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Hoa Nghiem Primary School is a Child Safe School 

 

 

 
PROCEDURES FOR REPORTING 

ALLEGATIONS OF CHILD ABUSE 
 

 
1. Responsibility to Report - When to Report 

All teachers and principal, who believe on reasonable grounds that a child is in need of protection as a result of physical 
injury or sexual abuse, must report their concerns to DHS Child Protection or Victoria Police. In addition, all School staff 
should report their concerns to DHS Child Protection or Victoria Police if they believe on reasonable grounds that a child 
is in need of protection. 

Besides, all staff members who have significant concerns for the wellbeing of a child should discuss their concerns with 
the Child Safety Officers (CSO), principal. If necessary, they are encouraged to report their concerns to DHS Child 
Protection or Child FIRST. 

Overall, any person may make a report to DHS Child Protection or Child FIRST if they have significant concerns for the 
wellbeing of a child. 

Failure to report that a child is in need of protection may be a criminal offence. Reporting the matter internally does 
not release you from other legal and regulatory reporting obligations you may have. 
 
2. When An Allegation Is Made 

If a child discloses an incident of abuse to you 
• Try and separate them from the other children discreetly and listen to them carefully. 
• Let the child use their own words to explain what has occurred. 
• Stay calm and use a neutral tone with no urgency and where possible use the child’s language and vocabulary 
• Reassure the child that you take what they are saying seriously, and it is not their fault and that they are doing the 

right thing. 
• Explain to them that this information may need to be shared others, such as with their parent/carer, specific people 

in your organisation, or the police. 
• Reassure the child that it was the right thing to do to tell an adult; 
• Do not make promises to the child such as promising not to tell anyone about the incident, except that you will do 

your best to keep them safe. 
• Do not ask leading questions, for example gently ask, “What happened next?” rather than “Why?”  
• Do not leave the child in a distressed state. If they seem at ease in your company, stay with them. 
• Complete the incident report form together with the child. 
• As soon as possible after the disclosure, record the information using the child’s words and report the disclosure to 

the CSO, principal who will be able to assist you in developing additional support strategies. 
• Ensure the disclosure is recorded accurately, and that the record is stored securely. 

 
If a parent/carer says their child has been abused in the School or raises a concern 

• Explain that the School has processes to ensure all abuse allegations are taken very seriously. 
• Ask about the wellbeing of the child. 
• Allow the parent to talk through the incident in their own words. 
• Advise the parent that you will take notes during the discussion to capture all details. 
• Explain to them the information may need to be repeated to authorities or others, such as CSO, principal, the police 

or DHS. 
• Do not make promises at this early stage, except that you will do your best to keep the child safe. 
• Provide them with an incident report form to complete, or complete it together. 
• Ask them what action they would like to take and advise them of what the immediate next steps will be. 
• Ensure the report is recorded accurately, and that the record is stored securely. 

Some people from culturally and/or linguistically diverse backgrounds may face barriers in reporting allegations of 
abuse. For example, people from some cultures may experience anxiety when talking with police, and communicating in 
English may be a barrier for some. You need to be sensitive to these issues and meet people’s needs where possible, such 
as having an interpreter present (who could be a friend or family member). 
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- If an allegation of abuse involves an Aboriginal child, you will need to ensure a culturally appropriate response. 
A way to help ensure this could include engaging with parents of Aboriginal children, local Aboriginal 
communities or an Aboriginal community controlled organisations to review policies and procedures. 

- Some children with a disability may experience barriers disclosing an incident. For example, children with 
hearing or cognitive impairments may need support to help them explain the incident, including through sign 
language interpreters 

 
If you believe a child is at immediate risk of abuse phone 000. 

 
3. Making a report 

If a school staff member reasonably suspects or witnesses an incident of child abuse or receives a disclosure of child 
abuse, they must: 

Step Description 
1	 If	a	child	is	at	immediate	risk	of	harm,	separate	alleged	victims	and	others	involved,	administer	first	

aid	and	call	000.	
2	 Speak	to	a	Principal	Class	staff	member	as	soon	as	possible.	
3	 Make	notes	that	include	information	about	the	description	of	the	concern	(e.g.	physical	injuries);	

source	of	the	concern	(e.g.	report	from	child);	action	taken	(e.g.	consultation	with	CSO).	Ensure	that	
those	notes	locked	to	Principal	Class	only	and	placed	on	SEQTA	and	the	official	Mandatary	Report	
is	filled	in	and	given	to	the	CSO	or	Principal.	

