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Guidelines to responding to incidents, disclosures
and suspicions of child abuse

1.0 Purpose

These Guidelines ensure that all staff connected with Stott’s College understand and fulfil
their legal and duty of care obligations to protect children (any person under 18 years)
from abuse.

They provide clear direction for responding to incidents, disclosures, and suspicions of
child abuse, and require all staff to take prompt action in line with Four Critical Actions to
Identify and Respond to Child Abuse.

All staff must act as soon as practicable if they withess an incident, receive a disclosure, or
form a reasonable belief that a child has been, or is at risk of being, abused - regardless of
whether the information is direct or indirect - and must ensure all concerns and actions are
appropriately documented.

These Guidelines also require staff to actively assess whether there is a substantial risk*
that a child may become the victim of a sexual offence and to take immediate action to
reduce or remove that risk where identified.

* Please refer to Section 5.2 of VCE-POL-01 Child Safety and Wellbeing Policy for an
explanation of “substantial risk”.

2.0 Scope

These guidelines apply to complaints or concerns relating to child abuse made by or in
relation to a child or student, staff, volunteers, contractors, service providers, visitors, or
other persons while connected to a Stott’s College environment.

3.0 Guidelines

3.1 You must act, by following the Four Critical Actions to Identify and Respond to
Child Abuse within these guidelines, as soon as you witness an incident, receive a
disclosure or form a reasonable belief that a child has been abused, or is at risk of being
abused. This obligation includes compliance with the failure to disclose offence under
section 327 of the Crimes Act 1958 (Vic), which applies to a persons of or over the age of
18 years 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.

Reasonable Belief: You have a ‘reasonable belief’ if a reasonable person in the same
circumstances as you would believe that an adult had sexually abused a child, for the
same reasons you believed it. For example, you might form a reasonable belief that a
child has been sexually abused if:

o the child tells you they have been sexually abused

e the child tells you they know someone who has been sexually abused (which

Acknowledge Education Pty. Ltd. & =, ) Page10of9
acknowledgeeducation.edu.au | ABN 15 005 596 565 | CRICOS 00197D | PRV 12146 | RTO 4112 | SCHOOL 1997 & j ) ‘ |



https://www.vic.gov.au/4-critical-actions-schools#four-critical-actions
https://www.vic.gov.au/4-critical-actions-schools#four-critical-actions
https://www.vic.gov.au/4-critical-actions-schools#four-critical-actions
https://www.vic.gov.au/4-critical-actions-schools#four-critical-actions

& L

STOTT’S ACKNOWLEDGE

COLLEGE EDUCATION

may be a way of talking about themselves)
e someone who knows the child tells you the child has been sexually abused
e you observe signs of sexual abuse in the child

e you are a qualified professional who observes the child’s behaviour or
development, which leads you to believe the child has been sexually abused.

https://www.justice.vic.gov.au/safer-communities/protecting-children-and-
families/failure-to-disclose-offence

3.2 You must act if you form a suspicion/reasonable belief, even if you are unsure and
have not directly observed child abuse (e.g., if the victim or another person tells you about
the abuse).

3.3 Mandatory Reporting

You must comply with mandatory reporting obligations where you are a mandated reporter
under section 184 of the Children, Youth and Families Act 2005 (Vic) (CYF Act). Refer to
Section 5.21 of the Child Safety and Wellbeing Policy for further detail regarding these
obligations.

3.4 Cultural Sensitivity in Responding to Child Abuse

Stott’s College is committed to ensuring that its Guidelines for Responding to Child Abuse
are implemented in a manner that is culturally responsive, inclusive, and sensitive to the
diverse backgrounds of its school community. This includes particular consideration of the
needs and characteristics of international students.

In responding to concerns or disclosures of child abuse, the School will:

e Recognise and respect cultural, linguistic, and religious diversity, and ensure that
responses do not disadvantage or marginalise any student.

e Provide access to appropriate language support services, including interpreters
where required, to ensure students can communicate safely and effectively.

¢ Be mindful of cultural perceptions of authority, family structures, and reporting, and
respond in a way that prioritises student safety while remaining respectful and
supportive.

¢ Ensure staff are trained to understand and respond to the unique vulnerabilities that
may be experienced by international students, including isolation, visa-related
concerns, and limited local support networks.

