
 

  
 

 
 
 
 
 
 

 
Child Protection  

Staff Manual 
2022 

  



 

 
Child Protection – Staff Manual 2022 

Page 2 of 13 

1. INTRODUCTION 
The issues around child abuse in Australia have been the subject of Royal Commissions, changes to state 
and federal legislation and new standards and principles for the safe operation of organisations being 
enshrined in legislation. This focus reflects the community’s concern about child sexual abuse, 
particularly within significant institutions, such as schools and churches, and the expectations for 
standards of behaviour and risk management. 
 
Schools are places where children have been cared for and nurtured for many years. The exceptions to 
this are few, in comparison to the thousands of hours of wonderful nurture, skill and instruction given 
by dedicated men and women to the children in their care. Christian teachers don’t just love and care for 
their students because of state legislation; they do so because it is intrinsic to the calling to be a Christian 
teacher. Therefore, to harm a child, to hinder their emotional and spiritual development through 
negligence or the need for personal gratification is anathema! 
 
This Manual is designed to sharpen your awareness of the key risks of abuse of all kinds within the 
context of this College and provide you with clear, simple responses to abuse that you become aware of 
and concerned by. This Manual is to be read in conjunction with the Child Protection Policy and the 
Staff Child-safe Code of Conduct. 
 

2. KEY ELEMENTS OF THE LEGISLATION 
 

Since 2014 there are more than a dozen significant changes to the law that organisations must 
demonstrate awareness of, or comply with, in the way they manage the risk of child abuse. Victoria has 
led the way in Australia by introducing key legislative changes in response to the Betrayal of Trust royal 
Commission (Victoria) and the Australian Royal Commission into Institutional Responses to Child 
Sexual Abuse.  
 
These changes have been summarised in two statements that require compliance: 
 
1. The Seven Mandatory Standards (Victoria), and 
2. The Ten Principles for Child Safe Organisations 
  
You can access the posters of these documents at: 
 
https://ccyp.vic.gov.au/assets/resources/CSS-poster-web.pdf  
 
https://childsafe.humanrights.gov.au/national-principles/about-national-principles  
 
https://ccyp.vic.gov.au/assets/resources/New-CSS/New-Child-Safe-Standards-Information-Sheet.pdf  
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The table below shows how these two documents compare. Our documentation has to comply with both.  
The format of this Manual will follow the general headings in the left column of the table.  
 
Comparison of National Principles, Victoria’s 7 Mandatory Standards and Victoria’s new 11 Standards. 
 

CATEGORY NATIONAL 
PRINCIPLES 

VICTORIA’S  7 
STANDARDS 

NEW 11 
STANDARDS 

Leadership and culture 1.Committed leadership, 
Culture and Governance  

1. Organisational culture and 
leadership. 

2. Child safety is embedded in 
leadership, governance and 
culture 

Child Protection Policy 2. Child Safety Policies and 
procedures 

2. Child Safe Policy – 
commitments to child safety 

11. Policies and Procedures 

Code of Conduct Not mentioned specifically 3. Child-safe Code of Conduct 11 (Not mentioned but 
assumed) 

Screening, training and 
supervision 

3. Recruitment and screening 
– selecting suitable people 

4. HR practices 

Screening and supervision and 
training. 

6. Recruitment/screening.   
Those appointed are suitable and 
supported to implement CS 
policy.  

4. Ongoing training & 
support 

 8. Ongoing ed/training to equip 
staff and volunteers. 

Complaints and 
Reporting 

5. Child—focussed processes 
to respond to complaints and 
concerns 

5. Responding to and Reporting 
of allegations of child abuse 

7. Processes for managing 
complaints are child-focussed. 

Risk management and 
mitigation 

6. Physical and online 
environments promote safety, 
minimise harm 

6. Risk identification and 
mitigation 

9. Managing physical and online 
environments to promote safety 
and wellbeing, minimise harm. 

 

Empowering Children, 
families and 
communities 

7. Children are safe, informed 
and actively participate. 

7, Empowering children, 
promoting participation 

3. Empowerment, participation 
of children re decisions affecting 
them – take them seriously! 

8. Families and communities 
involved in ensuring child 
safety 

Not mentioned in the 7 
Standards, but key to building 
trust and reputation. 

