Thomastown West Primary School’s motto is Together Working on Pathways to Success. At
Thomastown West Primary School, we want every child to achieve their full potential and we know
that parents share this goal. Thomastown West Primary School is committed to providing a safe,
secure and stimulating learning environment for all students. We understand that students reach their
full potential only when they are happy, healthy and safe, and that a positive school culture helps to
engage students and support them in their learning. Our school acknowledges that student wellbeing
and student learning outcomes are closely linked.

PURPOSE

The purpose of this policy is to ensure that all staff and members of our school community understand
the various legal and other reporting obligations related to child safety that apply to Thomastown
West Primary School. The specific procedures that are applicable at our school are contained at
Appendix A.

SCOPE

This policy applies to all school staff, volunteers and school community members. It also applies to all
staff and students engaged in any school and school council-run events, activities and services such as
the Thomastown West Hub and Outside School Hours Care.

DEFINITIONS

e Physical abuse: Physical abuse occurs when a child suffers or is likely to suffer harm from a
non-accidental injury or injuries inflicted by another person. Physical violence can be inflicted
in many ways, including beating, shaking, burning or use of objects.

Physical indicators include (but are not limited to):

unexplained bruises, burns or welts

fractured bones, sprains or dislocation

cuts, grazes or scratches

ligature or bite marks

bald patches or hair missing in tufts

missing or loosened teeth

poisoning or medication overdose.

Behavioural indicators include (but are not limited to):

inconsistent, vague or unlikely explanations of an injury

wariness, fear or distrust of adults

avoidance of physical contact

disproportionate reactions or limited emotion displayed when hurt or threatened
wearing clothing that is unsuitable for the weather conditions (to hide injuries)
unexplained absences and decline in academic performance

substance abuse, self-harm or suicide attempts.

e Sexual abuse (including sexual exploitation): A child or young person is sexually abused when
any person uses their power over the child to involve that child in sexual activity. When
parents or caregivers are unwilling or unable to protect a child from further abuse, it becomes
a child protection concern requiring statutory intervention.



Behavioural indicators include (but are not limited to):

e wariness, fear or distrust of adults
avoidance of physical contact
hiding messages or reasons for outings from parents, friends, teachers
disproportionate reactions or limited emotion displayed when hurt or threatened
wearing clothing that is unsuitable for the weather conditions (to hide injuries)
unexplained absences and decline in academic performance
substance abuse, self-harm or suicide attempts.

Family violence: Family and domestic violence is any violent, threatening, coercive or
controlling behaviour that occurs in current or past family, domestic or intimate relationships.
This includes not only physical injury but direct or indirect threats, sexual assault, emotional
and psychological torment, economic control, damage to property, social isolation and any
behaviour which causes a person to live in fear. The term "family violence" encompasses
violence that might occur between family members, such as violence between siblings or
across generations, in addition to violence between partners. Use of the term family violence
also reflects indigenous communities' preference for the term because it more accurately
reflects extended kinship ties and how the impact of violence affects all members of a family.

Emotional abuse: Emotional abuse can feel as destructive and damaging as physical abuse
and can severely impact mental health. It’s often used as a way to maintain power and control
over someone. Emotional abuse may be accompanied by other kinds of abuse: sexual,
financial or physical. However, it doesn’t need to include other kinds of abuse to count as
abuse; it’s serious enough on its own to be a concern. Emotional abuse can involve any of the
following:

e Verbal abuse: yelling at you, insulting you or swearing at you.

e Rejection: Constantly rejecting your thoughts, ideas and opinions.

e Gas lighting: making you doubt your own feelings and thoughts, and even your sanity,
by manipulating the truth. For more information on how gas lighting works, visit the
National Domestic Violence Hotline.

e Put-downs: calling you names or telling you that you’re stupid, publicly embarrassing
you, blaming you for everything. Public humiliation is also a form of social abuse.

e Causing fear: making you feel afraid, intimidated or threatened.

