CHILD PROTECTION PROGRAM
PROCEDURES FOR RESPONDING TO AND
REPORTING ALLEGATIONS OF CHILD
ABUSE
POLICY STATEMENT:
Ballarat Grammar has a responsibility in the prevention of and reporting of child abuse and
neglect, we have developed procedures to support the implementation of mandatory reporting
of child abuse.
This Policy sets out what constitutes child abuse, who is mandated to make a notification, and
the process of making a report to the Department of Health and Human Services Child
Protection.
By definition, child abuse is an act by parents or caregivers which endangers a child or young
person’s physical or emotional health or development. Child abuse includes physical injury,
sexual abuse, emotional abuse and neglect.
DEFINITIONS:
Child- is defined by the Crimes Act 1958 (Vic) as a person who is under the age of 18 years.
Adult- is defined as a person aged 18 years and over. This means that a student who is aged
18 years is considered an adult.
Staff- includes all teaching, non-teaching staff (including Boarding House supervisors),
members of the Board of Directors, Volunteers (including parents), Third Party Contractors, and
External Education Providers who, for the purposes of this policy are considered employees of
the School, as will be referred to collectively as “staff” or “staff members”.
Independent Supportive Adult- is an individual who is aged over 18 years who is not
connected with the School, such as a social worker or nurse, who provides support to a student.
Caregiver- is an individual who is gives unpaid care or support to another individual.
Sexual Offence- the Crimes Act 1958 (Vic) and clause 1 of Schedule 1 of the Sentencing Act
1991 (Vic) set out that a “sexual offence” includes rape, indecent assault, incest, sexual
penetration, grooming a child for sexual conduct, and encouraging a child to engage in, or be
involved in, sexual activity. A sexual offence includes an attempted sexual offence and assault
with the intent to commit a sexual offence, as well as the production or possession of child
pornography. For further detail please refer to the School’s Definitions and Key Risk Indicators
of Child Abuse document.
Physical Violence- includes an act that causes physical injury or pain such as
hitting/kicking/punching, pushing/shoving/grabbing/throwing/shaking, using an object to hit or
strike, and using inappropriate restraint or excessive force. It does not include reasonable steps
taken to protect a child from immediate harm such as taking a child’s arm to stop them from
going into oncoming traffic, or medical treatment given in good faith by an appropriately qualified
person such as a first aid officer administering first aid. For further detail please refer to the
School’s Definitions and Key Risk Indicators of Child Abuse document.
Emotional or Psychological Abuse- may occur when a child is repeatedly rejected, isolated
or frightened by threats or the witnessing of family violence. It also includes hostility, derogatory
name-calling and put-downs, or persistent coldness from a person, to the extent where the
behaviour of the child is disturbed or their emotional development is at serious risk of being
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impaired. Serious emotional or psychological harm could also result from conduct that exploits
a child without necessarily being criminal, such as encouraging a child to engage in
inappropriate or risky behaviours. For further detail please refer to the School’s Definitions and
Key Risk Indicators of Child Abuse document.
Neglect- is the continued failure to provide a child with the basic necessities of life, such as
food, clothing, shelter, hygiene, medical attention or supervision, to the extent that the child’s
health, safety and/or development is, or is likely to be, jeopardised. Examples of different types
of neglect include:
• Supervisory neglect, which is the absence or inattention of a person which places the child
at risk of physical harm or injury, sexual abuse or allows other criminal behaviours towards
the child;
• Physical neglect, which is the failure to provide basic physical necessities for a child such as
adequate food, clothing and housing; and
• Medical neglect, which is the failure to provide for appropriate medical care for a child,
including a failure to acknowledge the seriousness of an illness or condition, or deliberately
withholding appropriate care.
For further detail please refer to the School’s Definitions and Key Risk Indicators of Child Abuse
document.
DHHS Child Protection- is the Department of Health and Human Services Child Protection.
The Commission- is the Commission for Children and Young People. It can also be referred
to as the CCYP.
VIT- is the Victorian Institute of Teaching.
VRQA- is the Victorian Regulations and Qualifications Authority.
DET- is the Department of Education and Training Victoria.
Part 1- Overview
1.

2.

3.

Ballarat Grammar will take appropriate, prompt action in response to all allegations or
disclosures of abuse, neglect, inappropriate behaviour or concerns about child safety by
reporting all matters to the DHHS Child Protection, the Commission, or the Police,
depending on the allegation or disclosure made.
Ballarat Grammar has established simple and accessible procedures for anyone to report,
if appropriate, a child abuse concern internally to one of the School’s Child Protection
Officers. Please be aware that consulting with a Child Protection Officer does not change
any obligation you have under legislation to report to an external authority. Refer to Our
Child Protection Officers – Make a Report Policy.
Ballarat Grammar has developed and implemented procedures for Board directors, staff
and Direct Contact Volunteers for responding to allegations and disclosures of child abuse,
or suspected child abuse, including procedures for support following a disclosure by a
student.
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4.
5.
6.

Reporting procedures for Third Party Contractors, External Education Providers, Indirect
Contact Volunteers, parents/carers and other community members are also included in our
Child Safety Policy which is available on our public website.
Age-appropriate reporting procedures for students are developed through our pastoral care
program.
This document describes our work systems, practices, policies and procedures for
responding to and reporting allegations of child abuse both internally and externally. This is
summarised in the following flowchart:

Please note that
reporting the matter
internally does not
release you from
other legal and
regulatory reporting
obligations you may
have.

More particularly, this includes:
6.1 Managing Your Initial Response to a Child Protection Incident (Part 2);
6.2 Reporting a Child Abuse Concern Internally (Part 3);
6.3 General Legal Obligations to Report a Sexual Offence and “Act to Protect” (Part 4);
6.4 Mandatory Reporting (Part 5);
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7.
8.
9.
10.

11.
12.
13.

6.5 Reportable Conduct (Part 6);
6.6 Responding to Other Concerns About the Wellbeing of a Child (Part 7);
6.7 Conduct that is Reportable to the VIT (Part 8);
6.8 Communication with Parents/Carers (Part 9);
6.9 Support for Students Interviewed at the School (Part 10);
6.10 Making Additional Reports (Part 11);
6.11 Child Protection Complaints Management (Part 12);
6.12 Confidentiality and Privacy (Part 13); and
6.13 Child Protection Record Keeping (Part 14).
The School’s policies and procedures for responding to and reporting allegations of
suspected child abuse are made available to staff, students, parents/carers and the wider
School community through our School intranet and by request.
All of the School’s procedures for reporting and responding to allegations of child abuse are
designed and implemented taking into account the diverse characteristics of the School
community.
A summary of these procedures is made publicly available on the School’s website through
our Child Protection and Safety Policy and is accessible to all children, School staff and the
wider community.
Ballarat Grammar will respond to all allegations of child abuse in an appropriate manner
including:
10.1 informing the appropriate authorities and fully cooperating with any resulting
investigation;
10.2 protecting any child connected to the allegation until it is resolved and providing
ongoing support to those affected;
10.3 taking particular measures in response to an allegation that concerns a culturally
diverse child or a child with a disability; and
10.4 securing and retaining records of the allegation and the School’s response to it.
Where there is a concern about the student being able to communicate, the specialist staff
must be engaged to support the student.
A detailed flowchart for responding to incidents of student sexual offending is included
below as Annexure 1.
A detailed flowchart for responding to incidents, disclosures and suspicions of child abuse
is included below as Annexure 2.