¢ Promote a safe and inclusive environment where all students feel supported and
empowered to raise concerns, regardless of their background.

These measures ensure that all responses to child abuse are conducted with sensitivity,
fairness, and a strong commitment to the wellbeing and safety of every student.

3.5 Responding Appropriately to Child Abuse Concerns or Disclosures

These guidelines apply to all staff, contractors, volunteers, and any other members of the
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School community who may receive or become aware of a child safety concern or
disclosure.

All responses must balance the need to ensure child safety with the obligation to uphold the
child or student’s rights to privacy, access to information, social connections, and ongoing
participation in learning, applying the least restrictive approach necessary to ensure safety.

When responding to a concern, suspicion, or disclosure of child abuse, individuals must:

e Take all concerns seriously
Treat every disclosure, suspicion, or allegation as genuine and important,
regardless of how it is raised.

e Prioritise the child’s safety and wellbeing
Ensure the immediate safety of the student and consider any urgent risks of harm,
while ensuring actions taken are proportionate and do not unnecessarily restrict the
student’s rights or participation in learning and school life.

¢ Remain calm and supportive
Listen carefully, stay composed, and respond in a reassuring and non-judgemental
manner.

e Listen and allow the child to speak freely
Let the student share information in their own words and at their own pace.

o Avoid asking leading questions
Do not prompt, suggest answers, or pressure the student for more information than
they are willing to provide.

e Do not conduct your own investigation
Do not attempt to verify the information, interview others, or gather evidence beyond
what is disclosed.

e Do not promise confidentiality
Explain, where appropriate, that the information may need to be shared with
relevant authorities to keep them safe, while reassuring the student that their privacy
will be respected and information will only be shared on a need-to-know basis.

e Respect privacy and confidentiality
Only share information with those who need to know in order to respond
appropriately, in line with privacy, information sharing, and legal obligations, and in a
way that minimises unnecessary intrusion into the student’s personal life.

e Be culturally sensitive and inclusive
Respond in a manner that respects the child’s background, including the needs of
international students and those from diverse communities.

e Act promptly
Do not delay taking action or reporting concerns.

Following these initial steps, all individuals must proceed in accordance with the School’s
Four Critical Actions to Identify and Respond to Child Abuse, which outline the
required reporting and response processes.

3.6 No Limitation of Legal Obligations

Fulfilling the roles and responsibilities in these guidelines does not displace or discharge
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any other obligations that arise if a person reasonably believes that a child is at risk of child
abuse.

4.0 Four Critical Actions

ACTION 1: Responding to an emergency
If there is no risk of immediate harm go to ACTION 2.
If a child is at immediate risk of harm, you must ensure their safety by:
e separating alleged victims and others involved
e administering first aid

¢ calling 000 for urgent medical and/or police assistance to respond to immediate
health or safety concerns

¢ notifying the Head of School, CEO, Head of Operations and/or Head of Quality and
Risk who will liaise with Police.

Where necessary you may also need to maintain the integrity of the potential crime
scene and preserve evidence

ACTION 2: Reporting to authorities

As soon as immediate health and safety concerns are addressed, 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 e.g., Victoria police. Failure to
report physical and sexual child abuse may amount to a criminal offence.

All adults (18 years and over) must report to Victoria Police where they form a
reasonable belief that a sexual offence has been committed against a child under 16
years, in accordance with section 327 of the Crimes Act 1958 (Vic). Information must be
disclosed to a police officer as soon as it is practicable to do so, unless the person has
a reasonable excuse* for not doing so and a description of the action required.

* Please refer to Section 5.15 of VCE-POL-01 Child Safety and Wellbeing Policy for an
explanation of what constitutes a ‘reasonable excuse’

Under the Reportable Conduct Scheme, the CEO, as head of the organisation, is
required to notify the Social Services Regulator of all allegations of reportable conduct
involving employees, contractors, or volunteers, and to ensure that such allegations are
appropriately investigated

You must also report internally to:
e Head of School
e CEO
e Head of Operations
e Head of Quality and Risk
Alternative Procedure

The designation of multiple senior roles above is intended to ensure there are always
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accessible and appropriate points of contact for reporting child safety concerns. If any
one individual is unavailable, conflicted, or otherwise unable to perform their role, the
report must be made to any of the other listed personnel without delay. This approach
ensures continuity of response and mitigates the risk of inaction.

