
    

      

    
 

 

 

 

 
 

1. Definitions: 

1.1 DET – Department of Education & Training 

1.2 DHS – Department of Human Services 

1.3 Direct contact with children- Oral, written or electronic communication as well as face to face and 
physical contact. 

1.4 WWCC- Working With Children Check 
 

2. Purpose: 

2.1 To ensure Coatesville Primary School demonstrates its commitment to creating a Child Safe 
environment.  

2.2 To raise awareness within the school community of the importance of child safety. 

2.3 To empower students who are key stakeholders within our organisation. 

2.4 To ensure that the school is compliant with the child safe standards. 

2.5 To ensure the school discharges its duty of care towards all students. 

 

3. Guidelines 

3.1 This policy applies to all school staff this means teachers, DET employees, volunteers, contractors 
whether or not they work in direct contact with children or young people. 

3.2 The child safe standards require organisations including schools that provide services for children 
to have a child safe policy or a statement of commitment to child safety.  

3.3 A child safe policy is an overarching document that provides an overview of the key elements of 
an organisation’s approach to child safety. At Coatesville Primary School we: 

3.3.1 clearly state the organisation’s zero tolerance of child abuse; 

3.3.2 detail the organisation's child safe processes and procedures, or link to existing 
documents that include child safety considerations - for example, its reporting 
procedures (including leadership responsibilities), how to respond to an allegation of 
child abuse, human resources and recruitment practices, and risk management strategy 
and procedures (appendix 1 & 2) 

3.3.3 clearly state the organisation’s commitment to cultural safety for Aboriginal children, 
cultural safety for children from culturally and/or linguistically diverse backgrounds, and 
to providing a safe environment for children with a disability 

3.3.4 detail expectations and requirements of staff and volunteers to ensure the protection of 
children, and the training and support staff receive 

3.3.5 include contact details for people to access information in relation to child safety, such as 
the Child Safety Officer (Assistant Principal- Wellbeing). A Child Safety Officer is a 
person in the organisation who has knowledge of child safety issues, and could be a 
point of contact for others who have questions or concerns or want to report an 
allegation of child abuse.  

3.3.6 include how and when the policy and other child safety tools are reviewed to help the 
organisation improve. 
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4. Implementation 

4.1 Coatesville Primary School is committed to Child Safety.  

4.2 All children, regardless of their gender, race, religious beliefs, age, disability, sexual orientation, or 
family or social background, have equal rights to protection from abuse. 

4.3 We support and respect all children, as well as our staff and volunteers. 

4.4 We are committed to the safety, participation and empowerment of all children. 

4.5 We have zero tolerance of child abuse, and all allegations and safety concerns will be treated very 
seriously and consistently with our policies and procedures. 

4.6 We have legal and moral obligations to contact authorities when we are worried about a child’s safety, 
which we follow rigorously. 

4.7 Coatesville Primary School is committed to preventing child abuse and identifying risks early, and 
removing and reducing these risks. 

4.8 Coatesville Primary School has human resources and recruitment practices and induction programs 
for all staff and volunteers. 

4.9 Coatesville Primary School is committed to regularly training and educating our staff and volunteers on 
child abuse risks. 

4.10 We are committed to the cultural safety of Aboriginal children, the cultural safety of children from a 
culturally and/or linguistically diverse backgrounds, and to providing a safe environment for children 
with a disability. 

4.11 We have specific policies, procedures and training in place that support our leadership team, staff and 
volunteers to achieve these commitments. 

4.12 The Principal and Assistant Principal - Student Wellbeing are responsible for leading the development 
of a culture of child safety and are responsible for addressing concerns regarding student safety at 
Coatesville Primary School. 

 
 

4.13 Our children 

4.13.1 This policy is intended to empower children who are vital and active participants at 
Coatesville Primary School. We involve them when making decisions, especially about 
matters that directly affect them. We listen to their views and respect what they have to say. 

