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PURPOSE 
To ensure school staff are aware of their roles and responsibilities in protecting the safety and wellbeing of 
children and young people and are able to: 

 understand their various legal obligations to report and take other reasonable steps to discharge the 
duty of care that may be owed to the child or young person 

 identify indicators that a child or young person has been, is being, or is at risk of being abused 

 make a report about a child or young person who has been, is being, or is at risk of being abused.  
For information on how to make a report, see attachment 1. 

 
POLICY STATEMENT 
Staff at Moonee Ponds West Primary School all have duty of care obligations and obligations arising out of 
the Child Safe Standards. Any person who has a significant concern for the wellbeing of a child should report 
these concerns to DHHS Child Protection, or refer the child and their family to Child FIRST 

 
IMPLEMENTATION 
Mandatory reporters must make a report to the Department of Health and Human Services (DHHS) (Child 
Protection) as soon as practicable if, in the course of practising their profession or carrying out their duties, 
they form reasonable belief that a child or young person is in need of protection, as a result of physical injury 
or sexual abuse, and the child’s parents are unable or unwilling to protect the child from that abuse. 
A mandatory reporter who fails to comply with these reporting obligations may be committing a criminal 
offence. 
 
The following professionals are considered mandatory reporters 
• Teachers registered to teach or who have permission to teach pursuant to the Education and Training 
Reform Act 2006 (Vic) 
• Principals of government and non-government schools 
• Registered medical practitioners, nurses and all members of the police force 
 
Any person can make a report to DHHS Child Protection if they believe on reasonable grounds that a child is 
in need of protection for any of the following reasons: 

 the child has suffered or is likely to suffer significant harm as a result of:  
 physical injury and their parents are unable or unwilling to protect the child 
 sexual abuse and their parents are unable or unwilling to protect the child 
 emotional or psychological harm and their parents are unable or unwilling to protect the child.  
 the child has been abandoned and there is no other suitable person who is willing and able to care 

for the child. 
 the child's parents are dead or incapacitated and there is no other suitable person who is willing and 

able to care for the child. 
 the child's physical development or health has been, or is likely to be significantly harmed and the 

parents are unable or unwilling to provide basic care, or effective medical or other remedial care. 
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Department policy requires all staff who form a belief on reasonable grounds that a child or young person is 
in need of protection to report their concerns to DHHS Child Protection or Victoria Police. In the case of 
school staff, they must also discuss their concerns with the principal or a member of the school leadership 
team. 
 

Follow the four critical actions when responding to an incident, disclosure or suspicion of child abuse: 

Action 1: Respond to an emergency 
Action 2: Report to authorities 
Action 3: Contact parents or carers 
Action 4: Provide on-going support 
 
Document your actions 

As a school staff member, you must keep clear and comprehensive notes relating to incidents, disclosures 
and allegations of child abuse. It is strongly recommended that you use the responding to child abuse 
template: 

Responding to suspected child abuse: template (docx - 193.56kb) 

Responding to suspected child abuse: template 

If the incident, disclosure or allegation is related to student sexual offending use the following template: 

Responding to student sexual offending: template  

Responding to student sexual offending: template  

This information 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 their decisions.  

Strategies for managing a disclosure 

When managing a disclosure of abuse or student sexual offending, it is important that you respond in an 
appropriate and supportive manner.  

All disclosures of abuse must be taken seriously and addressed immediately by following the four critical 
actions above. 

Confidentiality  

When a disclosure of abuse is made and/or you are concerned that a child has been abused or is at risk of 
being abused, you must inform the student that their confidentiality cannot be maintained. 

This should be done in language appropriate to the student's age and stage of development. For example: 

To a younger student:  

'I am not going to be able to keep your story a secret. I really have to tell someone who is going to be able to 
help you.' 

https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/actionone.aspx
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/actiontwo.aspx
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/actionthree.aspx
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/actionfour.aspx
https://www.education.vic.gov.au/Documents/school/teachers/health/protectrecordingtemplate.docx
https://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/SSO_ReportingTemplate.docx
https://www.education.vic.gov.au/Documents/about/programs/health/protect/SSO_template_interactive_03112016.pdf
https://www.education.vic.gov.au/Documents/school/teachers/health/protectrecordingtemplate.docx
https://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/SSO_ReportingTemplate.docx
https://www.education.vic.gov.au/Documents/about/programs/health/protect/SSO_template_interactive_03112016.pdf
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To an older student:  

'The information you have given me has made me very concerned for your welfare and I need to tell you that 
it is my responsibility to report this information  to help you get some assistance.'' 

When managing a disclosure you should:  

 listen to the child and allow them to speak 
 stay calm and not display expressions of panic or shock 
 use a neutral tone with no urgency and where possible use the child's language and vocabulary 
 be patient and non-judgmental throughout 
 highlight to the child that they are doing the right thing in telling you about what has happened and 

that it is not their fault 
 do not ask leading questions, but instead, gently ask, 'What happened next?' rather than 'Why?' 
 be patient and allow the child to talk at their own pace and in their own words 
 not pressure the child into telling you more than they want to 
 reassure the child that you believe them and that disclosing the matter was the right thing to douse 

verbal facilitators such as, 'Okay, I see', restate the child's previous statement, and use non-
suggestive words of encouragement, designed to keep the child talking in an open-ended way 

 tell the child you are required to report to the relevant authority to help stop the abuse, and explain 
the role of these authorities if appropriate. 

When managing a disclosure you should not: 

 ask questions that are investigative and potentially invasive. This may make the child feel 
uncomfortable and cause the child to withdraw 

 go over the information time and time again (you are only gathering information to help you form a 
belief on reasonable grounds that you need to make a report to the relevant authority). 

 
Training obligations 

School staff play a vital role in protecting children from harm and are well placed to observe signs or 
behaviours that may indicate risks of child abuse, neglect or exploitation.  

The Protecting Children – Mandatory Reporting and Other Obligations eLearning module (the module) is an 
essential professional learning resource that assists schools to protect the safety and wellbeing of children 
and young people. 

The module provides detailed information for identifying and responding to child abuse, and includes case 
studies and practical scenarios to assist staff fulfil their reporting obligations.  

Requirements - school staff 

Staff in schools who are: 

 mandated reporters must undertake the training once per calendar year 
 not mandated reporters are strongly encouraged to undertake the training once per calendar year. 

 

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

This policy must be read in conjunction with: 

Child Protection - Making a Report 

Department of Justice and Regulation – Failure to disclose offence 

PROTECT - Responding to other concerns about the wellbeing of a child 

PROTECT: Four Critical Actions 

School Policy & Advisory Guide - Child Safe Standards 

 

  

https://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotectreporting.aspx
https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/failure-to-disclose-offence
http://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/identify.aspx#link79
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/report.aspx
https://www.education.vic.gov.au/school/principals/spag/safety/Pages/childsafestandards.aspx
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