e |[solation: limiting your freedom of movement, stopping you from contacting other
people (such as friends or family). It may also include stopping you from doing the
things you normally do — social activities, sports, school or work. Isolating someone
overlaps with social abuse.

e Financial abuse: controlling or withholding your money, preventing you from working
or studying, stealing from you. Financial abuse is another form of domestic violence.

e Bullying and intimidation: purposely and repeatedly saying or doing things that are
intended to hurt you

Neglect (including medical neglect): All forms of physical and/or emotional ill-treatment,
sexual abuse, neglect or negligent treatment or commercial or other exploitation, resulting in
actual or potential harm to the child’s health, survival, development or dignity in the context
of a relationship of responsibility, trust or power.


https://au.reachout.com/articles/what-is-sexual-assault
https://au.reachout.com/articles/domestic-violence-and-what-you-can-do-about-it
https://www.1800respect.org.au/

e Grooming: The offence of grooming concerns predatory conduct undertaken to prepare a
child for sexual activity at a later time. The offence applies where an adult communicates, by
words or conduct, with a child under the age of 16 years or with a person who has care,
supervision or authority for the child with the intention of facilitating the child’s involvement
in sexual conduct, either with the groomer or another adult. Grooming does not necessarily
involve any sexual activity or even discussion of sexual activity — for example, it may only
involve establishing a relationship with the child, parent or carer for the purpose of facilitating
sexual activity at a later time.

POLICY

All children and young people have the right to protection in their best interests.

Thomastown West Primary School understands the important role our school plays in protecting
children from abuse including:

Physical abuse

Sexual abuse (including sexual exploitation)
Family violence

Emotional abuse

Neglect (including medical neglect)
Grooming

The staff at Thomastown West Primary are required by law to comply with various child safety
reporting obligations. For detailed information about each obligation, please refer to Identifying and
Responding to All Forms of Abuse in Victorian Schools.

At Thomastown West Primary School we also recognise the diversity of the children and young people
at our school and take account of their individual needs and backgrounds when considering child
safety.

Mandatory Reporting

Principals, registered teachers, school counsellors and psychologists, registered medical practitioners,
nurses and all members of the police force are mandatory reporters under the Children, Youth and
Families Act 2005 (Vic). At Thomastown West Primary School we believe that it is the responsibility of
all staff onsite, including Educational Support Staff to notice and report concerns of child safety.

All mandatory reporters must make a report to the Department of Health and Human Services (DHHS)
Child Protection as soon as practicable if, during the course of carrying out their professional roles and
responsibilities, they form a belief on reasonable grounds that:

e achild has suffered, or is likely to suffer, significant harm as a result of physical abuse and/ or
sexual abuse, and

e the child’s parents have not protected, or are unlikely to protect, the child from harm of that
type.

A mandatory reporter who fails to comply with this legal obligation may be committing a criminal
offence. It is important for all staff at Thomastown West Primary School to be aware that they are
legally obliged to make a mandatory report on each occasion that they form a reasonable belief that
a child is in need of protection and they must make a mandatory report even if the principal does not
share their belief that a report is necessary.


https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_SchoolsGuide.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_SchoolsGuide.pdf

At our school, all mandated school staff must undertake the Mandatory Reporting and Other
Obligations eLearning Module annually. In line with our strong commitment to child safety, we also
require all other staff to undertake this module, even where they are not mandatory reporters.

For more information about Mandatory Reporting see the Department’s Policy and Advisory Library:
Protecting Children — Reporting and Other Legal Obligations.

Child in need of protection

Any person can make a report to DHHS Child Protection (131 278 — 24 hour service) if they believe on
reasonable grounds that a child is in need of protection. At Thomastown West Primary School, we
work closely with members of School Council to educate parents on the risk factors of abuse their
legal and responsibilities to report suspected child abuse.

The policy of the Department of Education and Training (DET) requires all staff who form a reasonable
belief that a child is in need of protection to report their concerns to DHHS or Victoria Police, and
discuss their concerns with the school leadership team.