4. Families and community 
informed and involved in 
promoting child safety and 
wellbeing. 

Diversity and Equity 9. Equity and diverse needs 
respected in policy and 
practice 

Covered in 3 overlays:  
aboriginal children; children 
from diverse culture /language 
back grounds; or with a 
disability. 

5. Equity is upheld and diverse 
needs respected in Policy and 
practice. 

Review and 
Improvement 

10. Regular review and 
improvement 

Not stated, but implied. 10. Review and improvement of 
policy and practice 

Focus on aboriginal 
children 

  1. Culturally-safe environments 
of 1stt nation children 
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3. NEW CRIMES IN VICTORIAN LAW 
3.1 ‘Failure to Disclose’ Offence 

 

Any adult associated with the College who forms a reasonable belief that a sexual 
offence has been committed in Victoria, by an adult against a child under 16, must 
disclose that information to police. Failure to disclose the information to police is a 
criminal offence, except in limited circumstances such as where the information has 
already been reported to DHHS Child Protection.  
The offence applies to all adults in Victoria, not just professionals who work with 
children. Maximum penalty-3 years imprisonment. 
 
https://providers.dhhs.vic.gov.au/failure-disclose-offence-fact-sheet-word 
 

3.2 ‘Failure to Report’ Offence 
 

Any staff member in a position of authority, who becomes aware that an adult 
associated with their organisation (such as an employee, contractor, volunteer or 
visitor) poses a risk of sexual abuse to a child under the care, authority or supervision 
of the organisation, must take all reasonable steps to remove or reduce that risk. This 
may include, for example, removing the adult from child-related work pending 
investigation. 
  
If a staff member in a position of authority fails to take reasonable steps in these 
circumstances, this may amount to a criminal offence. The offence applies to leaders, 
including principals, senior school staff and other senior managers and carries a 
penalty of imprisonment for up to 5 years. 
 

3.3 ‘Grooming’ Offence 

The Crimes Amendment (Grooming) Act 2014, which commenced in Victoria 
on 9 April 2014, introduces the offence of Grooming for sexual conduct with a 
child under the age of 16 years. This offence targets predatory conduct designed 
to facilitate later sexual activity with a child. According to the Amendment, the 
criminal offence is as follows: 

 
“A person of or over the age of 18 years must not communicate by words or 
conduct with a child under the age of 16 years or a person under whose care, 
supervision or authority the child is (whether or not a response is made to the 
communication), with the intention of facilitating the child’s engagement in or 
involvement in a sexual offence with that person or another person who is over 
the age of 18 years.” 
This offence carries a penalty of imprisonment for up to 10 years. 
 
Note: This crime against children is most concerning because it mimics the 
type of caring, empathy and relationship that people in many forms of work 
or Christian ministry might exhibit. The difference is that grooming has 
the ultimate aim of sexual exploitation of a child for the sexual gratification 
of the adult. Therefore, an allegation of grooming against a person is a very 
serious accusation and one which has the potential to destroy a reputation 
or a career, even if it is shown to have no basis after investigation.  

 

IN A NUTSHELL 

If you become 
aware of sexual 
abuse against a 
child, and you 
don’t disclose it 
(i.e. report it) this is 
now a crime! 

IN A NUTSHELL 

If a person in 
leadership fails to 
report child sexual 
abuse and take steps 
to protect the child, 
this is a crime! 

IN A NUTSHELL 

Any kind of ‘special’ 
relationship with a child 
can look like grooming.  

We live in a sexualised 
world. Grooming 
provides the target child 
with what they most 
crave – recognition, 
being special, time 
together, understanding. 

Do not develop a close 
relationship with one 
child, spend time alone, 
share secrets or physical 
affection.  

