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Undertaking child safety reviews and developing an action plan to 
maintain Child Safe Standards (refer to Definitions) at Plenty Kids Early 
Learning Centre 

R     

Keeping up to date and complying with any relevant changes in 
legislation and practices in relation to this policy 

R     

Contributing to an organisational culture of child safety R     

Ensuring continuous improvement in the implementation of the Child 
Safe Standards (refer to Definitions) in Plenty Kids Early Learning Centre, 
promoting an organisational culture of accountability for child safety 
which is open to scrutiny and is continuously reviewed and improved 
(refer to Sources) 

R R 
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PROCEDURES  

Refer to Attachment 3 for the following procedures: 

• Making a report/referral to specialised services 

• Managing a disclosure 

• Responding to incidents, disclosure, and suspicions of child abuse 

• Documentation for responding to incidents, disclosure and suspicions of child abuse 

• Reportable Conduct Scheme 

Refer to Attachment 4 for the following procedure: 

• Documentation for responding to incidents, disclosure and suspicions of child abuse 
EarlyChildhood_ReportingTemplate.pdf (education.vic.gov.au) 

 

BACKGROUND AND LEGISLATION 

Background 

A key requirement of the Education and Care Service National Law Act 210 is to ensure every reasonable 
precaution is taken to protect children being educated and cared for by the service from harm and from any 
hazard likely to cause injury (National Law: Section 167). The approved provider must also ensure that each 
Nominated Supervisor and each person in day-to-

 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/EarlyChildhood_ReportingTemplate.pdf
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The Children, Youth and Families Act 2005 provides the legislative basis for the provision of services to vulnerable 
children, young people and their families, and places children’s best interests at the heart of decision-making and 
service delivery.  

In line with the Victorian Government’s Roadmap for Reform, Education State reforms and broader child safety 
initiatives, Part 6A of the Child Wellbeing and Safety Act 2005 was proclaimed in September 2018. The Act 
established the Child Information Sharing (CIS) Scheme, which enables sharing of confidential information 
between prescribed information sharing entities (refer to Definitions) in a timely and effective manner in order to 
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Legislation and Standards 

Relevant legislation and standards include but are not limited to: 

• Children, Youth and Families Act 2005 (Vic) 

• Child Wellbeing and Safety Act 2005 (Vic) 

• Child Wellbeing and Safety (Information Sharing) Amendment Regulations 2020 

• Charter of Human Rights and Responsibilities Act 2006 (Vic) 

• Child Safe Standards (Vic) 

• Crimes Amendment (Protection of Children) Act 2014 (Vic) 

• Education and Care Services National Law Act 2010 (Vic): including but not limited to Sections 165, 166, 167 

• Education and Care Services National Regulations 2011 (Vic): including but not limited to Regulations 84, 85, 
86, 99, 100, 101, 102, 168(2) (h), 145, 146, 149, 150 

• Education Training and Reform Act 2006 (Vic) (As amended in 2014) 

• Family Law Act 1975 (Cth) 

• Family Violence Protection Amendment (Information Sharing) Act 2017 

• National Quality Standard, including Quality Area 2: Children’s Health and Safety 

• Reportable Conduct Scheme administered by the Commission for Children and Young People (Vic) 

• Worker Screening Act 2020 

• Worker Screen Regulations 2021 (Vic) 

• Wrongs Act 1958 (Vic) 
 

 
 
 
 
 

 

DEFINITIONS 
The terms defined in this section relate specifically to this policy. For commonly used terms e.g. Approved 

Provider, Nominated Supervisor, regulatory authority etc. refer to the General Definitions section located on 

the PVCC website. 

Abuse: see Child abuse definition below. 

Child abuse: (In the context of this policy) refers to an act or omission by an adult that endangers or impairs a 
child’s physical and/or emotional health or development. Child abuse can be a single incident but often takes 
place over 

https://www.legislation.vic.gov.au/
https://www.legislation.gov.au/


CHILD SAFE 
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Perpetrator: A person who mistreats and/or harms a child or young person.