Part 2- Managing Your Initial Response to a Child Protection Incident
1. Responding to an Emergency:
1.1 All staff members must act as soon as they witness a child protection incident or form
a reasonable belief that a child has been or is at risk of being abused.
1.2 If a child is at immediate risk of harm you must ensure their safety by:
1.2.1 Separating alleged victims and others involved;
1.2.2 Administering first aid;
1.2.3 Calling 000 for urgent medical assistance or Police assistance to address
immediate health and safety concerns; and
1.2.4 Briefing the Senior Child Protection Officer to be the future liaison with the Police
on the matter.
2. There are multiple ways that you may become aware that a child may be experiencing
abuse and strategies for managing each situation and supporting and assisting children
involved in the disclosure or report, which will be described in detail below.
2.1 These include, but are not limited to:
2.1.1 Witnessing a Child Protection Event;
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2.1.2 Observations of Risk Indicators;
2.1.3 Private Disclosure by a Child;
2.1.4 Public Disclosure by a Child;
2.1.5 Third Party Disclosure; and
2.1.6 Disclosure by a Former Student.
2.2 Following on from a disclosure, the below steps can be taken to support and assist a
child, and any relevant staff member, after a disclosure of child abuse or neglect is
made.
2.3 The range of measures employed will depend on:
2.3.1 The degree of severity of the situation;
2.3.2 The risk of harm to the child; and
2.3.3 The capability and willingness of the parent to protect the child from harm.
2.4 After a disclosure is made:
2.4.1 Do not promise the child that you will not tell anyone about the allegation;
2.4.2 Reassure the child that is was the right thing to do to tell an adult;
2.4.3 Tell the child what you plan to do next;
2.4.4 Do not confront the person believed to be the perpetrator; report the matter to
one of the School’s Child Protection Officers who will be able to assist you in
developing additional support strategies; and
2.4.5 Whenever there are concerns that a child is in immediate danger the Police
should be called on 000.
2.5 Support for Staff and Volunteers:
2.5.1 Witnessing a child protection incident or receiving a disclosure or allegation of
abuse can be a stressful experience for staff and volunteers involved. The School
provides support to impacted staff and volunteers to access necessary support.
3. Witnessing a Child Protection Incident
3.1 If you witness an incident where you believe a child has been subject to abuse you
must take immediate action to protect the safety of the child or children involved.
3.2 Where there is an immediate risk to the heath and/or safety of a child, follow the steps
outlined in the Responding to an Emergency section of this procedure.
3.3 The School’s Procedures for Responding to and Reporting Allegations of Child Abuse
should be followed after the heath and safety of the child involved is ensured.
4. Observation of Risk Indicators
4.1 The different types of child abuse and their key risk indicators are set out in detail in
School’s Definitions and Key Risk Indicators of Child Abuse document.
4.2 The process of identifying child abuse purely through observation of risk indicators can
be complex and may occur over time, the complexity is magnified by the fact that many
of the key risk indicators described may also occur as a result of other factors, not
related to child abuse.
4.3 If you form a concern that a child may be being abused, you should make written notes
of your observations recording both dates and times. You should also report the matter
internally to a School Child Protection Officer.
5. Private Disclosure by a Child
5.1 If a student discloses a situation of abuse or neglect to you privately, you should stay
calm and not display expressions of panic or shock.
5.2 You should reassure and support the child. You can do this by:
5.2.1 Stating clearly that the abuse is not the child’s fault;
5.2.2 Reassuring the child that you believe them; and
5.2.3 Telling the child that disclosing the matter to you is the right thing to do.
5.3 You should be patient, and allow the child to talk at their own pace. When responding
you should use the child’s language and vocabulary.
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5.4 Sometimes a student may try to elicit a promise from you that you will not tell anyone
about the allegation. You must not make this promise, as you are responsible for
reporting the matter.
5.5 Finally, remember that your role is not to investigate the allegations. You should not
interrogate the child and pressure them to tell you more than they want to.
5.6 Once a disclosure is made you must report the matter immediately to a School Child
Protection Officer as soon as possible. You should also make written notes of the
circumstances of the disclosure recording both dates and times.
5.7 Following a disclosure of abuse or neglect by a student, staff should follow the steps
set out in the School’s Support Following Disclosure procedures as stated above.
6. Public Disclosure by a Child
6.1 Public disclosure occurs where you observe a child disclosing abuse to another child
or group of children.
6.2 In this circumstance you should use a strategy of “protective interrupting”.
6.3 The aim of “protective interruption” is to prevent a child from disclosing details of abuse
in front of other children, whilst at the same time providing the child with the opportunity
to disclose later, in a safe and confidential manner.
6.4 You can do this by:
6.4.1 Asking the child if you can talk privately; and
6.4.2 Moving the child away from other students to a quiet space,
6.5 And then following the guidelines with respect to managing a private disclosure.
6.6 Following a disclosure of abuse or neglect by a student, staff should follow the steps
set out in the School’s Support Following Disclosure procedures as stated above.
7. Third Party Disclosure
7.1 A third party such as a friend of the child, a relative or another parent may provide you
with information relating to child abuse.
7.2 In this situation you should:
7.2.1 Listen to the person’s concerns seeking clarification where required;
7.2.2 Thank the person for raising their concern;
7.2.3 Advise the person that we have procedures for dealing with situations like this;
and
7.2.4 Advise the person that you will discuss their concerns with the relevant
authorities.
7.3 As with Private Disclosure, you should reassure and support the person providing the
information.
7.4 Sometimes a person may try to elicit a promise from you that you will not tell anyone
about the allegation. You must not make this promise, as you are responsible for
reporting the matter.
7.5 Finally, remember that your role is not the investigate the allegation, you should not
interrogate the third party and pressure them to tell you more than they want to.
7.6 Once a third-party disclosure is made you must report the matter internally to a School
Child Protection Officer as soon as possible. You should also make written notes on
the circumstances of the disclosure recording both dates and times.
8. Disclosure by a Former Student
8.1 A former student of the School may come forward to a current staff member, or
volunteer, and disclose past abuse from their time at the School. If you receive a
disclosure from a former student about historical abuse, you must act.
8.2 If the former student is still of schooling age in Victoria and currently attending a
Victorian school, you must follow the Procedures for Responding to and Reporting
Allegations of Child Abuse in this document, specifically the obligations you may have
under the following policies:
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8.2.1 The Obligation to Act to Protect;
8.2.2 The Obligation to Report Child Sexual Abuse;
8.2.3 Mandatory Reporting; and
8.2.4 Conduct that is Reportable to the VIT.
8.3 If the former student is no longer of schooling age or attending a school in Victoria, you
must still act. For example, if the disclosure includes an allegation against a current
staff member or teacher at the School this may trigger obligations under the Obligation
to Act to Protect policy to remove the risk of abuse to other students.
Part 3- Reporting a Child Abuse Concern Internally
1. Child abuse situations can be very complex, not only from the perspective of ascertaining
whether abuse has occurred but also in understanding what steps to take to protect a child.
1.1 It is important to remember at all times that the safety and welfare of the child are
paramount.
1.2 Therefore, if you have a concern that a child may be experiencing abuse, whether or
not you have formed a belief on reasonable grounds that the abuse has occurred, you
should immediately raise your concerns with one of the School’s Child Protection
Officers. The School’s Child Protection Officers will be able to assist you in clarifying
your concerns and managing nest steps.
1.3 Contact details for our Child Protection Officers, including for our Senior Child
Protection Officer, are set out in the School’s Our Child Protection Officers document.
1.4 Please note that reporting the matter internally does not release you from other legal
and regulatory reporting obligations you may have, including:
1.4.1 The Obligation to Report a Sexual Offense;
1.4.2 The Obligation to Act to Protect;
1.4.3 The Obligation to Make a Mandatory Report; and
1.4.4 The Obligation to Notify Reportable Conduct.
1.5 In addition, these reporting obligations apply even if the Headmaster, a Board director
of Child Protection Officer advises you not to proceed with reporting suspected abuse.
Part 4- General Legal Obligations to Report a Sexual Offence and “Act to Protect”
1. In Victoria there are specific criminal offences which impose general obligations on persons:
1.1 Aged 18 years or over to report any belief that a sexual offence has been committed,
against a child under the age of 16 years, by a person over the age of 18 years (Crimes
Act 1958 (Vic) s372); and
1.2 In authority within a school to act to remove or reduce a substantial risk that a sexual
offence will be committed against a child (Crimes Act 1958 (Vic) s490).
2. Details of these obligations are set out in the below sections:
2.1 The Obligation to Report a Sexual Offence:
2.1.1 Source of Obligation:
2.1.1.1 Under the Crimes Act (Vic) (s327), anyone aged 18 years or over must
make a report to the Police if they form a reasonable belief that a sexual
offence has been committed against a child under the age of 16 years, by
a person aged 18 years or over. Failure to make a report without
reasonable excuse is an offence and carries a prison term.
2.1.1.2 If a report is made to the DHHS in accordance with mandatory reporting
requirements, an additional report to the Police will not usually be required
unless further information is obtained.
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2.1.1.3 This obligation applies to anyone aged 18 years or over, including all nonteaching staff, volunteers, and students aged 18 years and over. The
legislation also applies to teaching staff if not already covered by the
mandatory reporting obligation.
2.1.2 What Must Be Reported?
2.1.2.1 Any person aged 18 years or over who forms a reasonable belief that a
sexual offence has been committed by an adult (a person aged 18 years
of over) against a child under 16 years has an obligation to report that
information to the Police.
2.1.3 What is Reasonable Belief?
2.1.3.1 A ‘reasonable belief’ is formed if a reasonable person in the same position
would have formed the belief on the same grounds.
2.1.3.2 A ‘reasonable belief’ might be formed when:
2.1.3.2.1 A child states that they have been sexually abused;
2.1.3.2.2 A child states that they know someone who has been sexually
abused (sometimes the child may be talking about
themselves);
2.1.3.2.3 Someone who knows the child states that the child has been
sexually abused; or
