
 

  

HIGHVIEW COLLEGE 
CHILD SAFE FRAMEWORK AND MANDATORY REPORTING 
POLICY  
 

Policy Statement  

At Highview College we hold the care, safety and well-being of children and young 
people as a central and fundamental responsibility of our College. 

The purpose of this policy and procedure is to: 

● Identify the indicators of a child or young person who may be in need of protection.  

● Clarify that everyone within the College community must be alert to signs and 
evidence of abuse and neglect, understand that it is not acceptable and be aware of 
their reporting responsibilities.  

● Ensure that action is taken to protect students from risks and that immediate action 
is taken to ensure the safety of students.  

● Train mandatory reporters with respect to what must be reported and relevant 
procedures, with refresher training to be completed annually.  

● Report all incidents based on reasonable grounds to the relevant authorities.  

● Provide ongoing support and assistance to students who have been abused and 
ensure that their confidentiality is respected with case details and the identity of the 
student only discussed with those managing the situation.  

● Provide staff with clear expectations for appropriate behaviour.  

● Ensure that the College is compliant with all laws, regulations and standards relevant 
to child safety and protection in Victoria, most importantly adhering to Ministerial 
Order 1359.  

Scope 
 

This Policy takes into account relevant legislative requirements within the state of 
Victoria, including the specific requirements of the Child Safe Standards as set out in 
Ministerial Order No. 1359. 

This policy applies to all sites under the control of the College and applies to all staff 
members of the College. Highview College staff members include the Principal, 
Directors, staff, casual relief teachers, casual staff, volunteers, contractors, allied health 
workers, visitors, religious clergy, College Board, third party providers, student placement 
staff and Student Host Families.  

This policy applies to all members of the College Staff as defined below. It applies to all 
College activities during and outside of school hours that occur on school campus, 
offsite, or online, including extracurricular, sports activities and programs, excursions, 
camps, interstate and overseas travel. College Staff members are bound by this policy 
and required to report concerns about or incidents of child abuse or neglect. Fulfilling the 
roles and responsibilities contained in this policy and associated procedures does not 
displace or discharge any other obligations that arise if a person reasonably believes 
that a child or young person is at risk of child abuse. 

https://www.vrqa.vic.gov.au/Documents/MinOrder1359childsafe.pdf
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This Policy should be read in conjunction with the following related policies and 
procedures:  

1. PROTECT: Identifying and Responding to Abuse – Reporting obligations 

2. Highview College Child Safe Code of Conduct 

3. Highview College Child Safe Reportable Conduct Policy 

 

Principles 

The following principles underpin our commitment to child safety at Highview: 

● All students deserve, as a fundamental right, safety and protection from all forms of 
abuse and neglect. 

● Our College works in partnership with families and the community to ensure that they 
are engaged in decision-making processes, particularly those that have an impact 
on child safety and protection. 

● In partnership with their parents/guardians/caregivers, all students have the right to 
a thorough and systematic education in all aspects of personal safety. 

● All adults in our College have a responsibility to care for children and young people, 
to promote their wellbeing positively and to protect them from any kind of harm or 
abuse. 

● The policies, guidelines and codes of conduct for the care, well-being and protection 
of children and young people are based on honest, respectful and trusting 
relationships with adults. 

● Policies and practices demonstrate compliance with legislative requirements and 
cooperation with the Church, governments, the police and human services agencies. 

● All persons involved in situations where harm is suspected or disclosed must be 
treated with sensitivity, dignity and respect. 

● Staff members should feel confident to raise concerns about child safety, knowing 
these will be taken seriously by College leadership. 

● All members of the school community (including students and their families) are kept 
informed of child safety and wellbeing matters (where appropriate) and are involved 
in promoting child safety and wellbeing.  

● Appropriate confidentiality will be maintained, with information being provided to 
those who have a right or a need to be informed, either legally (including under 
legislated information sharing schemes being Child Information Sharing Scheme 
[CISS] or Family Violence Information Sharing Scheme [FVISS] or pastorally. 

 

Definitions used in this Policy 

Child: Students enrolled at the College and in endorsed school programs 

Child abuse includes: 

(a) any act committed against a child involving: 

(i) a sexual offence 
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(ii) an offence under section 49B (2) of the Crimes Act 1958 (grooming) 

(b) the infliction, on a child, of: 

(i) physical violence 

(ii) serious emotional or psychological harm 

(c) serious neglect of a child. 

Child safety encompasses matters related to protecting all children from child abuse, 
managing the risk of child abuse, providing support to a child at risk of child abuse, and 
responding to suspicions, incidents, disclosures or allegations of child abuse (Ministerial 
Order No. 1359). 

Child neglect includes a failure to provide the child with an adequate standard of 
nutrition, medical care, clothing, shelter or supervision to the extent that the health and 
physical development of the child is significantly impaired or placed at serious risk 
(PROTECT: Identifying and responding to all forms of abuse in Victorian schools). 

Child physical abuse generally consists of any non-accidental infliction of physical 
violence on a child by any person (PROTECT: Identifying and responding to all forms of 
abuse in Victorian schools). 

Child sexual abuse is when a person uses power or authority over a child to involve 
them in sexual activity. It can include a wide range of sexual activity and does not always 
involve physical contact or force (PROTECT: Identifying and responding to all forms of 
abuse in Victorian schools). 

Emotional child abuse occurs when a child is repeatedly rejected, isolated or frightened 
by threats, or by witnessing family violence (PROTECT: Identifying and responding to all 
forms of abuse in Victorian schools). 

Grooming is when a person engages in predatory conduct to prepare a child for sexual 
activity at a later date. It can include communication and/or attempting to befriend or 
establish a relationship or other emotional connection with the child or their parent/carer 
(PROTECT: Identifying and responding to all forms of abuse in Victorian schools). 

Legislated information-sharing schemes  

● Child Information Sharing Scheme (CISS) 
● Family Violence Information Sharing Scheme (FVISS)  

Mandatory reporting: The legal requirement under the Children, Youth and Families 
Act 2005 (VIC) is to protect children from harm relating to physical and sexual abuse. 
The Principal, registered teachers and early childhood teachers, school counsellors, 
religious clergy, medical practitioners and nurses at a school are mandatory reporters 
under this Act (PROTECT: Identifying and responding to all forms of abuse in Victorian 
schools). 

