DROUIN SOUTH PRIMARY SCHOOL
Child Safety Policy
Purpose
Drouin South Primary School’s Child Safety Policy sets out the school’s commitment and approach to
creating and maintaining a child safe organisation where children and young people are safe and feel safe,
and provides the policy framework for the school’s approach to the Child Safe Standards.
Scope
This policy applies to all staff, volunteers, and contractors in the school environment, whether or not they
work in direct contact with children or young people. This policy also applies to school council members
where indicated.
The policy will apply to the school environment (see Definitions section). The policy covers both school hours
and outside of school hours.

Definitions
Child abuse
Child abuse includes:
•
•
•

any act committed against a child involving:
o a sexual offence; or
o grooming; and
the infliction, on a child, of:
o physical violence; or
o serious emotional or psychological harm; and
serious neglect of a child.

Child-connected work
Child-connected work means work authorised by the school, school council, or Secretary of the Department
of Education and Training and performed by an adult in a school environment while children are present or
reasonably expected to be present.
Child safety
Child safety encompasses matters related to protecting all children from child abuse, managing the risk of
child abuse, providing support to a child at risk of child abuse, and responding to incidents or allegations of
child abuse.
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School environment
School environment means any physical or virtual place made available or authorised by the school for use
by a child during or outside school hours, including:
•
•
•
•

a campus of the school;
online school environments (including email and intranet systems); and
other locations provided by the school for a child’s use (including, without limitation, locations used
for school camps, sporting events, excursions, competitions, homestays, and other school activities
or events)
Out of School Hours Care

School staff
School staff means an individual working in a school environment who is:
•
•
•

employed by the Department of Education and Training;
directly engaged or employed by a school council; or
a volunteer or a contracted service provider (whether or not a body corporate or any other person is
an intermediary).

STATEMENT OF COMMITMENT TO CHILD SAFETY
AND CHILD SAFETY PRINCIPLES
Drouin South Primary School is committed to the safety and wellbeing of all children and young people. This
will be the primary focus of our care and decision-making.
“The school’s approach to creating and maintaining a child safe school environment is guided by our school
philosophy and values. At Drouin South Primary School our vision is ‘Learning Together – A community of
active thinkers that can achieve their dreams”. At Drouin South Primary School we know children can
struggle to achieve their personal best if they are not safe from abuse.
At Drouin South Primary School our values guide the decisions and behaviours of all members of our school
community, including in relation to child safety:
• We are Respectful – to ourselves and others – We respect, show understanding, practise acceptance
and appreciate ourselves and others.
• We are Caring – We are committed to keeping ourselves and others safe, we demonstrate
ownership of our actions and words. We hold ourselves and each other accountable for our actions.
• We are Learners - – We aim to be the best possible versions of ourselves that we can be academically, socially, emotionally, physically and spiritually. We show resilience within ourselves as
leaners and bounce back from difficulties and disappointments. We welcome and accept challenges
and try very hard and not to give up.
Drouin South Primary School has zero tolerance for child abuse.
We are committed to providing a child safe environment where children and young people are safe and feel
safe, and their voices are heard about decisions that affect their lives. Our child safe policies, procedures,
strategies and practices will be inclusive of the needs of all children, particularly Aboriginal and Torres Strait
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Islander children, children from culturally and linguistically diverse backgrounds, children with disabilities,
and children who are vulnerable.
Every person involved in Drouin South Primary School has a responsibility to understand the important and
specific role they play individually and collectively to ensure that the wellbeing and safety of all children and
young people is at the forefront of all they do and every decision they make.

