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St Augustine’s Catholic Primary school is a school which operates with the consent of the Catholic 
Archbishop of Melbourne and is owned, operated and governed by Melbourne Archdiocese Catholic 
Schools Ltd (MACS). 

Introduction 

At St Augustine’s, we hold the care, safety and wellbeing of children and young people as a central and 
fundamental responsibility of our school. Our commitment is drawn from and inherent to the teaching 
and mission of Jesus Christ, with love, justice and the sanctity of each human person at the heart of the 
gospel (CECV Commitment Statement to Child Safety). 

The person of each individual human being, in his or her material and spiritual needs, is at the heart of 
Christ’s teaching: this is why the promotion of the human person is the goal of the Catholic school  
(The Catholic School on the Threshold of the Third Millennium, n. 9). 

St Augustine’s Primary School is a Catholic school in Keilor, working to fulfil the Parish’s mission to assist 
families in educating their children in faith.  Inspired by St Augustine’s words ‘God loves each of us as if 
there were only one of us’ we celebrate the uniqueness of each person and endeavour to develop 
authentic, healthy and positive relations with self and others, in order to nurture a strong sense of 
connectedness and belonging. As a school we focus on building a positive culture of responsibility and 
care and challenge our students to contribute to the life of the school as a model of good citizenship.  
All students enrolled at St Augustine’s Primary School have the right to feel safe and be safe. The 
wellbeing of children in our care will always be our first priority and we do not and will not tolerate child 
abuse.   
  
As a Catholic school we set out to be a school for the human person and of human persons. ‘The person 
of each individual human being, in his or her material and spiritual needs, is at the heart of Christ’s 
teaching: that is why the promotion of the human person is the goal of the Catholic school’. 
(Congregation for Catholic education 1997, par. 9) Our school vision and motto ‘Grow with God’ is lived 
out throughout daily words and actions as we strive together to make a difference and strive to create a 
child-safe and child-friendly environment where children are free to enjoy life to the full without any 
concern for their safety. There is particular attention paid to the most vulnerable children, including 
Aboriginal and Torres Strait Islander children, children from culturally and/or linguistically diverse 
backgrounds, and children with a disability. 
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http://www.vatican.va/roman_curia/congregations/ccatheduc/documents/rc_con_ccatheduc_doc_27041998_school2000_en.html
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Purpose 

The purpose of this Policy is to demonstrate the strong commitment of St Augustine’s to the care, safety 
and wellbeing of all students at our school. It provides an outline of the policies, procedures, actions and 
strategies that will be implemented to ensure that a child safe culture is championed and modelled at all 
levels of the school, to keep students safe from harm, including all forms of abuse in our school 
environment, on campus, online and in other locations provided by the school. 

This Policy takes into account relevant legislative requirements within the state of Victoria, including the 
specific requirements of the Child Safe Standards as set out in Ministerial Order No. 1359. 

This Policy applies to school staff, including school employees, volunteers, contractors and clergy. It 
should be read in conjunction with the following related school policies and procedures: 

1. PROTECT: Identifying and Responding to Abuse – Reporting obligations 

2. Child Safety Code of Conduct 

3. Reportable Conduct Policy. 

Principles 

Catholic schools have a moral, legal and mission-driven responsibility to create nurturing school 
environments where children and young people are respected, their voices are heard, and they are safe 
and feel safe (CECV Commitment Statement to Child Safety). 

The following principles underpin our commitment to child safety and wellbeing at St Augustine’s: 

● All students deserve, as a fundamental right, safety and protection from all forms of abuse and 
neglect. 

● Our school works in partnership with families and the community to ensure that they are engaged in 
decision-making processes, particularly those that have an impact on child safety and wellbeing and 
protection. 

● All students have the right to a thorough and systematic education in all aspects of personal safety, in 
partnership with their parents/guardians/carers. 

 

● All adults in our school, including teaching and non-teaching staff, clergy, volunteers and contractors, 
have a responsibility to care for children and young people, to positively promote their wellbeing, to 

https://www.vrqa.vic.gov.au/Documents/MinOrder1359childsafe.pdf
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identify and mitigate risks related to child safety and wellbeing in the school environment and to 
protect them from any kind of harm or abuse. 