Reasonable belief – Mandatory reporting: When school staff are concerned about the 
safety and well-being of a child or young person, they must assess that concern to 
determine if a report should be made to the relevant agency. This process of considering 
all relevant information and observations is known as forming a reasonable belief. A 
‘reasonable belief’ or a ‘belief on reasonable grounds’ is not the same as having proof 
but is more than mere rumour or speculation. A reasonable belief is formed if a 
reasonable person in the same position would have formed the belief on the same 

http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D27
https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D15
https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D15
https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D17
https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D17
https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D26
https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D26
https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D20
http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D8
http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D8
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grounds (PROTECT: Identifying and responding to all forms of abuse in Victorian 
schools). When a person of or over the age of 18 years (whether in Victoria or elsewhere) 
who has information that leads the person to form a reasonable belief that a sexual 
offence has been committed in Victoria against a child under the age of 16 years by 
another person of or over the age of 18 years must report to DFFH and Victorian Police 

 

Reasonable belief – reportable conduct scheme: When a person has a reasonable 
belief that a worker/volunteer has committed reportable conduct or misconduct that may 
involve reportable conduct. A reasonable belief is more than suspicion and there must 
be some objective basis for the belief. It does not necessitate proof or require certainty. 
Further detail is provided in the Highview College Reportable Conduct Policy. 

NOTE: the difference between the reasonable belief definitions under mandatory 
reporting and the reportable conduct scheme is the category of persons who are required 
to, or can, form the reasonable belief that forms the basis for a report.  

Reportable conduct: Five types of reportable conduct are listed in the Child Wellbeing 
and Safety Act 2005 (VIC) (as amended by the Children Legislation Amendment 
(Reportable Conduct) Act 2017). These include: 

1. Sexual offences (against, with or in the presence of a child) 

2. Sexual misconduct (against, with or in the presence of a child) 

3. Physical violence (against, with or in the presence of a child) 

4. Behaviour that is likely to cause significant emotional or psychological harm 

5. Significant neglect 

Family Violence: The Family Violence Protection Act 2008 (VIC) defines family violence 
as behaviour towards a family member where the behavior: is physically or sexually 
abusive, emotionally or psychologically abusive, economically abusive, threatening or 
coercive OR in any other way controls or dominates the family member and causes that 
family member to feel fear for the safety or wellbeing of that family member or another 
person. 

Student sexual offending: Student sexual offending refers to sexual behaviour that is 
led by a student 10 years and over which may amount to a sexual offence. 

Under the Crimes Act 1958, a sexual offence includes: 

● Sexual Assault 

● Rape 

● Indecent Acts 

Under Victorian Law, children between 12 and 15 can only consent to sexual activity with 
a peer no more than two years their senior. Therefore, sexual contact led by a student 
with a child outside of these age parameters may amount to student sexual offending. 

In order for a person to consent to sexual activity, they have to have the capacity to 
understand the context and possible consequences of the act. Therefore, sexual contact 
led by a student involving a person with cognitive impairment or affected by alcohol and 
other drugs may also amount to student sexual offending. 

http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D35
http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D35
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Sexual behaviour in children under 10 years: Children with sexual behaviour 
problems include those children less than 10 years of age demonstrating 
developmentally inappropriate and/or aggressive sexual behaviour. While no Highview 
student is under 10 years of age this information has been included due to the possibility 
of staff becoming aware of children with sexual behaviour problems in the local 
community. 

Concerning sexual behaviour in children under 10 years includes: 

● frequent, repeated behaviour - for example, compulsive masturbation; 

● sexual behaviour between children who do not know each other well; 

● high-frequency occurrences of sexual behaviour that interfere with normal childhood 
activities; 

● sexual behaviour associated with emotional distress; 

● sexual behaviour between children of different ages, sizes and developmental levels; 

● aggressive, forced and/or coerced interaction between children; 

● behaviour that does not stop once the child is told to stop, or occurs in secrecy; 

● behaviour that causes harm to the child or other children. 

Concerning sexual behaviour is defined also to include self-focused sexual behaviour, 
for example, frequent public masturbation, or intrusive and/or aggressive sexual 
behaviour towards other children that may be coercive or forceful. While the term 'sexual' 
is used, the child's intent or motivation for the exhibited behaviour may be unrelated to 
sexual gratification. 

Age-appropriate sexual behaviour can become disrupted in children and adolescents by 
a number of factors, including exposure to sexually explicit material or exposure to sexual 
activity including abuse. 

College Environment means any of the following physical, online or virtual places used 
during or outside school hours: 

● a campus of the school; 

● online or virtual school environments made available or authorized by Highview 
College for use by a child or young person (including email, intranet systems, 
software, applications, collaboration tools and online services); 

● other locations provided by the school or through a third-party provider for a child or 
young person to use including, but not limited to, locations used for school camps, 
approved homestay accommodation, delivery of education and training, sporting 
events, excursions, competitions and other events) (Ministerial Order No. 1359). 

College staff member: means an individual working in the school environment who is: 

● A Principal, Director, teaching and non-teaching staff, casual relief teachers, casual 
staff, volunteers, contractors, allied health workers, visitors, religious clergy, College 
Board, student placement staff ; 

● the school governing authority including College Board; 

● volunteers and contractors; 
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● third party providers; 

● advocates and student host families; 

● a minister of religion, a religious leader or an employee or officer of a religious body 
associated (Ministerial Order No. 1359). 

Volunteer means a person who performs work without remuneration or reward for 
Highview College in the school environment. 

Reasonable Belief:  

When College staff are concerned about the safety and well-being of a child or young 
person, they must assess that concern to determine if a report should be made to the 
relevant agency. This process of considering all relevant information and observations 
is known as forming a ‘reasonable belief’. A ‘reasonable belief’ or a ‘belief on reasonable 
grounds’ is not the same as having proof but is more than mere rumour or speculation. 

If you witness, suspect, or receive a disclosure of child abuse including exposure to 
family violence, you will need to determine whether you have formed a 'reasonable belief' 
or a 'belief on reasonable grounds' that a child has or is being abused or is at risk of 
being abused. 

A reasonable belief is a deliberately low threshold: 

● so that people are encouraged to report suspected abuse to the relevant authorities 
and agencies, enabling authorities to investigate the allegations and take further 
action to prevent or stop any further abuse; 

● it does not require proof but does require something more than a mere rumour or 
speculation; 

● it is met if a reasonable person in the same position would have formed the belief on 
the same grounds. 

Forming a belief on reasonable grounds may include: 

● a child stating that they have been abused; 

● any person telling you they believe someone has been abused (sometimes the child 
may be talking about themselves); 

● physical indicators of abuse such as non-accidental or unexplained injuries; 
persistent neglect; or inadequate care and supervision lead you to believe that the 
child has been abused. Click: Identifying signs of abuse; 

● behavioural indicators of abuse lead you to believe that the child has been abused. 
Click: Identifying signs of abuse; 

● other signs such as family violence, parental substance misuse, psychiatric illness or 
intellectual disability that are impacting on the child's safety, stability or development. 

