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 Ripplebrook 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 Outside School Hours Care.

POLICY
All children have a right to feel safe and be safe. Ripplebrook Primary School has zero
tolerance of child abuse.
Child abuse includes —
(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; 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;
The staff at Ripplebrook Primary School are required by law to comply with various
child safety reporting obligations. For detailed information about each obligation, please
refer to the resources included in the body of this policy. At Ripplebrook 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, registered medical practitioners, nurses and all members
of the police force are mandatory reporters under the Children, Youth and Families Act
2005 (Vic).
Mandatory reporters are required by law to make a report to DHHS as soon as
practicable if, in the course of practising their profession or carrying out their duties,
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they form the reasonable belief that a child or young person is in need of protection
as a result of physical injury, sexual abuse, emotional harm or psychological harm and
the child’s parents are unable or unwilling to protect the child from that abuse.
A mandatory reporter who fails to comply with this legal obligation may be committing
a criminal offence. It is important for all staff at Ripplebrook 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.
At our school, all mandated school staff must undertake the Mandatory Reporting and
Other Obligations eLearning Module annually. We also require/encourage all other staff
to undertake this module, even where they are not mandatory reporters.
For more information about Mandatory Reporting see the Department’s School Policy
and Advisory Guide: Child Protection – Reporting Obligations.

CHILD IN NEED OF PROTECTION
Any person can make a report to the Department of Health and Human Services (DHHS)
Child Protection (131 278 – 24 hour service) if they believe on reasonable grounds that
a child is in need of protection.
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, see the Department’s School
Policy and Advisory Guide: Child Protection – Making a Report and Four Critical Actions
for Schools: Responding to Incidents, Disclosures and Suspicions of Child Abuse.
At Ripplebrook Primary School we also encourage all staff to make a referral to DHHS
Child FIRST when they have significant concern for a child’s wellbeing but do not believe
that the child needs protection. For more information about making a referral to Child
FIRST 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:
 a sexual offence, 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; or
 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.
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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.
For more information about Reportable Conduct see the Department’s School Policy
and Advisory Guide: Reportable Conduct Scheme.

FAILURE TO DISCLOSE OFFENCE
Reporting child sexual abuse is a community-wide responsibility. All adults (ie persons
aged 18 years and over), not just professionals who work with children, have a legal
obligation to report to Victoria Police, as soon as practicable to do so, 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 (a) fear for the safety of any
person including yourself or the potential victim (but not including the alleged
perpetrator or an organisation) or (b) where the information has already been disclosed,
for example, through a mandatory report to DHHS.
For more information about this reporting obligation, see the Department’s School Policy
and Advisory Guide: 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 their care, authority or supervision, must take all reasonable steps to
remove or reduce that risk.
This may include removing the adult (ie persons aged 18 years and over) from working
with children pending an investigation and reporting your concerns to Victoria Police.
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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.
For more information about this reporting obligation, see the Department’s School Policy
and Advisory Guide: Failure to protect offence.

RESPONSIBILITY
The Principal is responsible for overseeing and monitoring school compliance with the
mandatorypolicy and procedures.

PRIVACY
Our school records any child safety complaints, disclosures or breaches of the Child
Safety Code of Conduct, and stores the records in accordance with security and privacy
requirements (see RIPPLEBROOK PRIMARY SCHOOL Privacy Policy)
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Child Safety Reporting Procedures / Supporting Students
Four Critical Actions for Schools
A Step by Step Guide to making a Report
Ripplebrook Primary School Incident Record Proforma following 4 Critical

REVIEW CYCLE
This policy was last ratified by School Council on 25th March 2018
Due for review in MARCH 2019 (unless required to change earlier due to legislation)
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APPENDIX A

Appendix A

CHILD SAFETY REPORTING PROCEDURES
AT RIPPLEBROOK PS
SUPPORTING STUDENTS
For students
 All student should feel safe to speak to any staff member to raise any concerns
about their safety or any other concerns that they have.
 If a student does not know who to approach at Ripplebrook Primary School they
should start with their classroom teacher
 Students are also made aware that they can speak with any staff member that they
feel comfortable speaking with. This may include another classroom teacher, the
school chaplain, a support staff member or the Principal.
Disclosures made by students to any person

If a child discloses abuse to you:













Try and separate them from the other children discreetly and listen to them carefully.
Let the child use their own words to explain what has occurred.
Reassure the child that you take what they are saying seriously, and it is not their
fault and that they are doing the right thing.
Explain to them that this information may need to be shared others, such as with
their parent/carer, specific people in your organisation, or the police.
Do not make promises to the child such as promising not to tell anyone about the
incident, except that you will do your best to keep them safe.
Do not leave the child in a distressed state. If they seem at ease in your company,
stay with them.
Provide them with an incident report form to complete, or complete it together, if
you think the child is able to do this.
As soon as possible after the disclosure, record the information using the child’s
words and report the disclosure to your Principal or nominee, police or child
protection.
Ensure the disclosure is recorded accurately, and that the record is stored securely.
If the child agrees, have a second person as a witness present for the report.
If a student makes a disclosure to any person connected to the school environment,
including staff, visitors, volunteers or other community members, the person to whom
the disclosure is made must: speak to the principal or a member of the school
improvement team (leadership team) that prompt action can be taken which,
depending on the disclosure, may involve contacting Victoria Police and/or DHHS
(Child Protection) and the DET regional office/SEIL for advice..
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At Ripplebrook Primary School, the Principal 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, the
SEIL may be contacted for advice.

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 so it is important that staff take all reasonable steps
and that they ensure that the Principal or other appropriate staff member is aware
of the concerns that may be the subject of any reports, mandatory or otherwise, so
that appropriate supports can be put in place for the student affected both
immediately, if required, and until any allegations or concerns are resolved.
 The Chaplain, Well-Being Team coordinator and the Principal will provide extra
support to the child who makes or is affected by an allegation of child abuse. The
Principal may contact the SSS team for advice and further support.
For staff – mandatory reporting
 All staff at our school should speak to the Principal, member of the leadership team
or School Chaplain if they form the reasonable belief that a child or young person
is in need of protection as a result of physical injury, sexual abuse, emotional harm
or psychological harm and the child’s parents are unable or unwilling to protect the
child from that abuse.
 In circumstances where a principal 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, the staff member must still contact DHHS Child Protection to make the
report.
 If you are a mandatory reporter you have an obligation to ensure that a report has
been made in instances where another mandated reporter has undertaken to make
the report. This may be done by making the report together.
General procedures
 Our school will follow the Four Critical Actions for Schools: Responding to Incidents,
Disclosures
and
Suspicions
of
Child
Abuse
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCri
ticalActions_ChildAbuse.pdf.
 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, should in the first
instance, speak to the Principal, member of the leadership team or the School
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Chaplain or should make the required reports to DHHS and/or Victoria Police as
necessary.
All staff who have made reports, mandatory or otherwise, to any agencies should
ensure that they keep a confidential, secure record of the report made including
the date, time, person spoken to at the agency and a brief file note of the
information discussed. There is a template provided in this policy for use. The
Department’s reporting template for mandatory reports may also be used. It is
available
at:
https://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTE
CT_Schoolstemplate.pdf]
At our school the Principal will be responsible for monitoring overall school
compliance with this procedure.

For school visitors, volunteers and school community members
 All community members aged 18 years or over should be aware of the legal
obligations – see Failure to disclose offence above, in this Policy.
 Any person can make a report to the Department of Health and Human Services
(DHHS) if they believe on reasonable grounds that a child is in need of protection.
For contact details see Four Critical Actions for Schools: Responding to Incidents,
Disclosures
and
Suspicions
of
Child
Abuse
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCri
ticalActions_ChildAbuse.pdf
 There is no requirement for community members to inform the school if they are
making a disclosure to 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.
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Appendix B

Appendix C
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Appendix C
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Appendix D
+

STAFF MEMBER LEADING THE RESPONSE
Name:
Occupation:
Location (School Address):
2260 Westernport road
Ripplebrook 3818
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.

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?
If a child is in immediate danger school staff should report immediately to Victoria Police on
000
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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 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):
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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):
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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:
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
 DHHS Child Protection
 Child First
 Decision not to report
If you’ve decided not to report, list your reasons here. Also include any followup actions undertaken by you below:

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.

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

Time:

Date:

Names:

Discussion Outcomes:
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CRITICAL ACTION 3: CONTACTING PARENTS/CARERS
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:
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CRITICAL ACTION 4: PROVIDING ONGOING SUPPORT
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:
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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?


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

Action 4
Has the school provided adequate
support for the student?

No
Yes
Has a student support plan been
established,
implemented
and
reviewed?

No
Yes
Has a student support group been
established?

No
Yes

Action 2

the
student
appropriately
Was a report made to the appropriate Was
supported in any interviews?
authorities and internally?

No
Yes

No
Yes
Were subsequent
necessary?

No

Action 3

reports
Yes

made

if

Have any complaints been received?

No
Yes
Have the complaints been resolved?

No
Yes

Did
the
school
contact
the
parents/carers asap?

No
Yes

Have the parents continued to be
engaged if appropriate?

No
Yes
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