For more information about making a report to DHHS Child Protection, see the Department’s Policy
and Advisory Library: Protecting Children — Reporting and Other Legal Obligations and Four Critical
Actions for Schools: Responding to Incidents, Disclosures and Suspicions of Child Abuse.

At Thomastown West we also encourage all staff to make a referral to Child FIRST/The Orange Door
when they have significant concern for a child’s wellbeing. For more information about making a
referral to Child FIRST/The Orange Door see the School Policy and Advisory Guide: Child Protection —
Reporting Obligations.

Reportable Conduct

Our school must notify the Department’s Employee Conduct Branch (9637 2594) if we become aware
of an allegation of ‘reportable conduct’.

There is an allegation of reportable conduct where a person has formed a reasonable belief that there
has been:

e a sexual offence (even prior to criminal proceedings commencing), sexual misconduct or
physical violence committed against, with or in the presence of a child;
behaviour causing significant emotional or physical harm to a child;
significant neglect of a child; or
misconduct involving any of the above.

The Department, through the Employee Conduct Branch, has a legal obligation to inform the
Commission for Children and Young People when an allegation of reportable conduct is made.

Our principal must notify the Department’s Employee Conduct Branch of any reportable conduct
allegations involving current or former teachers, contractors, volunteers (including parents), allied
health staff and school council employees.

If school staff become aware of reportable conduct by any person in the above positions, they should
notify the school principal immediately. If the allegation relates to the principal, they should notify the
Regional Director.


https://www2.education.vic.gov.au/pal/protecting-children/policy
https://www2.education.vic.gov.au/pal/protecting-children/policy
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotectobligation.aspx
https://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotectobligation.aspx

For more information about Reportable Conduct see the Department’s Policy and Advisory Library:

Reportable Conduct.

Failure to disclose offence

Reporting child sexual abuse is a community-wide responsibility. All adults (i.e. persons aged 18 years
and over, our parents, carers and members of the School Council), not just professionals who work
with children, have a legal obligation to report to Victoria Police, as soon as practicable, where they
form a ‘reasonable belief’ that a sexual offence has been committed by an adult against a child under
the age of 16 by another person aged 18 years or over.

Failure to disclose information to Victoria Police (by calling 000 or local police station) as soon as
practicable may amount to a criminal offence unless a person has a ‘reasonable excuse’ or exemption
from doing so.

“Reasonable belief” is not the same as having proof. A ‘reasonable belief’ is formed if a reasonable
person in the same position would have formed the belief on the same grounds.

For example, a ‘reasonable belief’ might be formed when:

a child states that they have been sexually abused
a child states that they know someone who has been sexually abused (sometimes the child may
be talking about themselves)
someone who knows a child states that the child has been sexually abused
professional observations of the child’s behaviour or development leads a mandated professional
to form a belief that the child has been sexually abused

® signs of sexual abuse leads to a belief that the child has been sexually abused.

“Reasonable excuse” is defined by law and includes:

e fear for the safety of any person including yourself or the potential victim (but not including the
alleged perpetrator or an organisation)

e where the information has already been disclosed, for example, through a mandatory report to
DHHS Child Protection.

For more information about this reporting obligation, see the Department’s Policy and Advisory
Library: Failure to disclose offence.

Failure to protect offence

This reporting obligation applies to school staff in a position of authority. This can include principals,
assistant principals and campus principals. Any staff member in a position of authority who becomes
aware that an adult associated with their school (such as an employee, contractor, volunteer or visitor)
poses a risk of sexual abuse to a child under the age of 16 under their care, authority or supervision,
must take all reasonable steps to remove or reduce that risk.

This may include removing the adult (i.e. persons aged 18 years and over) from working with children
pending an investigation and reporting your concerns to Victoria Police.

If a school staff member in a position of authority fails to take reasonable steps in these circumstances,
this may amount to a criminal offence.


https://www2.education.vic.gov.au/pal/reportable-conduct-scheme/policy
https://www2.education.vic.gov.au/pal/protecting-children/policy

For more information about this reporting obligation, see the Department’s Policy and Advisory

Library: Failure to protect offence.