● When a person of or over the age of 18 years (whether in Victoria or elsewhere) who 
has information that leads the person to form a reasonable belief that a sexual 
offence has been committed in Victoria against a child under the age of 16 years by 
another person of or over the age of 18 years must report to DFFH and Victorian 
Police. 

https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/identify.aspx
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/identify.aspx
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Policy Commitments 

All students enrolled at Highview College have the right to feel safe and be safe. The 
wellbeing of children and young people in our care will always be our first priority and 
we do not and will not tolerate child abuse. We aim to create a child-safe and child-
friendly learning environment where children and young people are free to enjoy life to 
the full, without any concern for their safety.  There is particular attention paid to the 
most vulnerable children, including Aboriginal and Torres Strait Islander children, 
children from culturally and/or linguistically diverse backgrounds, children with a 
disability, children who are unable to live at home, and LGBTIQ+ students. 

Our commitment to our students 

a) We commit to the safety and well-being of all children and young people enrolled 
in our College. 

b) We commit to providing children and young people with positive and nurturing 
experiences. 

c) We commit to listening to children and young people and empowering them by 
ensuring that they understand their rights (including safety, information and 
participation), and by taking their views seriously and addressing any concerns that 
they raise with us. 

d) We commit to taking action to ensure that children and young people are protected 
from abuse or harm. 

e) We commit to ensuring that the needs of all children and young people enrolled in 
our school are met, including those who are most vulnerable. 

f) We commit to recognising the importance of friendships and to encouraging support 
from peers, to help children and students feel safe and less isolated. 

g) We commit to teaching children and young people the necessary skills and 
knowledge to understand and maintain their personal safety and well-being. 

h) We commit to developing a culture that facilitates and provides opportunities for 
children and student participation, and that strengthens the confidence and 
engagement of children and students by being responsive to their input. 

i) We commit to seeking input and feedback from students regarding the creation 
of a safe College environment. 

Our commitment to parents, guardians and carers 

a. We commit to communicating honestly and openly with parents, guardians 
and carers about the wellbeing and safety of their children.  

b. We commit to engaging with and responding to the views of parents, 
guardians and carers about our child-safe practices, policies and procedures. 

c. We commit to transparency in our decision-making with parents and carers, 
providing it does not compromise the safety of children or young people. 

d. We commit to open engagement and communication with parents, guardians and 
carers about our child-safe approach and our operations and governance related 
to child safety and wellbeing. 

e. We commit to ensuring that relevant information relating to child safety and 
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wellbeing is accessible to parents, guardians and carers. 

f. We commit to acknowledging the cultural diversity of students and families 
and being sensitive to how this may impact on student safety issues. 

g. We commit to continuously reviewing and improving our systems to protect 
children from harm and abuse. 

Our commitment to our College staff  

● We commit to providing all Highview staff members with the necessary support to 
enable them to fulfil their roles and to ensure that they are attuned to signs of harm 
and are able to facilitate child-friendly ways for children and students to express their 
views, participate in decision-making and raise their concerns. This will include 
regular and appropriate learning opportunities. 

● We commit to providing regular opportunities to clarify and confirm policy and 
procedures in relation to child safety and wellbeing, and young people’s protection 
and wellbeing. This will include annual training in the principles and intent of the Child 
Safety Framework, Mandatory Reporting and the Child Safe Code of Conduct, and 
staff responsibilities to report concerns. 

● We commit to listening to all concerns voiced by Highview staff members, clergy, 
volunteers and contractors about keeping children and young people safe from harm. 

● We commit to providing opportunities for Highview staff, volunteers, contractors and 
clergy to receive formal debriefing and counselling arising from incidents of the abuse 
of a child or young person. 

Responsibilities and Organisational Arrangements 

Everyone employed or volunteering at Highview has a responsibility to understand the 
important and specific role they play individually and collectively to ensure that the well-
being and safety of all students are at the forefront of all they do and every decision they 
make. 

Guide to Responsibilities of College Leadership 

The Principal, the College Board and College leaders at Highview recognise their 
particular responsibility to ensure the development of preventative and proactive 
strategies that promote a culture of openness, awareness of and shared responsibility 
for child safety.  

Responsibilities include: 

● creating an environment for children and young people to be safe and to feel safe; 

● upholding high principles and standards for all staff, clergy, religious, volunteers, and 
contractors; 

● promoting models of behaviour between adults, children and young people based on 
mutual respect and consideration; 

● applying thorough and rigorous practices in the recruitment, screening and ongoing 
professional learning of staff and volunteers; 

● providing regular and appropriate professional learning for College personnel to 
develop their knowledge of, openness to and ability to prevent, identify and address 
child safety and well-being matters; 
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● ensuring that the school has in place appropriate risk management strategies and 
practices that focus on preventing, identifying and mitigating risks related to child 
safety and well-being in the school environment; 

● providing regular opportunities to clarify and confirm legislative obligations, policies 
and procedures in relation to child and young people’s protection and wellbeing; 

● ensuring the College meets the specific requirements of the Victorian Child Safe 
Standards as set out in Ministerial Order No. 1359; 

● ensuring the College takes specific action to protect children from abuse in line with 
the three new criminal offences introduced under the Crimes Act 1958 (Vic.) and in 
line with PROTECT: Identifying and responding to all forms of abuse in Victorian 
schools; 

● ensuring the College understands and reports all matters that may constitute 
reportable conduct under the Reportable Conduct Scheme and in accordance with 
the College’s Reportable Conduct policy; 

● sharing information under legislated information-sharing schemes (CISS and FVISS) 
in accordance with the school’s prescribed role as an Information Sharing Entity 
(ISE); 

● ensuring that the school monitors and reviews the risks related to child safety and 
wellbeing, including evaluating the effectiveness of the implementation of its risk 
controls, on an annual basis. 