● The policies, guidelines and codes of conduct for the care, wellbeing and protection of students are 
based on honest, respectful and trusting relationships between adults and children and young 
people. 

● Policies and practices demonstrate compliance with legislative requirements and cooperation with 
the Church, governments, the police and human services agencies. 

● All persons involved in situations where harm is suspected or disclosed must be treated with 
sensitivity, dignity and respect. 

● All members of the school community (including students and their families) are kept informed of 
child safety and wellbeing matters (where appropriate) and are involved in promoting child safety 
and wellbeing.  

● Staff, clergy, volunteers, contractors, parents and students should feel free to raise concerns about 
child safety and wellbeing, knowing these will be taken seriously by school leadership. 

● Appropriate confidentiality will be maintained, with information being provided to those who have a 
right or a need to be informed, either legally (including under legislated information sharing schemes 
being Child Information Sharing Scheme (CISS) or Family Violence Information Sharing Scheme 
(FVISS)) or pastorally. 

Definitions 

Child means a child or young person who is under the age of 18 years. 

Child abuse includes: 

(a) any act committed against a child involving: 

(i) a sexual offence 

(ii) an offence under section 49B(2) of the Crimes Act 1958 (grooming) 

(b) the infliction, on a child, of: 
(i) physical violence 
(ii) serious emotional or psychological harm 

(c) serious neglect of a child. 

Child safety encompasses matters related to protecting all children from child abuse, managing the risk 
of child abuse, providing support to a child at risk of child abuse, and responding to suspicions, incidents, 
disclosures  or allegations of child abuse (Ministerial Order No. 1359). 

Child neglect includes a failure to provide the child with an adequate standard of nutrition, medical care, 
clothing, shelter or supervision to the extent that the health and physical development of the child is 
significantly impaired or placed at serious risk (PROTECT: Identifying and responding to all forms of abuse 
in Victorian schools). 

Child physical abuse generally consists of any non-accidental infliction of physical violence on a child by 
any person (PROTECT: Identifying and responding to all forms of abuse in Victorian schools). 

Child sexual abuse is when a person uses power or authority over a child to involve them in sexual 
activity. It can include a wide range of sexual activity and does not always involve physical contact or 
force (PROTECT: Identifying and responding to all forms of abuse in Victorian schools). 

Emotional child abuse occurs when a child is repeatedly rejected, isolated or frightened by threats, or by 
witnessing family violence (PROTECT: Identifying and responding to all forms of abuse in Victorian schools). 

http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D27
http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D27
https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D15
https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D17
https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D26
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Grooming is when a person engages in predatory conduct to prepare a child for sexual activity at a later 
date. It can include communication and/or attempting to befriend or establish a relationship or other 
emotional connection with the child or their parent/carer (PROTECT: Identifying and responding to all 
forms of abuse in Victorian schools). 

Mandatory reporting: The legal requirement under the Children, Youth and Families Act 2005 (Vic.) to 
protect children from harm relating to physical and sexual abuse. The Principal, registered teachers and 
early childhood teachers, school counsellors, religious clergy, medical practitioners and nurses at a school 
are mandatory reporters under this Act (PROTECT: Identifying and responding to all forms of abuse in 
Victorian schools). 

Reasonable belief – mandatory reporting: When school staff are concerned about the safety and 
wellbeing of a child or young person, they must assess that concern to determine if a report should be 
made to the relevant agency. This process of considering all relevant information and observations is 
known as forming a reasonable belief. A ‘reasonable belief’ or a ‘belief on reasonable grounds’ is not the 
same as having proof, but is more than mere rumour or speculation. A reasonable belief is formed if a 
reasonable person in the same position would have formed the belief on the same grounds (PROTECT: 
Identifying and responding to all forms of abuse in Victorian schools). 

Reasonable belief – reportable conduct scheme: When a person has a reasonable belief that a 
worker/volunteer has committed reportable conduct or misconduct that may involve reportable conduct. 
A reasonable belief is more than suspicion and there must be some objective basis for the belief. It does 
not necessitate proof or require certainty. 

NOTE: the difference between the reasonable belief definitions under mandatory reporting and 
the reportable conduct scheme is the category of persons who are required to, or can, form the 
reasonable belief which forms the basis for a report.  