Grooming

Grooming is a criminal offence under the Crimes Act 1958 (Vic). This offence targets predatory conduct
undertaken by an adult to prepare a child, under the age of 16, to engage in sexual activity at a later
time. Grooming can include communicating and/or attempting to befriend or establish a relationship
or other emotional connection with the child or their parent/carer.

For more information about this offence and reporting obligations see: Protecting Children —
Reporting and Other Legal Obligations.

Making a Mandatory Report: Our Processes

Our school will follow the Four Critical Actions for Schools: Responding to Incidents, Disclosures and
Suspicions of Child Abuse (Four Critical Actions) when responding to incidents, disclosures and
suspicions of child abuse. Please refer to Appendix A for a detailed outline of the process, as explained
for our students. Please refer to Appendix B for a detailed outline of the process, as explained for our
staff.

All staff at our school who believe that a child is in need of protection, even if it doesn’t meet the
threshold required for mandatory reporting or the staff member is not a mandatory reporter, should
in the first instance, speak to a member of the Wellbeing Team or should make the required reports
to DHHS Child Protection and/or Victoria Police as necessary.

At our school the Principal Class Team are responsible for monitoring overall school compliance with
this procedure.

Nothing in this procedure prevents a staff member or any other person from reporting to the relevant
authorities if they form a reasonable belief that a child is at risk of abuse.

Reporting suspicions, disclosures or incidents of child abuse
Responsibilities of all school staff

If a school staff member reasonably suspects or witnesses an incident of child abuse or receives a
disclosure of child abuse, they must:

e |Ifachildisatimmediate risk of harm, separate alleged victims and others involved, administer
first aid and call 000.

® Speak to a member of the Wellbeing Team or Principal Class Team as soon as possible, who
will follow the Four Critical Actions.

o Make detailed notes of the incident or disclosure using Compass and ensure that those notes
are kept and stored securely as a Confidential Note. See Appendix C for support.

e |[f the staff member is a mandatory reporter and reasonably believes that a student has
suffered physical and/or sexual abuse from which the child’s parents have not protected the
child, they must ensure that a report to DHHS Child Protection or Victoria Police has been
made by member of the Wellbeing Team or a Principal Class member. If the report has not
been made by another staff member, the mandatory reporter must make the report.



https://www2.education.vic.gov.au/pal/protecting-children/policy
https://www2.education.vic.gov.au/pal/protecting-children/policy
https://www2.education.vic.gov.au/pal/protecting-children/policy
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf

e |[f the staff member has formed a ‘reasonable belief’ that a sexual offence has been
committed by an adult against a child, they must ensure that a report to Victoria Police has
been made by a member of the Wellbeing Team or a Principal Class member. If the report
has not been made by another staff member, the staff member must make the report.

In circumstances where a member of the leadership team disagrees that a report needs to be made,
but the staff member has formed a ‘reasonable belief’ that the child is in need of protection and/or
has been the victim of sexual abuse, the staff member must still contact DHHS Child Protection
and/or Victoria Police to make the report.

Responsibilities of Wellbeing and Principal Class members

The Wellbeing Team and Principal Class Team are responsible for promptly managing the school’s
response to an incident, suspicion or disclosure of child abuse, and ensuring that the incident,
suspicion or disclosure is taken seriously. The Wellbeing Team and Principal Class Team is also
responsible for responding appropriately to a child who makes or is affected by an allegation of child
abuse.

If the Wellbeing Team and/or Principal Class Team receives a report from a school staff member or
member of the school community of a suspicion, disclosure or incident of child abuse, they must:

e Follow the Four Critical Actions as soon as possible, including:
o Responding to an emergency
o Reporting to authorities/referring to services
o Contacting parents/carers and
o Providing ongoing support.

o Make detailed notes of the incident or disclosure, including actions taken using the
Responding to Suspected Child Abuse: Template as a guide and ensure that those notes are
kept and stored securely on Compass as a Confidential Note They are also responsible for
ensuring that any staff member who reported the incident, disclosure or suspicion to them
also makes and keeps notes of the incident. The completed Responding to Suspected Child
Abuse: Template (Appendix D) will be uploaded to the student’s Compass under the strictest
confidentiality settings.

e At Thomastown West Primary School, the Wellbeing Team and Principal Class Team will be
responsible for ensuring that there is a prompt response to the disclosure and that the child
is appropriately supported.