4.13.2 We promote diversity and tolerance in our organisation, and people from all walks of life and 
cultural backgrounds are welcome. In particular we: 

4.13.3 Promote the cultural safety, participation and empowerment of Aboriginal children 

4.13.4 Promote the cultural safety, participation and empowerment of children from culturally and/or 
linguistically diverse backgrounds 

4.13.5 Ensure that children with a disability are safe and can participate equally. 

 

4.14 Our Staff and Volunteers 

4.14.1 This policy guides our staff and volunteers on how to behave with children in our 
organisation.  

4.14.2 All of our staff and volunteers must agree to abide by our code of conduct which specifies 
the standards of conduct required when working with children.  

4.14.3 All staff at the Coatesville Primary School will be required to complete Mandatory Reporting 
training annually using the DET online module:    
http://www.elearn.com.au/det/protectingchildren/schools/ 

4.14.4 All staff at Coatesville Primary School should use the “Four Critical Actions for Schools” 
poster as a reference for reporting incidents, disclosures and suspicions of child abuse 

http://www.elearn.com.au/det/protectingchildren/schools/


    

4.14.5 All staff at Coatesville Primary School will be required to complete an incident report in the 
case of a suspected child abuse incident or a suspicion that a school community member or 
a school staff member may be a perpetrator of abuse. 

4.14.6 All new staff at Coatesville Primary School will be made aware of their mandatory reporting 
obligations and Child Safety Standards during their induction at the beginning of the school 
year (or their contract start date). 

4.14.7 All staff and volunteers must have a current police criminal records check and/or a Working 
With Children Check (WWCC)  

4.14.8 We all have a responsibility to immediately report an allegation of abuse if we have a 
reasonable belief that an incident took place (see information about failure to disclose below 
with regards to Legislative Responsibilities).  

4.14.9 Our Response Procedure [contained in see Appendix 1] outlines and identifies clearly when 
reports must be made to other authorities, including the Department of Health and Human 
Services and Victoria Police. All concerns about abuse must also be immediately taken to 
the Principal or Assistant Principal.  

4.15 Training and Supervision 

4.15.1 Training and education is important to ensure that everyone in our organisation understands 
that child safety is everyone’s responsibility.  

4.15.2 Our organisational culture aims for all staff and volunteers (in addition to parents/carers and 
children) to feel confident and comfortable in discussing any allegations of child abuse or 
child safety concerns. We train our staff and volunteers to identify, assess, and minimise 
risks of child abuse and to detect potential signs of child abuse.  

4.15.3 We also support our staff and volunteers through ongoing supervision to: develop their skills 
to protect children from abuse; and promote the cultural safety of Aboriginal children, the 
cultural safety of children from linguistically and/or diverse backgrounds, and the safety of 
children with a disability.  

4.15.4 New employees and volunteers will be supervised regularly to ensure they understand 
Coatesville Primary School’s commitment to child safety and that everyone has a role to play 
in protecting children from abuse, as well as checking that their behaviour towards children is 
safe and appropriate (please refer to this organisation’s code of conduct to understand 
appropriate behaviour further). Any inappropriate behaviour will be reported through 
appropriate channels, including the Department of Health and Human Services and Victoria 
Police, depending on the severity and urgency of the matter. 

4.16 Recruitment 

4.16.1 We take all reasonable steps to employ skilled people to work with children. We develop 
selection criteria and advertisements which clearly demonstrate our commitment to child 
safety and an awareness of our social and legislative responsibilities. Coatesville Primary 
School understands that when recruiting staff and volunteers we have ethical as well as 
legislative obligations. 

4.16.2 We actively encourage applications from all candidates regardless of race, gender, sex, 
sexuality, disability, religion or cultural background.   

4.16.3 All people engaged in child-related work, including volunteers, are required to hold a 
Working with Children Check (WWCC) and to provide evidence of this Check. Please see 
the WWCC website workingwithchildren.vic.gov.au  for further information  

4.16.4 We follow the requirements of the Department of Education and Training, this includes the 
approach of the Recruitment in Schools Guide as well as a child safety focus within our 
position descriptions across different class contracts. 

