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GEELONG BAPTIST COLLEGE  

MANDATORY REPORTING OF CHILD ABUSE POLICY 
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To Be Reviewed: 2021 
 

 
 
 
 
 
 
 
 

Geelong Baptist College has a zero tolerance stance that will in no way compromise the safety of the students in our care. We are 
committed to comply with every aspect of the Child Safety Standards for schools as mandated by Ministerial Order No. 870. 
Geelong Baptist College will take action should it be suspected that there is an incident of child abuse within our community. 
Everyone working at the College is responsible for the care and protection of children and reporting information about child 
abuse. 
Child Safety encompasses matters related to protecting all children from abuse, and responding to incidents or allegations of child abuse. 

 
Duty of Care to Protect Children 
Every child has the right to feel safe and to be safe, to live a full and productive life in an environment that builds 
confidence, friendship, security and happiness. 
 
Protecting children from harm is a shared responsibility between the family, the general community, community 
agencies, and professionals working with children, police and government. 
 
It is essential that both teachers and DHHS Child Protection workers are able to understand the role each plays in 
protecting children. 
 
Geelong Baptist College has a mandatory reporting policy that is consistent with the Children, Youth and Families Act 
2005. This new Children’s Act consolidates and replaces the Children and Young Persons Act 1989 and Community 
Services Act 1970. 
Because a Christian school is called to be faithful and just, school leadership endeavors to ensure that the College 
environment is a safe place for all children, free of child abuse, discrimination, harassment, sexual harassment/abuse, 
vilification, victimization and bullying. The College takes a strong and active stance on the protection of children. 
 
Rationale: 
 Our school policy aims to clarify the responsibilities and procedures for mandatory reporting of child abuse, and 

provides guidelines for teachers, principals and support staff. 
 Mandated reporters - Teachers have a legal and moral responsibility, and are mandated by law, to report 

instances that they believe involve physical abuse, sexual abuse or serious neglect. Teachers are also encouraged 
to report incidents of emotional abuse or neglect. 

 Non-mandated adults - any person can make a report to DHHS Child Protection that a child is in need of 
protection from significant harm as a result of physical injury or sexual abuse. This includes visitors and other 
persons while connected to the GBC environment. MO 870. (Refer p4) 

 
Implementation: 

1. All concerns must be reported immediately to the principal, or nominee, as they are responsible for 
monitoring overall compliance with this procedure. 

2. The Principal will keep records of all discussions about a student of concern. 
3. If a belief has been formed by a staff member that sexual or physical abuse has taken place, a “Mandatory 

Reporting Form” must be completed and filed in the Principal’s office. 
4. If a reasonable belief is formed that a child is in need of protection, then the teacher or principal that formed 

the belief must make a report to DHHS Child Protection. 
5. The teacher and/or the Principal will make an official notification to the DHHS Child Protection (Geelong) as 

soon as possible on: (03) 5226 4540 or Child Protection Crisis Line 131 278. 
6. Members of the DHHS Child Protection, or associated support or intervention services that visit the school 

following a notification, will interview staff and children only in the presence of a principal, or nominee. 
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Within the College: 
Victorian police: 000 if the 
suspected child abuse 
involves a school staff 
member, contractor or 
volunteer. You MUST also 
report internally to 
College principal and/or 
board chair. 

Critical action 2 – 
REPORTING TO 
AUTHORIES 

As soon as immediate health and safety concerns are addressed you MUST 
report all incidents, suspicions and disclosures of child abuse as soon as 
possible. Failure to report and sexual child abuse may amount to a criminal 
offence. 

Within the family and community:  
DHHS Child Protection: Barwon South Western 03 
52264540 or 1800 075 599 ah 131278 
You MUST report to DHHS Child Protection if a child 
is considered to be *in need of protection from child 
abuse * at risk of being harmed and the harm has 
had, or is likely to have, a serious impact on the child’s 
safety, stability or development. 
You must also report all incidents of suspected sexual 
abuse including grooming to Victoria police – 000 
You MUST report to College principal or chair of the 
College board. 