2.1.3.2.4 Signs of sexual abuse lead to a belief that the child has been
sexually abused.
2.1.4 Exception – Failure to Disclose:
2.1.4.1 If you fail to disclose a sexual offence against a child to the Police, you
will not be held liable where your reason for not reporting that:
2.1.4.1.1 You fear on reasonable grounds for the safety of any person
(other than the offender), and a failure to report is reasonable;
2.1.4.1.2 The victim told you about the sexual offence (directly or
indirectly), the victim was over 6 years old when they told you
about the sexual offence, and the victim requested that the
information not be disclosed (unless the victim has an
intellectual disability and does not have the capacity to make
and informed decision about this); or
2.1.4.1.3 You believe on reasonable grounds that the information has
already been disclosed to the Police by another person (such
as to the DHHS as part of mandatory reporting) and you have
no further information.
2.1.4.2 Unacceptable reasons for not reporting include if you are concerned with
the interests (including the reputation, legal liability, or financial status) of:
2.1.4.2.1 The person involved in the sexual offence; or
2.1.4.2.2 Any organisation (such as the School).
2.1.4.3 A report made under the Children, Youth and Families Act 2005 (Vic)
mandatory reporting may constitute a ‘reasonable excuse’ if you believe
that you have no further information to provide to the Police.
2.1.5 International Students:
2.1.5.1 The School must notify the VRQA if the alleged sexual offence relates to
an international student and the School has issued a Confirmation of
Appropriate Accommodation and Welfare (CAAW) letter in relation to that
student thereby assuming responsibility for approving the student’s
accommodation, support and general welfare.
2.2 The Obligation to Act to Protect:
2.2.1 Source of Obligation:
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2.2.1.1 Where a person is in a position of authority at the School knows a staff
member or other person associated with the School poses a substantial
risk of committing a sexual offence against a student or students, the
person has a duty to take immediate action to ensure that the student or
students are protected from that risk.
2.2.1.2 The School has a duty of care which entails protecting all students from
foreseeable risks while at school or engaging in School activities.
2.2.1.3 In addition, under section 49O of the Crimes Act 1958 (Vic) a person who:
2.2.1.3.1 By reason of the position they occupy within or in relation to
the School, has the power or responsibility to reduce or
remove a substantial risk that a relevant child (under the
age of 16 years who is, or may come under the care,
supervision or authority of the School) will become the victim
of a sexual offence committed by a person of or over the age
of 18 years who is associated with the School; and
2.2.1.3.2 Knows there is a substantial risk that the person will
commit a sexual offence against a relevant child,
Must not negligently fail to reduce or remove that risk.
2.2.2 Who is Responsible for Acting to Protect the Student/s?
2.2.2.1 The person responsible for taking steps to remove or reduce the risk to the
student will depend upon the source of the risk. In a normal school context
usually a member of the school leadership team would have the necessary
degree of supervision, power and authority to remove or reduce the risk. On
tours, excursions, or camps a teacher or a volunteer coach could have the
requisite power and responsibility.
2.2.2.2 Examples of people in a position of authority include:
2.2.2.2.1 Board of Directors directors;
2.2.2.2.2 The Headmaster;
2.2.2.2.3 Members of the School leadership team;
2.2.2.2.4 Teachers; and
2.2.2.2.5 Volunteers where they are in a position of supervision.
2.2.3 When Should Action Be Taken?
2.2.3.1 A person in a position of authority at Ballarat Grammar is required to act if
they know that there is a substantial risk that a student or students may
become the victim of a sexual offence, and the risk is caused by a person
associated with the School.
2.2.3.2 Knowledge is more than holding a tentative belief or mere suspicion.
2.2.3.3 If a person in authority has a suspicion or beliefs that students are at risk
of harm they must take steps to follow up on that suspicion or belief by
investigating further and should raise the issue with a School Child
Protection Officer.
2.2.3.4 The duty to act extends to situations where the students at risk or the
person in authority is outside of Victoria.
2.2.4 What is a Substantial Risk?
2.2.4.1 A risk will be a substantial risk if a reasonable person would have judged
the risk of a sexual offence being committed against the student as being
substantial.
2.2.4.2 It is not necessary to prove that a sexual offence was committed in order
for the substantial risk to exist i.e. a person in a position of authority should
not wait for a student to be harmed before acting.
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2.2.4.3 A number of factors will contribute to determining if a risk is a substantial
risk, including:
2.2.4.3.1 The likelihood or probability that a child will become the victim of
a sexual offence;
2.2.4.3.2 The nature of the relationship between a child and the adult who
may pose a risk to the child;
2.2.4.3.3 The background of the adult who may pose a risk to the child,
including any past or alleged misconduct;
2.2.4.3.4 Any vulnerabilities particular to a child which may increase the
likelihood that they may become the victim of a sexual offence;
and
2.2.4.3.5 Any other relevant fact which may indicate a substantial risk of a
sexual offence being committed against a child.
2.2.5 Who is “a Person Associated with the School”?
2.2.5.1 A person associated with the School is an adult and can be a:
2.2.5.1.1 Board of Directors directors;
2.2.5.1.2 Headmaster;
2.2.5.1.3 Teacher;
2.2.5.1.4 Boarding house supervisor;
2.2.5.1.5 Employee;
2.2.5.1.6 Volunteer (including parents); or
2.2.5.1.7 Third Party Contractor.
2.2.5.2 A person will not be considered to be associated with the School purely
because they receive services from the School.
2.2.6 Procedure to Reduce of Remove a Substantial Risk:
2.2.6.1 Where any staff member, volunteer, or other person in a position of
authority at the time, becomes aware of a risk of a sexual offence against
a student or students under their care, they should immediately:
2.2.6.1.1 Take reasonable steps which would remove or reduce the risk to
the student or students, which may include immediately
removing the person from contact with student or students;
2.2.6.1.2 Report the matter to a School Child Protection Officer, and the
Headmaster, as soon as practicable;
2.2.6.1.3 Conduct an investigation unless this relates to a Mandatory
Reporting situation; and
2.2.6.1.4 Make the appropriate report.
2.2.6.2 Appropriate action to be taken may include, for example:
2.2.6.2.1 A current employee who is known to pose a risk to a student or
students should be immediately removed from contact with
students and reported to authorities and investigated; or
2.2.6.2.2 A parent who is known to pose a risk of sexual abuse to children
in a school should not be allowed to attend overnight school
camps as a parent helper.
2.2.6.3 Whenever there are concerns that a child is in immediate danger call
the Police on 000.
Part 5- Mandatory Reporting
1. Source of Obligation:
1.1 The Children, Youth and Families Act 2005 (Vic) (CYFA) requires that mandatory
reporters must make a report to the DHHS Child Protection when they believe that a
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child (aged under 17 years) is in need of protection from significant harm from physical
injury or sexual abuse.
1.2 If a report is made by mandatory reporters in accordance with CYFA mandatory reporting
obligations, an additional report to the Police under s327 Crimes Act 1958 (Vic) may not
be required unless you have further information.
1.3 This section must be read in conjunction with the Definitions and Key Risk Indicators of
Child Abuse document and The Obligation to Report a Sexual Offence section above.
2. Who Must Make a Mandatory Report?
2.1 Mandatory reporters are defined by the CYFA and include:
2.1.1 Any person who is registered as a teacher under the Education and Training
Reform Act (2006);
2.1.2 Any person who has been granted to teach under the Act, including Headmasters;
2.1.3 Registered medical practitioners;
2.1.4 Registered nurses;
2.1.5 Registered psychologists; and
2.1.6 Members of the Victorian Police Force.
2.2 In addition, all staff who are employees of the School should, if they have a belief or
suspicion that a child is being or has been subjected to any form of abuse, make a report.
2.3 It is the responsibility of other staff, volunteers or members of the School community to
check whether they are Mandatory Reporters under child protection legislation.
2.4 Although only mandatory reporters have a legal responsibility to report abuse, everyone
has a moral responsibility to report all types of possible or known child abuse.
3. Reporting by Non-Mandated Staff
3.1 If you are not a Mandatory Reporter, you still have the option of making a report to DHHS
Child Protection under the CYFA if you believe on reasonable grounds that a child is in
need of protection.
3.2 The CYFA states that any person who believes on reasonable grounds that a child is at
risk of harm should report their concern to DHHS Child Protection
3.3 All School staff who have concerns that a student may be in need of protection or may
have been the victim of a sexual offence, should notify a School Child Protection Officer
as soon as possible to discuss their concerns. Also refer to The Obligation to Report a
Sexual Offence section above.
3.4 A Mandatory Reporter must make a report even if the Child Protection Officer does
not share their belief that a report must be made.
4. What Gives Rise to a Mandatory Report?
4.1 The CYFA states that Mandatory Reporters must report to the DHHS Child Protection,
when in the course of their professional duty:
4.1.1 They form a belief on reasonable grounds that a child is in need of protection
where the child has suffered, or is likely to suffer, significant harm as a result of
physical injury or sexual abuse;
4.1.2 And the child’s parents have not protected, or are unlikely to protect, the child
from harm of that type.
4.2 Reasonable Grounds:
4.2.1 The concept of reasonable grounds requires you to consider whether another
person, when faced with similar information, would also draw the same
conclusions. It does not mean reporters are required to be certain, but rather
reporters should ensure that their concerns are well founded and based in
information from a reliable source. There may be reasonable grounds for forming
such a belief if:
4.2.1.1 A child states they have been physically or sexually abused;
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4.2.1.2 A child states that they know someone who has been physically or
sexually abused;
4.2.1.3 Some who the child knows states that the child has been physically or
sexually abused;
4.2.1.4 A child shows signs of being physically or sexually abused;
4.2.1.5 The staff member is aware of persistent family violence or parental
substance misuse, psychiatric illness or intellectual disability that is
impacting on a child’s safety, stability or development;
4.2.1.6 The staff member observes signs of abuse, including non-accidental or
unexplained injury, persistent neglect, poor care or lack of appropriate
supervision; or
4.2.1.7 A child’s actions or behaviours may place them at risk of significant harm
and the child’s parents are unwilling or unable to protect the child.
4.2.2 Grounds for belief include matters of which a person has become aware and any
opinions based on those matters.
4.2.3 In identifying a concern, a staff member may ask students sufficient basic
questions to establish a reasonable belief, but care should be taken to not ask