Guide to Responsibilities of College Staff 

Responsibilities of College staff include: 

● treating children and young people with dignity and respect, acting with propriety, 
providing a duty of care, and protecting children and young people in their care; 

● following the legislative and internal College processes in the course of their work if 
they form a reasonable belief that a child or young person has been or is being 
abused, harmed or neglected; 

● providing a physically and psychologically safe environment where the well-being of 
children and young people is nurtured; 

● undertaking regular training and education in order to understand their individual 
responsibilities in relation to child safety, and the wellbeing of children and young 
people, including ways to prevent, identify and mitigate risks relating to child safety 
and wellbeing; 

● providing additional support and supervision for younger students, students with a 
disability, and indigenous students; 

● assisting children and young people to develop positive, responsible and caring 
attitudes and behaviours which recognise the rights of all people to be safe and free 
from abuse; 

● following the College’s Child Safe Code of Conduct; 

● where risks of child abuse are identified, ensuring that action is taken to mitigate 
against those risks and that risks and actions are appropriately recorded. When 
disclosing information including a description of the action required, it is required to 

http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx
http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx
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identify whether a substantial risk exists. While the Crimes Act 1958 (Vic) does not 
define ‘substantial risk’ what constitutes a substantial risk will depend on a range of 
factors. The Department of Justice factsheet provides the following considerations:  

● the likelihood or probability that the child will become the victim of a sexual 
offence 

● the nature of the relationship between a child and the adult who may pose a risk 
to the child 

● the background of the adult who may pose a risk to the child, including any past 
or alleged misconduct 

● any vulnerabilities particular to a child which may increase the likelihood that 
they may become the victim of a sexual offence 

● any other relevant fact which may indicate a substantial risk of a sexual offence 
being committed against a child.] 

 
● when an adult forms a reasonable belief that a sexual offence has been committed 

by an adult against a child under 16, reporting this information to the Principal and or 
the Police is required. Failure of the Principal or adult to disclose the information to 
the Police is a criminal offence; 

● reporting and identifying when a student to student is sexually offending is required. 

Organisational Arrangements 

While all members of Highview College have a responsibility to report all 
incidents of Child Abuse the Principal, Directors of Wellbeing and Heads of 
Year have allocated roles and responsibilities for child safety and to support 
staff and complainants throughout the process. You can seek their support and 
guidance to report an incident. You can also report your concern via the email 
below. Childsafeconcerns@highview.vic.edu.au  
 

Expectations of our College Staff and Volunteers 

– Child Safe Code of Conduct 

At Highview College we expect all College staff and volunteers to proactively always 
ensure the safety and wellbeing of students, to identify concerns about child safety and 
wellbeing and to take appropriate action if there are concerns about the safety and 
wellbeing of any child at the school. All staff must remain familiar with the relevant laws, 
the Code of Conduct, and policies and procedures in relation to child protection, and 
comply with all requirements. We have developed a Child Safe Code of Conduct, which 
recognises the critical role that staff play in protecting the students in our care and 
establishes clear expectations of College staff for appropriate behaviour with children in 
order to safeguard them against abuse and/or neglect. 

Our Code also protects College staff and volunteers through clarification of 
acceptable and unacceptable behaviour. 

Student Safety and Participation 

At Highview College, we actively encourage all students to confidently express their 
views and concerns related to Child Safety. 

https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/failure-to-protect-a-new-criminal-offence-to
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Protective Behaviours are addressed specifically in age-appropriate ways through the 
DELTA program from Year 7-Year 12. We teach students about what they can do if they 
feel unsafe and enable them to understand, identify, discuss and report their concerns. 
We listen to and act on any concerns students, their parents or carers, raise with us. 

Students can raise issues and concerns with any staff member or at the Student Voice 
Committee. 

We have developed appropriate education about: 

● standards of behaviour for students attending our school and described in the 
Student Code of Conduct; 

● healthy and respectful relationships including sexual relationships; 

● resilience; 

● child abuse awareness and prevention. 

We have also developed curriculum documents that detail the strategies and actions the 
school takes to implement its obligations to ensure that: 

● children and students are informed about all of their rights, including safety, 
information and participation; 

● the importance of friendship is recognised and support from peers is encouraged, to 
help children and students feel safe and be less isolated; 

● staff and volunteers are attuned to signs of harm and facilitate child-friendly ways for 
children and students to express their views, participate in decision-making and raise 
their concerns; 

● we have strategies in place to develop a culture that facilitates participation and is 
responsive to the input of children and students; 

● we provide opportunities for children and students to participate and are responsive 
to their contributions to strengthen confidence and engagement; 

● students are offered access to sexual abuse prevention programs and relevant 
information in an age-appropriate way. 

Reporting and Responding 

The College creates records relevant to any child safety complaints, disclosures or 
breaches of the Child Safety Code of Conduct, and maintains and disposes of those 
records in accordance with security and privacy requirements and Public Record Office 
Victoria Recordkeeping Standards (including minimum retention periods). Our College 
complies with legal obligations that relate to managing the risk of child abuse under the 
Children, Youth and Families Act 2005 (Vic.), the Crimes Act 1958 (Vic.), the Child 
Wellbeing and Safety Act 2005 (Vic.) and the recommendations of the Betrayal of Trust 
report. 

 

Our policy assists staff, volunteers and families to: 

● identify the indicators of a child or young person who may be in need of protection; 

● understand how a reasonable belief is formed under the reportable conduct scheme 
as well as mandatory reporting; 

https://prov.vic.gov.au/sites/default/files/files/documents/1906v1.0.pdf
https://prov.vic.gov.au/sites/default/files/files/documents/1906v1.0.pdf
http://www.parliament.vic.gov.au/fcdc/article/1788
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● make a report of a child or young person who may be in need of protection; 

● comply with mandatory reporting obligations under child protection law, and their 
legal obligations relating to child abuse and grooming under criminal law; 

● understand and comply with information-sharing and recordkeeping obligations; 

● comply with reporting obligations under the reportable conduct scheme including 
obligations to report and investigate allegations of reportable conduct. 

Our College has also established additional internal procedures and processes to help 
ensure that appropriate action is taken to prevent, identify and respond to concerns about 
the well-being and/or safety of a student. 

Our College is a prescribed Information Sharing Entity (ISE) meaning that, where 
legislated requirements are met, it is able to share confidential information with other 
ISEs to promote child well-being or safety under the CISS or FVISS. 

Mandatory Reporting: The Children, Youth and Families Act 2005 (Vic) (CYFA) 
(section 184) requires Mandatory Reporters to make a report to the Department of 
Families, Fairness and Housing. (DFFH) Child Protection when they believe that a child 
(aged under 17) is in need of protection from significant harm from physical injury or 
sexual abuse.  

Who are Mandatory Reporters?  

● registered medical practitioners 

● nurses 

● midwives 

● registered teachers and early childhood teachers 

● school principals 

● school counsellors 

● police officers 

● out of home care workers (excluding voluntary foster and kinship carers) 

● early childhood workers 

● youth justice workers 

● registered psychologists 

● people in religious ministry. 

 

What constitutes a Mandatory Report?  

A mandatory report is made when any member of College staff forms a belief on 
reasonable grounds that a child needs protection where the child has suffered or is likely 
to suffer, significant harm as a result of: 

● physical injury; or  
● sexual abuse; and  



 

 

13 

 

● the child’s parents have not protected, or are unlikely to protect, the child from harm 
of that type.  