Child safety principles
In its planning, decision-making and operations, Drouin South Primary School will:
1. Take a preventative, proactive and participatory approach to child safety;
2. Value and empower children to participate in decisions which affect their lives;
3. Foster a culture of openness that supports all persons to safely disclose risks of harm to children;
4. Respect diversity in cultures and child rearing practices while keeping child safety paramount;
5. Provide written guidance on appropriate conduct and behaviour towards children;
6. Engage only the most suitable people to work with children and have high quality staff and volunteer
supervision and professional development;
7. Ensure children know who to talk with if they are worried or are feeling unsafe, and that they are
comfortable and encouraged to raise such concerns;
8. Report suspected abuse, neglect or mistreatment promptly to the appropriate authorities;
9. Share information appropriately and lawfully with other organisations where the safety and
wellbeing of children is at risk; and
10. Value the input of and communicate regularly with families and carers

POLICY
Strategies to embed a child safe culture
Drouin South Primary School’s culture encourages staff, students, parents and the school community to
raise, discuss and scrutinise child safety concerns. This makes it more difficult for abuse to occur and remain
hidden.
All child safety documents, including this policy, the Child Safety Code of Conduct the school’s Child Safety
Responding and Reporting Obligations (including Mandatory Reporting) Policy and Procedures, Identifying
and Responding to All Forms of Abuse in Victorian Schools and the Four Critical Actions for Schools are
readily available online and in hard copy from the school office for all staff and students to read at any time.
Child safety is everyone’s responsibility. All school staff are required to:
•
•

•
•

Act in accordance with the school’s Child Safety Code of Conduct, which clearly sets out the
difference between appropriate and inappropriate behaviour
Act in accordance with the Child Safety Responding and Reporting Obligations (including Mandatory
Reporting) Policy and Procedures at all times, including following the Four Critical Actions for Schools
where necessary
Undertake annual guidance and training on child safety
Act in accordance with their legal obligations, including:
o Failure to disclose offence (applies to all adults)
o Duty of care (applies to all school staff)
o Mandatory reporting obligations (applies to all mandatory reporters, including teachers,
principals, registered psychologists, and registered doctors and nurses)
o Failure to protect offence (applies to a person in a position of authority within the school)
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o
o
o

Reportable conduct obligations (applies to all school staff in reporting conduct to the
principal, and applies to the principal in reporting to Employee Conduct Branch)
Organisational duty of care (applies to the school as an organisation)
For more information on these obligations, see Identifying and Responding to All Forms of
Abuse in Victorian Schools.

As part of Drouin South Primary School’s child safe culture, school leaders (including the principal) will:
•

•
•
•

Consider the diversity of all children, including (but not limited to) the needs of Aboriginal and Torres
Strait Islander children, children from culturally and linguistically diverse backgrounds, children with
disabilities, and children who are vulnerable, when implementing the Child Safe Standards
Ensure that child safety is a regular agenda item at school leadership meetings and staff meetings
Encourage and enable staff professional learning and training to build deeper understandings of
child safety and prevention of abuse
Ensure that no one is prohibited or discouraged from reporting an allegation of child abuse to a
person external to the school or from making records of any allegation.

As part of Drouin South Primary School’s child safe culture, school mandatory reporting staff are required
to:
•
•
•
•

Complete the Protecting Children – Mandatory reporting and other obligations online module every
year – This is a DET requirement and demonstrates a strong commitment to Child Safe Standards.
Read the school’s Child Safety Code of Conduct on induction, and maintain familiarity with that
document
Read the school’s Child Safety Responding and Reporting Obligations (including Mandatory
Reporting) Policy and Procedures on induction, and maintain familiarity with that document
Read the school’s Child Safety Policy (this document) on induction, and maintain familiarity with that
document.

As part of Drouin South Primary School’s child safe culture, in performing the functions and powers given to
them under the Education and Training Reform Act 2006, school councils and school council members will:
•

•

•
•
•
•

Ensure that child safety is a regular agenda item at school council meetings [Note that there is no
requirement to discuss child safety at every school council meeting, but it is best practice to have
child safety on the agenda at some meetings to show that the school is embedding a culture of child
safety and school council members are informed and understand the issues]
Consider the diversity of all children, including (but not limited to) the needs of Aboriginal and Torres
Strait Islander children, children from culturally and linguistically diverse backgrounds, children with
disabilities, and children who are vulnerable, when making decisions regarding the Child Safe
Standards
Undertake annual guidance and training on child safety, such as the Child Safe Standards School
Council Training PowerPoint.
Approve the Child Safety Code of Conduct to the extent that it applies to school council employees
and members, and if updated, note the new document in its school council meeting minutes
When hiring employees, ensure that selection, supervision and management practices are child safe
(unless delegated to the principal).
Discussing Child Safety in classrooms and at school assemblies

