ELC Child ProtectionMandatory Reporting ACT
Education and Care Services National Regulations
Regulation
Description
4.2.2; 84
Awareness of Child Protection Law
4.7.3.4;183
Storage of records and other documents
National Quality Standards for Children’s Education and Care Services
Quality Area
QA 2
2.1.1

Description
Children’s Health and Safety
Each Child’s health needs are supported

2.3

Each child is protected

2.3.2

Every reasonable precaution is taken to protect children from harm and any hazard likely to
cause injury
2.3.4
Educators, Coordinators and staff members are aware of their roles and responsibilities to
respond to every child at risk of abuse or neglect
Children and Young People Act 2008 (ACT)
Regulation

Description

11.1

Care and Protection – Reporting abuse and neglect

Related Policies and Procedures
Child Protection (ACT): Responding to Child Protection Complaints Made Against School Employees
CE Child Protection – Mandatory Reporting ACT
CE Working with Vulnerable Persons Procedure
Complaints

Definitions
Child is a person under 12 years of age.1 It is important to note that this policy also applies to young people as
defined below.
Child Abuse and Neglect may fall into the following categories:
Non accidental physical injury (physical abuse)
is a non-accidental act resulting in an injury to a child or young person by a parent, caregiver or other person who
has responsibility for the child or young person. Injury can be caused by a single episode or repeated episodes of
abuse. The severity of injury can range from minor bruising to death.2
Sexual abuse
is any sexual act or sexual threat imposed on a child or young person and may include: any form of sexual
touching; sexual suggestion to children; exposure to pornographic material; exhibitionism and voyeurism or the use
of pornographic videos or prostitution. Sexual abuse occurs when an adult or someone else who is bigger or older
involves the child or young person in sexual activity by using their power over the child or young person by taking
advantage of their trust. Child sexual abuse is usually a planned process that follows a particular pattern where a
child is identified and targeted. This process is commonly known as ‘grooming’ where the perpetrator gradually
engages the child in sexual activity by using inducements, bribes, rewards or threats. The whole process relies on
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2

S11 Children and Young People Act 2008 (ACT).
The Office for Children, Youth and Support, Keeping Children and Young People Safe, March 2011, p3.
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secrecy. The offender puts great effort into silencing the child or young person hindering potential suspicion and
protection by adults in the child or young person’s life. 3
Emotional abuse
(includes psychological abuse) if the child or young person has experienced the abuse or is experiencing abuse in
a way that has caused or is causing significant harm to his or her wellbeing or development4
 Emotional abuses occurs if the child or young person has seen or heard the physical, sexual or
psychological abuse of a person with whom the child or young person has a domestic relationship, the
exposure to which has caused significant harm to the wellbeing or development of the child or young
person.
 Emotional abuse occurs if the child or young person has been put at risk of seeing or hearing the abuse
mentioned in the above subparagraph, the exposure to which would cause significant harm to the
wellbeing or development of the child or young person.5
Neglect
of a child or a young person, means a failure to provide the child or young person with a necessity of life such as
food, clothing shelter, medical and dental care and adequate supervision if the failure has caused or is causing or
may cause significant harm to the wellbeing or development of the child or young person. This may occur when
parents or caregivers, overwhelmed by struggles in their lives, such as substance use, domestic violence or mental
illness, are emotionally or physically unavailable to their children.6 Educational neglect, due to long, unexplained
absences from school, should also be reported.
Mandated Reporter
For the purposes of this policy and compliance with ACT law a mandated reporter is a teacher, including a
childcare assistant or educator if they are working in paid employment at the school. A counsellor is also a
Mandated Reporter. Finally, any person, who, in the course of their employment has contact with or provides
services to children, young people and their families, is also a Mandated Reporter.7
At risk of abuse or neglect
A child or young person is at risk of abuse or neglect if, on the balance of probabilities, there is significant risk of
the child or young person being abused or neglected.8
Reasonable Grounds
A Mandated Reporter has belief on reasonable grounds that a child or young person has experienced sexual
abuse or non-accidental physical injury if:
A child or young person has experienced sexual abuse or non-accidental physical injury, or
 Someone else advises you that a child or young person has been sexually abused or non-accidentally
injured, or