Where required, staff must also proceed directly with external reporting to Police and/or
relevant authorities. Under no circumstances should the unavailability of a specific
individual delay action or reporting in relation to a child safety concern.

If the source of suspected abuse is from within the family or community
You must also report to the relevant state or territory Child Protection services if a child is
considered to be:

e in need of protection from child abuse, or

o atrisk of being harmed (or has been harmed) and the harm has had, or is likely to
have, a serious impact on the child’s safety, stability or development.

Victoria: Child protection contacts - DFFH Services

New South Wales: Making the report to the Child Protection Helpline | Communities and
Justice

Queensland: Child abuse | Department of Families, Seniors, Disability Services and
Child Safety

South Australia: Process for mandated reporters | Department for Child Protection

Western Australia: Child protection

You must also report all instances of suspected sexual abuse (including grooming) to the
relevant state or territory Police.

ACTION 3: Contacting parents/carers

The Head of School must consult with the relevant state/territory Child Protection Service
or Police to determine what information can be shared with parents/carers. They may
advise:

e not to contact the parents/carers (e.g. in circumstances where the parents are
alleged to have engaged in the abuse, or the child is a mature minor and does
not wish for their parents/carers to be contacted)

e to contact the parents/carers and provide agreed information (this must be
done as soon as possible, preferably on the same day of the incident, disclosure
or suspicion).

Alternative Procedure

Where the Head of School is unavailable, conflicted, or otherwise unable to perform
their role, the consultation must be made by the CEO, Head of Operations or Head of
Quality and Risk.

ACTION 4: providing ongoing support
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AE will provide support for children impacted by abuse, as per the guidance in VCE-
POL-01 Child Safety and Wellbeing Policy.

You must follow the Four Critical Actions every time you become aware of a further
instance or risk of abuse. This includes reporting new information to authorities.

If you believe that a child is not subject to abuse, but you still hold significant concerns
for their wellbeing you must still act.

This may include making a referral or seeking advice from the relevant state/territory
Child Protection Service or Police.

5.0 Recordkeeping Obligations

Ensure recordkeeping, reporting, privacy and employment law obligations are met when
responding to complaints and concerns. Refer to 7.3.3 Student record management
policy and procedures for more detailed recordkeeping information.

You must record clear and comprehensive notes using the PROTECT template and
saving in the incidents, disclosures and suspicions of child abuse SharePoint folder

6.0 Roles and Responsibilities

All Staff, Contractors and Volunteers

o Fulfil their duty of care to protect children from abuse

e Act as soon as practicable if they witness an incident, receive a disclosure, or form a
reasonable belief that a child has been, or is at risk of being, abused, including
actively assessing whether a substantial risk of sexual abuse exists and taking
appropriate action to reduce or remove that risk, and not negligently failing to take
such action

e Respond appropriately to disclosures in accordance with these Guidelines

o Follow the Four Critical Actions to Identify and Respond to Child Abuse

e Report concerns to external authorities (e.g. Police and/or Child Protection) as
required

e Report concerns internally to one or more of the nominated leadership roles

e Support students to raise concerns, including providing access to support persons
or interpreters where required

e Maintain confidentiality, act impartially, and ensure accurate recordkeeping

¢ Not conduct their own investigation

o Cooperate with internal processes and external authorities, including providing
relevant information when required

o Create clear, accurate, and timely records using the PROTECT template and
approved systems

e Comply with legal obligations under the failure to disclose offence (section 327 of
the Crimes Act 1958 (Vic)), including reporting relevant information to Victoria Police
as soon as it is practicable to do so.

Head of School / CEO / Head of Operations / Head of Quality and Risk
The School’s leadership team collectively:
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e Provide accessible and multiple points of contact for reporting child safety concerns

e Ensure all concerns, disclosures, and allegations are responded to promptly and in
accordance with legal and policy requirements

o Ensure compliance with mandatory reporting obligations and child safety legislation

o Ensure that any identified or suspected substantial risk of child sexual abuse is
assessed, documented, and acted upon without delay, including implementing risk
controls and escalation to external authorities where required

o Notify the Social Service Regulator of all allegations of reportable conduct by
employees, contractors and volunteers, and to ensure the allegations are
investigated.