A mandatory reporter is required: 

● to make a report on each occasion they form a reasonable belief; 

● to make a report as soon as practicable; 

● to make a report even if the Principal or the person responsible for the operation of 
the College does not share their belief; 

● to ensure that a report has been made in instances where another mandated reporter 
has undertaken to make a report but has not done so. 

What are Reasonable Grounds?  

The concept of ‘reasonable grounds’ requires you to consider whether another person, 
when faced with similar information, would also draw the same conclusion. It does not 
mean reporters are required to be certain, but rather reporters should ensure their 
concerns are well-founded and based on information from a reliable source.  

The following may be reasonable grounds for forming such a belief if:  

● A student states they have been physically or sexually abused; 

● A student states that they know someone who has been physically or sexually 
abused; 

● Someone who knows the student states that the student has been physically or 
sexually abused; 

● A student shows signs of being physically or sexually abused;  

● The staff member is aware of persistent family violence or parental substance 
misuse, psychiatric illness or intellectual disability that is impacting on a student’s 
safety, stability or development; 

● The staff member observes signs of abuse, including non-accidental or unexplained 
injury, persistent neglect, poor care or lack of appropriate supervision; or  

● A student’s actions or behaviour may place them at risk of significant harm and the 
child’s parents are unwilling or unable to protect the student.  

 

Making a Mandatory Report 

All College staff are required to make a mandatory report if they have formed a 
reasonable belief that the child is at risk. In most cases, you will make this report with 
the support of one of the Mandatory Reporting staff. See Appendix One for an outline of 
the process. It should be noted that it is required that mandated reporters are required 
to report on each occasion that they form a belief.  

This policy provides the information required to form a reasonable belief. Staff should 
make sufficient enquiries to form a reasonable belief and to determine a child’s 
immediate needs, however, it is not the role of the staff member to investigate this 
concern as this is the role of Department of Families, Fairness and Housing (DFFH), 
Child Protection or Victoria Police.  
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Once a staff member has formed a reasonable belief, they are obliged to report their 
concern to the relevant authorities even if the Mandatory Reporting Staff member does 
not agree with your decision.  

Whenever there are concerns that a child is in immediate danger, the Police should 
be called on 000.   

The Principal or one of the Mandatory Reporting staff listed above should also be 
contacted. 

All College staff members will adhere to and follow the procedures explained in Appendix 
Two, Four Critical Actions for Schools. 

If a staff member decides not to make a report, then documentation of the incident, 
disclosure or allegation and the reasons for your decision should be shared with a 
Mandatory Reporter.  

A subsequent report must be made on each occasion on which the mandatory reporter 
becomes aware of further reasonable grounds for the belief even if the reporter knows 
that another report has been made concerning the same child and suspected abuse. 

Failure to Protect 

The failure to protect offence applies to a person who by reason of the position s/he 
occupies within a relevant organisation who: 
(a) has the power or responsibility to reduce or remove a substantial risk that a relevant 
child 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 relevant organisation, and  
(b) knows that there is a substantial risk that the person will commit a sexual offence 
against a relevant child. 

 

Failure to Disclose 

It is an offence in Victoria to not disclose information regarding a sexual offence against 
a child. 

The failure to disclose offence applies to adults who have information that led them to 
form a ‘reasonable belief’ that another adult has sexually offended against a child under 
16 in Victoria.  

A report must be made as soon as possible, unless: 

● you have a ‘reasonable excuse’ for not reporting the information, or 

● you are exempt from the offence 

If you fail to report the information, you may be charged with a criminal offence. The 
maximum penalty is three years imprisonment. 

You may have a ‘reasonable excuse’ for not reporting information about child sexual 
abuse to police if, for example: 

● you fear for your safety, or the safety of another person; or 

● you believe the information has already been reported to the police. 

If you are charged with the failure to disclose an offence, a court or jury may consider 
whether it was reasonable for you not to report to the Police in the circumstances. 
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Respond to problem sexual behaviour in children under 10 

For all students who are under 10 years of age and who engage in concerning sexual 
behaviour, College staff should consider: 

● consulting with wellbeing staff to support the student displaying concerning sexual 
behaviours; 

● convening a Student Support Group; 

● developing a Student Support Plan to determine and document support strategies for 
students displaying concerning sexual behaviours and strategies to maintain the 
safety of other school community members; 

● whether the child may be the victim of child abuse and the concerning sexual 
behaviour may be a physical or behavioural indicator that this may be occurring. 

Concerning sexual behaviour in children is not a clear indicator that a child has been 
sexually abused, however, if you form a reasonable belief that the child is being abused, 
and their parents/carers are unable or unwilling to protect the child from that abuse, you 
must report your reasonable belief to DFFH Child Protection and/or Victoria Police.  

Communicate with parents 

When a College staff member suspects that a student under 10 years of age has 
engaged in concerning sexual behaviour, the Principal or her nominee should: 

● advise the parents/ carers of the student who is engaging in the behaviour (unless 
there are reasonable grounds for believing that this would not be in the best interests 
of the child). In many instances, the parents/carers can assist school staff to ensure 
that the child is aware that their behaviour and conduct is not appropriate in a school 
environment. 

● notify the parents/carers of the students who have been impacted by the concerning 
sexual behaviour and to offer them school-based support, or a referral to external 
support services (if appropriate or necessary in the circumstances). 

Respond to very concerning behaviour 

In the event of very concerning sexual behaviour, the College will contact DFFH Child 
Protection on 131 278 and/or Victoria Police Sexual Offences and Child Abuse 
Investigation Team (SOCIT) on 000. 

 

Problem sexual behaviour in children over 10 

Once a child is 10 years or older, some sexual behaviour can constitute a sexual offence. 
Highview College will report all suspected sexual offences to the Victoria Police.  

Complaints and Resolution Policy 

Highview College understands that from time-to-time complaints arise regarding aspects 
of the College’s operation of programs and activities and that it is important that all 
members of the community have the opportunity to be heard. Highview College commits 
to ensuring procedural fairness is observed when dealing with complaints and 
grievances. The College’s Complaints Policy and Procedures can be accessed on the 
College website and on SEQTA.  
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Screening and Recruitment of College Staff 

At Highview College, we are committed to ensuring that our recruitment practices create 
a safe environment for our students. To this end, we have established policies and 
procedures for recruiting employees and volunteers and for assessing their suitability to 
work with children. The College applies thorough and rigorous screening processes in 
the recruitment of employees. Our commitment to child safety and our screening 
requirements are outlined in our Highview College Staff Recruitment and Selection 
Policy. 
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Volunteers 

All volunteers, including parent/carer volunteers, must undergo Child Safe screening 
prior to their engagement by the College. Volunteers are required to share their WWCC 
and personal identity verification prior to arrival. Upon arrival at the College, the volunteer 
is required to sign in at the front desk and wear the provided Highview identification.  