Avoid putting yourself 
in a situation where 
temptation may arise. 
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4. A CULTURE THAT PRIORITISES CHILD PROTECTION 
Culture starts at the top! 
The leadership of the College takes the mandate to protect children very seriously. The legislation 
is developed out of the evidence that shows that it is the leadership of many institutions who have 
failed to protect children, failed to report abuse that becomes known to them or to appropriately 
charge the perpetrators of horrendous sexual crimes against children. Therefore, Child Protection 
is built into the leadership structure of the College: 

 
a. The College Board has rigorous, compliant policies for ensuring Child protection is on 

the agenda and reported on appropriately. 
 

b. The College Principal is accountable to the Board and has specific roles, especially under 
the Reportable Conduct Scheme.  The Principal ensures that: 

• a clear, comprehensive child-safe Policy, Code of Conduct and Procedures for 
managing risk and reporting abuse is in place, up-to-date and accessible; 

• College admin staff keep up-to-date records of VIT and Working With Children 
Clearance for all staff and volunteers. 

• There are rigorous screening strategies in place with regard to employment, so that 
any past history of misconduct is identified and it is clear abuse is not tolerated. 

• New staff are required to know the Policy and Reporting Procedures and sign the 
Code of Conduct as part of the induction process; 

• All staff undertake annual PD in Child Protection (in line with this Manual), so 
they know the law and the mandatory reporting obligations that apply in a school 
and renew their commitment to the Code of Conduct. The ‘Protecting Children 
eLearning module for teachers in non-government schools is com0plete annually 
by all staff. 

•  Strategic appointments are made to ensure compliance and best practice, 
including the appointment of the Child Protection Officer and the Risk and 
Compliance Manager. 

• There are well-known, accessible processes for making a formal report and for the 
management and investigation of allegations against staff members. 

 

c. Members of the College Leadership Team (ELT) are charged with the responsibility of 
promoting child safety, assessing and mitigating risks and facilitating the reporting of any 
illegal or inappropriate behaviour or suspected abuse of children, within their area of 
responsibility. 
 

d. Head of Secondary is responsible for educating VCE students regarding Child Protection, 
the ramifications of the law for them and how to report suspected abuse. 
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e. The Deputy Principal (Operations) oversees the Risk Assessment and Approval process 
for excursions and other activities. Forms and matrixes are available on ‘the hub’ or College 
network drives to facilitate this important element of ensuring the safety and well-being of 
students. 

 

f. The College has a Wellbeing Team (Head of Wellbeing, Secondary and Primary officers 
the College Chaplain and the Youth Worker) There are several mechanisms that allow 
students to express feelings or concerns about their personal safety or emotional well-being. 
The well-documented reality is that abuse occurs at the hands of other students, not just 
adults. The Wellbeing Team are vigilant in following up allegations of bullying, 
harassment, physical assault and even self-harming disclosures that may be indicators of 
abuse. 

 

g. The College has put in place PD and training for selected staff in elements of the Disability 
and Discrimination Act (DDA) that apply to education. This covers off on another aspect 
of child-safety and wellbeing. 

 
 

5. A CHILD PROTECTION POLICY 
 

The College has a fully compliant Policy which outlines the key elements of the legislation and 
commits the College, the Board of Directors, all employees, volunteers, contractors and other 
stakeholders (parents, family members and students) to protect children from the risk of abuse.  
 
This Policy must be read and understood annually by employees of the College. It is located on ‘the 
hub’ under Policies. 

 
6. A CHILD-SAFE CODE OF CONDUCT 

 

The College now has two documents to guide the behaviour of employees: 
a. The Child-safe Code of Conduct, which must be read and signed by every person 

employed by the College. The Code of Conduct can be found on The Hub. 
 

b. The Victorian Teaching Profession Code of Conduct, which outlines the professional 
standards for behaviour and development as a teacher. This document complements the 
expectations established by the College and the Australian Institute for Teaching and 
School Leadership (AITSL) document Australian Professional Standards for Teachers. 

 

This training manual support staff training that works through the Child-safe Code of Conduct and 
hypothetical scenarios that assist us to apply the standards to real-life situations. 
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7. EMPLOYMENT: RECRUITMENT, SCREENING  
AND TRAINING 

 

The College has a rigorous selection process in place, where the commitment to keeping children 
safe and absolute opposition to child abuse is made clear. This process involves: 

 

a. All jobs are advertised and the College presents itself as a ‘child-protective’ organisation 
clearly in job advertisements and role descriptions. 

b. Once an application has been received, the screening process is thorough, and includes 
checking of references and state and national data bases for any history of child abuse. 

c. Interviews are conducted to further check the suitability of candidates for a role, including 
working with children. Anyone with a negative record in this regard will not be offered a role 
at the College. 

