
FOLLOW UP ACTIONS: 
 
 
 

SUPPORT: 

 

 

 

REFERRAL(S): 
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PROCESS OF REVIEW 

COMPLETE THIS SECTION BETWEEN 4-6 WEEKS AFTER AN INCIDENT, SUSPICION OR DISCLOSURE OF ABUSE 
IN CONJUNCTION WITH YOUR SCHOOL LEADERSHIP TEAM.  

THIS WILL SUPPORT YOU AND YOUR SCHOOL TO CONTINUE TO PROTECT CHILDREN IN YOUR CARE AND 
TO REFLECT ON YOUR PROCESSES AND THE NEED FOR ANY FOLLOW UP ACTION. 

SAFETY AND WELLBEING 

CURRENT SAFETY AND WELLBEING OF THE CHILD 

IS THE CHILD SAFE FROM ABUSE AND HARM – INCLUDING EXPOSURE TO FAMILY VIOLENCE? 
◻ NO 
◻ YES 

IF NOT CONSIDER THE NEED TO MAKE A FURTHER REPORT 
 

DOES THE CHILD HAVE ANY WELLBEING ISSUES THAT ARE NOT CURRENTLY BEING ADDRESSED? 
◻ NO 
◻ YES 

IF SO, CONSIDER HOW THESE CAN BE ADDRESSED AND CAPTURED WITHIN A STUDENT SUPPORT 
PLAN 

 

CURRENT WELLBEING OF OTHER CHILDREN WHO MAY BE IMPACTED BY THE ABUSE 

ARE THERE ANY OTHER CHILDREN WHO MAY BE IMPACTED BY THE ABUSE? 
◻ NO 
◻ YES 

IF SO, HAVE THEIR WELLBEING NEEDS BEEN MET 
◻ NO 
◻ YES 

  IF SO, CONSIDER HOW THESE CAN BE ADDRESSED AND CAPTURED WITHIN A STUDENT SUPPORT 
PLAN 

 

CURRENT WELLBEING OF IMPACTED STAFF MEMBERS 

DOES THE STAFF MEMBER WHO MADE THE REPORT/ WITNESSED THE INCIDENT, FORMED A SUSPICION 
OR RECEIVED A DISCLOSURE REQUIRE ANY SUPPORT? 

◻ NO 
◻ YES 

IF SO HAS THIS BEEN RECEIVED? 
◻ NO 
◻ YES 
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REVIEW OF ACTIONS TAKEN 

HAVE SCHOOL STAFF FOLLOWED THE FOUR CRITICAL ACTIONS FOR SCHOOLS: RESPONDING TO 
INCIDENTS, DISCLOSURES OR SUSPICIONS OF CHILD ABUSE? 

 
WAS AN APPROPRIATE DECISION MADE IN RELATION TO WHEN TO ACT? 

◻ NO 
◻ YES 

COULD THE SUSPECTED ABUSE HAVE BEEN DETECTED EARLIER? 
◻ NO 
◻ YES 

ACTION 1 
DID THE SCHOOL TAKE APPROPRIATE ACTION IN AN EMERGENCY? 

◻ NO 
◻ YES 

WERE SUBSEQUENT RERPORTS MADE IF NECESSARY? 

ACTION 2 
WAS A REPORT MADE TO THE APPROPRIATE AUTHORITIES 
AND INTERNALLY? 

◻ NO 
◻ YES 

WERE SUBSEQUENT REPORTS MADE IF NECESSARY? 
◻ NO 
◻ YES 

ACTION 3 
DID THE SCHOOL CONTACT THE 
PARENTS/CARERS ASAP? 

◻ NO 
◻ YES 

HAVE THE PARENTS CONTINUED TO BE 
ENGAGED IF APPROPRIATE? 

◻ NO 
◻ YES 

ACTION 4 
HAS THE SCHOOL PROIVDED ADUATE SUPPORT FOR THE STUDENT? 

◻ NO 
◻ YES 

HAS A STUDENT SUPPORT PLAN BEEN ESTABLISHED, IMPLEMENTED AND REVIEWED? 
◻ NO 
◻ YES 

HAS A STUDENT SUPPORT GROUP BEEN EXTABLISHED? 
◻ NO 
◻ YES 

WAS THE STUDENT APPROPRITELY SUPPORTRED IN ANY INTERVIEWS? 
◻ NO 
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◻ YES 
HAVE ANY COMPLAINTS BEEN RECEIVED? 

◻ NO 
◻ YES 

HAVE THE COMPLANTS BEEN RESOLVED? 
◻ NO 
◻ YES 

 

 

OTHER LEARNINGS 
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OTHER LEARNINGS 
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Appendix 5 - Four Critical Actions for Schools: Responding to Incidents, 
Disclosures or Suspicions of Child Abuse (Guidance notes) – for further guidance, 
refer here. 

Critical Action 1 Responding to an Emergency 

If there is no risk of immediate harm go to Action 2. 

If the child has just been abused or is at risk of immediate harm, staff must take reasonable steps to 
protect the child, including: 

• separating the alleged victim and others involved and supervising any students present 

• if necessary, providing urgent medical assistance, including administering first aid or calling 
000 for an ambulance 

• calling 000 for urgent police assistance if the person who is alleged to have engaged in the 
abuse poses an immediate risk to the health and safety of any person. 