3

The Office for Children, Youth and Support, Keeping Children and Young People Safe, March 2011, p5.
S 342 Children and Young People Act 2008 (ACT).
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S 342 (d)(i)(ii) Children and Young People Act 2008 (ACT)
6
S343 Children and Young People Act 2008 (ACT); see also The Office for Children, Youth and Support,
Keeping Children and Young People Safe, March 2011, p8.
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S 356(2)(f)(i),(j),(o) Children and Young People Act 2008 (ACT).
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S 344 Children and Young People Act 2008 (ACT).
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Your own observations of the child or young person’s physical condition or behaviours, or those of the
parents or caregivers, lead you to reasonably believe that the child or young person has suffered or is
suffering non-accidental physical injury or sexual abuse.9

Young Person
is a person who is 12 years or older but not yet an adult.10

Purpose
To provide direction to Principals, Directors, Educators and other Mandated Reporters working in Early Learning
Centres (ELCs) when making a report to Care and Protection Services regarding concerns for the safety, welfare
or wellbeing of a Child or Young Person. The focus of the Child Protection Policy is both to prevent harm and to be
responsive to the needs of children in the care of Catholic Education Archdiocese of Canberra and Goulburn (CE)
ELCs, while meeting our legislative obligations to report.

Policy
A Mandated Reporter must make a report to Care and Protection Services if the Mandated Reporter believes on
reasonable grounds that a child or young person has suffered or is suffering sexual abuse or non-accidental
physical injury. The belief must come from information obtained during the course of, or because of, the person’s
work (whether paid or unpaid).11 For purposes of this policy, a Mandated Reporter is a director, educator or other
staff member working in or with Archdiocesan schools.
A Mandated Reporter who believes or suspects that a child or young person is experiencing or has experienced
sexual abuse or non-accidental physical injury must provide, as soon as practicable after forming the belief, a
mandatory report. The mandatory report must include the child or young person’s name and the reasons for their
beliefs.12 While ACT government does not require the reporting of negligence or risk of harm concerns, CE policy
dictates the same procedure be followed when reporting these concerns.
Mandated Reporters make reports of potential abuse by telephone to Care and Protection Services on 1300 556
728 or by e-mail on childprotection@act.gov.au. A person who gives information honestly to Care and Protection
Services does not breach professional ethics and is protected from civil liability.13
Whilst Mandated Reporters are obliged to make a report to Care and Protection Services, it is usual practice that
the report will be made through the Principal. The Principal ensures that accurate records are kept of all reports
and must ensure that the Mandated Reporter is informed of whether Care and Protection Services will action the
report. Principals ensure that the Form for Notification of a Mandatory Report to Care and Protection Services ACT
is sent to Catholic Education via the Human Resource Services Office by email. A copy of this form is attached to
this policy. The child or young person involved in the report to Care and Protection Services need not be disclosed
on this form.
The Mandated Reporter does not investigate or attempt to prove his or her concerns. This aspect of the process is
left to Care and Protection Services who are properly trained in investigative techniques and the preservation of
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evidence. Likewise, the Mandated Reporter does not discuss specifics of the reported case with anyone at their
School except for the Director, the Principal or as directed by the Principal.
The Principal ensures that Mandated Reporters and the wider school community are made aware of ELC and
school policy and protocols for making reports to Care and Protection Services. All ELC employees should
acknowledge that they have read, understood and are prepared to abide by this Child Protection policy.
Employees should use the Guidelines for Professional Conduct Declaration attached to this policy to document
this. Likewise, the Principal ensures that documentation of any reports made to Care and Protection Services are
archived according to CE policy until the child reaches the age of twenty-five years. These records are extremely
confidential and are stored and archived in accordance with this level of confidentiality.
Mandated Reporters have a professional responsibility to safeguard the child or young person’s right to privacy.
Providing information to other agencies or persons about any report made to Care and Protection Services or the
circumstances leading to the report being made only occurs on the advice of Care and Protection Services and/or
the Director of the Catholic Education Office. A Mandated Reporter must not discuss the content of the report with
other staff members other than the Principal.
The Principal, in consultation with other agencies, ensures that the school’s pastoral care structures effectively
support students suspected of being abused, neglected or in need of care and protection, their families and staff
directly involved with the student including the Mandatory Reporter.
If a Mandated Reporter is not satisfied that the Principal has made a report to Care and Protection Services, the
Mandated Reporter may make a report on his or her own behalf to Care and Protection Services. The Mandated
Reporter must comply with CE policy, inform the Principal of his or her action and provide the Principal with a copy
of the Care and Protection Services notification regarding appraisal of the report.
It is CE policy that voluntary reports are made to Care and Protection Services if:
 an employee believes or suspects that a child or young person is at risk of abuse or neglect (future harm).
 an employee believes or suspects that a child or young person is being psychologically or emotionally
abused, or is being neglected, or is at risk of this type of abuse or neglect.
 The same procedure is followed for a voluntary report as for a mandatory report.
Voluntary reports would cover such aspects as a pattern of behaviour likely to result in abuse should it continue,
commonly known as ‘grooming.’ Child sexual abuse is usually a planned process that follows a particular pattern
where a child is identified and targeted. This process of ‘grooming’ usually begins when the perpetrator gradually
prepares the child for sexual activity by using inducements, bribes, rewards or threats. Reporting observations of a
person displaying these tendencies or any favouritism to a child assists Care and Protection Services build profiles
and collect data that may assist them in prosecutions at a later date. A person who gives information honestly to
Care and Protection Services does not breach professional ethics and is protected from civil liability14