http://www.humanrights.gov.au/
http://www.justice.vic.gov.au/
http://www.legislation.vic.gov.au/
http://www.vic.gov.au/guides-templates-tools-for-information-sharing
http://www.vic.gov.au/guides-templates-tools-for-information-sharing
https://ccyp.vic.gov.au/resources/child-safe-standards/?utm_source=email+marketing+Mailigen&utm_campaign=QARDJuly2022newsletter+&utm_medium=email
https://ccyp.vic.gov.au/resources/child-safe-standards/?utm_source=email+marketing+Mailigen&utm_campaign=QARDJuly2022newsletter+&utm_medium=email
https://ccyp.vic.gov.au/
https://childsafety.pmc.gov.au/cultural-safety-and-national-principles-child-safe-organisations?utm_source=email+marketing+Mailigen&utm_campaign=QARDJuly2022newsletter+&utm_medium=email
http://www.vic.gov.au/family-violence-information-sharing-scheme
http://www.vic.gov.au/family-violence-information-sharing-scheme
https://humanrights.gov.au/our-work/about-national-childrens-commissioner
https://www.vic.gov.au/early-childhood-services-child-safe-standards?utm_source=email+marketing+Mailigen&utm_campaign=QARDJuly2022newsletter+&utm_medium=email
https://www.vic.gov.au/early-childhood-services-child-safe-standards?utm_source=email+marketing+Mailigen&utm_campaign=QARDJuly2022newsletter+&utm_medium=email
https://fac.dhhs.vic.gov.au/service-agreement-requirements
https://fac.dhhs.vic.gov.au/service-agreement-requirements
https://www.starhealth.org.au/news/being-equal-gender-equality-and-respect-in-early-learning-services/?utm_source=email+marketing+Mailigen&utm_campaign=QARDJuly2022newsletter+&utm_medium=email
http://www.unicef.org/
http://www.vit.vic.edu.au/
http://www.workingwithchildren.vic.gov.au/
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Related Policies 
• Acceptance and Refusal of Authorisations Policy 

• Code of Conduct Policy 

• Complaints and Grievances Policy 

• Delivery and Collection of Children Policy 

• Information Communication Technologies Policy 

• Incident, Injury, Trauma and Illness Policy 

• Inclusion and Equity Policy 

• Interactions with Children Policy 

• Occupational Health and Safety Policy 

• 
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ATTACHMENT 1 

 

GUIDELINES FOR INCORPORATION OF CHILD SAFETY INTO THE RECRUITMENT AND 
MANAGEMENT OF STAFF 
The following guidelines and processes for the incorporation of child safety into the recruitment and 
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ATTACHMENT 2 

 
GUIDELINES FOR INCORPORATION OF CHILD SAFETY INTO THE RECRUITMENT OF 
CONTRACTORS, VOLUNTEERS AND STUDENTS 
The following guidelines and processes for the recruitment and management of contractors (refer to 

Definitions), volunteers (refer to Definitions) and students demonstrates Plenty Kids Early Learning Centre's 

commitment to maximising the safety of children and deterring unsuitable and inappropriate persons from 

attempting to work, volunteer or be on student placement at our service. 

• Assess the nature of the work or task being undertaken by contractors, volunteers and students to 
determine whether a position description is required 

• Consider whether a screening or recruitment process is relevant to the role and the risks to children 
• Ensure a valid Working with Children Check or an exemption applies for people engaged in ‘direct 

contact’ in child-related work, including physical contact, face to face contact, oral, written or 
electronic communication 

• Inform contractors, volunteers and students of policies relevant to their role as part of their orientation 
to the service 

• Provide supervision to ensure clear expectations about the role and responsibilities 

• 
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WHEN TO REPORT WELLBEING CONCERNS TO VICTORIA POLICE 
In addition to reporting suspected abuse to appropriate authorities, you must contact Victoria Police on 000 if the: 

• child's immediate safety is compromised 

• child is partaking in any risk taking activity that is illegal and extreme in nature or poses a high risk to their 
safety, or the safety of somebody else. 
 

WHEN TO REPORT WELLBEING CONCERNS TO DFFH CHILD PROTECTION 
In addition to reporting suspected abuse to appropriate authorities, you should contact DFFH Child Protection if you 
have significant protective concerns for the wellbeing of a child, but the parents are unable or unwilling to address or 
resolve these concerns.  
 
This includes all concerns that: 

• have a serious impact on a child's safety, stability or development (including abandonment, death or 
incapacity, extreme risk-taking behaviour, or harm to an unborn child) 

• are persistent and entrenched and likely to have a serious impact on a child's safety, stability or development 

• relate to a parent/s who cannot or will not protect the child from significant harm 

• include a belief that the family is likely to be uncooperative in seeking assistance. 
 