School leadership will maintain records of the above processes.
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Roles and responsibilities
School leaders will ensure that each person understands their role, responsibilities and behaviour expected
in protecting children and young people from abuse and neglect. Staff will comply with the school’s Child
Safety Code of Conduct, which sets out clearly the difference between appropriate and inappropriate
behaviour.
Specific child safety responsibilities:
•
•

•
•

The Principal and the Well-Being Team is responsible for reviewing and updating the Child Safety
Policy every 3 years.
The Principal and Well-Being Team is responsible for monitoring the school’s compliance with the
Child Safety Policy. The school community should approach the Principal if they have any concerns
about the school’s compliance with the Child Safety Policy.
The Principal is responsible for informing the school community about this policy, and making it
publicly available.
Other specific roles and responsibilities are named in Drouin South Primary School’s other child
safety policies and procedures, including the Child Safety Code of Conduct, Child Safety Responding
and Reporting Obligations (including Mandatory Reporting) Policy and Procedures, and risk
assessment register.

Recruitment
Drouin South Primary School follows the Department’s Recruitment in Schools guide to ensure child safe
recruitment practices, available on the Department’s website.
All prospective volunteers are required to comply with our school’s Volunteers Policy, including in relation to
assessing the suitability of prospective volunteers and obtaining checks required under this policy. All
prospective volunteers are encouraged to maintain a valid Working with Children Check.

Training and supervision
Training and education is important to ensure that everyone in the school understands that child safety is
everyone’s responsibility.
Our school culture aims for all staff and volunteers (in addition to parents/carers and children) to feel
confident and comfortable in coming forward with any allegations or suspicions 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. This training occurs annually or more often as required.
[NOTE: the Ministerial Order on Child Safe Standards requires schools to ensure that appropriate guidance
and training is provided to their staff and school council members “at least annually” on roles and
responsibilities for managing the risk of child abuse, child abuse risks in the school environment, and the
school’s current child safety standards.]
We also support our staff and volunteers through ongoing supervision to develop their skills to protect
children from abuse, to promote the cultural safety of Aboriginal and Torres Strait Islander children and
children from linguistically and/or diverse backgrounds, and the safety of children with a disability and
vulnerable children.
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New employees and volunteers will be inducted into the school, including by being referred to the Child
Safety Policy (this document), the Child Safety Code of Conduct, and the Child Safety Responding and
Reporting Obligations (including Mandatory Reporting) Policy and Procedures on the school website.
They will also be supervised regularly to ensure they understand our school’s commitment to child safety,
and that their behaviour towards children is safe and appropriate. All employees of our school will be
monitored and assessed via regular performance review to ensure their continuing suitability for childconnected work. Any inappropriate behaviour will be reported by school staff to the Principal or Assistant
Principal and will be managed in accordance with Drouin South Primary School’s Child Safety Responding
and Reporting Obligations (including Mandatory Reporting) Policy and Procedures where required.

Reporting a child safety concern or complaint
The school has clear expectations for all staff and volunteers in making a report about a child or young
person who may be in need of protection. All staff (including school council employees) must follow the
school’s Child Safety Responding and Reporting Obligations (including Mandatory Reporting) Policy and
Procedures, including following the Four Critical Actions for Schools if there is an incident, disclosure or
suspicion of child abuse. Immediate actions should include reporting their concerns to DHHS Child
Protection, Victoria Police and/or another appropriate agency and notifying the principal or a member of the
school leadership team of their concerns and the reasons for those concerns.
Drouin South Primary School will never prohibit or discourage school staff from reporting an allegation of
child abuse. The school will always take action to respond to a complaint in accordance with the school’s
Child Safety Responding and Reporting Obligations (including Mandatory Reporting) Policy and Procedures.
In accordance with Action 4 of the Four Critical Actions for Schools, Drouin South Primary School will provide
ongoing support for students affected by child abuse.
The Child Safety Responding and Reporting Obligations (including Mandatory Reporting) Policy and
Procedures can be found here.

