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Incident/concern management and reporting guidelines 

Individuals working with children or young people have a duty of care to support and protect them. 
Where there is a belief, on reasonable grounds, that a child/young person has been harmed or is at 
risk of harm, adults in contact with or working with that child/young person are ethically bound to act to 
maintain their safety and wellbeing. For some professionals, there is also a legal obligation to report 
the concern to the appropriate authorities. 

Acting on a belief that child abuse has occurred, or is occurring, can be the first important step in 
stopping the abuse and protecting the child from further harm. 

It is a Child Protection worker’s role to investigate and prove significant harm, so other professionals 
need only provide reasonable grounds for their belief. 

General guidelines 
• The best interests of the child should always be the primary consideration, with due regard to 

confidentiality and fairness to the person against who the allegation is made. 
• Children should be encouraged to approach any person in the service to express concerns about 

their treatment, and should be made to feel confident that they will be taken seriously. 
• Employees and volunteers must be clear about who they are expected/permitted to approach when 

expressing concerns. 
• Any investigation undertaken by the service must ensure procedural fairness and natural justice for 

a person suspected of abusing a child. 
• Records must be kept about any child safety concern or complaint, and stored in accordance with 

the service’s Privacy and Confidentiality Policy. These records must contain information about the 
action taken, including any internal investigation and any reports made to statutory authorities or 
professional bodies. 

• Everyone at the service must be made aware of the need to report serious matters involving child 
protection to external authorities. 

• Privacy must be maintained, and information must only be disclosed on a need-to-know basis. 
• Instances of physical and sexual abuse of children are crimes and must be reported to the police. If 

a child discloses any such abuse, the service must listen, respond and report to both the police and 
child protection authorities. 

• A report to the appropriate authorities can be made even if educators/staff and others working with 
children at the service do not have all the necessary information. 

• Permission is not required from parents/guardians of a child where abuse is suspected, and 
parents/guardians do not need to be notified that a report has been made. 

Forming a professional judgement 
Forming an objective and professional judgement can be based on: 
• warning signs (or indicators) of harm or potential harm, that have been observed or inferred 
• knowledge of child development 
• knowledge of cultural backgrounds 
• knowledge of any difficulties experienced or support currently being received by a family 
• consultation with colleagues and other professionals 
• professional obligations and duty of care responsibilities 
• established service protocols 
• individual service procedures 
• legal requirements, such as mandatory reporting. 

Gathering information 
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Action Details 

Make notes Record your observations, and date and sign the 
entries 

Continue to observe Record your observations, and date and sign the 
entries 

Consult colleagues Access support and advice from your colleagues, 
compare notes and brainstorm possible strategies 
to address areas of concern 

Develop action plans based on service 
procedures 

Understand and consult the policies and 
procedures of Rangeview Pre-School  when 
determining what action to take 

Talk to other agencies about helping the family Collaborate with or engage community health 
services, local government services, Child FIRST, 
regional Department of Human Services/Child 
Protection officers and disability services. You 
may wish to instigate a case meeting 

Talk to the child Do this with respect for the child or young 
person’s need for privacy and confidentiality 

Talk to the parents/guardians Only do this when it will not jeopardise the safety 
of the child or young person 

Signs or indicators of harm 
• Physical signs of abuse or neglect may include, but are not limited to, bruises, burns, sprains, bites, 

cuts, fractures, frequent hunger, malnutrition, poor hygiene and inappropriate clothing. 
• Behavioural signs of abuse (physical, sexual and emotional) or neglect may include, but are not 

limited to, wariness or distrust of adults, fear of parents/guardians and of going home, fear when 
other children cry/shout, excessive friendliness to strangers, being very passive and/or compliant, 
having/claiming to have headaches and/or stomach pains, displaying sexual behaviour that is 
unusual for the child’s age, frequent rocking, sucking and biting, having difficulty sleeping, being 
withdrawn, aggressive and/or demanding, being highly anxious, having delayed speech, acting like 
a much younger child, and often being tired and falling asleep. 