Child Safety – Education and Training for College Staff 

Highview College provides College staff and volunteers with regular and appropriate 
opportunities to develop their knowledge of, openness to and ability to address child 
safety and wellbeing matters. This includes a thorough induction program for all staff, 
ongoing training and professional learning ensure that everyone understands their 
professional and legal obligations and responsibilities, and the procedures for reporting 
suspicion of child abuse and neglect. Specifically, all College staff are required to 
complete the online PROTECT module annually. Certificates for this course are saved 
on each staff member's personal employment record.  

At least annually, our professional learning and training addresses: 

● staff members’ individual and collective obligations and responsibilities for managing 
the risk of child abuse; 

● preventing, identifying and mitigating child abuse risks in the school environment 
without compromising a child or student's right to privacy, access to information, 
social connections and learning opportunities; 

● the reportable conduct scheme; 

● our school’s current child safety standards (including this Policy, the Child Safe Code 
of Conduct and any other policies and procedures relating to child safety and 
wellbeing, including in relation to managing complaints and concerns related to child 
abuse); 

● guidance on recognizing indicators of child harm including harm caused by other 
children and students; 

● guidance on responding effectively to issues of child safety and wellbeing and 
supporting colleagues who disclose harm; 

● guidance on how to build culturally safe environments for children and students; 

● guidance on their information-sharing and recordkeeping obligations. 

Diversity and equity – strategies and actions 

At Highview College we are committed to ensuring that equity is upheld and that diverse 
needs are respected in policy and practice. We aim to ensure that: 

● all school staff and volunteers understand the diverse circumstances of children and 
students; 

● our school provides support and responds to vulnerable children and students; 

● children, students, staff, volunteers and the school community have access to 
information, support and complaints processes in ways that are culturally safe, 
accessible and easy to understand; 
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● the school pays particular attention to the needs of students with disabilities, students 
from culturally and linguistically diverse backgrounds, students who are unable to live 
at home, and LGBTIQ+ students; 

● the school pays particular attention to the needs of Aboriginal students and provides 
and promotes a culturally safe environment for them. 

Family engagement – strategies and actions 

Highview College ensures that families, carers and other members of the school 
community are informed about relevant child safety and wellbeing matters and are 
involved in the promotion of child safety and wellbeing at the school.  

We aim to ensure that: 

● families participate in decisions relating to child safety and well-being which affect their 
child; 

● we engage and openly communicate with families, carers and other members of the 
school community about our child-safe approach; 

● all members of the school community have access to information relating to child 
safety and wellbeing; 

● families, carers and other members of the school community have the opportunity to 
provide input into the development and review of the school's child safety and 
wellbeing policies and practices; 

● families, carers and other members of the school community are informed about the 
operations and governance of the school in relation to child safety and wellbeing. 

 

Retention of Records  
Full details of which records are essential for permanent retention are provided in the 
ASA’s Records Retention Schedule for Non-Government Schools, 2nd Edition, 2018, 
and further information and guidance is provided below. 
  
Child safety, health and wellbeing and early childhood programs- records about 
complaints and notices about students feeling unsafe, mandatory reporting case notes, 
psychologists counselling notes, child safe risk registers, pastoral care module notes, 
and reportable conduct notes are records which are critical for permanent retention in 
the Archive and should be transferred as a bare minimum once regular administrative 
use has ceased.   
  
Child Safe Standards and Ministerial Order No. 1359 
It is a requirement of Child Safe Standard 2, and MO 1359 that schools comply with the 
Creating, Managing, and Retaining Records for Current, or Future Child Sexual Abuse 
Allegations document prepared by the Public Record Office Victoria (PROV). Highview 
College will create, maintain and dispose of child safety and wellbeing records in 
accordance with the PROV Record Keeping Standards including minimum retention 
periods.  
  
With respect to incidents, disclosures, or allegations of child sexual abuse, Highview will: 

https://www.vic.gov.au/schools-embed-child-safety-standards-guidance
https://www.vrqa.vic.gov.au/Documents/MinOrder1359childsafe.pdf
https://prov.vic.gov.au/sites/default/files/files/media/creating_managing_and_retaining_records_of_child_sexual_abuse_final_0.pdf
https://prov.vic.gov.au/sites/default/files/files/media/creating_managing_and_retaining_records_of_child_sexual_abuse_final_0.pdf
https://prov.vic.gov.au/
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● Retain full and accurate records that document all aspects of an allegation and 
investigation.  

● Identify and include supporting evidence which could help in a future 
investigation (such as emails, WWCC/VIT records, etc.) 

● Consider which records might reasonably be required in the case of an 
allegation being made in the future and ensure that they are properly managed 
and retained. The College recognises an allegation may be made many years 
after an incident.  

● Highview will not destroy any records which are likely to be needed for civil 
action legal proceedings (for at least the life of the child and possibly longer).  

● Keep all records secure, private and confidential. 
● In Victoria, there is no limitation period for commencing civil action for damages 

founded on child abuse. According to the Retention and Disposal Authority for 
Records of Organisational Response to Child Sexual Abuse Incidents and 
Allegations document, the following types of records must be permanently 
retained: 
Receipts of disclosures, allegations and complaints 

Records about the conduct of investigations and inquiries 

Records about collecting and managing evidence (including incident reports and 
any visual or photographic evidence such as CCTV footage) 

Records about interviews with witnesses (including witness statements, notes of 
meetings or discussions, transcripts of interviews) 

Referrals to other agencies (including referrals to law enforcement bodies, 
tribunals, courts, and the police) 

 Records about the imposition of any disciplinary actions, including appeals 

 Records relating to any legal proceedings (including mediation) 

Records about the provision of support and redress to individuals, which includes 
counselling or referral to counselling services and action through the National 
Redress Scheme 

 Records of services provided, including counselling or other medical care  

 Records of claims and any resulting compensation 

Records about the development of school policies and procedures relating to 
child sexual abuse 

 Records of internal reviews into the process of responding to child sexual abuse 
incidents and allegations 

 Records documenting the development of training to staff members about  child 
sexual abuse. 