Risk reduction and management
Drouin South Primary School believes the wellbeing of children and young people is paramount, and is
vigilant in ensuring proper risk management processes, found in the school’s risk assessment register. The
school recognises there are potential risks to children and young people and will take a risk management
approach by undertaking preventative measures.
We will identify and mitigate the risks of child abuse in school environments by taking into account the
nature of each school environment, the activities expected to be conducted in that environment and the
characteristics and needs of all children expected to be present in that environment.
Drouin South Primary School monitors and evaluates the effectiveness of the actions it takes to reduce or
remove risks to child safety, more information can be found in the school’s risk assessment register.

Listening to, communicating with and empowering children
Drouin South Primary School has developed a safe, inclusive and supportive environment that involves and
communicates with children, young people and their parents/carers. We encourage child and parent/carer
involvement and engagement that informs safe school operations and builds the capability of children and
parents/carers to understand their rights and their responsibilities. Our school is committed to supporting
and encouraging students to use their voice to raise and share their concerns with a trusted adult at any
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time of need. Students can access information on how to report abuse at the school office or through a
teacher/staff member.
When the school is gathering information in relation to a complaint about alleged misconduct with or abuse
of a child, the school will listen to the complainant’s account and take them seriously, check understanding
and keep the child (and/or their parents/carers, as appropriate) informed about progress.
The school will promote the Child Safe Standards in ways that are readily accessible, easy to understand, and
user-friendly to children, including:
•
•
•
•

All of our child safety policies and procedures will be available for the students and parents at Drouin
South Primary School to read on our school website.
PROTECT Child Safety posters are displayed across the school
School newsletters will inform students and the school community about the school’s commitment
to child safety, and strategies or initiatives that the school is taking to ensure student safety
The Child Safe Standards are discussed with students in classrooms and at assembly, child safety
posters are visible, , child safety policies and procedures are written in child-friendly language, the
Four Critical Actions are actively taught to mandatory reporters and other school staff, the whole
school is encouraged to contribute to risk assessment and mitigation, the Child Safe Standards are
addressed and explained at school council meetings and parent information sessions.

The school will use its health and wellbeing programs to deliver appropriate education to its students about:
•
•
•
•

standards of behaviour for students attending the school;
healthy and respectful relationships (including sexuality);
resilience; and
child abuse awareness and prevention.

The school delivers the Respectful Relationships curriculum, sexuality education and e-smart education
programs.

Communications
This school is committed to communicating our child safety strategies to the school community through:
•

•
•
•

•

Ensuring that the Child Safety Policy (this document), Code of Conduct, and the Child Safety
Responding and Reporting Obligations (including Mandatory Reporting) Policy and Procedure are
available on the school website.
Once per term reminders in the school newsletter of our school’s commitment to child safety
Ensuring that child safety is a regular agenda item at school leadership meetings and staff meetings
for discussion
Child safety strategies are discussed during school tours with prospective parents, at parent
information sessions, in classrooms, during volunteer induction processes, and/or by placing posters
throughout the school.
New visitors and contractors to the school are introduced to our Child Safety Policy on arrival.

Confidentiality and privacy
This school collects, uses and discloses information about particular children and their families in accordance
with Victorian privacy law and other relevant laws. The principles regulating the collection, use and storage
of information is included in the Department of Education and Training’s Schools’ Privacy Policy.
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Related policies and documents
Related policies and documents include:
•
•
•
•
•
•
•
•
•
•
•

Code of Conduct [insert hyperlink]
Child Safety Responding and Reporting Obligations (including Mandatory Reporting) Policy and
Procedures [insert hyperlink]
Risk assessment register
Identifying and Responding to All Forms of Abuse in Victorian Schools
Four Critical Actions for Schools
Recording your actions: Responding to suspected child abuse – A template for Victorian schools
Identifying and Responding to Student Sexual Offending
Four Critical Actions for Schools: Responding to Student Sexual Offending
Policy and Advisory Library – Duty of Care
Policy and Advisory Library – Child Protection Reporting Obligations
Schools’ Privacy Policy.