 

8. MANAGING COMPLAINTS  
 

In response to the recommendations of the Royal Commission1, the Australian Government formed 
the National Office for Child Safety, which created the National Principles for Child Safe 
Organisations, which apply to all states and territories, in an effort to bring some uniformity of 
practice across all jurisdictions. 
 

Another response is the publications of the Complaint Handling Guide, a document that 
demonstrates the importance of this element of child-protective practice.2 The management and 
investigation of complaints is critical to achieving a number of outcomes: 

 

a. Determining the validity of an allegation or complaint 
b. Achieving justice for the victim of abuse 
c. Ensuring that the perpetrator of child abuse is justly convicted and punished 
d. Providing data for the organisation of flaws and inadequacies in the systems and processes in 

place to identify and mitigate risk.  
e. Maintaining the reputation of the organisation as a safe place, a fair place and one committed 

to best practice. 
f. Ensuring continual improvement in practice and genuine response to data in the area of child 

protection. 
 

  

 
1 The Royal Commission into Institutional Responses to Child Sexual Abuse 
2 The term ‘child protection’ is preferred to that of ‘child safe’. No one can guarantee the safety of a child; an 
organisation commits to doing what it can to prevent abuse and to dealing with it appropriately when it occurs. 
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Teachers are often the frontline adults to receive complaints from children. Great wisdom is required 
to determine the kind of mistreatment that is being alleged, how serious it is and how to report this 
to College leadership or as a mandatory reporter. The initial steps for teachers in this common 
scenario are as follows: 

1. Listen to the child carefully, attentively, respectfully. Clarify key points and take notes. 
2. Reassure the child. This means affirming them as a person, letting them know it was right 

to tell someone, assuring them that you will follow up and keep them safe. 
3. Support the child. ‘A Trauma-informed approach’. If the incident being reported is at the 

serious end of the continuum (physical, sexual abuse, for example) there is trauma involved 
for the child, even in the act of disclosure. Seek to discern how you can comfort, encourage 
and protect the child, especially if you believe them to be at risk. Their well-being is your 
first consideration.  

The flow chart below is one way of visualising a child-sensitive process for dealing with a complaint 
and achieving a good, positive outcome for the child and the College 
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9. REPORTING OBLIGATIONS 
 

Complaints or disclosures from children are the most obvious ways that a teacher can come to a 
‘reasonable belief’ that abuse of a child is occurring. However, the observant teacher (staff member) 
can note other signs of abuse or neglect that may be followed up to become more reasonably sure that 
abuse has, is or is very likely to occur. As mandatory reporters, a report MUST then be made. 
 
The College policy notes two scenarios: 

a. Abuse of a child occurring OUTSIDE of the College, by someone not employed by the College 
b. Abuse of a child by a College employee, volunteer or contractor (INSIDE the College) 
 

In both cases a report is required to be made, either to the Police or to Child Protection Services 
(DHHS), following Reporting Procedure 1 below. See also the flow charts in the Appendices to the 
Policy. 

 

1. Clarifying, Recording Evidence and Specific Information about the Child 
A Report is required if you believe, based on reasonable grounds, that a child has suffered, or is at risk of 
suffering, significant harm as a result of physical, sexual, emotional abuse or neglect AND that the child’s 
parents or caregivers have not, or are unlikely to, protect the child from such harm. 
The following information will be required when making a formal report to either the Police or 
Child Protection Services.  
• The child’s name, age (date of birth is preferable) and address 
• The name, age and address of any known siblings 
• Your reasons (observations or disclosures) for believing that the child is at risk of abuse, or 

actually being abused or neglected 
• Your assessment of the immediate danger to the child 
• Current whereabouts of the child or vulnerable person (if not in the home) 
• Your description of injuries or ‘sign’ behaviours you have observed 
• Any other information you may have of relevance to the investigation 

 
2. Fill out a Complaints Report Form (Appendix 2) 

 
3. Reporting.  

Making a report is to lay a serious allegation of a criminal offence against another person, so clarify 
your perceptions carefully before reporting.   
You can make your report to: 
• The College Child Protection Officer, using a Complaint Report Form. Attach your notes 

to the form, keeping a copy. Please note, the CPO will inform the Principal of your report, 
and they will act in accordance to law. You should still make an independent report to: 

• The Police. (Ring 000) The police are the most appropriate first responders if the report is 
regarding abuse that is immediate, criminal or endangering the child either on College 
premises or in another location.  