MANAGING A DISCLOSURE 
It is very important to validate a child’s disclosure, by listening to the child, taking them seriously and responding and 
acting on the disclosure by implementing the Plenty Kids Early Learning Centre’s reporting procedures. 
 
Strategies include:
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ACTION 1: RESPONDING TO AN EMERGENCY  
If a child has just been abused or is at immediate risk of harm you must take reasonable steps to protect them.  
 
These include: 

• separating the alleged victim and others involved, ensuring all parties are supervised by a service staff 
member 

• arranging and providing urgent medical assistance where necessary by: 

o administering first aid assistance 
o calling 000 for an ambulance and following any instructions from emergency service 

officers/paramedics 
o calling 000 for urgent police assistance if the person who is alleged to have engaged in the abuse 

poses an immediate risk to the health and safety of any person 

• you should also identify a contact person at the service for future liaison with police 

• taking reasonable steps to preserve evidence, such as the environment, clothing, other items, and potential 
witnesses until the police or other relevant authorities arrive on the premises. 

 

ACTION 2: REPORTING TO AUTHORITIES  
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 physical and sexual child abuse may amount to a 
criminal offence. 
 
IF THE SOURCE OF SUSPECTED ABUSE IS FROM WITHIN THE FAMILY OR COMMUNITY: 

DFFH CHILD PROTECTION  
You must report to DFFH Child Protection if a child is considered to be:  

• in need of protection from child abuse  
• at risk 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 POLICE 
You must also report all instances of suspected sexual abuse (including grooming) to Victoria Police. 
 
REPORT TO MANAGEMENT 
You must report to your approved provider. 
 

https://www.acecqa.gov.au/


https://www.acecqa.gov.au/
https://ccyp.vic.gov.au/
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CHILD PROTECTION IN EARLY CHILDHOOD: PRIVACY AND INFORMATION SHARING 
The Child Information Sharing Scheme, and the Family Violence Information Sharing Scheme allow professionals 
working with children to gain a complete view of the children they work with, making it easier to identify wellbeing 
or safety needs earlier, and to act on them sooner. 
 
Following a report to DFFH Child Protection, Victoria Police and/or ChildFIRST you should: 

• consult with your approved provider before disclosing information about the report and the child and their 
family to another information sharing entity (except to verified Victoria Police and DFFH Child Protection 
workers in very urgent situations and/or if the information is required to protect the safety of that child) 
and/or 

• seek consent from a child or their parents/carers before disclosing information about the report and the 
child and their family to anyone other than authorities and service staff members (provided this does not 
place the child or another person at risk). 
 

PRIVACY LAWS ALLOW FOR STAFF TO SHARE A CHILD'S PERSONAL AND HEALTH INFORMATION TO 
ENABLE THE SERVICES TO: 

• provide and support the education of the child, plan for individual needs and address any barriers to learning 

• support the social and emotional wellbeing and health of the child 

• fulfil duty of care obligations to the child, other children, staff and visitors 

• make reasonable adjustments if the child has a disability, including a medical condition or mental illness 

• provide a safe and secure workplace. 
 

RESOURCES 
Department of Education and Training PROTECT Portal: www.education.vic.gov.au 
 
The Department of Education and Training’s PROTECT portal provides tools and resources to assist professionals and 
early years services to respond to child abuse or potential child abuse, including: 

• Early Childhood Guidance - This section supports early childhood providers to take action if they suspect, or 
are witness to, any form of child abuse 

• The flowchart - Four critical actions for early childhood services: Responding to Incidents, Disclosures and 
Suspicions of Child Abuse, provides a summary of the critical actions to take 

• Early Childhood Online Learning - This eLearning Module supports all professionals in early childhood 
settings to increase their capacity to respond effectively to children whose safety, health or wellbeing may 
be at risk. 

