
St John the Apostle internal school process for mandatory reporting

Making a Mandatory Report

Step Description

1.Keep Notes Keep comprehensive notes that are dated and include the following
information:

● A description of the concerns (e.g. physical injuries, student
behavior)

● 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 DFFH, Child Protection, etc.)

2.Discuss
Concerns

Due to the complexity of child abuse incidents, disclosures and
suspicions, it is recommended that concerns and observations regarding
suspected physical or sexual abuse of a child are discussed with the
Principal or a member of the Leadership Team and/or Catholic
Education Melbourne’s Student Wellbeing Information Line.

This is not a legal requirement, however will help to ensure support is
provided to all involved in matters of this nature. The confidentiality of
these discussions must be maintained.

You should the make your own assessment about whether you are
required to make a report about the child or young person and to
whom the report should be made.

It is important to remember that the duty to report abuse or suspicions of
abuse exists even if the Principal, member of the Leadership Team or a
representative of Catholic Education Melbourne advises you not to
proceed with reporting suspected abuse.
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3.Gather and
Document
Information

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
● Your involvement with the child or young person
● Details of any other agencies which may be involved with the

child or young person

This information should be collected and documented using the
Responding to Suspected Child Abuse: A Template for all Victorian
Schools. The template is to be used to record as much information as
possible to provide when you make your report to either the Police or
DHHS Child Protection.

It’s critical that completing the template does not impact on reporting
times – if a child is in immediate danger school staff need to report the
matter immediately to the Police.

4. Make the
Report

To report concerns which are life-threatening phone 000 or the local
police station.

Where the source of the abuse comes from within the school; that is, the
suspected or alleged abuse involves a staff member, volunteer or
contractor at the school:

● Contact the Police. The Police will, in this case, contact DHHS
Child Protection when appropriate

● You must also report internally to:
- The Principal, or the Leadership Team if the Principal is

involved in the allegation
- Catholic Education Melbourne’s Student Wellbeing

Information Line (9267 0228)

Where the source of the suspected or alleged abuse comes from within
the child’s family or community, you must:

● Report sexual abuse and grooming to the Police
● Report the matter to DFFH Child Protection if you consider the

child to be in need of protection due to child abuse, or has been,
is being or is at risk of being harmed due to any form of abuse. If
after hours call the Child Protection Crisis Line on 13 12 78.

Reporting internally to:
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● The Principal, or a member of the Leadership Team if the Principal
is unavailable

● Catholic Education Melbourne’s Student Wellbeing Information
Line (9267 0228)

5. Document
Written
Records of
Report

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
● The name and position of the person who made the report and

the person who received the report

The information initially recorded in the Responding to Suspected Child
Abuse: A Template for all Victorian Schools and any additional
information provided to either the Police or DHHS Child Protection is to
be stored securely and maintained for a minimum of seven years by the
school, to ensure that records are accessible upon request by external
authorities investigating the matter.

6.Additional
Steps for
Overseas
Students

Where a child protection incident, disclosure or suspicion involves an
international student at the school and the school has issued a
Confirmation of Appropriate Accommodation and Welfare (CAAW)
letter for that student (thereby assuming responsibility for the child’s
accommodation, support and general welfare) the school will also
need to contact the VRQA.
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Appendix – Reporting Criteria: Failure to Disclose

In accordance with the Crimes Act 1958 (Vic.), this table sets our when to report a
concern that a child or young person has been sexually abused or is in need of
protection from sexual abuse.

Type of Reporting By Whom To Whom
Reasonable belief that a sexual offence has
been committed by an adult against a child
under 16.

Any adult who forms a reasonable belief that a
sexual offence has been committed in Victoria
by an adult against a child under 16 must report
that information to Victoria Police.

You will not be guilty of an offence if you do not
report in the following circumstances:

● The victim is 16 years of age or older and
does not want the information reported
to the Police. However, this exception
does not apply where the victim is aged
under 16 years, or is aged over 16 years
and has an intellectual disability and
does not have the capacity to make an

Any person
aged 18 or over

Victoria Police
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informed decision about whether or not
to report

● The victim has disclosed the information
in confidence in the course of a
therapeutic relationship with you as a
registered medical practitioner,
counsellor or in religious confession to a
member of the clergy. A ‘counsellor’ is a
person who is treating a person for an
emotional or psychological condition

Please note that under the ‘Children, Youth and
Families Act 2005 (Vic.) the exceptions to
making a disclosure under the Crimes Act 1958
(Vic.) may be overridden.

The National Catholic Education Commission
(NCEC) Privacy Compliance Manual (updated
by the Catholic Education Commission of
Victoria Ltd (CECV): Dec 2015) also provides
details relating to the role of school counsellors
and their obligations to pupils, the school at
which the pupils are enrolled and the parents of
those pupils (refer to Section 26).

Where it is necessary for school counsellors to
directly pass on information, which relates to the
wellbeing of a students at a school, this
information must be conveyed to a person (i.e.
school Principal) who has a legal obligation to
receive it without betraying confidence (Section
26.3). A mandatory report may then need to be
made.

● The victim turned 16 years of age before
27 October 2014.

Reasonable excuses for failing to comply with
the requirement include:

● A reasonable belief that the information
has already been reported to the Police
or DHHS Child Protection disclosing all of
the information
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● A reasonable fear that the disclosure will
place someone (other than the alleged
perpetrator) at risk of harm
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