Policy evaluation and review
To ensure ongoing relevance and continuous improvement, this policy will be reviewed every 3 years. The
review will include input from students, parents/carers and the school community.

Approval
School Principal: Michael Smith
Date of last review: 28th March 2022
Due for Review: 28th March 2025
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Date of last review:

Fair Procedures for Personnel
The safety and well-being 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 thorough, transparent and based on evidence.
We record all allegations of abuse and safety concerns using our incident reporting form including
investigation updates. All records are securely stored.
Privacy
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.

Allegations, Concerns and Complaints:
Our school culture aims for all staff and volunteers as well as parents/carers and children to feel
confident and comfortable in discussing any allegations of child abuse or child safety concerns. We
are aware that some people from culturally and/or linguistically diverse backgrounds may face
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barriers reporting allegations of abuse or that for some communication in English may be a barrier.
We will endeavour to be sensitive to these issues and meet people’s needs where possible. DSPS
has protocols and procedures in place to enable all staff and volunteers as well as parents/carers
and children, to raise any allegations of child abuse or child safety concerns.
Our school takes all allegations seriously and has practices in place to investigate thoroughly and
quickly. Our staff and volunteers are trained to deal appropriately with allegations. We work to
ensure all children, families, staff and volunteers know what to do and who to tell if they observe
abuse or are a victim, and if they notice inappropriate behaviour. We all have a responsibility to
report an allegation of abuse if we have a reasonable belief that an incident took place (see failure to
disclose information below).
Fulfilling the role and responsibilities contained in the reporting procedure does not displace of
discharge any other obligation to report to DHS/The Police or Child First, if a person reasonably
believes that a child is being abused or at risk of abuse.
Staff will consult with the Principal or Acting Principal (if the Principal is away) when making a report.
The Principal/Acting Principal will support the staff member through the reporting process. This does
not absolve the staff member of their legal obligation to report.
Depending on the severity and urgency of the matter any inappropriate behaviour will be reported
through appropriate channels which may include:
•
•

The Department of Health and Human Services (DHHS) – Child Protection
Victoria Police

Legislative responsibilities - This school takes its legal responsibilities seriously including:

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
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•

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.
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.
Any personnel who are mandatory reporters must comply with their duties.
Child Abuse:
Drouin South Primary School takes all allegations seriously and has practices in place to respond
quickly and thoroughly. Such issues can be reported to:
•
•
•

The Principal
The Child Safety Officer- Principal
Teachers at the school.

Our staff have been trained to deal appropriately with allegations, as well as how to support or assist
children who disclose child abuse or are otherwise linked to suspected child abuse. In such situations
the school will follow actions outlined in the Child Protection Reporting Policy. This policy outlines
our clear expectations for all staff and volunteers in making a report about a young person who
might be in need of protection.
The DET guide ‘Identifying and Responding to All Forms of Abuse in Victorian Schools’ includes
comprehensive, detailed guidance and support for all staff.
First and foremost, we will ensure that children are safe from harm after which we will follow the
procedures outlined in this document. This process includes making appropriate reports, following
up and ensuring that children and any others involved receive appropriate support. We record all
allegations of abuse and safety concerns using the Child Safety Incident Report form. All information
is considered confidential and written reports will be held securely.
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Any inappropriate behaviour will be reported to DHHS Child Protection/Police/Child FIRST Report
depending on the severity and urgency of the matter.
We each have a responsibility to report an allegation of abuse if we have a reasonable belief that an
incident took place (see information about failure to disclose/protect). If an adult has a reasonable
belief that an incident has occurred then they must report the incident. Factors contributing to
reasonable belief may be:
•
•
•
•

A child states they or someone they know has been abused (noting that sometimes the child
may in fact be referring to themselves)
Behaviour consistent with that of an abuse victim, is observed
Someone else has raised a suspicion of abuse but is unwilling to report it
Observing suspicious behaviour.

We work to ensure all children, families, staff and volunteers know what to do and who to tell if they
observe abuse or are a victim, and if they notice inappropriate behaviour.