leading questions. It is not the responsibility of the notifier to take on a role of
investigator, but any information of concern must be passed on to a Child
Protection Officer. This information is confidential and is not to be discussed with
any other person.
4.3 Significant:
4.3.1 ‘Significant’ means that which is sufficiently serious to warrant a response by
statutory authority irrespective of a family’s consent.
4.3.2 What is ‘significant’ is not minor or trivial and may reasonably be expected to
produce a substantial and demonstrably adverse impact on a child’s safety,
welfare or wellbeing.
4.3.3 Significant harm can result from a single act or omission or an accumulation of
these.
4.4 Physical Injury or Sexual Abuse:
4.4.1 To assist in identifying physical injury or sexual abuse, refer to the School’s
information in the Definitions and Key Risk Indicators of Child Abuse document.
4.5 Parents Have Not Protected, or Are Unlikely to Protect, the Child from Harm of That
Type:
4.5.1 The meaning of this phrase is not defined by legislation, but some examples may
assist.
4.5.2 A parent ‘who has not protected or is unlikely to protect that child from harm of that
type’ includes a parent who wants to protect their child but lacks the means to.
4.5.3 It also includes a parent who has the means to protect their child but does not want
to.
4.5.4 A parent might be rendered ‘unlikely to protect’ that child for many reasons. For
example:
4.5.4.1 That parent does not, or refuses to recognise that harm is occurring;
4.5.4.2 That parent or child may subject to domestic violence; or
4.5.4.3 That parent’s partner may be abusive or harmful to the child.
4.5.5
‘Parent’ includes:
4.5.5.1 The child’s father;
4.5.5.2 The child’s mother;
4.5.5.3 The spouse of the mother or father of the child;
4.5.5.4 The domestic partner of the mother or father of the child;
4.5.5.5 A person who has custody of the child;
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4.5.5.6 A person who is named as the father on the child’s birth certificate;
4.5.5.7 A person who acknowledges that he is the father of the child by an
instrument under the Status of Children Act 1974 (Vic); and
4.5.5.8 Person in respect of whom a court has made a declaration or a finding or
order that the person is the father of the child.
5. Observations of Potential Abuse:
5.1 Staff members who may have made observations and feel concern is warranted,
should keep notes that may lead to further reporting. These dated notes should be
recorded on the Mandatory Reporting Record Form. The identified concerns, together
with these forms should be discussed with a Child Protection Officer.
5.2 The form/s will be stored as a cumulative record in the student’s file and may be acted
upon if deemed necessary. Notification of any further action will take place to the
Headmaster.
6. What to Report and When:
6.1 Section 184(1), CYFA, requires Mandated Reporters to report their belief, when the
belief is formed in the course of practicing their profession, a report must be made as
soon as practicable after forming the belief, and on each occasion on which they
become aware of any further reasonable grounds for belief.
6.2 There may be times when two or more mandated professionals, for example a teacher
and a principal, or a doctor and a nurse, have formed a belief about the same child on
the same occasion. In this situation it is sufficient that only one of the mandated
professionals make a report. The other is obliged to ensure that the report has
been made and that all the grounds for their own belief were included in the report
made by the other person (s. 184(2)).
6.3 In the case where one mandated professional directs another mandated professional
not to make a report, and one professional continues to hold the belief that a child is in
need of protection, then that professional is legally obligated to make a report to
DHHS Child Protection.
6.4 If a staff member believes a report to DHHS Child Protection is required, it is their
responsibility to make that report, or ensure that the report is made. While it is expected
that a Child Protection Officer will be notified of concerns, and those concerns
discussed, and the Headmaster consulted, the obligation to report lies with the teacher
first identifying the concern. A report is lodged through contacting DHHS Child
Protection (phone: 1800 075 599 during business hours or 13 12 78 after hours).
6.5 For guidance on making a decision on whether to report, refer to Making a Report to
Child Protection or Child FIRST (Annexure 3).
6.6 The following information will be required when making a report:
6.6.1 The student’s name, date of birth, and place of residence;
6.6.2 The name, date of birth, and place of residence of any known siblings;
6.6.3 Your reason for believing that the injury or behaviour is the result of abuse or
neglect;
6.6.4 Your assessment of the immediate danger to the student;
6.6.5 Current whereabouts of the student;
6.6.6 Description of the injury or behaviour observed; and
6.6.7 Any other known information about the student’s family.
6.6.8 The name of the person making the report, the name of the school, and their
contact number is also required when making a report.
6.7 The identity as a notifier will remain confidential unless:
6.7.1 You chose to inform the child and/or family of the notification yourself; or
6.7.2 You chose to consent to your identity as the notifier being disclosed.
7. How is a Report/Referral Made?
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7.1 Whenever there are concerns that a child is in immediate danger the Police should be
called on 000.
7.2 A report to DHHS Child Protection should be considered if the staff member forms the
view the child in need of protection because:
7.2.1 The harm or risk of harm has a serious impact on the child’s immediate safety,
stability or development;
7.2.2 The harm or risk of harm is persistent and entrenched and is likely to have a
serious impact on the child’s safety, stability or development; or
7.2.3 The child’s parents cannot or will not protect the child from harm.
7.3 Additionally, to report concerns about the immediate safety of a child within their family
unit, call the 24-hour Child Protection Crisis Line on 13 12 78.
7.4 Concerns that require immediate attention should be made to the local or regional
DHHS Child Protection office on 1800 075 599 Monday – Friday 8:45am-5:00pm or the
After Hours 24-hour Child Protection Crisis Line on 13 12 78.
8. What If I Don’t Have a Reasonable Belief?
8.1 If you don’t have reasonable belief about a child, but still have concerns, you can refer
the matter to a School Child Protection Officer.
8.2 There is also the option to refer the matter to Child FIRST.
8.3 A referral to Child First should be considered if a staff member forms the view that the
concerns have a low-to-moderate impact on the child and the immediate safety of the
child is not compromised.
8.4 A referral can be made when the following factors may affect a child:
8.4.1 Significant parenting problems;
8.4.2 Family conflict;
8.4.3 A family member’s physical or mental illness, substance abuse, disability or
bereavement;
8.4.4 Isolated or unsupported families; and
8.4.5 Significant social or economic disadvantage.
8.5 For more information refer to Responding to Other Concerns About the Wellbeing of a
Child, below.
9. What Happens After a Report/Referral is Made?
9.1 After receiving a report, DHHS Child Protection may seek further information, usually
from professionals who may also be involved with the child or family, to determine
whether further action is required. In most cases, DHHS Child Protection will inform the
reporter of the outcome of the report.
9.2 After receiving a referral, Child FIRST may consult an experienced community-based
Child Protection practitioner in their assessment, the assessment may lead to the
involvement of a local family services organisation.
9.3 In most cases, Child FIRST will inform the referrer of the outcome of the referral.
9.4 Child FIRST must report the matter to DHHS Child Protection is they form the view the
child is in need of protection.
9.5 Reports made to the Police will be dealt with in accordance with Police practice.
9.6 Communication
9.6.1 The need for confidentiality is required at all times in the interest of the student
and family. If following a report, the family approaches the School, they should
be directed to speak with a Child Protection Officer.
9.6.2 If DHHS Child Protection seeks an interview with the student at Grammar, the
request may be directed to the Headmaster or a Child Protection Officer. It is
important to advise students of their right to have a supportive adult present at
such an interview, which may include an Assistant Head or other staff member.
The senior staff member will ensure the discussion takes place with a minimum
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of two senior staff members present. Please observe confidentiality at all times.
Other staff members are not to engage in discussion with any members of the
School community on their own accord in relation to these incidents but refer
them to the Director of Care.
9.7 Monitoring
9.7.1 After notification to DHHS Child Protection is made, a senior protective worker
will determine if further investigation is required. The notifying senior staff
member will be notified of this decision or if not, it should be followed up with
DHHS Child Protection by a Child Protection Officer.
10. International Students:
10.1 The School must notify the VRQA if the alleged sexual offence relates to an
international student and the School has issued a CAAW letter in relation to that
student thereby assuming responsibility for approving the student’s accommodation,
support and general welfare.
11. Ongoing Support:
11.1 Pastoral support will be offered by the Ballarat Grammar Psychologist/s to any
students requiring assistance.
11.2 The notifying staff member/other staff will be offered pastoral support via the School’s
external provider – Mind Life Clinic.
Part 6- Reportable Conduct
1. Source of Obligation
1.1 The Child Wellbeing and Safety Act 2005 (Vic) (the Act) requires Ballarat Grammar to
investigate and report to the Commission allegations of ‘employee’ reportable conduct
or misconduct that may involve reportable conduct.
1.2 The School has developed the following Reportable Conduct of Staff, Volunteers and
Others policy which sets out our systems for enabling persons to report reportable
conduct and for such reports to be investigated and responded to. This policy is made
available to all staff, volunteers, Contractors, members of the Board, families and
students via our public website and staff intranet.
1.3 The Commission’s website provides additional guidance and materials which assist the
School to understand and meet their obligations under the Act:
https://ccyp.vic.gov.au/reportable-conduct-scheme/
2. Who is an Employee?
2.1 For the purposes of the Act, ‘employee’ is defined as a person aged 18 years or over
who is:
2.1.1 Employed by the School whether or not that person in employed in connection
with any work or activities of the School that relate to children; or
2.1.2 Engaged by the School to provide services, including as a volunteer, contractor,
office holder or officer, whether or not the person provides services to children.
2.2 A minister of religion or religious leader is also an employee.
3. What is Reportable Conduct?
3.1 Reportable conduct is defined in the Act to mean:
3.1.1 A sexual offence committed against, with or in the presence of, a child, whether
or not a criminal proceeding in relation to the offence has been commenced or
concluded;
3.1.2 Sexual misconduct against, with or in the presence of, a child;
3.1.3 Physical violence committed against, with or in the presence of, a child;
3.1.4 Any behaviour that causes significant emotional or psychological harm to a
child; or
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3.1.5
3.1.6
3.1.7