4.16.5  

4.17 Fair procedures for personnel 

4.17.1 The safety and wellbeing of children is our primary concern. We are also fair and just to 
personnel. The decisions we make when recruiting, assessing incidents, and undertaking 
disciplinary action will always be in line with DET guidelines and advice will be sought from 
Conduct and Ethics or Legal Branch where necessary.  

4.17.2 We record all allegations of abuse and safety concerns using our incident reporting form 
available from the principal. All records are securely stored.  

file:///D:/Users/01443011/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/Policy/current%20policies/workingwithchildren.vic.gov.au
http://www.education.vic.gov.au/hrweb/careers/Pages/recruitinsch.aspx


    

This policy was last ratified by School Council on August 29th 2017 

4.18 Privacy 

4.18.1 All personal information considered or recorded will respect the privacy of the individuals 
involved, whether they be staff, volunteers, parents or children, unless there is a risk to 
someone’s safety. We have safeguards and practices in place to ensure any personal 
information is protected. Everyone is entitled to know how this information is recorded, what 
will be done with it, and who will have access to it. We record all allegations of abuse and 
safety concerns using our incident reporting form available from the principal. All records are 
securely stored.  

4.19 Legislative responsibilities 

4.19.1 Coatesville Primary School takes our legal responsibilities seriously, including: 

4.19.2 Failure to disclose: Reporting child sexual abuse is a community-wide responsibility. All 
adults in Victoria who have a reasonable belief that an adult has committed a sexual offence 
against a child under 16 have an obligation to report that information to the police.   

4.19.3 Failure to protect: People of authority in our organisation will commit an offence if they 
know of a substantial risk of child sexual abuse and have the power or responsibility to 
reduce or remove the risk, but negligently fail to do so.  

4.19.4 Any personnel who are mandatory reporters must comply with their duties.  

4.19.5 We record all allegations of abuse and safety concerns using our incident reporting form 
available from the principal. All records are securely stored.  

4.20 Risk management 

4.20.1 In Victoria, organisations are required to protect children when a risk is identified (see 
information about failure to protect above). In addition to general occupational health and 
safety risks, we proactively manage risks of abuse to our children. We have risk 
management strategies in place to identify, assess, and take steps to minimise child abuse 
risks, which include risks posed by physical environments, see Child Safe Risk Assessment 
(Appendix 2) 

4.21 Allegations, concerns and complaints 

4.21.1 All allegations concerns or complaints need to follow the Four Critical Actions as 
documented in the Response procedures (appendix 1)  

 

5.   References 

5.1 Refer to the existing policies, all of which are designed to create a safe environment for children 

Mandatory Reporting 

Bullying and Harassment 

Child Safe - Code of Conduct 

Child Safe - Responding to and Reporting Child Abuse 

Supervision – Duty of Care 

Visitors to School 

Student Inclusion, Wellbeing and Engagement 

School Attendance 

Complaints and Grievances 

6. Review 

This policy will be reviewed every year, following a significant incident if it occurs or if the guidelines change.  

 



    

Appendix 1 

 

                
 

 
 

  Response Procedures 
 

FOUR CRITICAL ACTIONS FOR SCHOOLS 

Responding to Incidents, Disclosures and Suspicions of Child Abuse  

We all have a responsibility to immediately report an allegation of abuse if we have a reasonable belief that 
an incident took place (see information about failure to disclose below with regards to Legislative 
Responsibilities). Our Reporting procedure outlined below clearly identifies when reports must be made to 
other authorities, including the Department of Health and Human Services and Victoria Police. All concerns 
about abuse must also be immediately taken to our Principal or Assistant Principal.  
 
Additional to this procedure is our Mandatory Reporting Policy   

YOU MUST TAKE ACTION  

As a school staff member, you play a critical role in protecting children in your care.  