  

  
 

https://prov.vic.gov.au/recordkeeping-government/document-library/pros-1908-organisational-response-child-sexual-abuse
https://prov.vic.gov.au/recordkeeping-government/document-library/pros-1908-organisational-response-child-sexual-abuse
https://prov.vic.gov.au/recordkeeping-government/document-library/pros-1908-organisational-response-child-sexual-abuse
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Risk Management 

At Highview College we are committed to proactively and systematically identifying and 
assessing risks to student safety across the whole College environment and reducing or 
eliminating (where possible) all potential sources of harm. Led by the Student Wellbeing 
Team, College Operations and OHS Committees risk management strategies for child 
safety are documented, implemented, monitored and periodically reviewed to ensure 
that strategies change as needed and as new risks arise. Staff attention is drawn to the 
risks in every circumstance where risk may be increased, such as visitors to the school, 
excursions, and camps. 

Relevant Legislation and Authorities 

● Children, Youth and Families Act 2005 (Vic.) 

● Child Wellbeing and Safety Act 2005 (Vic.) 

● Worker Screening Act 2020 (Vic.) 

● Education and Training Reform Act 2006 (Vic.) 

● Education and Training Reform Regulations 2017 (Vic.) 

● Equal Opportunity Act 2010 (Vic.) 

● Privacy Act 1988 (Cth) 

● Public Records Act 1973 (Vic) 

● Crimes Act 1958 (Vic.) – Three new criminal offences have been introduced under 
this Act: 

1. Failure to disclose offence: Any adult who forms a reasonable belief that a sexual 
offence has been committed by an adult against a child under 16 has an obligation 
to report that information to the police. Failure to disclose the information to police is 
a criminal offence. 

2. Failure to protect offence: This offence will apply where there is a substantial risk that 
a child under the age of 16 under the care, supervision or authority of a relevant 
organisation will become a victim of a sexual offence committed by an adult 
associated with that organisation. A person in a position of authority in the 
organisation will commit the offence if they know of the risk of abuse and has the 
power or responsibility to reduce or remove the risk but negligently fail to do so. 

3. Grooming offence: This offence targets predatory conduct designed to facilitate later 
sexual activity with a child. Grooming can be conducted in person or online, for 
example via interaction through social media, web forums and emails. 

Relevant Authorities and Resources 

Department of Families, Fairness and Housing (DFFH) Child Protection  

The DFFH has a responsibility to provide child protection services for all children and 
young people under the age of 17 years, or where a protection order is in place, for 
children under the age of 18. The main functions of DFFH Child Protection are to: 

● receive reports from people who believe that a child needs protection or have 
significant concerns about the well-being of a child;  

● provide consultation and advice to people making reports;  

https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/failure-to-disclose-offence#%3A%7E%3Atext%3DIn%202014%2C%20the%20law%20in%20Victoria%20was%20changed%2Coffended%20against%20a%20child%20under%2016%20in%20Victoria
https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/failure-to-protect-a-new-criminal-offence-to#%3A%7E%3Atext%3DFailure%20to%20protect%3A%20a%20new%20criminal%20offence%20to%2Cfrom%20sexual%20abuse%20and%20exposure%20to%20sexual%20offenders
https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/grooming-offence
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● investigate matters where it is believed that a child is at risk of significant harm;  

● refer children and families to services that assist in providing for the ongoing safety 
and well-being of children.  

Child FIRST Child and Family Information 

Referral and Support Teams (Child FIRST) were introduced to allow families to obtain 
family services earlier at their own request or following a referral from others, including 
school staff. Child FIRST ensures that vulnerable children, young people and their 
families are linked effectively to relevant services. Child FIRST is staffed by family 
services practitioners who are experienced in assessing the needs of vulnerable children 
and their families. Child FIRST teams work closely with community-based DFFH Child 
Protection workers. The role of Child FIRST includes:  

● providing a point of entry to a local network of family services;  

● receiving reports about vulnerable children where there are significant concerns about 
their wellbeing;  

● undertaking an initial identification and assessment of the risks to the child and the 
child’s needs in consultation with DFFH Child Protection and other services;  

● identifying appropriate service responses for families. 

Victoria Police  

Both DFFH and Victoria Police have statutory responsibilities under the CYFA in relation 
to the protection of children. DFFH Child Protection is the lead agency responsible for 
the care and protection of children, while Victoria Police is responsible for criminal 
investigations into alleged child abuse. Protocols between DFFH Child Protection and 
Victoria Police require that all reports received by DFFH Child Protection relating to 
physical abuse, sexual abuse or serious neglect must be reported to Victoria Police, as 
these reports may also constitute reports of criminal offences. All allegations of sexual 
offences or child abuse should be reported to DFFH Child Protection or Victoria Police 
for investigation. Under no circumstances should school staff members investigate an 
allegation themselves. School staff members should only enquire sufficiently to form a 
reasonable belief that a child may need protection.  

Commission for Children and Young People (CCYP)  

CCYP is an independent statutory body that promotes improvement in policies and 
practices affecting the safety and well-being of Victorian children and young people. 
CCYP is responsible for administering the Reportable Conduct Scheme, which includes:  

● supporting and guiding organisations that receive allegations in order to promote 
fair, effective, timely and appropriate responses;  

● independently overseeing, monitoring and, where appropriate, making 
recommendations to improve the responses of those organisations.  

Victorian Institute of Teaching (VIT)  

The Victorian Institute of Teaching (VIT) is an independent statutory authority for the 
teaching profession, whose primary function is to regulate members of the teaching 
profession. 

The College must immediately notify the VIT if it becomes aware that a teacher:  
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● Has been charged with, or convicted or found guilty of, certain criminal offences that 
accord with those relevant to Working with Children Checks (WWCC); or  

● Has been given a negative notice in relation to the WWCC. 

Resources: 24-hour services 

● Victoria Police Sexual Offence and Child Abuse Investigation Team 000 

● Child Protection - DFFH  

● Security Services Unit - Emergency Management (03) 9603 7999 

● Sexual Assault Crisis Line DFFH  1800 806 292 

● Mallee Sexual Assault Unit 

● Safe Steps – Family Violence Response Centre 

Counselling and support organisations 

● For support and intervention for survivors of sexual offending, see: The Victorian 
Centre Against Sexual Assault  or phone: 1800 806 292. 

● The Victorian Aboriginal Child Care Agency (VACCA) VACCA is an Aboriginal 
community-controlled organisation advocating for the rights of Aboriginal children, 
young people and families, and providing them with services premised on human 
rights, self-determination, cultural respect and safety. Phone: (03) 9287 8800 

● Child Wise is Australia's leading international child protection charity committed to the 
prevention and reduction of sexual abuse and exploitation of children around the 
world. Ph: 1800 991 099 

● Aboriginal Family Violence and Legal Services Provides assistance to victims of 
family violence and sexual offending and works with families and communities 
affected by violence. 