3.1.8
3.1.9
3.1.10
3.1.11

Significant neglect of a child.
A “sexual offence” for the purposes of the Reportable Conduct Scheme means
a serious sexual offence as set out in clause 1 of Schedule 1 of the Sentencing
Act 1991 (Vic), and is defined above.
“Sexual misconduct” includes:
3.1.7.1 Behaviour, physical contact or speech or other communication of a
sexual nature, for example ‘sexting’;
3.1.7.2 Inappropriate touching or physical contact;
3.1.7.3 Grooming behaviour; and
3.1.7.4 Voyeurism.
“Significant” means in relation to emotional or psychological harm or neglect,
that the harm is more than trivial or insignificant, but need not be as high as
serious and need not have a lasting permanent effect.
The Commission has provided guidance on how to identify physical violence,
behaviour that causes emotional or psychological harm to a child and neglect.
Physical violence includes an act that causes physical injury or pain, and is
defined above.
Behaviour that causes emotional or psychological harm to a child (defined
above) requires a clear link between the alleged conduct and the significant
harm suffered (significant is defined above).
3.1.11.1 Signs that a child may have been emotionally or psychologically
harmed may include:
3.1.11.1.1 Patterns of out-of-character behaviour;
3.1.11.1.2 Regression in behaviour;
3.1.11.1.3 Distress and anxious behaviours; and
3.1.11.1.4 Other physical symptoms, such as self-harm.
3.1.11.2 The exacerbation or aggravation of an existing mental health disorder
may also cause emotional psychological harm.
3.1.11.3 It will not be reportable conduct if:
3.1.11.3.1 A person takes reasonable steps to protect a child from
immediate harm;
3.1.11.3.2 A person with responsibility for discipline takes lawful and
reasonable disciplinary action, such as sending a child to
sit in “time out” for a period of time (refer to our Student
Discipline Policy); or
3.1.11.3.3 An appropriately qualified person gives medical treatment
in good faith such as a first aid officer administering first
aid.
3.1.11.4 Neglect (as defined above) occurs when a person does not meet their
obligations and responsibilities to keep a child safe and well. The
neglect:
3.1.11.4.1 Must be more than minor and insignificant
3.1.11.4.2 Does not need to have a lasting or permanent effect; and
3.1.11.4.3 May be an ongoing situation or a one-off incident, as long
as it is not minor in nature.
3.1.11.5 Refer to the Definitions and Key Risk Indicators of Child Abuse
document for more information about sexual offences, grooming,
physical violence, emotional or psychological harm and neglect.
3.1.11.6 Our Child Safety Code of Conduct outlines expected standards of
behaviour of staff members at the School when interacting with
children and young people. The commission of conduct which
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breaches the Child Safety Code of Conduct with constitute reportable
conduct under this policy.
3.1.11.7 Our Staff and Students Professional Boundaries Policy explains the
importance of staff members maintaining professional boundaries with
children. If a professional boundary is crossed, the conduct involved
will constitute reportable conduct under this policy.
4. What Must be Notified?
4.1 Under the Act, the School must notify the Commission of a reportable allegation against
a staff member.
4.2 Reportable allegation is defined in the Act to mean any information that leads a person
to form a reasonable belief that an employee (member of staff) has committed:
4.2.1 Reportable conduct or
4.2.2 Misconduct that may involves reportable conduct;
Whether or not the conduct/misconduct is alleged to have occurred in the course of the
person’s employment at the School.
4.3 Guidance from the Commission states that reasonable belief is more than a suspicion.
There must be some objective basis for the belief. However, it is not the same as proof
and does not require certainty.
5. Who Must Notify?
5.1 Under the Act, any person may disclose a reportable allegation to the Commission
(section 16L). a disclosure can be made using an online form available from the
Commissions website, by phone or by letter: https://ccyp.vic.gov.au/reportableconduct-scheme/
5.2 At the School, the “head” of the School must notify the Commission (section 16M). It is
a criminal offence if the head fails, without reasonable excuse, to comply with this
obligation. The Act does not define what would be a “reasonable excuse” however
section 16M(5) provides an exception if the head honestly and reasonably believed
that another person had notified the Commission.
5.3 The “head” is defined in the Act to include the chief executive officer or principal officer
of the entity.
5.4 The definition of an “entity” in the Act requires the School to consider its governance
structure and operations to determine who the “head” will be.
5.5 The head of the School must make a report using an online form available from the
Commission’s website: https://ccyp.vic.gov.au/reportable-conduct-scheme/
5.6 In practice, the head is the person who is primarily responsible for the School’s
compliance with the reportable conduct obligations under the Act. Guidance from the
DHHS states that a school principal may be a head.
5.7 At Ballarat Grammar, the head is the Headmaster.
6. Headmaster and Delegation:
6.1 The Headmaster is responsible for ensuring the School complies with the reportable
conduct obligations under the Act however the Headmaster may delegate parts of their
responsibility to facilitate the implementation of this policy. Guidance from the
Commission supports the introduction of systems to assist the Headmaster to fulfill
their obligations under the Act.
6.2 It is important to note that while the Child Protection Officer does not have a formal role
under the Act (unless they are the “head” of the school), the Headmaster may seek
their assistance in the administration of the procedures in this policy. For example: the
Child Protection Officer may assist the Headmaster to compile the information required
to report to the Commission.
6.3 The Headmaster must ensure that delegation procedures are in place if the
Headmaster knows they will be absent or is unexpectedly absent from School. If a
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person has information supporting a reportable allegation while the Headmaster is
away, the School mist be able to notify the Headmaster to ensure that the Headmaster
is made aware of the reportable allegation so that they can respond as soon as
practicable.
6.4 Despite any allegation which may occur, the Headmaster will remain responsible and
accountable for the responsibilities under the Act.
7. Reportable Conduct and Other Reporting Obligations:
7.1 The Reportable Conduct obligation covered in this section is separate and distinct from
the:
7.1.1 Mandatory Reporting obligation under the Children, Youth and Families Act 2005
(Vic);
7.1.2 Obligation to Report a Sexual Offence obligation under the Crimes Act 1958
(Vic); and
7.1.3 Conduct that is Reportable to the VIT under the Education and Training Reform
Act 2006 (Vic).
7.2 The threshold for reporting allegations of reportable conduct is much lower than these
other reporting obligations.
7.3 Any allegations of criminal conduct, including physical violence, significant
emotional or psychological abuse, sexual offences and significant neglect must
be reported to the Victorian Police as the first priority. A Police investigation will
take priority over any investigation conducted by the School under this policy.
8. Internal Reporting of Reportable Allegations:
8.1 As soon as a person, including a staff member, forms a reasonable belief that a staff
member at the School has engaged in reportable misconduct that may involves
conduct (the reportable allegation), the person must notify the Headmaster.
8.2 The report may be verbally or in written form using the Responding to Suspected Child
Abuse Template available below (Annexure 4).
8.3 While this Template was made for reporting abuse, rather than reportable conduct, it
is an excellent way to record as much information about the incident/s as is available.
8.4 Where the reportable allegation involves the Headmaster, the staff member must notify
the Chair of the Board or the Commission using an online form from the Commission’s
website, by phone or by letter.
8.5 Where a verbal report is made by a staff member, it should be followed up with a written
report provided to the Headmaster within 48 hours of the verbal report.
8.6 Where a staff member has a reasonable belief that the Headmaster has engaged in
reportable conduct, verbal and written reports should be given to the Chair of the Board
or the Commission using an online form available from the Commission’s website, by
phone or by letter.
9. Reporting to the Commission: The Headmaster or Chair of the Board:
9.1 Where the Headmaster receives a reportable allegation from any person, including a
staff member, they must notify the Commission within three business days.
9.2 Where the reportable allegation involves the Headmaster, the person must notify the
Chair of the Board who will become the ‘head of the School’ for the purposes of
reporting the reportable allegation.
9.3 There are two stages of reporting. The Commission must be notified by the
Headmaster in writing of:
9.3.1 The reportable allegation as soon as possible, and in any event within three
business days of the Headmaster being notified of the reportable allegation
(Stage One Report); and
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9.3.2 The proposed next course of action (see below), as soon as practicable, and
within 30 days of being made aware of the reportable allegation (Stage Two
Report).
10. Stage One Report
10.1 The report to the Commission must state:
10.1.1 That a reportable allegation has been made against a staff member;
10.1.2 The name (including any former name and alias, if known) and date of birth, if
known, of the staff member;
10.1.3 Whether Victoria Police has been contacted about the reportable allegation;
10.1.4 The name, address and telephone number of the School; and
10.1.5 The name of the Headmaster.
10.2 An online form available on the Commission’s website must be used for the Stage
One Report: https://ccyp.vic.gov.au/reportable-conduct-scheme/
10.3 If the staff member is a registered teacher and the misconduct involves a charge,
conviction or finding of guilt of a sexual offence, the School must notify the VIT
immediately under Conduct that is Reportable to the VIT, below. The timing of making
a Stage One Report to the Commission under this policy will coincide with the timing
of a report made to the VIT.
11. Stage Two Report
11.1 The report to the Commission must state:
11.1.1 Detailed information about the reportable allegation;
11.1.2 Whether or not the School proposes to take any disciplinary or other action in
relation to the staff member and the reasons why it intends to take, or not take,
that action; and
11.1.3 Any written submissions made to the Headmaster concerning the reportable
allegation that an employee wished to have considered in determining what,
if any disciplinary or action should be taken in relation to the staff member.
11.2 Any allegation of child abuse, including physical violence, significant
emotional or psychological abuse, sexual offences or significant neglect, must
be reported to the Victorian Police. A Police investigation will take priority over
any investigation conducted by the School under this policy.
12. What Happens After a Report to the Commission is Made?
12.1 After the Headmaster or the Chair of the Board has made a report to the Commission,
they must ensure that an appropriate investigation of the reportable allegation in
conducted.
12.2 The investigation can be conducted by the Headmaster or the Chair of the Board (if
the allegation involves the Headmaster) or the School can appoint a regulator (for
example the VIT) or an independent investigator. A regulator engaged by the School
for the purposes of an investigation may also appoint an independent investigator.
12.3 The Headmaster must notify the Commission of who will be conduction the
investigation.
12.4 The investigation must be concluded in accordance with the rules of procedural
fairness and natural justice. For example, the investigation should be concluded
without bias and the person against whom the allegation is made should be given the
right to respond. Refer to the Commission’s Information Sheet 4 Investigation
overview for more information on what to consider then conducting an investigation:
https://ccyp.vic.gov.au/assets/resources/Investigation-overview.pdf
12.5 A Police investigation into any matter take priority over an investigation by the School.
On becoming aware that the Police are investigating a reportable allegation:
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12.5.1 The Headmaster should consult with the Police before commencing an
investigation to find out if the Police are, or will be, conducting an investigation;
or
12.5.2 The School’s investigation should be put on hold until the Police Investigation
is complete.
12.6 The Headmaster or Chair must give the Commission:
12.6.1 A copy of the findings of the investigation and the reasons for the findings;
12.6.2 Details of any disciplinary or other action that the Headmaster (or Chair)
proposes to take in relation to the staff member and the reasons for that action;
and
12.6.3 If the Headmaster (or Chair) does not propose to take any disciplinary or other
action in relation to the staff member, the reasons why no action is being
taken.
12.7 Under the Act, a staff member may see a review by the Commission of a finding made
at the conclusion of an investigation.
13. Information Sharing: Children and Parents/Carers
13.1 Under the Act, the Headmaster may disclose:
13.1.1 Information about the progress of the investigation;
13.1.2 The findings, reasons for the findings and the recommendations made at the
conclusion of the investigation; or
13.1.3 An action taken in response to those findings;
13.2 To:
13.2.1 The child who is the subject of the reporting allegation;
13.2.2 A parent;
13.2.3 A carer; or
13.2.4 The DHHS if the child is under its care.
14. Information Sharing: Schools, the Commission and Others
14.1 Under the Act, the Headmaster may disclose information in relation to:
14.1.1 A reportable allegation;
14.1.2 A concern that reportable conduct has been committed;
14.1.3 The investigation of a reportable allegation or concern about reportable
conduct;
14.1.4 The findings of an investigation and the reasons or recommendations made
at the conclusion of the investigation; or
14.1.5 Any action taken in response to those findings;
14.2 To:
14.2.1 The Commission;
14.2.2 The head of another entity governed by the Act, such as another school;
14.2.3 A regulator;
14.2.4 The Chief Commissioner of Police;
14.2.5 If necessary for the purposes of an investigation, an independent investigator;
14.2.6 If necessary for the purposes of a Working with Children Check, the Secretary
to the Department of Justice and Regulation; and
14.2.7 A relevant Minister.
15. Publication of Information
15.1 The School must not publish information that would enable the identification of:
15.1.1 A person or who notified the Commission; or
15.1.2 A child in relation to whom a reportable allegation was made or a finding of
reportable conduct was made.
15.2 The Act provides more information on the meaning of ‘publish’, which includes making
the information publicly available in writing or email.
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16. Powers of the Commission
16.1 The Commission has broad powers under the Act in relation to investigating a
reportable allegation at the School. The Commission may visit the School, inspect
documents and interview staff members or children involved in reportable allegation.
16.2 The School must assist the Commission in all reasonable aspects of its investigation.
Part 7- Responding to Other Concerns About the Wellbeing of a Child
1. Responding to Other Concerns About the Wellbeing of a Child:
1.1 If you have any concern about the wellbeing of a child or young person, regardless of
whether or not it has been caused by abuse or neglect, your concern should be taken
seriously and acted upon.
1.2 The School and its staff (as defined above) owe a duty of care to all students at the
School to ensure that they feel safe and are supported at School.
1.3 Concerns about the wellbeing of a child, that do not appear to be the result of abuse or
neglect, may be reported to:
1.3.1 Child FIRST; and
1.3.2 The Victorian Police.
1.4 DHHS Child Protection should also be contacted if you believe a child is in need of
protection.
2. Child FIRST:
2.1 Child FIRST is a community-based referral point to Family Services in Victoria. In
addition to reporting suspected abuse to the appropriate authorities in accordance with
the procedures set out in this policy, all staff should make a referral to Child FIRST if:
2.1.1 You have significant concern for a child’s wellbeing;
2.1.2 Your concerns have a low-to-moderate impact on the child;
2.1.3 The child’s immediate safety is not compromised; and
2.1.4 You, or the School, have discussed the referral with the child’s family and they
are supportive of it.
2.2 Examples of concerns that staff should refer to Child FRIST include instances where a
child’s care or development is significantly impacted by:
2.2.1 Parenting problems;
2.2.2 Family conflict or breakdown;
2.2.3 Pressure due to family member’s physical/mental illness; or
2.2.4 Significant social or economic disadvantage.
3. Victoria Police:
3.1 In addition to reporting suspecting abuse to the appropriate authorities in accordance
with the procedures set out in this policy, all staff must contact Victoria Police on 000
if:
3.1.1 A child’s immediate safety is compromised; or
3.1.2 A child is partaking in any risk-taking activity that is illegal or extreme in nature or
poses a high risk to the child.
4. DHHS Child Protection:
4.1 In addition to reporting suspected abuse to Child FIRST or the police, in accordance
with the procedures set out in this policy, all staff should contact DHHS Child Protection
if you believe a child is in need of protection.
4.2 Common grounds for protection include instances where:
4.2.1 A child’s parents have abandoned the child and after reasonable inquired, the
parents cannot be found and no other suitable person can be found who is willing
and able to care for the child;
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4.2.2 A child’s parents are dead or incapacitated and there is no other suitable person
willing and able to care for the child;
4.2.3 A child is displaying extreme risk-taking behaviour, which has potentially severe
or life-threatening consequences. For example: severe alcohol or drug use,
unsafe sexual activity including prostitution, or violent or dangerous peer group
activity. Staff should also report extreme risk-taking behaviour that is illegal to the
Police; or
4.2.4 There is a threat of harm to an unborn child, including circumstances where a
parent has previously demonstrated an inability to safely parent.
Part 8- Conduct that is Reportable to the VIT
1. Reportable Conduct:
1.1 The School has a duty of care to investigate and act on allegations of employee
misconduct or conviction which relate to their ability to perform their functions.
1.2 Under the Education and Training Reform Act 2006 (Vic), the School must notify the
Victorian Institute of Teaching (VIT) once the School has taken action against a
registered teacher. The VIT then has the powers to investigate and take further action.
2. VIT Reporting, Mandatory Reporting & Reporting to the Commission:
2.1 The reportable conduct obligation covered in this policy is separate and distinct from
the Mandatory Reporting obligation under the Children, Youth and Families Act 2005
(Vic) (refer to the section on Mandatory Reporting, above) and the Reportable Conduct
obligation under the Child Wellbeing and Safety Act 2005 (Vic) (refer to the section on
Reportable Conduct of Staff, Volunteers and Others, above).
3. Internal Reporting of Allegations of Staff Misconduct:
3.1 Any allegation of staff misconduct must be immediately reported to the Headmaster, or
the Chair of the Board of Directors should the allegation involve the Headmaster.
4. Internal Investigation of Allegations of Misconduct:
4.1 Once an allegation of misconduct has been made (which does not require reporting to
the DHHS Child Protection under the Mandatory Reporting obligations outlined above)
an internal investigation, led by the Headmaster, or the Chair of the Board of the
allegation relates to the Headmaster, will be conducted in such a manner as the
particular circumstances demand.
4.2 It is important to note that an internal investigation must not be conducted in relation to
an allegation that is the subject of Mandatory Reporting until clearance is given by the
relevant authorities (the Police or DHHS Child Protection).
5. Reporting Obligations to the VIT:
5.1 The School must notify the VIT if the School has taken action against a registered
teacher in response to:
5.1.1 Allegations of serious misconduct;
5.1.2 Serious incompetence;
5.1.3 Fitness to teach (which relates to character, reputation and conduct, and whether
the teacher is physically and mentally able to teach); or
5.1.4 A registered teacher’s ability to practice as a teacher is seriously detrimentally
affected or likely to be seriously affected because on an impairment.
5.2 The School must immediately notify the VIT if the School becomes aware that a
teacher:
5.2.1 Has been charged with or committed for trial for a sexual offence (including
grooming, encouragement and child pornography offences); or
5.2.2 Has been convicted or found guilty of an indictable offence (offences detailed in
the Crimes Act 1958 (Vic) and the Wrongs Act 1958 (Vic), including offences
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which carry prison sentences of 5 years or more or penalties over a threshold
level).
5.3 The School should also notify the VIT if a teacher takes action against them in another
forum such as the Fair Work Commission.
6. What “Action” Must Be Reported:
6.1 “Actions” which will be reported by the School to the VIT include, but are not limited to:
6.1.1 Disciplinary action taken by the School; or
6.1.2 Where a teacher resigns after being advised by the School that it is inquiring into
allegations.
7. When to Notify the VIT:
7.1 The VIT should be notified of the action taken against a teacher once the process
initiated by the School has been initiated.
8. VIT Response:
8.1 On receiving the notification, the VIT has the power to:
8.1.1 Ensure that it has obtained all relevant information from the School, and may
request further information;
8.1.2 Decide whether the matter does not reach the threshold required for it to proceed;
8.1.3 Conduct an investigation, an informal hearing, or a formal hearing; or
8.1.4 Summarily suspend the teacher on an interim basis pending an investigation, if
the VIT forms a reasonable belief that the teacher poses and unacceptable risk
of harm to children and believes that suspension is necessary to protect children.
8.2 A formal hearing may result in findings which can result in cautions, reprimands,
conditions opposed including counselling and further education, suspension,
cancellation of registration and/or a period of disqualification.
9. Impact on WWC Check:
9.1 Where an employee, volunteer, or contractor has been charged with or found guilty of
serious sexual, violent or drug-related offence (including grooming and child
pornography offences) (Category 1 or Category 2 offence in the Working with Children
Act 2005 (Vic)) their WWC card will be revoked and they will not be able to work, or
volunteer to work with children.
10. International Students:
10.1 The School must notify the VRQA if an alleged child protection incident, suspension
or disclosure relates to an international student and the School has issued a CAAW
letter in relation to that student thereby assuming responsibility for approving the
student’s accommodation, support and general welfare.
Part 9- Communication with Parents/Carers
1. In many cases of suspected child abuse, or where it is suspected that a child is at risk of
being abused, it is critical that the child’s parents/carers are notified as soon as practicable
after a notification has been made to the appropriate external authority. This enables the
child’s parents/carers to take steps to:
1.1 Prevent or limit their child’s exposure to further abuse; and
1.2 Ensure that their child receives the support that is needed.
2. It is the School’s policy that any notification made to parents/carers of a child suspected to
have been abused, or is at risk of being abused, is made by the Headmaster or a Child
Protection Officer after a notification to either DHHS Child Protection or the Police has been
made. The Headmaster may delegate this duty to the Assistant Head – Wellbeing and
Pastoral Care, the Director of Care, or a Psychologist employed by the School, if deemed
appropriate.