• You must act, by following the 4 critical actions, as soon as you witness an incident, receive a 

disclosure or form a reasonable belief that a child has, or is at risk of being abused.  

• You must act if you form a suspicion/reasonable belief, even if you are unsure and have not directly 

observed child abuse (e.g. if the victim or another person tells you about the abuse). It is important to 

note that a reasonable belief is a deliberately low threshold: this enables authorities to investigate and 

take action. 

• You must use the Responding to Suspected Child Abuse template to keep clear and comprehensive 

notes.  

 

ACTION 1: RESPONDING TO AN EMERGENCY 

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

If a child is at immediate risk of harm you must ensure their safety by:  

• Separating alleged victims and others involved  

• Administering first aid  

• calling 000 for urgent medical and/or police assistance to respond to immediate health or safety 

concerns  

• Identifying a contact person at the school for future liaison with Police.  

Where necessary you may also need to maintain the integrity of the potential crime scene and preserve 
evidence.  

ACTION 2: REPORTING TO AUTHORITIES 
  
As soon as immediate health and safety concerns are addressed you must report all incidents, suspicions 
and disclosures of child abuse as soon as possible. Failure to report physical and sexual child abuse may 
amount to a criminal offence.  

WHERE THE SOURCE OF SUSPECTED ABUSE COMES FROM WITHIN THE SCHOOL 
  



    

All instances of suspected child abuse involving a school staff member, contractor or volunteer must be 
reported to the Victoria Police.  
 
An internal report must be made to: 
  

• The Principal and/or Assistant Principal 

• The Employee Conduct Branch of DET 

• DET Security Service Unit 

  
WHERE THE SOURCE OF SUSPECTED ABUSE COMES FROM WITHIN THE FAMILY OR 
COMMUNITY 
 
DHHS Child Protection  
 
You must report to DHHS Child Protection if a child is considered to be:  

• in need of protection from child abuse  

• at risk of being harmed (or has been harmed) and the harm has had, or is likely to have, a serious 

impact on the child’s safety, stability or development.  

 
Victoria Police  
 
You must also report all instances of suspected sexual abuse (including grooming) to Victoria Police.  
Internally  
You must report to: 

• School Principal and/or Assistant Principal 

• DET Security Services Unit. 

 
ACTION 3: CONTACTING PARENTS/CARERS 

 

The Principal and/or Assistant Principal will consult with DHHS Child Protection or Victoria Police to 
determine what information can be shared with parents/carers. They may advise:  
 

• not to contact the parents/carer (e.g. in circumstances where the parents are alleged to have 

engaged in the abuse or the child is a mature minor and does not wish for their parent/carer to be 

contacted).  

• to contact the parents/carers and provide agreed information (this must be done as soon as 

possible, preferably on the same day of the incident, disclosure, suspicion).  

 
ACTION 4: PROVIDING ONGOING SUPPORT 

It is an obligation of our school to provide support for children impacted by abuse. This should include the 
developed of a Student Support Plan in consultation with wellbeing professionals. This is an essential part 
of your duty of care requirements. Strategies may include development of a safety plan, direct support and 
referral to wellbeing professionals. 

Strategies may include development of a safety plan, direct support and referral to wellbeing 
professionals. 

You must follow the Four Critical Actions every time you become aware of a further instance or risk of 
abuse. This includes reporting new information to authorities 



    

If you believe that a child is not subject to abuse, but you still hold significant concerns for their wellbeing 
you must still act.  

This may include making a referral or seeking advice from Child FIRST (in circumstances where the family 
are open to receiving support), or to DHHS Child Protection or Victoria Police. 

 
 
IMPORTANT CONSIDERATIONS FOR AT RISK GROUPS  

You need to be aware that some people from culturally and/or linguistically diverse backgrounds may 
face barriers in reporting allegations of abuse. For example, people from some cultures may experience 
anxiety when talking with police, and communicating in English may be a barrier for some. You need to be 
sensitive to these issues and meet people’s needs where possible, such as having an interpreter present 
(who could be a friend or family member).  