● The Victorian Aboriginal Legal Service VALS plays an important role in providing 
referrals, advice/information, duty work or casework assistance to Aboriginal and 
Torres Strait Islander peoples in the State of Victoria. 

● Safe Steps – Family Violence Response Centre has a 24/7 response service, keeping 
women and their children safe, safe steps crisis support advocates are available to 
assist families in exploring their options and escaping abuse. 

● Sexual Assault Support Services Contact List 

Related Policies 

College Policies 

The following policies and procedures are available: 

● Child Safe Code of Conduct 

● Complaints Policy and Procedures 

● Digital Technology and Resources Policy 

● OHS Policy 

● Staff Recruitment and Selection Policy 

● Reportable Conduct Policy 

http://www.police.vic.gov.au/content.asp?Document_ID=36448
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/child-protection/child-protection-contacts
https://www2.education.vic.gov.au/pal/
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/sexual-assault/support-services
http://www.msau-mdvs.org.au/
http://www.safesteps.org.au/
https://www.casa.org.au/
https://www.casa.org.au/
http://www.vacca.org/
http://www.childwise.org.au/
http://www.fvpls.org/
http://www.vals.org.au/
http://www.safesteps.org.au/
http://www.dhs.vic.gov.au/for-individuals/children,-families-and-young-people/sexual-assault/support-services/sexual-assault-support-services-contact-list
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Breach of Policy 

Where a member of staff is suspected of breaching this Child Safe Code of Conduct, a 
formal performance management procedure may commence as outlined in the Highview 
College Enterprise Agreement 2023-2025. 

Where the Principal is suspected of breaching this Code of Conduct, the concerned party 
is advised to contact the Chair of the College Board. 

Where any other member of the College community is suspected of breaching any 
obligation, duty or responsibility within this policy, the College is to take appropriate 
action, including in accordance with the Professional Standards Code of Conduct 
Policy, Mandatory Reporting of Child Physical and Sexual Abuse and Reportable 
Conduct. 

Review of this Child Safety Policy 

At Highview College, we are committed to continuous improvement of our child safety 
systems and practices. We intend this policy to be a dynamic document that will be 
regularly reviewed to ensure it is working in practice and updated to accommodate 
changes in legislation or circumstances. The Directors of Wellbeing and Student 
Wellbeing Team will review this policy annually. The College will maintain a history of 
updates to the policy. 

This Policy will be publicly available on the Highview College website and can also be 
accessed by staff, parents/guardians, and students on the College's Learning 
Management System, SEQTA under the Policy Tile. 

This policy was ratified by the Highview College Board in 2024 and again in March 
2025  and will be reviewed again in 2027.  
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APPENDIX 1: MAKING A MANDATORY REPORT 
Making a Mandatory Report 
Step Description 

1. Keep notes Keep comprehensive notes that are dated and include the following information: 
● a description of the concerns (e.g., physical injuries, student behaviour) 
● the source of those concerns (e.g., observation, report from child or another 

person) 
● the actions taken as a result of the concerns (e.g., consultation with a 

Mandatory Reporter, the Principal, report to DFFH Child Protection). 
College staff could use the template provided in PROTECT: Responding to 
Suspected Child Abuse: A Template for all Victorian Schools to record their notes. 

2. Discuss 
concerns 

Due to the complexity of child abuse incidents, disclosures and suspicions, it is 
recommended that concerns and observations regarding suspected physical or 
sexual abuse of a child are discussed with the Principal or a member of the 
Leadership Team. 
Staff and volunteers must report child abuse to relevant authorities, whether or 
not there is a legal obligation to report it and must cooperate with law 
enforcement. It is important to remember that once you have formed a 
reasonable belief the duty to report abuse or suspicions of abuse exists even if 
the Principal, member of the Leadership Team advises you not to proceed with 
reporting suspected abuse. 

3. Gather and 
document 
information 

Gather the relevant information necessary to make the report. This should 
include the following: 
● full name, date of birth and residential address of the child or young person 
● details of the concerns and the reasons for those concerns 
● your involvement with the child or young person 
● details of any other agencies which may be involved with the child or young 

person. 
This information should be collected and documented using PROTECT: 
Responding to Suspected Child Abuse: A Template for all Victorian Schools. The 
template is to be used to record as much information as possible to provide when 
you make your report to either Victoria Police or DFFH Child Protection. 
It is critical that completing the template does not impact on reporting times – if a 
child is in immediate danger, College staff need to report the matter to Victoria 
Police immediately. Call 000. 

4. Make the 
report 

To report concerns which are life-threatening, phone 000 or the local police 
station. 
Where the source of the abuse comes from within College, that is, the suspected 
or alleged abuse involves a Highview staff member, volunteer, allied health 
practitioner, officer/office holder, contractor or visitor at the school: 
● contact Victoria Police, which will contact DFFH Child Protection when 

appropriate 
● report internally to: 

- the Principal, or the Leadership Team if the Principal is involved in the 
allegation 

- Chair of College Board 

http://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
http://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
http://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
http://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
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Where the source of the suspected or alleged abuse comes from within the 
child’s family or community, you must: 
● report sexual abuse and grooming to Victoria Police 
● report the matter to DFFH Child Protection if you consider the child to be in 

need of protection due to child abuse, or that they have been, are being or 
are at risk of being harmed due to any form of abuse, including family 
violence. If after hours, call the Child Protection Emergency Service on 13 12 
78 

● report internally to: 
- the Principal, or a member of the Leadership Team if the Principal is 

unavailable 
 

5. Document 
written 
records of 
report 

Make a written record of the report, including the following information: 
● the date and time of the report, and a summary of what was reported 
● the name and position of the person who made the report, and the person 

who received the report. 
The information initially recorded in PROTECT: Responding to Suspected Child 
Abuse: A Template for all Victorian Schools and any additional information 
provided to either Victoria Police or DFFH Child Protection are to be stored 
securely and maintained indefinitely by Highview College to ensure that records 
are accessible upon request by external authorities investigating the matter. 

6. Additional 
steps for 
overseas 
students 

Where a child protection incident, disclosure or suspicion involves an 
international student at the school and the school has issued a Confirmation of 
Appropriate Accommodation and Welfare (CAAW) letter for that student (thereby 
assuming responsibility for the child’s accommodation, support and general 
welfare), the school will also need to contact the Victorian Registration and 
Qualifications Authority (VRQA). 

 

 

 

 

 

 

 

  

https://services.dhhs.vic.gov.au/child-protection
https://services.dhhs.vic.gov.au/child-protection
http://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
http://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
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APPENDIX 2: Four Critical Actions for Schools 
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