Last Updated: 03/06/2020
Next Review: 01/08/2021
Page 23 of 36

Approved By: Senior Child Protection Officer
Person Responsible: Senior Child Protection
Officer

3. Before contacting the parents/carers the School’s Headmaster or a Child Protection
Officer must seek advice from DHHS Child Protection or the Police, depending on who the
report was made to. The Headmaster or a Child Protection officer will be advised by an
external authority not to contact the parents in circumstances where:
3.1 The parents/carers are alleged to have engaged in the abuse;
3.2 A disclosure to the parents/carers may subject the child to further abuse;
3.3 The child is a mature minor (assessed to be sufficiently intelligent and mature to make
such decisions on their own behalf) and had requested that the parents/carers not be
contacted; or
3.4 The notification is likely to have an adverse effect on an ongoing investigation into the
incident.
4. The Headmaster may disclose information about an investigation into a reportable
allegation to a parent or carer of the child in relation to which a reportable allegation has
been made. Refer to Reportable Conduct for Staff, Volunteers and Others, above.
Part 10- Support for Students Interviewed at the School
1. The School has certain legal requirements when a request is made by the Police or DHHS
Child Protection workers to interview students regarding child protection incidents at the
School. Students to be interviewed may include victims, witnesses or those alleged to have
perpetrated abuse.
2. Support for students:
2.1 All students interviewed by the Police or DHHS Child Protection at the School must be
supported. Where possible, the student’s parents/carers should be present for any
interview. Where this is not practicable, one of the following persons may provide
support to the student during the interview, as appropriate:
2.1.1 The Headmaster;
2.1.2 A Child Protection Officer;
2.1.3 The Assistant Head – Wellbeing and Pastoral Care;
2.1.4 The Director of Care; or
2.1.5 In the case of Police interviews, an independent supportive adult (as defined
above).
2.2 Consideration should be given as to whether there may be a conflict of interest between
the independent supportive adult and the student being interviewed. For example, a
situation may arise where the Headmaster or Child Protection Officer is related to the
perpetrator of the child protection incident, the student is a family member, of the
Headmaster or Child Protection Officer may be the perpetrator.
3. General Protocols:
3.1 The School’s Headmaster must:
3.1.1 Facilitate interviews requested by the Policer or DHHS Child Protection workers;
3.1.2 Advise students of their right to have an independent supporting adult, parent or
carer present at such an interview;
3.1.3 Arrange for the student to choose an independent supportive adult to be present;
3.1.4 Balance their obligation to protect the rights of students with their obligation to
assist the Police and DHHS Child Protection workers; and
3.1.5 Observe confidentiality at all times in the management of a mandatory reporting
or criminal case.
4. Contacting Parents/Carers:
4.1 Before contacting a student’s parents/carers, the Headmaster must seek advice from
the Police or DHHS Child protection to determine if parents/carers should be present
at the interview.
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4.2 Where appropriate, parents/carers must be advised of the scheduling of an interview
with the Police. Parents/carers should also be advised of interviews that have been
scheduled with DHHS Child Protection where it is deemed to be appropriate, however
DHHS Child Protection may conduct interviews with students without parental/carer
knowledge or consent in exceptional circumstances.
5. Student as a Victim/Witness:
5.1 When the Headmaster allows interviews involving students who may be victims or
witnesses, they should:
5.1.1 Support and encourage the student to provide as much information as possible;
and
5.1.2 Inform the student that a note of the circumstances and the content of the
interview will be made and communication to their parents/carers as soon as
possible, unless doing so causes a risk of abuse.
6. Student as a Suspect:
6.1 If Police need to speak with a student who has allegedly abused another child, or
student at the School, this should preferably be done in the presence of the student’s
parents/carers, or another independent supportive adult.
7. Complying with Court Orders:
7.1 A subpoena or witness summons is a court order that compels the School to produce
documents or attend court and give evidence, or both. The Headmaster or a staff
member will usually be issued with a subpoena or witness summons because a party
to legal proceedings believes that the School, the Headmaster or a staff member has
information or documents that are relevant to the proceeding.
7.2 The School will seek legal advice and support relating to complying with subpoenas or
witness summons.
Part 11- Making Additional Reports
1. There are some circumstances in which you will be required to make an additional report
to an appropriate external authority.
2. Reporting Further Grounds for Belief or Suspicion:
2.1 If you hold a reasonable belief that a child has been, or is at risk of being abuse, you
must still make a report to the relevant external authority about a child even if:
2.1.1 DHHS Child Protection or the Police have been previously involved or are
currently involved with the child and/or their family; or
2.1.2 You are aware that another party, such as another staff member, volunteer, or
family member, has raised concerns with the relevant authorities.
2.2 Every report is critical to protecting a child by building evidence and enabling external
authorities to gain a clear understanding of the risks posed to the child.
3. Another Person Has Made a Report:
3.1 There may be times when two or more staff members at the School (for example the
Headmaster and a Child Protection Officer) have formed a belief about the same child
on the same occasion and based on the same information.
3.2 In this situation, it is sufficient that only one of the staff members make a report to the
relevant external authority, as the belief is based on the same information. However,
the other staff member, who does not make the report, is obliged to ensure that the
report has been made and that all grounds for their own belief were included in the
report made to the authority.
3.3 If staff members do not agree on what should be reported, for example a staff member
does not agree with the Headmaster’s decision to make a to make a report to an
external authority, the staff member is legally obliged to make a report anyway.
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4. Other Concerns About the Wellbeing of a Child:
4.1 If you believe that a child has not been subjected to abuse or neglect but still hold
significant concerns about the child’s wellbeing, you still may be required to report your
concerns to DHHS Child Protection, the Police or Child FIRST. For more information
about reporting wellbeing concerns refer to the Responding to Other Concerns About
the Wellbeing of a Child section above.
Part 12- Child Protection Complaints Management
1. The School has developed a Complaints Handling Program to ensure that any child
protection-related feedback, comments or complaints from School community members
and relevant stakeholders are captured, analysed and acted upon where appropriate.
1.1 This may include feedback about certain staff members or volunteers, or the School’s
Child Protection Program.
1.2 When a complaint is made to the School it is important for the School to consider
whether the complaint raises any concerns about unreported abuse and/or risk of
abuse at the School.
1.3 All Board directors, staff including the Headmaster, volunteers, Third Party
Contractors and External Education Providers must follow the School’s Procedures
for Responding to and Reporting Allegations of Child Abuse as detailed in this
document, if any information received with a complaint leads to new grounds for a
reasonable belief or suspicion that a student may be subject to, or at risk of, any
unreported abuse.
Part 13- Confidentiality and Privacy
1. Confidentiality of Information Relating to Child Protection Matters:
1.1 Anyone who has access to information regarding a case of suspected child abuse must
keep such information confidential and secure and must only disclose or discuss this
information with those involved in managing the situation.
1.2 You must not provide undertakings that are inconsistent with their reporting obligations
in the School’s Child Protection Program. In particular, you must not promise a student
that you will not tell anyone about a student’s disclosure.
1.3 Students and any other parties who became involved in the investigation (this may
include other students) should be informed of the reporting process and be required to
maintain confidentiality.
1.4 Inappropriate disclosure will be subject to disciplinary action.
2. Protection of Reporter’s Identity:
2.1 Reports or referrals made to DHHS Child Protection or Child FIRST are confidential
and the reporter’s identity is generally protected by law. Exceptions include if:
2.1.1 The reporter choses to inform the child or family of the report;
2.1.2 The reporter consents in writing to their identity being discussed;
2.1.3 A court or tribunal decides it is necessary for the identity of the reporter to be
disclosed to ensure the safety and wellbeing of the child; or
2.1.4 A court or tribunal decided the reporter is required to attend court to provide
evidence.
2.2 The identity of the person who makes a report to the Police, including reports under
s327 of the Crimes Act 1958 (Vic) (Obligation to Report a Sexual Offence), will remain
confidential unless:
2.2.1 The person themselves discloses their identity or they consent in writing to their
identity being disclosed; or
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3.