If  the child abuse incident has occurred at the school, staff should also ensure that reasonable steps 
are taken to preserve the environment, the clothing and other items, and to prevent any potential 
witnesses (including staff) from discussing the incident until Victoria Police or relevant authorities 
arrive on the premises. 

Critical Action 2 Reporting to Authorities 

All forms and instances of suspected or alleged child abuse must be reported to the appropriate 
authority.  

Once immediate health and safety concerns have been addressed, the school staff member must take 
steps to report the incident, suspicion or disclosure of child abuse as soon as practicable.  

Failure to report physical and sexual child abuse may amount to a criminal offence. 

There are different reporting procedures depending on:  

• whether the source of the suspected or alleged abuse comes from within the school or within 
the family or community of the child  

• the type of abuse.  

Additionally:  

• Sidrah Gardens School requires all staff or volunteers to report any child safety incident or 
concern involving our students to the Principal or, if the Principal is unavailable or is involved 
in the allegation, to the Chair of the Board. 

• where the source of the abuse comes from within the school, that is, the suspected or alleged 
abuse involves a staff member, volunteer, allied health professional, Board member, contractor 
or visitor at the school, it must be reported to Victoria Police 

• where the suspicion, belief or disclosure relates to sexual abuse or grooming, it must be 
reported to Victoria Police.  

• where the source of the abuse comes from within the family or community and is not sexual 
abuse or grooming, it must be reported to Child Protection.  

Critical Action 3 Contacting Parents/Carers 

https://www.schools.vic.gov.au/report-child-abuse-schools
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Where it is suspected that a child has been or is at risk of being abused, it is critical that parents/carers 
of the child are notified as soon as practicable after a report is made to the authorities.  

The school must seek advice from Victoria Police or Child Protection to ensure that it is appropriate to 
contact the parents/carers. 

The Principal, or delegate, is the only member of staff authorised to contact Victoria Police in this 
circumstance. 

In circumstances of family violence, staff should: 

• take care not to inadvertently alert the alleged perpetrator by notifying parents/carers/carers 
as it could increase risk of harm to the child, other family members or school staff 

• seek advice from Child Protection or The Orange Door before alerting parents/carers about safe 
strategies for communicating with a parent/carer who is experiencing family violence and on 
recommending family violence support services. 

Advice from Victoria Police or Child Protection will depend on a number of factors, including whether:  

• the parents/carers of the child are alleged to have engaged in the abuse (including in 
circumstances of suspected family violence) 

• a disclosure to the parents/carers may result in further abuse to the child 
• the child is a mature minor (at least 17 years of age and assessed to be sufficiently mature and 

intelligent to make decisions for themselves) and has requested that their parents/carers not be 
notified – the school should ensure that another responsible adult is notified in lieu of the 
parents/carers 

• the notification of parents/carers would adversely affect an investigation of the matter by 
external authorities. 

Where the suspicion of abuse or risk of abuse does not constitute a reasonable belief, parents/carers 
should also be notified promptly after the school has carefully considered the factors listed above. 

In some circumstances, a child may have returned to the care of their parent/carer before advice has 
been received from Victoria Police or DFFH Child Protection. 

In these circumstances, staff should not share any information with the parent/carer that may place the 
child or any other person at risk, or where the child is a mature minor. 

During this conversation with the parents/carers, it is important for staff to: 

• remain calm 

• be empathetic to feelings 

• validate concerns 

• provide appropriate details of the incident, disclosure, or suspicion of child abuse 

• outline the action the school have taken to date, including who the incident, disclosure, or 
suspicion has been reported to if appropriate (noting that the anonymity of the person who 
made the report to DFFH Child Protection must be protected if this is their wish) 
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• if appropriate provide the name and contact phone number of DFFH Child Protection or the 
police officer who is investigating (this should be provided to the student if they are a mature 
minor) 

• provide information on whether they are likely to be contacted by DFFH Child Protection or 
Victoria Police (if known or appropriate) 

• inform them that the investigation may take some time and ask what further information they 
would like and how school staff can assist them  

• assure them that school wellbeing staff can provide support to their child 

• invite the parents or carers to attend a Student Support Group meeting where a Student Support 
Plan can be prepared to ensure that appropriate support can be provided for their child.  

Critical Action 4 Providing Ongoing Support for Students, Staff and Volunteers 

School staff or volunteers who witness a child abuse incident, receive a disclosure or develop a suspicion 
of child abuse (including exposure to family violence) have a critical role to play in supporting students 
impacted by the child abuse matter to ensure that they feel supported and safe at the school.  

The school also plays a critical role in building students’ resilience and protective factors, which can 
reduce the long term impacts of child abuse by providing them with the opportunity to be supported 
and heard by a school staff member they trust.  

School support for students can include: 

• regularly communicating with the student or students and their parents/carers where 
appropriate 

• a Student Support Group comprising teachers and the Student Wellbeing officer to plan, support 
and monitor affected students 

• developing Student Support Plans for other students impacted by the incident to ensure they 
have appropriate levels of care and support depending on their involvement.  

Staff should contact the Principal for advice on what school-based support services are available. This 
may include referral to allied health services or mental health services.  

Where external authorities are investigating a report of abuse or risk of abuse, the Principal will ensure 
that affected students are supported throughout interviews at the school.  

 