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, 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 Drouin South 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.
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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 Drouin South 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.
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.
For more information about Reportable Conduct see the Department’s School Policy and Advisory
Guide: Reportable Conduct Scheme.

RESPONSIBILITY: The Principal is responsible for overseeing and monitoring school compliance
with the mandatory policy 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 DSPS
Privacy Policy)
Risk Management:
In Victoria, organisations are required to protect children when a risk is identified. In addition to
general occupational health and safety risks, DSPS proactively manages risks of abuse to children by
removing and reducing these risks and follows the Child Safety Standards.
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The school has risk management strategies to identify, assess and take steps to minimise child abuse
risks which include risks posed by physical environments and online environments.
The school’s risk management includes:
•

•
•
•
•
•
•
•
•
•
•
•
•
•

The Child Safety Code of Conduct – outlines acceptable and unacceptable behaviour with
respect to child safety and child abuse. The Child Safety Code of Conduct is publically
available.
Appointing a Child Safety Officer
Screening as part of the staff recruitment process
Working With Children checks, Police Record checks, reference checks
Sign in processes at the school office
On and off site supervision of children during recess and lunch breaks as well 15 minutes
before and after school – staff carry mobile phones
ICT Acceptable Use Agreement for students
Teacher supervision of student internet usage
Protocols to ensure children do not move around the school individually during class time
Out of bounds areas in the school to ensure that children are not placed at risk
Staff and volunteer training
Child safe environments information and awareness for visitors, staff, volunteers and
contractors
Adequate monitoring of visitors, staff, volunteers and contractors
Refresher training for staff – see eLearning mandatory reporting module
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References
http://www.education.vic.gov.au/about/programs/health/protect/Pages/childsafestandards.aspx

http://www.vrqa.vic.gov.au/childsafe/Pages/default.html
http://www.education.vic.gov.au/school/principals/spag/Pages/spag.aspx.
‘Identifying and Responding to All Forms of Abuse in Victorian Schools’
‘Protecting children from abuse: for parents and carers’

Related Policies
·
•
•
•

Child Protection Reporting Policy

Child Protection Step by Step Guide
Child Safety Incident Report form
4 Actions
·
·
·
·
·
·
·
·

On-Site Supervision Policy
Bullying and Harassment Policy
Critical incident Policy
Duty of Care Policy
Excursions/Incursions Policy
Student Engagement and Wellbeing Policy
Visitors and Volunteers Policy
Working with Children Policy

APPENDICES
Appendix A – Child Safety Reporting Procedures / Supporting Students
Appendix B - Four Critical Actions for Schools
Appendix C – A Step by Step Guide to making a Report
Appendix D – DSPS Incident Record Proforma following 4 Critical Steps

This policy was last ratified by School Council on 14 November 2018
Due for review in NOVEMBER 2021
legislation )

(unless required to change earlier dur to

15

Appendix A

APPENDIX A
CHILD SAFETY REPORTING PROCEDURES AT DROUIN SOUTH 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 Drouin South 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..
At Drouin South 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.
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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/FourCriticalActi
ons_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 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/PROTECT_Scho
olstemplate.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.

17

•

•

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/FourCriticalActi
ons_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
DROUIN SOUTH PRIMARY SCHOOL
Child Safety Standards
Responding to and Reporting Suspected Child Abuse

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, 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):
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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):

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.
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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:
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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

IF YOU’VE DECIDED NOT TO REPORT, LIST YOUR REASONS HERE. ALSO INCLUDE ANY FOLLOW-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:
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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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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(S):
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PROCESS OF REVIEW
COMPLETE THIS SECTION BETWEEN 4-6 WEEKS AFTER AN INCIDENT, SUSPICION OR
DISCLOSURE OF ABUSE IN CONJUNCTION WITH YOUR SCHOOL LEADERSHIP TEAM.
THIS WILL SUPPORT YOU AND YOUR SCHOOL TO CONTINUE TO PROTECT CHILDREN IN
YOUR CARE AND TO REFLECT ON YOUR PROCESSES AND THE NEED FOR ANY FOLLOWUP 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 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?
 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?



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 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

NO
YES
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