Procedures
1.

Each ELC adopts this policy on how mandatory reports are made.

2.

Reports by Mandated Persons are made to Care and Protection Services 1300 556 728 or by e-mail on
childprotection@act.gov.au. Clear records as to the process taken prior to reporting are available including:
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the time and date of the report
how the abuse was discovered at the School
the teacher’s records as to the incident
an on-going risk management file.

3.

When making a report, have available all relevant information about the child or young person’s situation
and family structure. This includes:
 his or her full name
 age and birthdate
 parents’ names
 parents’ address and contact details
 names of known siblings.

4.

If there is a life threatening situation ring 000 immediately. As soon as possible after ringing, please contact
Human Resource Services.

5.

When making a report, the reporter will be asked about:







the nature of the abuse or neglect
when the abuse or neglect is said to have occurred
details about how and when the School became aware of the information, including any disclosures
made
names of others who may have witnessed the abuse/neglect
details of any disclosure made
description of any injuries seen



description of the behaviour of the child/ren or young person(s)



attitude of the carers of the child or young person to the injury / incident



known supports to the child, young person and family.

6.

Care and Protection Services will involve the Australian Federal Police if criminal offences appear to have
been committed. Please contact Human Resource Services if you are told that police will respond to a
report.

7.

When making a report the Principal should usually not inform parents that a report has been made. If Care
and Protection Services advise not to inform parents you must not inform them that a report has been
made. If the Principal is in any doubt, discuss the situation with the Child Protection and Legal Officer at the
Catholic Education Office. The identity of the Mandatory Reporter is never disclosed to parents.

8.

If the report concerns the conduct or negligence of an employee of the Catholic Education Office, the
Director of Catholic Education, through Human Resource Services, is informed as soon as possible of the
circumstances leading to the report being made.

9.

After any report is made the CE Director is informed of the report using the Form for Notification of a
Mandatory Report to Care and Protection Services (ACT) which is sent to Human Resource Services via email. The child or young person’s identification details need not be recorded on the form.
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10.

11.

When a Care and Protection Services Officer or a Police Officer attends a school to interview a student in
relation to a child protection matter the Principal must:
10.1

Introduce themselves and provide contact details for future reference.

10.2

Ask the officers to provide their identification and contact details. If staff are at all uncomfortable,
please call Human Resource Services. Often interviews with police officers other than Child
Sexual Abuse Squads and Care and Protection can occur off the School campus.

10.3

Arrange for the interview to take place discreetly and ensure that the student’s privacy is respected.
Do not allow a student to be interviewed without parental consent without speaking to a Human
Resource Services Officer.

10.4

Ensure that the officer is aware of the cultural background of the student, any relevant information
about the intellectual / developmental level of the student, and any difficulties the student may have
with communication.

10.5

Ensure that the officer is given the opportunity to explain his or her role to the student in the
presence of the Principal or the Principal’s delegate.

10.6

Ensure that a supportive adult, acceptable to the student, is present for the interview (unless the
student does not wish a support person to be present). If the officer says a support person cannot
attend, which is sometimes the case, please consult Human Resource Services.