• Disclosures by the child concerned, or by other parties. 

Reporting 
• There are two types of notifications to be made in relation to significant concerns for the safety or 

wellbeing of a child: a referral to Child FIRST (Family Services) or a report to Child Protection. 
• To report concerns that are life threatening, ring Victoria Police on 000. 
• To report concerns about the immediate safety of a child within their family unit, call the nearest 

DHS office in your region during business hours. To report concerns after hours or on weekends, 
call the Child Protection Crisis Line on 13 12 78 (24 hours, 7 days a week and toll free within 
Victoria). Note: this is an emergency service for weekends and after hours only, and cases reported 
to the Child Protection Crisis Line will be referred to the relevant DHS office on the following 
working day. 

• Provide the following information: 
− the child’s name, age and address 
− the reason for believing that the injury or behaviour is the result of abuse or neglect 
− the reason why the call is being made at this point in time 
− an assessment of immediate danger to the child/ren (the person making the report may be 

questioned regarding knowledge of the current location of the alleged abuser/s) 
− a description of the injury or behaviour observed 
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− the current location of the child  
− knowledge of other services that support or are involved with the family 
− any other information about the family 
− any specific details that will help the child, such as cultural background, need for an interpreter or 

disability support requirements. 
• A notification should still be made, even if the notifier does not have all the necessary information. 

Making a report to Child FIRST 
A report to Child FIRST should be considered if, after taking into account the available information, 
the staff member forms a view that raising their concerns will have a low-to-moderate impact on the 
child, and that the immediate safety of the child will not be compromised. This may include 
circumstances when there are: 
• significant parenting problems that may be affecting the child’s development 
• family conflict, including family breakdown 
• families under pressure, due to a family member’s physical or mental illness, substance misuse, 

disability or bereavement 
• young, isolated and/or unsupported families 
• families experiencing significant social or economic disadvantage that may adversely impact on a 

child’s care or development. 

Child FIRST provides a consolidated intake service to Family Services within sub-regional 
catchments. Child FIRST ensures that vulnerable children, young people and their families are linked 
effectively into relevant services, and this may be the best way to connect children, young people and 
their families with the services they need. 

Making a report to Child Protection 
A report to Child Protection should be considered if, after taking into account all of the available 
information, the staff member forms a view that the child is in need of protection because: 
• the harm or risk of harm has a serious impact on the child’s immediate safety, stability and/or 

development 
• the harm or risk of harm is persistent and entrenched, and is likely to have a serious impact on the 

child’s safety, stability and/or development 
• the child’s parents/guardians are unwilling or unable to protect the child or young person from harm. 

Upon receipt of a credible report, Child Protection will seek further information, often from 
professionals who may already be involved with the child or family, to determine whether further action 
is required. In determining what steps to take, Child Protection will also consider any concerns 
previously reported with regard to the child or young person. In most circumstances, Child Protection 
will inform the notifier of the outcome of investigations. 

In considering a duty of care to report concerns of child abuse and/or neglect, it is important to 
remember that: 
• it is not necessary to prove that abuse has taken place, only to provide reasonable grounds for the 

belief 
• permission from parents/guardians or caregivers is not required to make a notification, nor do they 

need to be informed that a notification is being or has been made 
• if a notification is made in good faith, the notifier cannot be held legally liable for any consequences, 

regardless of the outcome of the notification 
• the identity of the notifier will remain confidential unless the notifier chooses to inform the child 

and/or family, or if the notifier consents in writing to the disclosure of their identity, or if the court 
decides that this information must be disclosed 

• the notifier may have an ongoing role, including: 
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− acting as a support person in interviews with the child or young person 
− attending a case conference 
− participating in case-planning meetings 
− continuing to monitor the child’s behaviour and their interactions with others 
− observing/monitoring the conditions of a protective court order that may relate to access or 

contact with a parent/guardian 
− liaising with other professionals and child protection officers in relation to a child or young 

person’s wellbeing 
− providing written reports for case-planning meetings or court proceedings in relation to the child’s 

wellbeing or progress. 
 