4	 After	Consulting	with	Principal	Class,	if	staff	member	believes	that	a	student	has	sufferred	
physically	and/or	sexual	abuse	from	which	the	child’s	parents	have	not	protected	the	child,	they	
must	report	to	the	DHS	Child	Protection,	Police,	Child	FIRST.	

5	 Made	written	record	of	the	report	including	the	summary	of	what	was	reported,	name	and	position	
of	the	individuals	who	made	and	received	the	report.	

6	 The	School	Board,	Principal,	CSO	and	all	staff	should	immediately	discuss	any	concerns	about	the	
safety	and	wellbeing	of	students	and	provide	appropriate	support	for	the	student	or	family	who	
reported	the	concerns.	

 
If the Principal or CSO is unavailable, a Vice Principal will take on the roles and responsibities. 
 

4. Support for the child 
If the Principal or CSO receives a report from a school staff member or member of the school community of suspicion, 
disclosure or incident of child abuse, they must 

- Responding to an emergency 
- Reporting to authorities and/or referring services 
- Contacting parents/carers 
- Providing on going support 

The roles and responsibilities of staff members in supporting children who are involved with DHS Child Protection may 
include the following: 

- Acting as a support person for the child  
- Attending DHS Child Protection case planning meetings 
- Observing and monitoring the child’s behaviour 
- Liaising with professionals 

If the DHS comes to interview a child at school when a notification of abuse has been made. Such requests may be 
directed to the Principal or CSO. It is important to advise children of their right to have a supportive adults present at such 
an interview. This may be the Principal or a teacher. 

 
5. Breach 

All community members aged 18 years ir over shoudd be aware of their legal obligations. Any person can make a report 
to DHHS Child Protection if they believe on reasonable grounds that a child is in need of protection. 
Breach of the Child Safe Policy shall be considered either misconduct, serious misconduct or gross misconduct and may 
result in disciplinary action which may lead, but not limited to: 

- Suspension or termination of employment (including but not limited to summary dismissal) 
- Requiring a verbal and/or written apology 
- Requiring counselling to address behaviour 
- Any other form of discipline that the School considers reasonable and appropriate 
- Acts that are potentially illegal will be reported to police 
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Mandatory Report 
Record of a Child Abuse Allegation, Disclosure or Concern 

 
 
Child Protection Contact: South Div: 1300 655 795       East Div: 1300 360 391 

After-hours: 13 12 78  
(5pm – 9am M-F, 24h weekend, public holiday )    

Police: 000                     Springvale Police 8558 8600 
Child First:  1300 721 383 (Mom-Fri 9am -5pm) www.dhs.vic.gov.au  

Translating and Interpreting Service (TIS) 131 450 (24/) 
 
Staff Members Present:  _____________ __ ___________________________________________________  
Type of report      Allegation ¨ Disclosure ¨ Report or concern ¨ 
Child protection authority notified: Yes ¨ No ¨   Date __________________ Time ____________ 
 
DHS Surname: ____________________ Given name: ___________________________________________  
 
Child name:  ____________________________________________________________________________  
 
Date of birth: ___________________  Age _________________ 
 

Parent’s/guardian’s name_______________________________________________________________ 

Address______________________________________________________________________________ 

Home Phone____________________ Work ____________________ Mobile________________________ 

Siblings: _____________________________________________________________________________  

Issue of concern:  ______________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

Witness (if applicable)    _________________________________________________________________  

Action taken:  _________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

Discussion(s) with the child’s family/guardians     Yes ¨ No ¨ 
Family/guardian advised that notification will be made to child protection authorities? Yes ¨ No ¨ 
 
Lodge with CSO on ___________________                         Lodge with Principal on _________________________ 
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