If an allegation of abuse involves an Aboriginal child, you will need to ensure a culturally appropriate 
response. A way to help ensure this could include engaging with parents of Aboriginal children, possibly 
with the assistance/support of our Koorie Engagement Support Officer (KESO).  

Some children with a disability may experience barriers disclosing an incident. For example, children with 
hearing or cognitive impairments may need support to help them explain the incident, including through 
sign language interpreters.  

• Advice on communicating with people with a disability can be found on the Department of Health 

and Human Services website:  

• www.dhs.vic.gov.au/for-business-and-community/community-involvement/people-with-a-disability-

in-the-community/communicate-and-consult-with-people-with-a-disability/communication-with-

people-with-disabilities.  

 

CONTACTS 

DHHS CHILD PROTECTION  

South Division 1300 655 795  

AFTER HOURS  
After hours, weekends, public holidays 13 12 78  

 CRISIS LINE / AFTER HOURS  

13 12 78  

CHILD FIRST  

www.dhs.vic.gov.au  

VICTORIA POLICE  

000 or contact your local police station  

DET SECURITY SERVICES UNIT  

(03) 9589 6266  

STUDENT INCIDENT AND RECOVERY UNIT  

(03) 9637 2934  

EMPLOYEE CONDUCT BRANCH  

(03) 9637 2595  

http://www.dhs.vic.gov.au/for-business-and-community/community-involvement/people-with-a-disability-in-the-community/communicate-and-consult-with-people-with-a-disability/communication-with-people-with-disabilities
http://www.dhs.vic.gov.au/for-business-and-community/community-involvement/people-with-a-disability-in-the-community/communicate-and-consult-with-people-with-a-disability/communication-with-people-with-disabilities
http://www.dhs.vic.gov.au/for-business-and-community/community-involvement/people-with-a-disability-in-the-community/communicate-and-consult-with-people-with-a-disability/communication-with-people-with-disabilities


    

Responding to suspected child abuse template  

• incident report 

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. 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. 

• 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 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.   

Responding to an Incident, Disclosure or Suspicion of Child Abuse  
PLEASE NOTE: 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  

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 school 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 Ȭ9%3ȭȢ 

 

 

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? 

IF A CHILD IS IN IMMEDIATE DANGER SCHOOL STAFF SHOULD REPORT IMMEDIATELY TO VICTORIA POLICE ON 000 

 

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: 

 

CHILDȭS 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 2990 

ANY KNOWN PREVIOUS HISTORY OF SUSPECTED ABUSE 

(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): 

 

 

 

 

 

 

FAMILY BACKGROUND 

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

 

 

 

 

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

 

 

 

 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: 

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: 

 

 

 

 

 

 

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: 

 

 

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 

◻ DHHS CHILD PROTECTION  

◻ CHILD FIRST  

◻ DECISION NOT TO REPORT 

 

)& 9/5ȭ6% $%#)$%$ ./4 4/ 2%0/24ȟ ,)34 9/52 2%!3/.3 (%2%Ȣ !,3/ ).#,5$% !.9 &/,,/7-UP ACTIONS UNDERTAKEN BY YOU BELOW: 



    

 

 

PROVIDE DETAILS OF YOUR INTERAL 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  

DATE: TIME: 

AUTHORITY: 

 

OUTCOMES FROM THE REPORT: 

 

 

 

 

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: 

 

 



    

 

critical action 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, IF IT IS, PARENTS MUST BE CONTACTED 

AS SOON AS POSSIBLE (PREFERABLY ON THE SAME DAY OF THE INCIDENT, DISCLOSURE OR SUSPICION).  

HAVE YOU SOUGHT ADVICE FROM DHHS 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: 

DISCUSSION OUTCOMES: 

 

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:   

 

 



    

 

 

 

 

 

 

 

REFERRALS(S): 

 

 

 

 

 

 

 

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? 