Reportable conduct: Five types of reportable conduct are listed in the Child Wellbeing and Safety Act 
2005 (Vic.) (as amended by the Children Legislation Amendment (Reportable Conduct) Act 2017). These 
include: 

1. sexual offences (against, with or in the presence of a child) 

2. sexual misconduct (against, with or in the presence of a child) 

3. physical violence (against, with or in the presence of a child) 

4. behaviour that is likely to cause significant emotional or psychological harm 

5. significant neglect. 

School environment means any of the following physical, online or virtual places used during or outside 
school hours: 

● a campus of the school 

● online or virtual school environments made available or authorized by St Augustine’s for use by a 
child or student (including email, intranet systems, software, applications, collaboration tools and 
online services) 

● other locations provided by the school or through a third-party provider for a child or student to use 
including, but not limited to, locations used for school camps, approved homestay accommodation, 
delivery of education and training, sporting events, excursions, competitions and other events) 
(Ministerial Order No. 1359). 

School staff means an individual working in a school environment who is: 

● directly engaged or employed by a school governing authority 

https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D20
https://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D20
http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D8
http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D8
http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D35
http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx#page%3D35
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● a contracted service provider engaged by MACS (whether or not a body corporate or any other 
person is an intermediary) engaged to perform child-related work for St Augustine’s 

● a minister of religion, a religious leader or an employee or officer of a religious body associated with 
MACS (Ministerial Order No. 1359). 

Volunteer means a person who performs work without remuneration or reward for St Augustine’s in the 
school environment. 

Policy commitments 

All students enrolled at St Augustine’s have the right to feel safe and be safe. The safety and wellbeing of 
children in our care will always be our first priority and we do not and will not tolerate child abuse. We 
aim to create a child-safe and child-friendly environment where children are free to enjoy life to the full 
without any concern for their safety. There is particular attention paid to the most vulnerable children, 
including Aboriginal and Torres Strait Islander children, children from culturally and/or linguistically 
diverse backgrounds, children with a disability, children who are unable to live at home, international 
students, and LGBTIQ+ students. 

Our commitment to our students 

● We commit to the safety and wellbeing of all children and young people enrolled in our school. 

● We commit to providing children and young people with positive and nurturing experiences. 

● We commit to listening to children and young people, and empowering them by ensuring that they 
understand their rights (including to safety, information and participation), and by taking their views 
seriously and addressing any concerns that they raise with us. 

● We commit to taking action to ensure that children and young people are protected from abuse or 
harm. 

● We commit to ensuring that the needs of all children and young people enrolled in our school are 
met, including those who are most vulnerable. 

● We commit to recognising the importance of friendships and to encouraging support from peers, to 
help children and students feel safe and less isolated. 

● We commit to developing a culture that facilitates and provides opportunities for children and 
student participation, and that strengthens the confidence and engagement of children and students 
by being responsive to their input. 

● We commit to teaching children and young people the necessary skills and knowledge to understand 
and maintain their personal safety and wellbeing. 

● We commit to seeking input and feedback from students regarding the creation of a safe school 
environment. 

Our commitment to parents, guardians and carers 

● We commit to communicating honestly and openly with parents, guardians and carers about the 
wellbeing and safety of their children. 

● We commit to engaging with, and listening to, the views of parents, guardians and carers about our 
child safety and wellbeing practice, policies and procedures. 

● We commit to transparency in our decision-making with parents, guardians and carers where it will 
not compromise the safety of children or young people. 

● We commit to open engagement and communication with parents, guardians and carers about our 
child safe approach and our operations and governance related to child safety and wellbeing. 

● We commit to ensuring that relevant information relating to child safety and wellbeing is accessible 
to parents, guardians and carers. 
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● We commit to acknowledging the cultural diversity of students and families, and being sensitive to 
how this may impact on student safety issues. 

● We commit to continuously reviewing and improving our systems to protect children from abuse. 

Our commitment to our school staff (school employees, volunteers, contractors 
and clergy) 

● We commit to providing all St Augustine’s staff with the necessary support to enable them to fulfill 
their roles, and to ensure that staff are attuned to signs of harm and are able to facilitate child-
friendly ways for children and students to express their views, participate in decision-making and 
raise their concerns. This will include regular and appropriate learning opportunities. 