You and the GBC principal DHSS, Child Protection or Victoria Police are to determine what 
information with parents/carers. They may advise * not to contact the parents/carer (eg in 
circumstances where the parents are alleged to have engaged in the abuse, or the child is a 
mature minor and does not with for their parent/carer to be contacted). *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). 

 

Critical Action 3 – 
CONTACTING 
PARENTS/ 
AUTHORITIES 

Call 000 if a child is in immediate danger 
 

Any child safety concerns, including: 

 disclosure of any reasonable belief that a child has, or is at risk of being 
abused 

 MUST act if you form a suspicion/reasonable belief even if unsure and not 
directly observed child abuse eg. If victim or other persons tells of abuse 

 use the Responding to Suspected Child Abuse template to keep good notes 

Who to? 

* Geelong Baptist College will provide support for children impacted by abuse. This will include a 
studnt completing a Student Support Plan in consultation with the principal/College chaplain.  
Other strategies may include offering direct support and referral tp other allied health professionals. 

Critical Action 4 – 
Providing ongoing 
support 

Staff member  
or volunteer 

Child Parent/Adult 

What to report? 

 

GBC Flowchart: CHILD SAFETY REPORTING PROCESS  
DHHS Child Protection refers to the 4 Critical Actions in making an effective report.  

These are 1. Responding 2. Reporting 3. Contacting and 4. Supporting. 
 

 

   
 

 
 

 
 
 

 
 

 
 

  

 
 

 

 
 

  

 
 

 

 
 
 
 
 
 
 
 
 
 
 
  

Critical action 1- 
RESPONDING at 
GBC: Who can 
report? 
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Contact Details:  
 Child Protection Crisis line - 13 1278 (including A/H) 
 Department of Health and Human Services Child Protection (Geelong) – (03) 5226 4540 or 1800 075 599 
 Child FIRST - 1300 551 948 

 
When does Child Protection Need to Intervene? 
It is only when parents or caregivers are unable or unwilling to protect their children from significant harm, or when 
the services in place do not adequately support the family, that the DHHS Child Protection needs to intervene. 
 
Early identification and effective intervention can lessen the initial and long term effects of child abuse and promote 
recovery of the children and families concerned. 
 
Definition of Child Abuse 
DHHS Child Protection defines child abuse as an act by parents or caregivers which endangers a child or young 
person's physical or emotional health or development. 
 
Child abuse can occur as a result of a single incident, but often takes place over time. In Victoria, under the Children 
Youth and Families Act 2005 a child or young person is a person under eighteen years of age.  
 
The definition of child abuse includes:  
Physical injury which results from abuse or neglect. The injury may be inflicted intentionally or may be the inadvertent 
consequence of physical punishment.  
 
Sexual abuse: when an adult or someone stronger and/or older than the child uses power or authority over the child 
in order to involve the child in sexual activity, and the child’s parent or caregiver has not protected the child. Physical 
force is sometimes involved. 
Or 
An offence under Section 49B(2) of the Crimes Act 1958 also referred to as Grooming. (Child grooming is befriending 
and establishing an emotional connection with a child, and sometimes the family, to lower the child's inhibitions for 
child sexual abuse. It lures minors into trafficking of children, illicit businesses such as child prostitution, or the 
production of child pornography). 
 
Emotional/psychological abuse: when a child is repeatedly rejected or frightened by threats.  This may involve name-
calling, being put down or continual coldness from the parent or caregiver to the extent that it affects the child's 
physical and emotional growth and development. 
 
Neglect: the failure to provide the child with the basic necessities of life, such as food, clothing, shelter and 
supervision, to the extent that a child's health and development are placed at risk. Or the parent is unlikely to provide, 
arrange, or allow the provision of, basic care or effective medical, surgical or other remedial care. 
 