If the principal/other nominated staff member responsible above is unavailable, our Leading Teacher
and Learning Specialist will take on the role and responsibilities described in this section.

Duty of care and ongoing support for students

Fulfilling the requirements in this procedure does not displace or discharge any other obligations
that arise if a person reasonably believes that a child is at risk of abuse.

All staff have a duty of care to take reasonable steps to prevent reasonably foreseeable harm to
students. All staff must ensure that the Wellbeing and Principal Class Teams are aware of any
incidents, suspicions or disclosures of child abuse as soon as possible after they occur. This will allow
appropriate supports to be put in place for the student affected.


https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Schoolstemplate.pdf

For school visitors, volunteers and school community members

All community members aged 18 years or over should be aware of their legal obligations — see
Failure to disclose offence above, in this Policy.

Any person can make a report to DHHS Child Protection if they believe on reasonable grounds that a
child is in need of protection. For contact details see the Four Critical Actions -
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions

ChildAbuse.pdf

There is no requirement for community members to inform the school if they are making a disclosure
to DHHS Child Protection or the Victoria Police. However, where a community member is concerned
about the safety of a child or children at the school, and where disclosure of that concern will not
compromise any potential police investigation, the community member should report this concern to
the principal so that appropriate steps to support the student can be taken.

MORE INFORMATION AND RESOURCES:
https://www.thomwestps.vic.edu.au/articles/15

Statement of Commitment to Child Safety

Child Safety Policy

Appendix A- Student Support Flow Chart

Appendix B- Child Safety Reporting Process Flowchart
Appendix C- Managing Disclosures: A Support Tool for Staff

REVIEW CYCLE
This policy was last updated in June 2022 and is scheduled for review in September 2024.
EVALUATION

e Appropriate written records of reports and disclosures will be logged on Compass using the Child
Safety Reporting Template in Confidential notes on Compass.
e This policy will be reviewed as part of the Thomastown West Primary School four year policy

review cycle.
Date Implemented 2016; 2020
Author Principal
Assistant Principal
TWPS Wellbeing Team
Approved By School Council
Date Reviewed October 2016; September 2020
Responsible for Assistant Principal
Review
Review Date 17/09/2024
References Victorian Government Schools Policy Advisory Guide



https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf

APPENDIX A

S, CHILD SAFETY

” * RESPONDING AND REPORTING PROCEDURES

%W W AT THOMASTOWN WEST PRIMARY SCHOOL
¥ scn®

| have the right to learn and feel safe at school

if | feel WORRIED or CONCERNED about my SAFETY,
or another child’s SAFETY...

WHO CAN I TALK TO?

Mrs Young Mrs Peterson My classroom
or Miss T or Miss G teacher

What The staff member you have spoken to
happens will take further steps to make sure that
next? you and other students are safe

Sandi Young  Vanesa Trpcevski  Margot Sheean  Gita Peterson  Gurleen Gogia
Principal Acting Assistant Leading Teacher  Mental Health & Primary Welfare
Principal Wellbeing Officer
Coordinator
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THOMASTOWN WEST PRIMARY SCHOOL
CHILD SAFETY REPORTING PROCESS

CALL 000 IF A CHILD IS IN IMMEDIATE DANGER

FOR HELP OR SUPPORT CONTACT
Principal Sandi Young Ext. 203 Mob. 0408 355 885
Acting Assistant Principal ~ Vanesa Trpcevski Ext. 204 Mob. 0412 954 412

Leading Teacher Margot Sheean Ext. 151 Mob. 0400 188 200

Mental Health & Gita Peterson Ext. 208 Mob. 0490 449 385
Wellbeing Coordinator

Student Welfare Officer  Gurleen Gogia Ext. 207 Mob. 0468 421 201

Who must make a )

+ if they beli All TWPS staff CRTs, psychologists Hub staff and
Sty it Mentors, Counselors volunteers
a child is at risk?