10.7

Explain the role of the support person to the student and assure the student that the support is
available after the interview for ongoing support.

10.8

Provide post-interview support/follow up for the student and staff as required.

10.9

Check that officers have undertaken to advise the student’s parents that an interview has taken
place. This is done fairly soon post interview.

When a Care and Protection Services Officer or Police Officer attends school to remove a student from
school the Principal must:
11.1

Sight the identification details of the officer and request that the process not go forward until you
have spoken with a Human Resource Services Officer.

11.2

Check with the officer’s supervisor that authorisation has been granted to remove the student.

11.3

Check that the officer has or will inform the parent / guardian that the action has taken place.

11.4

Inform the CE Director, through Human Resource Services, that the student is being removed.

11.5

Make a written record of the actions taken.
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12.

When Care and Protection Services or Police request to interview a staff member(s) the Principal does not
reveal the name of relevant staff members without their consent. Staff members may decline to be
interviewed.

13.

The CE Director approves any request by Care and Protection Services or the Police to access school
records. This is usually achieved by subpoena.

References
Children and Young People Act 2008(ACT)
http://www.legislation.act.gov.au/a/2008-19/current/pdf/2008-19.pdf
The Office for Children, Youth and Family Support, Keeping Children and Young People Safe
http://www.dhcs.act.gov.au/
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Form for Notification of Mandatory Report to Care and Protection Services
Child Protection Code of Professional Standards for Catholic School and System Staffs, The Guidelines for
Professional Conduct Declaration.
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Form for Notification of a Mandatory Report to Care and
Protection Services ACT
CONFIDENTIAL
Forward to: Director of Catholic Education Office
Fax: 6234 5494 or email the Child Protection Officer at Human Resource Services
Except for Children’s Court Procedures relating to this student, this document is not
admissible in evidence nor can any person be compelled to produce it or give evidence as to
its contents unless so compelled by a Court of law.15
Forms need to be retained at school until the student reaches the age of 25.
School:
Student’s Name:
(optional for CEO reports)
Date of Birth:

Age:

Date of report to Care and Protection Services:
Name of intake officer:
What action will be taken by Care and Protection Services:

State the circumstances leading to the making of the report

15
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Guidelines for Professional Conduct
In the Protection of Children and Young People
THE GUIDELINES FOR PROFESSIONAL CONDUCT DECLARATION
Purpose
The Guidelines for Professional Conduct have been developed for all CEO Catholic School and System
staff and are consistent with our fundamental responsibility to provide safe and supportive environments
where each student is affirmed in his or her dignity and worth as a person.
The Guidelines for Professional Conduct assist in clarifying the parameters of appropriate and
inappropriate conduct for staff working in child related employment. The Guidelines for Professional
Conduct assist in achieving a safe and supportive environment for students, staff and the school’s
broader community.
The Guidelines for Professional Conduct and your compliance with the Guidelines are fundamental to
your work with the CEO. You are instructed to read the Guidelines, participate in staff development
activities relating to the Guidelines and to acknowledge with your signature that you have read the
Guidelines for Professional Conduct.
Key Components of the Guidelines for Professional Conduct
The Guidelines for Professional Conduct are not exhaustive statements in relation to your conduct with
and towards students and colleagues. The Guidelines provide clear statements in the following key
areas:
1. Professional Responsibilities of Staff
2. Professional Relationships
2.1 Interacting with students
2.2 Maintaining professional boundaries
3. Duty as a Mandatory Reporter and Duty of Care
4. Risk Management
5. Student Management
6. Physical Contact with Students
7. Confidentiality
8. Unacceptable Conduct
Complaints which allege an employee has breached the Guidelines for Professional Conduct will be
investigated with relevant CEO policies e.g. Child Protection (ACT): Responding to Complaints Against
Employees.
I declare that I have read the Archdiocese of Canberra and Goulburn CEO’s Guidelines for Professional
Conduct: In the Protection of Children and Young People
Surname: ……………………………………………..

Given Name: ………………………………………

Location: …………………………………………….

Position: …………………………………………….

Signature: …………………………………………….

Date: …………………………………………………

THIS FORM IS TO BE COLLECTED BY THE PRINCIPAL & ARCHIVED AT THE SCHOOL