e Support staff to meet their reporting and response obligations

o Liaise with Police, Child Protection, and other external authorities as required

e Determine, in consultation with authorities, appropriate communication with
parents/carers

o Ensure appropriate risk management and safety planning for affected students

e Monitor compliance, identify systemic risks, and take corrective action where
required

e Ensure records are maintained securely and in accordance with policy

Board of Directors

o Overseeing that child safety concerns and complaints are handled in accordance
with legislative and regulatory requirements

¢ Monitoring trends, risks, and outcomes relating to child safety matters through
regular reporting

o Ensuring appropriate governance, oversight, and continuous improvement in child
safety practices

Student Resolution and Conduct Team (where applicable)

e Receives and triages matters involving child safety concerns and ensures
immediate escalation in accordance with relevant policies

 Maintains secure, accurate records of concerns and actions taken

o Facilitates coordination and communication while not investigating child abuse
allegations, which remain the responsibility of external authorities

Shared Responsibility

e The allocation of responsibilities does not limit or replace any individual’s legal
obligations to act on a reasonable belief of child abuse

e The presence of multiple designated leaders ensures there is no single point of
failure in reporting or responding to concerns

e All members of the School community share responsibility for maintaining a child-
safe environment

7.0 Definitions

For the purposes of this policy, readers should refer to the Child Safe Standards —
Definitions provided by the Victorian Government for the definitions of terms used in relation
to the Victorian Child Safe Standards and Ministerial Order 1359.

8.0 Related Documents
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o VCE-POL-01 Child Safety and Wellbeing Policy
o VCE-CC-03 Child Safety Code of Conduct
o 2.4.1 Complaints and Appeals Policy and Procedures

9.0 Document Information

Document Name

Guidelines to responding to incidents, disclosures and suspicions of
child abuse

Document Number

VCE-GUI-06

Purpose Compliance with Child Safety Standards & Ministerial Order
Audience XIStaff | KIStudents| KIPublic

Category Learning Environment

Subcategory Child Safety and Wellbeing

Approval Date

18/12/2025 (Renewed approval of document in new template)

Effective Date

18/12/2025

Date of last approval

08/05/2026

Next Review Date

08/05/2028 (Review required at least every two years, or after any
significant child safety incident)

Policy Advisor

Head of School, VCE Coordinator, Homestay Coordinator, Head of
Quality and Risk

Approving Authority CEO

10.0Change Log

Date Version By Notes

24/04/2026 2.1 HQR e Updated Guidelines to require reporting of all

complaints and concerns to relevant authorities
(regardless of legal thresholds)

¢ Included recordkeeping, reporting, privacy, and
employment law obligations

e Incorporated guidance to ensure sensitivity to the
diversity of the school community, including
international students

¢ Clarified scope applies to all persons connected to
the school environment (students, staff,
contractors, service providers, visitors, others)

e Defined clear roles and responsibilities for staff
and leadership in responding to and reporting
child abuse concerns, including appropriate
support for affected students

e Added explicit references to the need to balance
child safety with students’ rights to privacy, access
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to information, social connections, and
participation in learning.

Established contingency arrangements where
designated responsible persons are unable to
perform their role

Added statement confirming that procedural
responsibilities do not override separate legal or
ethical obligations to act where a child is at risk
Added clauses to incorporate the CEQO’s
obligation, as head of the organisation, to notify
the Social Service Regulator of all allegations of
reportable conduct by employees, contractors and
volunteers, and to ensure the allegations are
investigated per the Reportable Conduct Scheme
Added reference to mandatory reporting
obligations captured in our Child Safety and
Wellbeing Policy in line with the Children, Youth
and Families Act 2005

Added explicit statements and responsibilities
relating to section 327 of the Crimes Act 1958
(Vic) - a person of or over the age of 18 years 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.

Added information relating to actions required and
responsibilities when there is a “substantial risk” of
child abuse occurring.

Added responsibility for all staff that notes as part
of the actions required that the College must not
negligently fail to reduce or remove the risk.

02/12/2025

2.0

HQR

Stott’s College has undertaken a comprehensive
policy review and reset to ensure all policies and
procedures are purpose-built for the school and
under-18 context and aligned with applicable
regulatory requirements, with existing materials
consolidated, enhanced, or formalised as
necessary.

Updated position titles

Included links to Four Critical Actions information
Included requirement to complete PROTECT
Reporting template

Included development of incidents, disclosures
and suspicions of child abuse SharePoint folder
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