Commission for Children and Young People: www.ccyp.vic.gov.au 
  

https://www.education.vic.gov.au/Pages/default.aspx
https://ccyp.vic.gov.au/
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Family background  

Family composition (if know): List parenting or carer arrangements and siblings’ names and ages 
  

Any other people living with their child (if known):  
 

 

Family background  

Disability, mental or physical health issues in family (if known):  
 

Likely reaction to report being made (if known): 
 

 
DETAILS OF THE INCIDENT DISCLOSURE OF SUSPICION  

Grounds for your belief that a child has been or is at risk of abuse  

Indicators or instances which led you to believe that a child/children are subject to child abuse or at risk of 
abuse: Detail any disclosures or incidents or suspicion including names times and dates documenting a child's exact words as far as possible include 

specific detail here on what led you to form a reasonable belief that a child has been or is in risk of being abused 
 

 

Any physical indicators of abuse: 
 

Any behavioural indicators of abuse:  
 

Any pattern of behaviour or prior concern leading up to an incident, disclosu08] TJ
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Reporting internally  

Provide details of your discussion with approved provider  

Time: Date: 

Name:  

Discussion outcomes: 

Notification to the regulator: All approved providers must notify the quality assessment and regulatory division if there is an incident at the 

service and/or the health safety or wellbeing of a child has been compromised while attending the service. 
 

Time: Date:  

Names:  

Discussion outcomes: 
 

 

CRITICAL ACTION 3: CONTACTING PARENTS/CARERS 

Actions taken (alleged victim)  

Provide details of your discussion with parents/cares (if appropriate): You must consult with Victoria police and/or DFFH child 

protection to determine if it is deemed appropriate, parents must be contacted as soon as possible (within 24 hours of the incident, disclosure or 
suspicion)  
 

Have you sought advice from DFFH child protection or Victoria police?  yes  no  
Is it appropriate to contact parent/carer:  yes  no  
List reasons if it is not appropriate to contact parent/carer: 
 

If contacting parent/carer, provide the following details:  

Name of staff member making the call: 

Name of parent/carer receiving the call: 

Discussion outcomes: 
 

 

CRITICAL ACTION 4: PROVIDING ONGOING SUPPORT 

Planned actions: 
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Current wellbeing of other children who may be impacted by the abuser  

Are there any other children who may be impacted by the abuser?  yes   no  
If so have their wellbeing needs being met?  yes   no  

 

Current wellbeing of impact staff members  

Does the staff member who made the report/witnessed the incident, formed a suspicion or received a 
disclosure require any support?  yes   no  
If so has this been received?  yes   no  

 

Review of actions taken  

Have the staff followed the four critical actions for early childhood services: responding to incidents disclosure 
for suspicion of child abuse? 

Was an appropriate decision made in relation to when 
to act?  
 yes     no 
Could the suspected abuse have been detected 
earlier? 
  yes     no  
Action 1 
Did the stop take appropriate actions in an 
emergency?  
yes      no  
Action 2  
Was a report made to the appropriate authorities and 
internally? 
 yes     no  
What where subsequent reports made if necessary? 
 yes     no  

Action 3  
Did the service contact the parent carers as soon as 
possible? 
 yes      no  
Have the parents continued to engage if appropriate? 
 yes     no  
Action 4  
Has the service provided adequate ongoing support 
for the child? 
 yes     no  
Have any complaints been received?  
 yes     no  
Have the complaints been resolved?  
 yes    


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ATTACHMENT 5 
 
PUBLIC COMMITMENT TO THE CULTURAL SAFETY OF ABORIGINAL CHILDREN 
 
 

 This template was reviewed by Victorian Aboriginal Education Association Incorporated. 
 
 
Plenty Kids Early Learning Centre is committed to the cultural safety of Aboriginal children. 
 
We are committed to: 

• actively supporting and facilitating participation and inclusion of Aboriginal children, young people and their 

families within our service 

• the safety, participation and empowerment of Aboriginal children 

• providing an educational program that strengthens Aboriginal children’s culture and identity  

• actively supporting and encouraging Aboriginal children to express their culture and enjoy their cultural 

rights  

• supporting Aboriginal children and their families to identify as Aboriginal without fear of retribution or 

questioning 

• supporting Aboriginal children to maintain connection to their kinship ties, land and country 

• supporting Aboriginal children to be taught their cultural heritage by Elders 

• facilitating regular training and education on Aboriginal cultural and cultural safety 

• establishing policies, procedures, systems and processes to create a culturally safe and inclusive environment 

and meet the needs of Aboriginal children, young people and their families. 

  



CHILD 

https://www.dffh.vic.gov.au/publications/child-safe-standards
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