What to
report?

Sandi Young Vanesa Trpcevski Margot Sheean Gita Peterson Gurleen Gogia
Principal Acting Assistant Leading Teacher Mental Health & Primary Welfare
Principal Wellbeing Officer

Coordinator
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How? If you form a belie L s at risk

Seek immedi ion with the Principal, Assistant Principal,
Student Wellbeing Officer, Mental Health and Wellbeing Coordinator or
Leading Teacher.

3. Depending on the nature of the disclosure or risk communicate with the

following agencies

DHHS (Northern Division) 1300 664 977
VIC Police (Mill Park) 03 9407 3333
DET Incident Support 1300 126 126
Employee Conduct Branch 03 9637 2595

In order to keep the child safe, seek recommendations from the above
agencies about arrangements for after school hours.

Who can
support me?

At Thomastown West Primary School at least one of the following staff members is
to be consulted when a student has been identified as at risk: Primary Wellbeing
Officer, Mental Health and Wellbeing Coordinator, Assistant Principal, Principal,
Leading Teacher.

What happens
next?

Report made to DFFH. It is recommended that the staff member who raised concerns
completes the phone call with the Principal, Assistant Principal, Primary Wellbeing
Officer, Mental Health and Wellbeing Coordinator or Leading Teacher.

Outcome

Follow up will be directed by DFFH (Department of Families, Fairness and Housing)

Follow up

intake. Refer to FLOW CHART for more specific follow up procedure.
Note: Follow up comments on Compass.

11



APPENDIX C

MANAGING DISCLOSURES: SUPPORT TOOLS FOR STAFF

Managing disclosures made by students

When managing a disclosure you should:

listen to the student and allow them to speak

stay calm and use a neutral tone with no urgency and where possible use the child’s
language and vocabulary (you do not want to frighten the child or interrupt the child)

be gentle, patient and non-judgmental throughout

highlight to the student it was important for them to tell you about what has happened
assure them that they are not to blame for what has occurred

do not ask leading questions, for example gently ask, “What happened next?” rather than
“Why?”

be patient and allow the child to talk at their own pace and in their own words

do not pressure the child into telling you more than they want to, they will be asked a lot
of questions by other professionals and it is important not to force them to retell what
has occurred multiple times

reassure the child that you believe them and that disclosing the matter was important for
them to do

use verbal facilitators such as, “I see”, restate the child’s previous statement, and use non-
suggestive words of encouragement, designed to keep the child talking in an open-ended
way (“what happened next?”)

tell the child in age appropriate language you are required to report to the relevant
authority to help stop the abuse, and explain the role of these authorities if appropriate
(for a young child this may be as simple as saying “I will need to talk to people to work out
what to do next to help you”).

When managing a disclosure, you should AVOID:

displaying expressions of panic or shock

asking questions that are investigative and potentially invasive (this may make the child
feel uncomfortable and may cause the child to withdraw)

record the discussion with the young person, either audio or video

going over the information repeatedly (you are only gathering information to help you
form a belief on reasonable grounds that you need to make a report to the relevant
authority)

making any comments that would lead the student to believe that what has happened is
their fault

making promises to the child about what will occur next or that things will be different
given the process can be unpredictable and different for each child depending on their
circumstances (instead reassure them that you and others will do your best to help).

12



APPENDIX D

PROTECT

Recording your actions:
Responding to suspected

child abuse

A TEMPLATE FOR VICTORIAN SCHOOLS

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 following:

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,
school staff should report immediately to
Victoria Police.

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

THE
EDUCATIO ORIA | Bducation’
TATE e R 2

ndependent
Schosls Viclam

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.