● We commit to providing regular opportunities to clarify and confirm policy and procedures in relation 
to child safety and wellbeing, and young people’s protection and wellbeing. This will include annual 
training in the principles and intent of the Child Safety and Wellbeing Policy and Child Safety Code of 
Conduct, and staff responsibilities to report concerns. 

● We commit to listening to all concerns voiced by St Augustine’s staff, clergy, volunteers and 
contractors about keeping children and young people safe from harm. 

● We commit to providing opportunities for St Augustine’s school employees, volunteers, contractors 
and clergy to receive formal debriefing and counseling arising from incidents of the abuse of a child 
or young person. 

Responsibilities and organisational arrangements 

Everyone employed or volunteering at St Augustine’s has a responsibility to understand the important 
and specific role they play individually and collectively to ensure a child safe culture in which the 
wellbeing and safety of all students is at the forefront of all they do and every decision they make (CECV 
Commitment Statement to Child Safety). 

The school has allocated roles and responsibilities for child safety and wellbeing as follows: 

The school has allocated roles and responsibilities for child safety as follows: Child Safety Officer: Jodie 
Velardo  

St Augustine’s Primary School has appointed a Child Safety Officer responsible for taking immediate 
action & providing support in the event of a child safety complaint, suspected abuse, disclosures or 
breaches of the Child Safety Code of Conduct. The School’s Child Safety Officer, in consultation with 
members of the Leadership Team, are responsible for managing the entire process in close consultation 
with all affected parties.  

 

Guide to responsibilities of school leadership 

The Principal, the school governing authority and school leaders at St Augustine’s recognise their 
particular responsibility to ensure the development of preventative and proactive strategies that 
promote a culture of openness, awareness of and shared responsibility for child safety and wellbeing. 
Responsibilities include: 

● creating an environment for children and young people to be safe and to feel safe 

● upholding high principles and standards for all staff, clergy, volunteers and contractors 

● promoting models of behaviour between adults and children and young people based on mutual 
respect and consideration 

● ensuring thorough and rigorous practices are applied in the recruitment, screening and ongoing 
professional learning of staff and volunteers 
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● ensuring that school personnel have regular and appropriate learning to develop their knowledge of, 
openness to and ability to prevent, identify and address child safety and wellbeing matters 

● ensuring that the school has in place appropriate risk management strategies and practices that 
focus on preventing, identifying and mitigating risks related to child safety and wellbeing in the 
school environment 

● providing regular opportunities to clarify and confirm legislative obligations, policy and procedures in 
relation to children and young people’s protection and wellbeing 

● ensuring the school meets the specific requirements of the Victorian Child Safe Standards as set out 
in Ministerial Order No. 1359 

● ensuring the school takes specific action to protect children from abuse in line with the three new 
criminal offences introduced under the Crimes Act 1958 (Vic.) and in line with PROTECT: Identifying 
and responding to all forms of abuse in Victorian schools 

● ensuring the school understands and reports all matters that may constitute reportable conduct 
under the Reportable Conduct Scheme and in accordance with the School’s reportable conduct policy 

● sharing information under legislated information sharing schemes (CISS and FVISS) in accordance 
with the school’s prescribed role as an ISE 

● ensuring that the school monitors and reviews the risks related to child safety and wellbeing, 
including evaluating the effectiveness of the implementation of its risk controls, on an annual basis. 

 

Guide to responsibilities of school staff 

Responsibilities of school staff (school employees, contractors and clergy) and volunteers include: 

● treating children and young people with dignity and respect, acting with propriety, providing a duty 
of care, and protecting children and young people in their care 

● following the legislative and internal school policies, procedures and processes in the course of their 
work, if they form a reasonable belief that a child or young person has been or is being abused or 
neglected 

● providing a physically and psychologically safe environment where the wellbeing of children and 
young people is nurtured 

● undertaking regular training and education in order to understand their individual responsibilities in 
relation to child safety, and the wellbeing of children and young people, including ways to prevent, 
identify and mitigate risks relating to child safety and wellbeing 

● assisting children and young people to develop positive, responsible and caring attitudes and 
behaviours which recognise the rights of all people to be safe and free from abuse 

● following the school’s Child Safety Code of Conduct 

● where risks of child abuse are identified, ensuring that action is taken to mitigate against those risks 
and that risks and actions are appropriately recorded. 