• Child Protection Services 1300 360 391 (Eastern suburbs)  
Victoria: (1300 655 795 BH, or 13 12 78 AH) is a statutory service provided by the 
Department of Families, Fairness and Housing to protect children and young people at risk 
of harm and to work with families to ensure these risks are mitigated. 
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10. RISK MANAGEMENT AND MITIGATION 
Risk management has now become an essential and regular part of planning and delivering 
programs that form the school curriculum. Risk management includes: 

a. Protecting the child from risks to health from infectious diseases or allergies. 
 

b. Protecting the child from physical risks that might come from trips, falls or other hazards 
that could be foreseen and avoided with due diligence. 

 
c. Protecting the child from abuse by another child3 or adult. (this is the focus of Child 

Protection legislation). The types of abuse are defined as physical, sexual, 
emotional/psychological and neglect. We also include abuse that is spiritual, racial or 
discriminatory on the basis of gender, ethnicity or disability. 

It is wise to consider that there are also considerable risks for the staff member, to reputation, to 
emotional and physical health and wellbeing. Children can be abusive of their teachers; parents can 
be abusive, harassing or even physically violent to teachers; the school environment can be toxic or 
stressful for a variety of reasons. 
  
All of these ‘risks’ need to be considered and managed. 
  
The employer (Principal/Board) has a duty of care to staff, just as all adults in the school have a 
duty of care to students. 
 
Foreseeable Risk 
From a legal perspective, negligence is determined by the ‘foreseeability’ of the risk and the lack of 
appropriate action to manage or mitigate it. The onus is on the teacher planning an activity to be 
aware, careful and active in the assessment of inherent or possible risk, and the steps needed to 
reduce or eliminate the hazard. 
 
If the activity is on campus, then it is important to identify areas that are more hazardous than 
others, including areas that we could deem ‘hot spots’. An example of a ‘hot spot’ is the toilets – 
children using the toilets are out of sight, rarely supervised and children of various ages can be in 
there at the same time, so bullying or other abuse can occur there. 
 
There are other hot spots around the campus – any place where students can be out of sight and 
the regular supervision of staff is irregular – thus these places are potentially risky.  
 
Playgrounds and the surrounding areas can also have more hazards than other areas - hazards that 
might cause a fall, trip or head injury. Good maintenance and supervision are essential elements of 
risk mitigation.  

 
3 Research indicates that as much as 40% of abuse of children under 11 is perpetrated by teenagers under 18. 
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11. EMPOWERMENT AND PARTICIPATION FOR CHILDREN 
 

Both the National Principles and the Victorian Seven Mandatory Standards focus on empowering 
children and allowing all children to participate to the best of their ability in learning and 
recreational activities.  
 

Empowering Children 

The findings of the Institute of Child Protection Studies (ACU) research, as reported in  
Taking Us Seriously: children and young people talk about safety - provides thought-provoking data 
that helps us understand what adult behaviour causes anxiety and frustration. Empowerment of 
children includes: 

• Encouraging their input and feedback re classroom activities. Such feedback can help 
improve the quality of the experience and the safety and wellbeing of children. 

• Listening to their concerns – taking them seriously! A frequent complaint from children 
is that ‘I told the teacher but he/she didn’t listen to me.’ Not attending, being dismissive of 
concerns or unsympathetic makes a child feel powerless and worthless. 

• Learning from children. Children see and experience the world differently to adults. 
Hearing from them, investigating their concerns or seeking to allay fears can empower 
children and help them enjoy experiences and learn more effectively. 

• Teaching skills and practicing before an experience. This gives a child a sense of being in 
control and competent, which is empowering. 

• Providing consistent boundaries and expectations for behaviour. Children need to know 
the rules and what is expected to feel safe – even if they push back against them!   

• Exercising self-discipline – stick to your own rules, be consistent, be predictable. 
 