Itis a requirement under Ministerial Order No.
870- Child Safe Standards- Managing the risk of
child abuse in schools for schools to keep clear
and comprehensive notes on all observations,
disclosures and other details that led them to
suspect the abuse.

13



RESPONDING TO AN INCIDENT, DISCLOSURE
OR SUSPICION OF CHILD ABUSE

IF YOU ARE MAKING A REPORT TO DHHS 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 -~ THIS IS PARTICULARLY CRITICAL IN INSTANCES OF FAMILY VIOLENCE.

STAFF MEMBER LEADING THE RESPONSE

NAME:

OCCUPATION:

LOCATION (SCHOOL ADDRESS):

RELATIONSHIP TO CHILD:

CRITICALACTION 1: IMMEDIATE RESPONSE TO AN INCIDENT

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

See Action 1of 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?

CURRENT LOCATION AND SAFETY STATUS:

E.G. ARE ALL IMPACTED STUDENTS SAFE AND NOT IN ANY IMMEDIATE DANGER?
IFACHILD IS IN IMMEDIATE DANGER SCHOOL STAFF SHOULD REPORT IMMEDIATELY TO VICTORIA POLICE ON 000.

PROTECT Responding to Suspected Child Abuse: A Template for all Victorian Schools ~ DET ©2016 14



CHILD’S INFORMATION

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

CULTURAL STATUS AND RELIGIOUS BACKGROUND

IF THE CHILD IS OF ABORIGINAL OR TORRES STRAIT ISLANDER BACKGROUND, GOVERNMENT SCHOOLS MUST CONTACT
THEIR KOORIE ENGAGEMENT SUPPORT OFFICER, AND CATHOLIC SCHOOLS MUST CONTACT THE DIOCESAN EDUCATION
OFFICE TO ARRANGE CULTURALLY APPROPRIATE SUPPORT. IF THE CHILD IS AN INTERNATIONAL STUDENT YOU MUST
NOTIFY THE INTERNATIONAL EDUCATION DIVISION ON (03) 9637 2550.

ANY KNOWN PREVIOUS HISTORY OF SUSPECTED ABUSE (INCLUDING EXPOSURE TO FAMILY
VIOLENCE) PRIOR TO THIS INCIDENT, DISCLOSURE OR SUSPICION, OR INVOLVEMENT WITH AGENCIES:

FAMILY BACKGROUND

FAMILY COMPOSITION (IF KNOWN):
LIST PARENTING OR CARE ARRANGEMENTS AND SIBLING NAMES AND AGES

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

16



FAMILY BACKGROUND

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

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

17



DETAILS OF THE INCIDENT, DISCLOSURE OR SUSPICION

GROUNDS FOR YOUR BELIEF THAT A CHILD HAS BEEN ABUSED,

OR IS AT RISK OF ABUSE

INDICATORS OR INSTANCES WHICH LED YOU TO BELIEVE 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:
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ANY PATTERNS OF BEHAVIOUR OR PRIOR CONCERNS LEADING UP TO AN INCIDENT,
DISCLOSURE OR SUSPICION:

DETAILS OF PERSONS ALLEGED TO HAVE

COMMITTED THE ABUSE (IF KNOWN)
NAME:

GENDER: DATE OF BIRTH:

RELATIONSHIP TO CHILD:
NOTING IF THEY ARE WITHIN THE SCHOOL OR WITHIN THE FAMILY AND COMMUNITY (THIS WILL IMPACT 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 AUTHORITES YOU HAVE REPORTED TO:

VICTORIA POLICE

DHHS CHILD PROTECTION
CHILD FIRST

DECISION NOT TO REPORT

ACTIONS UNDERTAKEN BY YOU BELOW:

IF YOU'VE DECIDED NOT TO REPORT, LIST YOUR REASONS HERE. ALSO INCLUDE ANY FOLLOW-UP

PROVIDE DETAILS OF YOUR DISCUSSIONS WITH ANY OF THE ABOVE AUTHORITIES:

DATE:

TIME:

AUTHORITY:

OUTCOMES FROM THE REPORT:
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REPORTING INTERNALLY

PROVIDE DETAILS OF YOUR DISCUSSION WITH SCHOOL LEADERSHIP:

TIME: DATE:

NAMES:

DISCUSSION OUTCOMES:

PROVIDE DETAILS OF YOUR INTERNAL DISCUSSIONS TO EITHER OF THE FOLLOWING:

GOVERNMENT SCHOOL STAFF MUST REPORT TO SECURITY SERVICES UNIT AND ALSO TO THE EMPLOYEE CONDUCT BRANCH
IF THE INCIDENT, DISCLOSURE OR SUSPICION INVOLVES A STAFF MEMBER, CONTRACTOR OR VOLUNTEER

CATHOLIC SCHOOL STAFF MUST REPORT TO THEIR CATHOLIC DIOCESAN EDUCATION OFFICE

TIME: DATE:

NAMES:

DISCUSSION OUTCOMES:
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CRITICALACTION 3: CONTACTING PARENTS/CARERS

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

ACTIONS TAKEN

PROVIDE DETAILS OF YOUR DISCUSSION WITH PARENTS/CARERS (IF APPROPRIATE):

SCHOOL STAFF MUST CONSULT WITH VICTORIA POLICE AND/OR DHHS CHILD PROTECTION TO DETERMINE IF IT IS APPROPRIATE
TO CONTACT PARENTS, IFIT IS, PARENTS MUST BE CONTACTED AS SOON AS POSSIBLE (PREFERABLY ON THE SAME DAY OF THE
INCIDENT, DISCLOSURE OR SUSPICION). THIS IS PARTICULARLY CRITICAL ININSTANCES OF SUSPECTED FAMILY VIOLENCE

HAVE YOU SOUGHT ADVICE FROM DHHS CHILD PROTECTION OR VICTORIA POLICE?

NO
YES

1S 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:

DISCUSSION OUTCOMES:
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CRITICALACTION 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 OF 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 SCHOQOL TO CONTINUE TO PROTECT CHILDREN IN YOUR CARE
AND TO REFLECT ON YOUR PROCESSES AND THE NEED FOR ANY FOLLOW-UP ACTIONS.

SAFETY AND WELLBEING

CURRENT SAFETY AND WELLBEING OF THE CHILD

1S THE CHILD SAFE FROM ABUSE AND HARM, INCLUDING EXPOSURE TO FAMILY VIOLENCE?
NO
YES

IFNOT 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

CURRENT WELLBEING OF IMPACTED STAFF MEMBERS

DOES THE STAFF MEMBER WHO MADE THE REPORT/WITNESSED AN 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

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

NO
YES

COULD THE SUSPECTED ABUSE HAVE BEEN
DETECTED EARLIER?

NO
YES

ACTION1

DID THE SCHOOL TAKE APPROPRIATE ACTION
IN AN EMERGENCY?

NO
YES

ACTION 2

WAS A REPORT MADE TO THE APPROPRIATE
AUTHORITIES AND INTERNALLY?

NO
YES

WERE SUBSEQUENT REPORTS MADE IF
NECESSARY?

NO
YES

ACTION3

DID THE SCHOOL CONTACT THE
PARENTS/CARERS ASAP?

NO
YES

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

HAVE THE PARENTS CONTINUED TO BE
ENGAGED IF APPROPRIATE?

NO
YES

ACTION4

HAS THE SCHOOL PROVIDED ADEQUATE
SUPPORT FOR THE STUDENT?

NO
YES

HAS ASTUDENT SUPPORT PLAN BEEN
ESTABLISHED. IMPLEMENTED & REVIEWED?

NO
YES

HAS A STUDENT SUPPORT GROUP
BEEN ESTABLISHED?

NO
YES

WAS THE STUDENT APPROPRIATELY
SUPPORTED IN ANY INTERVIEWS?

NO
YES

HAVE ANY COMPLAINTS BEEN RECEIVED?
NO
YES

HAVE THE COMPLAINTS BEEN RESOLVED?
NO
YES
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OTHER LEARNINGS
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