Abandonment: The child has been abandoned and after reasonable inquiries:  
i) the parents cannot be found; and  
ii) no other suitable person is able to care for the child 
 
Lack of adult presence: The child’s parents are dead or incapacitated and there is no other suitable person willing or 
able to care for the child.  
** It is important to note that it is the dual focus on harm and inability or unwillingness to protect, which enables the 
Child Protection Service to be involved.  
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Mandatory Reporting Legislation 
 
Mandated reporters:  
 GBC Teachers registered to teach or those who have permission to teach (pursuant of the Education Reform Act 

of 2006) 
 The GBC principals 
 Nurses or doctors who provide services to GBC 
 
Non-mandated reporters - Failure to disclose child sexual abuse offence 
A failure to disclose child sexual abuse came into effect on 27 October 2014. The offence requires that any adult who 
holds a reasonable belief that a sexual offence has been committed in Victoria by an adult against a child (aged under 
16) disclose that information to police. The offence applies to all adults in Victoria, not just professionals who work 
with children, unless they have a reasonable excuse. At Geelong Baptist College, we will extend this to all students in 
our care. Any person who believes, on reasonable grounds, that a child needs protection MUST report it.  
 
Forming a Belief 
 The notion of ‘forming a belief’ can be described as an inclination to accept, rather than reject the proposition 

that a child has been abused. 
 ‘Reasonable grounds’ can be thought of as the behaviours, observations, facts and information that lead a person 

to ‘forming a belief’. 
 Notifiers do not need to prove that abuse has taken place; they need only have reasonable grounds for forming 

their belief. 
 
Forming a Professional Judgment 
There are no clear-cut rules about how to respond to children who may need protection, as every situation is 
different. Forming a professional judgment will be based on: 
 Warning signs (or indicators) of harm or potential harm that have been observed or inferred. 
 Knowledge of child and adolescent development. 
 Knowledge of any support currently being received by the family. 
 Consultation with colleagues and other professionals. 
 Professional obligations and duty-of-care responsibilities. 
 
Reasonable Grounds 
There may be reasonable grounds based on: 
 A child stating that they have been physically or sexually abused. 
 A relative, friend, acquaintance or sibling of the child reports abuse. 
 Professional observations of the child’s behaviour or development.  
 Signs of physical or sexual abuse.  
 
It is permissible for a teacher to ask a child sufficient questions to establish a reasonable belief, but care should be 
taken not to ask leading questions. It is expected that teachers enlist the support of the Principal or Coordinator in any 
such questioning. 
As well as being in a unique position to notice the warning signs, a teacher may also be the only adult to whom a 
student can turn when help is needed. 
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Reporting a Belief 
 The initial report must be made immediately and updated regularly. 
 Teachers must discuss their concerns with the Principal or nominee. The principal will support staff in the process 

of reporting. 
 If in doubt, the Principal may seek advice from the College’s legal advisors or Child FIRST before proceeding with a  
 formal report to DHHS Child Protection. 
 It is essential that reports are managed in a caring, supportive and confidential manner and that the reporting 

teacher be supported. 
 If one teacher or principal directs another teacher not to make a report, and the teacher continues to hold the 

belief that a child needs protection, then that teacher is legally obliged to make a report to DHHS Child Protection. 
 In the event that the notifier is unable to make a report, then the principal or Child Support Officer will make the 

report on their behalf. 
 When teachers wish to make a report independently of the school’s internal procedures, and also wish to remain 

anonymous, they need to discuss this with the intake worker at the time of notification in order to clarify ongoing 
liaison. 

If you have to comply, what do you have to do?  

A key feature of the Act is that mandated notifiers are able to share information, without legal or professional 
consequences, with family services such as Child First and DHHS Child Protection to help protect vulnerable children.  

 Principals and teachers can share information and make a referral to Child FIRST when they have significant 
concern for a child’s wellbeing, but do not believe that the child needs protection. 

 If a reasonable belief is formed that a child is in need of protection, then the teacher or principal that formed 
the belief must make a report to DHHS Child Protection.  