 

Organisational arrangements 

The Principal has the overall leadership role in monitoring and responding to the policy, procedures and 
practices for child safety and wellbeing in St Augustine’s in accordance with this Policy. 

We have appointed a Child Safety and Wellbeing Lead/Officer and the role description is available in the 
staff handbook: 

● The Child Safety Team assists the Principal. 

http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx
http://www.cecv.catholic.edu.au/getmedia/ebe135a4-d1b3-48a0-81fe-50d4fc451bcd/Identifying-and-Responding-to-All-Forms-of-Abuse.aspx
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● The Child Safety Team and Wellbeing Leader works in preventing, identifying and mitigating risks in 
child safety and wellbeing. 

● The Child Safety Team and Wellbeing Leader also supports the Principal to monitor implementation 
of school policies, procedures and practices, to monitor and review the risks associated with child 
safety and wellbeing (including by  and to identify professional learning. 

St Augustine’s website and newsletter will provide information to keep parents and carers informed of 
child safety and wellbeing commitments, procedures and arrangements. 

Expectation of our school staff and volunteers – Child Safety Code of 
Conduct 

At St Augustine’s we expect school employees, volunteers, contractors and clergy to proactively ensure 
the safety and wellbeing of students at all times, to identify concerns about child safety and wellbeing 
and to take appropriate action if there are concerns about the safety and wellbeing of any child at the 
school. All school staff must remain familiar with the relevant laws, the code of conduct, and policies and 
procedures in relation to child protection, and comply with all requirements. We have developed a Child 
Safety Code of Conduct which recognises the critical role that school staff play in protecting the students 
in our care and establishes clear expectations of school employees, volunteers, contractors and clergy for 
appropriate behaviour with children in order to safeguard them against abuse and/or neglect. 

Our Code also protects school staff and volunteers through clarification of acceptable and unacceptable 
behaviour. This Code of Conduct also provides anyone engaged by St Augustine’s Primary School with 
guidance on how best to support students and young people and how to avoid or better manage difficult 
situations. 

St Augustine’s website and newsletter will provide information to keep parents and carers informed of 
child safety commitments, procedures and arrangements. 

 

Student safety and participation 

At St Augustine’s, we actively encourage all students to openly express their views and feel comfortable 
about giving voice to the things that are important to them. 

We teach students about what they can do if they feel unsafe and enable them to understand, identify, 
discuss and report their concerns. We listen to and act on any concerns students, or their parents or 
carers, raise with us. 

The curriculum design integrates appropriate knowledge and skills to enhance students’ understanding of 
being safe, as well as their understanding of their rights to safety, information and participation. Teaching 
and learning strategies that acknowledge and support student agency and voice are implemented. We 
ensure that students are offered access to sexual abuse prevention programs and to relevant related 
information in an age-appropriate way. 

We have developed appropriate education about: 

● standards of behaviour for students attending our school 

● healthy and respectful relationships (including sexuality) 

● resilience 

● child abuse awareness and prevention. 

We have also developed curriculum planning documents that detail the strategies and actions the school 
takes to implement its obligations to ensure that: 

https://drive.google.com/file/d/1SfpvIalqI_gxQlqlFKOwO11aV0QEcYu9/view?usp=sharing
https://drive.google.com/file/d/1SfpvIalqI_gxQlqlFKOwO11aV0QEcYu9/view?usp=sharing
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● children and students are informed about all of their rights, including to safety, information and 
participation 

● the importance of friendship is recognised and support from peers is encouraged, to help children 
and students feel safe and be less isolated 

● staff and volunteers are attuned to signs of harm and facilitate child-friendly ways for children and 
students to express their views, participate in decision-making and raise their concerns 

● we have strategies in place to develop a culture that facilitates participation and is responsive to the 
input of children and students 

● we provide opportunities for children and students to participate and is responsive to their 
contributions to strengthen confidence and engagement 

● students are offered access to sexual abuse prevention programs and to relevant information in an 
age-appropriate way. 