4.

5.

6.

7.

2.2.2 A court of decides that it is necessary in the interests of justice for the person’s
identity to be disclosed.
Reporter Liability:
3.1 A person who makes a mandatory report in accordance with CYFA, or a report under
the Child Wellbeing and Safety Act 2005 (Vic) (reportable conduct scheme) will not be
held liable for the eventual outcome of any investigation.
3.2 If a report is made in good faith, it does not constitute a breach of professional ethics
on the part of the reporter and the reporter cannot be held legally liable in respect of
the report.
Protection of Staff’s WWCC Status:
4.1 The School will only be informed of whether an individual passes or fails the Check.
None of the information gathered for the Check, such as criminal or professional
records, will be passed on to Ballarat Grammar.
Protection of Personal Information:
5.1 How Ballarat Grammar handles the information we collect about individuals (referred
to in Privacy Act 1988 (Cth) as personal information) is very important, as the people
we deal with expect us to handle their personal information properly and we have a
legal obligation to do so. Personal information is information, or an opinion, about an
identified individual, or an individual who is reasonably identifiable:
5.1.1 Whether the information, or opinion, is true or not; and
5.1.2 Whether the information, or opinion, is recorded in a material form or not.
5.2 The Privacy Act 1988 (Cth) only applies to personal information that is captured in a
record.
Requests for Information:
6.1 If you receive a request from the Police, the Commission or DHHS Child Protection for
information relating to a student who has been impacted (or is suspected to have been
impacted) by child abuse, you should:
6.1.1 Obtain the request for information in writing; and
6.1.2 Ensure that the written request includes:
6.1.2.1 The name of the Police, representative of the Commission or DHHS
Child Protection officer, the organisation they work for and their contact
details;
6.1.2.2 A description of the information and/or documents being sought;
6.1.2.3 The reasons why the information and/or documents are being sought;
and
6.1.2.4 What authority the officer or the organisation believed that they have to
access the requested information and documents.
6.2 When information and/or documents are requested in this way, you may be permitted
to share the information. However, you are not compelled to do so.
Information Sharing with the School Community:
7.1 The School takes great care to assess the relevance and appropriateness of sharing
information about a child protection incident before providing any information about
child abuse to the School community because even the confirmation of an incident or
allegation can lead to the identification of a victim.

Part 14- Child Protection Record Keeping
1. Effective child protection record keeping is one of the School’s key strategies in the
management of its child protection obligations, including the fulfillment of our duty of
care.
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2. It is through such record keeping that the School can ensure that, should there ever be
a need for evidence of the School’s child safe culture or precautions and preventative
measures taken in response to the risk of child abuse, the School has well-documented
and easily accessible records.
3. Documenting a suspicion or belief of abuse:
3.1 Where a staff member, Board director, Direct Contact Volunteer or other member of
the School community forms the belief in reasonable grounds that a student is in
need of protection, written and dated notes of their observations and concerns
should be recorded to assist in a referral/report of child abuse.
3.2 All verbal and written communications regarding child protection matters (including
notes of observations, student disclosures, meeting and telephone calls) must be
properly documents. The documents records should indicate dates and times and
enough detail to record key conversations, especially those relating to the student’s
disclosure.
3.3 The record of child protection must be stored securely in the Child Protection
Register.
4. How to Record Observations, Disclosures or Allegations of Abuse:
4.1 The School requires all staff to use the Responding to Suspected Child Abuse
Template form (Annexure 4) to record all observations, beliefs, suspicions,
disclosures or allegations of abuse.
4.2 The Template is provided by the DET and DHHS Child Protection for all Victorian
schools and is made available by the Child Protection Officers, support officers and
the Director of Care. Copies of the Template are also available in this policy as
Annexure 4.
4.3 A review will be completed between 4-5 weeks after the incident, suspicion or
disclosure of abuse in conjunction with the School’s Headmaster, a Child Protection
Officer or a senior member of staff.
4.4 All completed Template reporting forms are to be given to the School’s Headmaster,
a Child Protection Officer or a senior member of staff. The School maintains records
of all child abuse observations, disclosures, allegations, incidents and subsequent
investigations in electric form indefinitely.
5. Working with Children Check Documentation:
5.1 Please see the Standard Operating Procedures – Working with Children Check
document for further information relating to the School’s procedures regarding the
checking of WWCC information and the responsibilities of Area Supervisors.
5.2 In line with the School’s risk-based approach to child safety and protection, where
parent volunteers are volunteering at large off-site activities, such as overnight
excursions or camps, the School requires that these parent volunteers undergo a
WWC Check clearance as a matter of best practice.
5.3 Ballarat Grammar maintains records (electronic or hard copy format) of child-related
workers including:
5.3.1 Full name;
5.3.2 WWC Check Application Receipt Number;
5.3.3 WWC Check Card Number;
5.3.4 Date and outcome of WWC Check clearance;
5.3.5 Notices sent by the Department of Justice; and
5.3.6 Expiry date.
5.4 Records must be readily available if required for audit and monitoring purposes.
6. Recording Child Protection Actions:
6.1 Section 91 of the Wrongs Act imposes a duty of care on schools to take reasonable
precautions to prevent the physical or sexual abuse of a child under its care,
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supervision or authority by an individual associated with the School. If the School is
involved in a proceeding under the Wrongs Act, the school is presumed to have
breaches its duty of care unless it can prove, on the balance of probabilities, that it
took reasonable precautions to prevent the abuse.
6.2 Whether or not a school took reasonable precautions will be assessed by a court in
accordance with considerations set out in the Wrongs Act and case law. The
effective implementation of the School’s risk management strategies in Child
Protection Risk Management Policy is an example of taking reasonable precautions
to prevent the physical or sexual abuse of a child.
6.3 It is critical that the School maintains accurate and comprehensive records of these
policies, procedures, work systems and strategies should the courts ever call on
such evidence in relation to a claim against the School for damages in respect of
child abuse.
Part 15- Documenting Your Observations and Actions
1.

2.

All staff must keep clear and comprehensive notes relating to incidents, disclosures and
allegations of child abuse. This information may be sought at a later date if the matter is the
subject of court proceedings. Your notes may also assist you later if you’re required to
provide evidence to support your decisions regarding the handling of child protection
incidents.
For more information about how to record observations, disclosures or allegations refer to
the Child Protection Record Keeping section of this Program.

Part 16- Preserving Evidence
1.

When an incident of suspected child abuse occurs at the School, consider all of the
following:
1.1 environment: do not clean up the area and preserve the sites where the alleged incident
occurred;
1.2 clothing: take steps to ensure that the person who has allegedly committed the abuse
and the child who has allegedly been abused remain in their clothing. If this is not
possible, ensure the clothes are not washed, handled as little as possible and stored
in a sealed bag;
1.3 other physical items: ensure that items such as weapons, bedding and condoms are
untouched; and
1.4 potential witnesses: reasonable precautions must be taken to prevent discussion of the
incident between those involved in the alleged incident.

Part 17- Implementation
1. This policy is implemented through a combination of:
1.1 Staff training;
1.2 Student and parent/guardian education and information;
1.3 Effective monitoring and supervision of students;
1.4 Effective notification and investigation procedures;
1.5 Effective incident reporting procedures;
1.6 Effective communication procedures;
1.7 Effective record keeping procedures; and
1.8 Initiation of corrective actions where necessary.
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Part 18- Review
1. Ballarat Grammar is committed to the continuous review and improvement of all its
operations, including this policy.
2. It is the responsibility of the Senior Child Protection Officer to regularly monitor and review
the effectiveness of the Procedures for Responding to and Reporting Allegations of Child
Abuse Policy to ensure it is working in practice and revise the policy when required.
Part 19- Breach of Policy
1. All staff employed by Ballarat Grammar are expected to enact all policies in support of student
and community learning, health, safety and wellbeing.
Ballarat Grammar is committed to zero tolerance of child abuse. All staff and members
of our community have a duty of care to protect the safety, health and wellbeing of
children in their care.
As a school with a diverse population, this includes students with a disability, Aboriginal
and Torres Strait Islander children and children from culturally and linguistically diverse
backgrounds.
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Annexure 1

Annexure 2

Annexure 3

Annexure 2

Annexure 4
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