 It is mandatory for registered teachers in Victoria to notify Child Protection if they form the belief that a child 
has been physically or sexually abused. 

Additionally, Child First and DHHS Child Protection can now consult Victorian teachers and principals when they are 
deciding how best to respond to a referral or a report they have received. The legislation allows you to share relevant 
information with family services about a vulnerable child without needing to be concerned about legal or professional 
consequences, provided you do so in good faith. However, any information you provide should be directly related to 
your concerns about the child and not based on second-hand information.  

Reporting 
A referral to Child First (1300 551 948) may be the best way of connecting children and their families to the services 
they need. Staff should report to Child First if the concerns currently have a low to moderate impact on the child and 
where the immediate safety of the child is not compromised. Child First then decides if they need to report the matter 
to Child Protection. 
 
Staff should report to DHHS Child Protection if the concerns currently have a serious impact on the child’s immediate 
safety, stability or development. 

Reporting in Good Faith 
If a notification is made in good faith, then the notifier cannot be held legally liable, and civil action cannot be taken 
against them, regardless of the outcome of the notification. 
 
Teachers must respect confidentiality when dealing with a case of suspected child abuse and neglect, and must only 
discuss case details and the identity of the child and their family with those with a bona fide involvement in the 
management of the situation. 
 
In cases where students have moved to another school, professional judgment needs to be exercised as to what 
information needs to be passed on to the new school. 
 



 

Mandatory Reporting Policy GBC 

 6  

Confidentiality for the Notifier 
It is specifically prohibited to disclose the identification of a person who has made a notification to DHHS Child 
Protection. All notifiers are protected.  In accordance with the legislation, the identity of a notifier will remain 
confidential, unless: 
 The notifier chooses to inform the child and/or family of the notification. 
 The notifier consents in writing to their identity. 
 The court needs this information in order to ensure the safety and wellbeing of the child. 
 The court decides that in the interests of justice the evidence needs to be given.  
(It is not general practice for the Children’s Court to seek identification of the notifier.) 
 
Documentation  
 All reports, information sheets and subsequent discussions and information are to be recorded and remain strictly 

confidential. 
 Staff is advised to document details in writing as to the time, place, circumstance and description of the 

incident/events. 
 Hard copies must be kept of computer-generated documentation. 
 No judgment/assumptions should be included. Factual information and observations must be dated. Track 

behaviour and note all absences. 
 Notes in diaries, etc are to be collated into useable documentation for the file. 
 All incidents should be monitored, and any subsequent signs or indications of abuse are also to be reported. 
 So as to keep this information safe and able to be retrieved years later, all documentation and information must 

be handed over to the Principal who will safely secure it. All reports, by mandated and non-mandated staff alike, 
including those notes and follow-up actions in response to an allegation, are sealed by the notifier and are always 
kept in a locked filing cabinet in the principal’s office. 

 
Details to Supply when Making a Notification 
Details: The child or young person’s name, age and address 
Indicators: The reason for believing that the injury or behaviour is the result of abuse or neglect 
Safety assessment: Assessment of immediate danger to the child  
Description: Description of the injury or behaviour observed 
Child’s whereabouts: The current whereabouts of the child or young person 
Other services: Knowledge of other services involved with the family 
Family information: Any other information about the family 
 
 A notification should be made, even if the notifier does not have all the information. 
 The notifier does not have to prove that there is significant harm, but needs to be able to articulate ‘reasonable 

grounds’ for their concern. 
 The notifier does not need permission from the parents to notify, nor to tell the child. 
 If there is uncertainty about making a notification, the local DHHS Child Protection office should be contacted to 

discuss the concerns. 
 
Making a report 
All allegations or disclosures of sexual offences or child abuse MUST be reported to DHHS Child Protection or Victoria 
Police for investigation. 
 
In case of emergency or if a child is in life-threatening danger contact Triple Zero (000) or the local police station. 
Alternatively, to report concerns about the immediate safety of a child within their family unit to DHHS Child 
Protection, call the local Child Protection Intake Provider on 1800 075 599 or (03) 5226 4540. If after hours call the 
Child Protection Crisis Line on 13 12 78. 
 