A positive school culture as well as the explicit teaching of Social and Emotional learning empowers and 
enables each student at St Augustine’s to: 

● learn to recognise and manage emotions and care about others 
● make good decisions, behave ethically and responsibly 
● develop positive relationships, and avoid negative behaviours 
● develop resilience and problem solving skills to achieve important social/life tasks 
● develop and maintain friendships 

St Augustine’s implements a number of strategies, programs and resources to support the individual 
needs of all students including whole school initiatives and external intervention agencies focused on 
student rights, participation and empowerment. 

These include: 

● Buddy program 
● Thumbs Up program 
● Respectful Relationships program 
● Transition program 
● Social and Emotional Learning programs 
● Individual Learning Plans 
● Student Services Leader 
● Onsite psychologist 
● Learning Support Officers 
● School wide positive behaviour management 
● Student Leaders 

Reporting and responding 

Our school creates records relevant to any child safety complaints, disclosures or breaches of the Child 
Safety Code of Conduct, and maintains and disposes of those records in accordance with security and 

privacy requirements and Public Record Office Victoria Recordkeeping Standards (including minimum 
retention periods). Our school complies with legal obligations that relate to managing the risk of child 
abuse under the Children, Youth and Families Act 2005 (Vic.), the Crimes Act 1958 (Vic.), the Child 
Wellbeing and Safety Act 2005 (Vic.) and the recommendations of the Betrayal of Trust report. 

Child protection reporting obligations fall under separate pieces of legislation with differing reporting 
requirements. 

Our school’s PROTECT: Identifying and Responding to Abuse – Reporting obligations updated May 2022 
sets out the actions required under the relevant legislation when there is a reasonable belief that a child 

https://prov.vic.gov.au/sites/default/files/files/documents/1906v1.0.pdf
http://www.parliament.vic.gov.au/fcdc/article/1788
https://drive.google.com/file/d/1n8ymvN9zvWys-ZEwKTVXE0ayqB8BzcgH/view?usp=sharing
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at our school is in need of protection or a criminal offence has been committed, and provides guidance 
and procedures on how to make a report. 

Our policy assists staff, volunteers and families to: 

● identify the indicators of a child or young person who may be in need of protection 

● understand how a reasonable belief is formed under the reportable conduct scheme as well as 
mandatory reporting 

● make a report of a child or young person who may be in need of protection 

● comply with mandatory reporting obligations under child protection law, and their legal obligations 
relating to child abuse and grooming under criminal law 

● understand and comply with information sharing and recordkeeping obligations 

● comply with reporting obligations under the reportable conduct scheme including obligations to 
report and investigate allegations of reportable conduct. 

Our school has also established additional internal procedures and processes to help ensure that 
appropriate action is taken to prevent, identify and respond to concerns about the wellbeing and/or 
safety of a student. 

Our school is a prescribed Information Sharing Entity (ISE) meaning that, where legislated requirements 
are met, it is able to share confidential information with other ISEs to promote child wellbeing or safety 
under the CISS or FVISS. 

At St Augustine’s if any member of our school community has concerns for a child’s safety they need to 
discuss, they can notify the school Principal, the Deputy Principal or the designated Child Safety and 
Wellbeing Lead/Officer, St Augustine’s. 

If the Principal or Child Safety and Wellbeing Officer is not available, then it should be discussed with a 
member of the school leadership team. Alternatively, any member of the school community may report 
directly to the responsible authority. 

The staff member, supported by the Principal or designated Child Safety and Wellbeing Officer will follow 
the step-by-step guide to making a report as outlined in the Four Critical Actions for Schools: Responding 
to Incidents, Disclosures and Suspicions of Child Abuse. 

Screening and recruitment of school staff 

St Augustine’s will apply thorough and rigorous screening processes in the recruitment of employees and 
volunteers involved in child-connected work. Our commitment to child safety and wellbeing and our 
screening requirements are included in all advertisements for such employee, contractor and volunteer 
positions, and all applicants are provided with copies of the school’s Child Safety Code of Conduct and the 
Child Safety and Wellbeing Policy. 