Allowing Children to Participate 

It is easier to pitch learning and activities to the largest group of children in a class – those who are 
able, competent, confident and engaged, who have healthy self-esteem and who are respectful and 
cooperative.  
 
One of the greatest sources of stress for teachers is seeking to modify activities or learning 
expectations to allow children who don’t match that ‘normal’ profile to participate, achieve and 
flourish. Despite the challenges, including children who present with attitudes and abilities that 
marginalise them is part of our duty of care and can be the source of great satisfaction. Sometimes 
it is easier to help a child who is disabled but positive than one who is unengaged, surly, 
oppositional, withdrawn or disruptive.  
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Some Strategies for Engagement and Inclusion 

1. Know your students. Having a deep understanding of the abilities and social-emotional state 
of a child is essential to being able to plan for their inclusion in activities. This is why schools 
generate and keep data. Knowing, understanding and being considerate of each student is a 
vital part of being a great teacher. 
 

2. Keep activities and assessment formative and open-ended. This allows students to participate 
at their level and be assessed according to improvement, rather than against an arbitrary 
standard. This approach also allows for different kinds of intelligence and learning styles. 
 

3. Use ability and interest groups. This is a strategy that good teachers have employed for ever! 
It allows you to teach to different abilities, modify expectations, maintain motivation and 
engagement and include all students in meaningful learning. 
 

4. Recognise and celebrate gifts, diversity and achievements. This approach is biblical, realistic 
and effective. Discernment of gifting can be incredibly empowering in a child’s development. 
Celebrating diversity builds young men and women who are more empathetic, compassionate 
and less prejudiced. Recognising achievements helps a child feel significant, more motivated 
and a valuable member of the class or group. 

 

12. ENGAGING FAMILIES AND THE COMMUNITY 
 

St Andrews Christian College is a community and is part of wider communities.  
As a school, the College creates a learning community of teachers and support staff, parents (who 
entrust their children to our care and education) and students. As a Christian school, we support 
churches and Christian families in the holistic education of children by exploring and teaching key 
concepts of faith, belief and core values. Our focus on service and responsibility, generosity, 
celebration of gifts and achievements, praying to and worshipping God together creates Christian 
community that is in every way as authentic as found in a church setting. 
 
The primary function of both a family and a school are the nurture, care and education of children. 
The families who come to the College choose to do so for a range of reasons and they commit to 
working with and supporting the College as we work out our mission and purpose. Loyalty and 
approval are built on: 
 
a. Communication 
b. Integrity  
c. Consistency 
d. Relationships of trust and respect 
e. Excellent service and delivery of ‘the product’ – Christian Education 
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13. PROTECTING DIVERSITY, ENSURING EQUITY,  
AVOIDING DISCRIMINATION 

 
In the legislation, three groups of children are designated as being highly vulnerable to abuse.  
These are: 

a. Children of Aboriginal or Torres Strait Island heritage 
 

b. Children with cultural or language differences (CALD) – where English is not the first 
language of the home, or where the cultural/religious beliefs and practices are those of a 
minority in Australia.  

 
c. Children with disabilities. This classification covers a broad range of disabilities, including 

physical, intellectual and other learning inhibitors, and emotional/behavioural problems. 
 

St Andrews Christian College has a large population of CALD students, and another group with 
disabilities of one kind or another. Therefore, teachers need to be sensitive to the particular needs 
of these children and aware of even subtle discrimination that can impact them. Such children 
may be challenging to include in some activities, which are designed for the majority of students. 
 
The material covered in Section 11 addresses some of the considerations that need to be given to 
engage, include and protect these vulnerable students. 

 
14.  REVIEW AND IMPROVEMENT 

 
The legislation recognises that developing a culture of safety and awareness to protect children is 
an ongoing task. It only improves as the organisation looks at practices, reviews activities, reviews 
mistakes, incidents and ‘near misses’ and listens to the feedback provided by children and their 
parents/carers. The data thus reviewed highlights flaws in planning and execution, and may 
suggest improvements.  
 
Regular debriefing after events and activities and after Parent-Teacher interviews is one way to 
capture important data and to look for ways of improving how we operate. Complacency and a 
lack of rigorous review assumes that what we do is good enough and makes no serious attempts 
to improve and refine planning and implementation. 

 
 
 
 