The details below describe the process to follow and information to include when making a mandatory report about 
child abuse or child protection concerns. 
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Procedure for Reporting 
Step Description 
1. 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 the principal, 
report to DHHS Child Protection etc.). 
 

2. Discuss any concerns about the safety and wellbeing of students with the principal or a member of the school 
leadership team. 

The individual staff member should then make their own assessment about whether they 
should make a report about the child or young person and to whom the report should be 
made. 

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

4. Make a report to the relevant agency: 
• To report concerns which are life-threatening phone 000 or the local police station. 
• To report concerns about the immediate safety of a child within their family unit to 
DHHS Child Protection: 
• Call our local Child Protection Intake provider immediately, Department of Health Human Services Child 

Protection (1800 075 599). 
• For After Hours Child Protection Emergency Services, call 13 12 78. 
**Non-mandated staff members who believe on reasonable grounds that a child is in need 
of protection are able to report their concerns to DHHS Child Protection. 

5. 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 (report template on Page 10) 
• the name and position of the person who made the report and the person who received the report. 

6. Notify relevant school staff of a report to DHHS Child Protection or Child FIRST. 
• School staff should advise the principal or a member of the leadership team if they have made a report. 
• School staff can seek further assistance by contacting the board. 

 
In the case of indigenous students, the principal must notify the Victorian Aboriginal Child Care Agency (03 8388 1855) 
who can arrange appropriate support for the student. 
A report should still be made, even if you don’t have all the information suggested above. The reporter’s identity is 
protected unless they provide written consent for it to be disclosed or it is required by order of the Court. 
 
Supporting children who disclose or are linked to child abuse 
GBC commits to supporting children who are the victim of, or are otherwise involved in, child abuse by: 

• Ensuring their immediate and ongoing safety 
• Ensuring that their disclosure is handled rigorously, sensitively and recorded accurately 
• Establishing regular communication between staff and student’s parent/guardian/carer where appropriate 
• Ensuring ongoing monitoring and follow-up of the student’s well-being 
• Ensuring that students understand the legal obligations upon adults to report abuse and the conditions 

under which confidentiality cannot be maintained; and 
• Ensuring that students are linked to appropriate support structures and services which may include parents, 

family, guardians, student support and wellbeing, trusted employees, counselling services and medical employees 
(nurses, doctors, psychologists etc.) 
 
Resources for making a report and the Four Critical Actions are available in a chart put out by DHHS Child Protection. 
See a copy of the most recent chart below. 
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(DHHS) Child Protection’s Role  
Where a child is assessed as being at risk within the family, DHHS Child Protection takes every reasonable step to 
enable the child to remain in the care of their family. In some cases, this may lead to the removal of the perpetrator. 
 
Where, even with support, a child is not safe within the family, DHHS Child Protection Service will remove the child 
and bring the matter before the Children’s Court.  
 
Keeping Parties Informed 
Upon receipt of a notification, a DHHS Child Protection worker will first determine whether ‘the  child is in need of 
protection’ and if not, the Child Protection worker needs to give reasons as to why this is the case, and provide advice 
to the notifier in relation to other services available to the child and family. 
 
Following the acceptance of a notification for further investigation, DHHS Child Protection Service needs to inform the 
notifier of the process of the investigation as soon as is practicable. 
It is important for teachers to be kept informed of the progress of the case, so that appropriate ongoing support can 
be provided for the student concerned. 
 