Each job description for staff involved in child-connected work has a clear statement that sets out the 
requirements, duties and responsibilities regarding child safety and wellbeing for those in that role and 
the occupant’s essential qualifications, experience and attributes in relation to child safety and wellbeing. 

When recruiting and selecting employees, contractors and volunteers involved in child-connected work, 
we ensure that we gather, verify and record the following information about any person we propose to 
engage: 

● confirm the applicant’s Working with Children Check and National Police Check status and/or 
professional registration (as relevant) 

● obtain proof of personal identity and any essential or relevant professional or other qualifications 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
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● verify the applicant’s history of work involving children 

● obtain references that address the applicant’s suitability for the job and working with children. 

We will also ensure that appropriate supervision or support arrangements are in place in relation to the 
induction of new school staff into the school’s policies, codes, practices and procedures governing child 
safety and wellbeing and child-connected work. 

We have procedures and processes for monitoring and assessing the continuing suitability of school staff 
and volunteers to work with children, including regular reviews of the status of Working with Children 
Checks and staff professional registration requirements such as Victorian Institute of Teaching (VIT) 
registration. 

St Augustine’s implements the following CECV guidelines: 

● Guidelines on the Employment of Staff in Catholic Schools 

● Guidelines on the Engagement of Volunteers in Catholic Schools 

● Guidelines on the Engagement of Contractors in Catholic Schools 

● NDIS/External Providers: Guidelines for Schools. 

At St Augustine’s, we are committed to ensuring that our recruitment practices create a safe 
environment for our students. Our recruitment processes are designed to select appropriate staff and 
volunteers, and to assess their suitability to work at our school and with children. 

Each job description for staff involved in child-connected work (being those persons with direct contact 
with children that is regular and not incidental to the work) has a clear statement that sets out the 
requirements, duties and responsibilities regarding child protection for those in that role, and the 
occupant’s essential qualifications, experience and attributes in relation to child protection. 

 

All applicants for child-connected work at the school are informed about these requirements and the 
school’s child protection practices, including the Child Safety Code of Conduct, prior to commencing work 
at the school. Once employed, staff are also taken through an induction procedure that further reiterates 
the person’s duties and responsibilities regarding child safety and child protection. All staff and 
volunteers are required to read and sign a Child Safety Code of Conduct prior to commencing their work 
with children. 

 

The school will make reasonable efforts to gather, verify and record the following information about a 
person who it proposes to engage to perform child-connected work: 

● registration with the VIT and associated NCCHC 
● WWCC for non-teaching staff 
● personal identity verification and background checking 
● verification of professional and other qualifications relevant to the job 
● an examination of their history of child-connected work 
● reference checking that addresses the person’s suitability for the job and working with children. 

As a school we  gather, verify and record a person’s history of work involving children. The school takes 
child safety very seriously and for this reason, potential volunteers are required to complete a volunteer 
application listing their entire work history, including any volunteer work, involving children and 
reference checks are undertaken for potential volunteers to assess their suitability to work with children. 
The referee check may be a discussion between the school and the nominated referee for the purpose of 
addressing the person’s suitability for volunteer work and for engaging in child-connected work. Pre-
engagement checks are also completed and all volunteers are required to apply for and pass a WWCC.  
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All Volunteers are provided with training / induction as a supportive way of introducing them to the 
school. The process is an opportunity to communicate the school’s expectations and procedures for all 
personnel working with children, volunteer or employee. 

All volunteers, including parent/carer volunteers, must undergo the following screening prior to their 
engagement by the school: 

● personal identity verification and background checking 
● verification of professional and other qualifications if relevant to their role 
● an examination of their history of child-connected work 
● reference checking that addresses the person’s suitability for the job and working with children. 

For parent/carers volunteers, the school also requires a WWCC as best practice. 

 

Child safety and wellbeing – education and training for school staff 

St Augustine’s provides employees, volunteers and clergy with regular and appropriate opportunities to 
develop their knowledge of, openness to and ability to address child safety and wellbeing matters. This 
includes induction, ongoing training and professional learning to ensure that everyone understands their 
professional and legal obligations and responsibilities, and the procedures for reporting suspicion of child 
abuse and neglect. 