◻ 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  

 

REVIEW OF ACTIONS TAKEN  

HAVE SCHOOL STAFF FOLLOWED THE FOUR CRITICAL 

ACTIONS FOR SCHOLS: 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? 

 

 

 

 

 

HAVE THE PARENTS CONTINUED TO BE ENGAGED IF APPROPRIATE? 

◻ NO 

◻ YES 

  

ACTION 4 

HAS THE SCHOOL PROVIDED ADEQUATE SUPPORT FOR THE STUDENT? 

◻ NO 

◻ YES 

 

HAS A STUDENT SUPPORT PLAN BEEN ESTABLISHED, IMPLEMENTED AND 



    

◻ NO 

◻ YES 

 

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 

 

 

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 

 

 

 

 

 



    

 

 

 

 

 

 

 

IDENTIFYING AND REMOVING RISKS OF CHILD ABUSE 
Coatesville Primary School is committed to keeping students safe and is proactive is taking steps to prevent children from abuse. The school 
works to develop, implement, monitor and evaluate risk management strategies to ensure child safety against child abuse in all school 
environments. Each risk assessment is conducted by appropriate people with the knowledge and skills to consider all elements and determine 
any potential student safety risk. 
 
Working with the DET’s guidelines and policies and the school’s policies and procedures the school makes risk assessments in relation to 
student safety. 
 
The risk assessment takes into account the: 
  
▪ background diversity of the students including culture, race, ethnicity and linguistic understanding;  
▪ age of students; 
▪ current student knowledge to participate in the activity; 
▪ support available from teachers and other personnel; 
▪ internal control measures to ensure student safety; and 
▪ predatory, opportunistic, situational and environmental risks. 
 
Coatesville P.S OHS policy and system practices also cover a wide range of student safety risks. Internal controls are put into place to ensure 
the safety of all students against child abuse in the school environment. 
  
Documentation is recorded of any incident on the Responding to suspected child abuse template (appendix 1 of Child Safe policy) 
 

 

 

 

 

 

 

Child Safe Risk Assessment  

Appendix 2 



    

 

 

 

Risk Event or Environment Existing Management 

strategies or internal 

controls 

Likelihood Consequence Current risk 

assessment 

New risk management controls or 

internal controls 

Who is responsible? Residual risk 

Organisational culture of child 

safety requires more rigour 

through frequent messages 

and public commitment 

Strategies developed to 

embed culture of child safety 

Child Safety Policy  

Possible Major Medium ● Strategies to embed organisational 

culture of child safety are reviewed 

● Statement of commitment to child 

safety is publicly available 

● Child Safety Policy ratified at 
School Council 

Principal, Assistant 

Principal- Student 

Wellbeing, School 

Council President 

Low 

Inappropriate behaviour is not 

reported and addressed 

Child safety code of conduct  

Clear child safety reporting 

procedures  

Performance management 

procedures 

Unlikely Major Medium ● Strategies to embed organisational 

culture of child safety are reviewed 

● Refresher training for staff ï see 

eLearning mandatory reporting 

module 

● Performance and Development 

Plans for each staff member 

Principal, Assistant 

Principal Student 

Wellbeing, School 

Council President 

Low 

Unquestioning trust of long 

term staff and contractors or 

norms 

Strategies developed to 

embed culture of child safety  

Clear child safety reporting 

procedures  

Possible  Moderate Medium ● Refresher training for staff ï see 

eLearning mandatory reporting 

module 

Principal, Assistant 

Principal Student 

Wellbeing, School 

Council President, all 

staff members 

Low 

Recruitment of an inappropriate 

person  

WWCC or Victorian Institute 

of Teaching registration 

Unlikely Moderate Medium Processes updated to require:  

● Criminal history search  

● Pre-employment reference check, 

WWCCôs includes asking about child 

safety 

● Online searches 
(Google,Facebook etc) 