** Liaison responsibilities with DHHS Child Protection Services will be taken on by the principal.  
 
Response Time 
 Where a case is urgent, investigations and a response to the school will occur within 48 hours. 
 If a case is deemed not to be urgent, the investigative process can take up to 14 days. 
 When a principal or staff member has not had feedback within an agreed time period, or after 14 days, then they 

should contact the (DHHS) Child Protection Intake Manager in the region. 
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Teachers’ Roles 
 Acting as a support person in interviews with the student. 
 Providing information to DHHS Child Protection. 
 Continuing to monitor a student’s behaviour in relation to concerns. 
 Abiding by the conditions on a protective court order regarding access or contact with a parent. 
 Liaising with other professionals and DHHS Child Protection workers.  
 Providing written reports in relation to students’ wellbeing or progress. 
 
Further Reports 
For purposes of the investigation, school personnel may be required to prepare a report for the court and/or give 
evidence. The principal or nominee will coordinate the school’s response. 
 
If, following a report, a family approaches the school, it is recommended that any interview be conducted with a 
minimum of two school staff members present. The focus of such a meeting should be on the welfare of the child not 
on justifying the actions of the teacher/s involved. 
 
Interviews of Students on School Premises 
Where it appears that a child or young person is at immediate or significant risk of harm, DHHS Child Protection 
workers may wish to interview the child at school prior to informing their parents or caregivers. DHHS Child Protection 
workers will direct all such requests to the principal or nominee.  
 
Principals or nominees should facilitate all such interviews, regardless of whether the school is the source of 
notification or not. The principal or nominee will request Departmental identification of (DHHS) Child Protection 
workers before allowing access. 
 
Support Persons 
Children should be advised of their right to have a supportive adult present during interviews. For young children, one 
should be provided on their behalf. A principal, teacher, or other appropriate school-based person may fill this role. 
Teachers may be required to give evidence about the interview if court proceedings ensue and should make notes 
during the interview. 
 
It is the responsibility of the DHHS Child Protection Service to advise the parents or caregivers of the interview at the 
earliest possible opportunity. This should occur either prior to or at the time of the child arriving home. 
 
Further Reporting Responsibilities 
In accordance with the protocol between Victoria Police and DHHS Child Protection, the DHHS Child Protection Service 
is required to report to the Victoria Police all notifications of sexual abuse, physical abuse and serious neglect to a 
child or young person.  The Police are responsible for dealing with criminal matters that arise in child abuse and child 
neglect cases.  
 
When child abuse or neglect occurs in settings outside the family, it requires a criminal investigation by Police. It does 
not require a DHHS Child Protection intervention—unless the parents are unable or unwilling to protect the child or 
young person from further abuse. 
 
In such a situation, the principal may conduct an interview with the child's parents. The purpose of the meeting is to 
resolve uncertainty, not to investigate the incident or to ensure the child's safety as this is a matter for DHHS Child 
Protection Services.  The interview should only be conducted if it will not jeopardize the safety of the child and will not 
indicate the identity of the notifying individual without the consent of the notifier. 
 
Alleged Child Abuse or Neglect of Students by Education Personnel 
If DHHS Child Protection Service receives information alleging that a teacher or other education personnel is abusing 
students, that information will be promptly referred to Victoria Police. 
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GBC Mandatory Reporting Form  
Reporting teacher’s name: 
 

Date of first reporting: 

Student’s Name:                                                               Age:                          Year Level: 
 
Student’s Address:  
 
Who student lives with:  
 
Are there any Police Orders regarding this student and their family? 
 
  
 
Date of reported belief of abuse to DHHS Child Protection: (date)_________ (to principal): (date)_________ 
Description of injury or behaviour observed:  
 
 
 
 
Indicators: The reason for believing that the injury or behaviour is the result of abuse or neglect.  
 
 
 
 
Safety Assessment of child in current situation: 
 
 
Other Services already involved with the family: 
 
 
Any additional information about the child or family that may assist the investigation: 
 
 
 
Have any other staff or students mentioned any concerns? Please explain: 
 
 
 
Persons who you have liaised with regarding this incident: 
 
 
 
Any other details: 
 
 
 
 
Signed:                                                                         Date:                                     
Principal’s Comment: 
 
 

This form, and all relevant notes, remains confidential. Please file this information in a sealed envelope and provide this to the principal for archiving. 