Principal, Assistant 

Principal Student 

Wellbeing, School 

Council President 

Low 

Unknown people and 

environments at excursions 

and camps 

Child safety code of conduct  

Strategies developed to 

embed culture of child safety  

Clear child safety reporting 

procedures 

Unlikely Moderate Medium ● Assessment of new or changed 

environments including camps and 

excursions for child safety risks 

● Ensure Code and strategies apply in 

all school contexts 

Principal, Assistant 

Principal Student 

Wellbeing, School 

Council President 

Low 



    

 

Ad-hoc contractors on the 

premises (eg maintenance)  

Child safe environments 

Information and awareness 

for visitors, staff, volunteers 

and contractors 

Adequate monitoring 

Unlikely Moderate Medium Refresher training for frequent 

contractors 

 

Principal, Assistant 

Principal Student 

Wellbeing, School 

Council President 

Low 

Children alone with staff on a 

one- on- one situation. 

Child safe environment 

Single classrooms & open 
space classroom 

Unlikely   Moderate Medium ● Clear windows in walls to enable 

visibility of occupants 

● Part-time music teachers teach in 
an open classroom/are where the 
occupants are visible 

● Staff members hold conversations 
with students with another staff 
member present 

● Open space classrooms 

Principal, Assistant 

Principal Student 

Wellbeing, School 

Council President 

Low 

Unknown people move  in and 

out of the school without being 

approached or questioned 

Sign in process 

at administration office 

 

Unlikely Major Low ● Digital visitor, CRT and 

contractor sign in process 

● Front and back gate entry points 
into the school with back school 
gates locked at 9:15am and 
opened at 3:15pm 

● Leadership and staff question 
person without visitor pass 

● Staff highly visible at lunch and 
recess time 

●  

Principal, Assistant 

Principal Student 

Wellbeing, School 

Council President 

Low 

óHot spotsò and ñHot timesò of 

student ïstudent interaction 

and student-staff interactions 

with respect to child safety 

 

 

 

 

 

Staff on Yard duty cover  4 

areas of the school 

environment 

Classroom doors are locked 
when staff and children have 
vacated the building  

 

Unlikely Moderate Low ● Student toilets are checked 

regularly  by staff 

● Children take a toilet buddy when 
going to the toilet during lesson 
time, signing in and out from the 
classroom 

● Class room doors and all entry 
points to a building are secured 

● Where children cannot be seen 
from a Yard duty area these areas 
are designated óOut of boundsô 

 

Principal, Assistant 

Principal Student 

Wellbeing, School 

Council President 

Low 



    

Accessing inappropriate 

content online using school 

devices. 

Online forums, gaming sites 

and websites that contain 

inappropriate content are 

blocked via Education 

Department software. 

Unlikely None ï Major 

depending on 

content, whether 

offence was 

intentional and 

action taken by 

the offender once 

content is 

accessed. 

Low ● All device screens are visible by a 

staff member. 

● Any inappropriate websites that 

have not been blocked by the 

Education Department are 

forwarded to the schoolôs IT 

department who proceed to block 

it. 

● E-Learning User Agreements 
signed by every student and 
adhered to. 

● Cyber-Safety awareness 
information and activities provided 
to all age groups. 

Principal, Assistant 

Principal Student 

Wellbeing, e-Smart 

Coordinator, school IT 

department 

Low 

Online grooming and predatory 

behaviour towards students. 

Online forums, gaming sites 

and websites that contain 

inappropriate content are 

blocked via Education 

Department software. 

Online learning environments 
are password protected by 
staff and moderated 
constantly. 

Unlikely Major Low ● Students to notify an adult of any 

interaction that makes them feel 

unsafe immediately.  

● Online incident reporting system 

available to students with an 

emphasis on online activity. 

● Online learning environments are 

private, with password protection, 

and monitored and moderated by 

classroom teachers. 

● Students are required to gain 

written consent from 

parents/guardian to participate in 

online environments. 

 

 

Principal, Assistant 

Principal Student 

Wellbeing, e-Smart 

Coordinator, school IT 

department 

Low 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