At least annually, our professional learning and training addresses: 

● staff’s individual and collective obligations and responsibilities for managing the risk of child abuse 

● preventing, identifying and mitigating child abuse risks in the school environment without 
compromising a child or student's right to privacy, access to information, social connections and 
learning opportunities 

● the reportable conduct scheme 

● our school’s current child safety standards (including this Policy, the Child Safety Code of Conduct 
and any other policies and procedures relating to child safety and wellbeing, including in relation to 
managing complaints and concerns related to child abuse) 

● guidance on recognising indicators of child harm including harm caused by other children and 
students 

● guidance on responding effectively to issues of child safety and wellbeing and supporting colleagues 
who disclose harm 

● guidance on how to build culturally safe environments for children and students 

● guidance on their information sharing and recordkeeping obligations, including under the Public 
Record Office Victoria Recordkeeping Standards. 

All staff are required to complete online training modules annually via the Safe Smart Portal. Professional 
learning is provided throughout the year and Child Safety reminders and updates are provided at staff 
meetings and put on the weekly Staff Desktop. 

The Induction program for new staff includes a meeting with the Child Safety Officer where Child Safety 
procedures and protocols are discussed. 

 

 

 

https://prov.vic.gov.au/sites/default/files/files/documents/1906v1.0.pdf
https://prov.vic.gov.au/sites/default/files/files/documents/1906v1.0.pdf
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Diversity and equity – strategies and actions 

At St Augustine’s we are committed to ensuring that equity is upheld, and that diverse needs are 
respected in policy and practice. We aim to ensure that: 

● all school staff and volunteers understand the diverse circumstances of children and students 
● our school provides support and responds to vulnerable children and students 
● children, students, staff, volunteers and the school community have access to information, 

support and complaints processes in ways that are culturally safe, accessible and easy to 
understand 

● the school pays particular attention to the needs of students with disability, students from 
culturally and linguistically diverse backgrounds, students who are unable to live at home, 
international students, and LGBTIQ+ students 

● the school pays particular attention to the needs of Aboriginal students and provides and 
promotes a culturally safe environment for them. 

● events and meetings begin with a Welcome to Country or an Acknowledgement of Country as a 
standing agenda item. 

● the Aboriginal and Torres Strait Islander flags are flown on school grounds. 
● plaques and signs to acknowledge Country and Traditional Owners are displayed around the 

school 
● we continue to build school-wide knowledge of Aboriginal histories, cultures, perspectives, 

values, skills and attitude  

●                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

a child or student’s ability to express their culture and enjoy their cultural rights is encouraged 
and actively supported 

●   staff, students, volunteers and the school community are prepared to acknowledge and 
appreciate the strengths of Aboriginal culture, and its importance to the wellbeing and safety of 
Aboriginal children and students 

●  measures are adopted to ensure racism is identified, confronted and not tolerated 

●  any instances of racism are addressed with appropriate consequences 

● the participation and inclusion of Aboriginal children and students, and their families, are actively 
supported. 

At St Augustine’s we  continue to embed the Child Safe Standards and  implement these diversity and equity 
obligations  through the following; 

 
● CECV – Intervention Framework  
● CECV – Parent Guide to Program Support Groups 
● CECV – Personal Care Support in Schools  
● CECV – Positive Behaviour Guidelines 
● Catholic Education Melbourne (CEM) – Horizons of Hope – Vision, Context, Strategy, Practice  
● MACS – Religious Education Curriculum 
● Victorian Curriculum F–10 
● Victorian DET – Resilience, Rights and Respectful Relationships, incorporating a Catholic context 

 
Other additional  supporting resources include: 
 

● Catholic Archdiocese of Melbourne – Welcoming Each Other: Guidelines for Interfaith Education 
in the Schools of the Archdiocese of Melbourne 

● Catholic Education Commission of Victoria (CECV) –  Aboriginal and Torres Strait Islander 
Education Action Plan 

https://www.cecv.catholic.edu.au/getmedia/757e80aa-1c1a-4510-8d8a-f1ca72a92adb/CECV-Intervention-Framework-2021-overview.aspx?ext=.pdf
https://www.cecv.catholic.edu.au/getmedia/8067c3e8-72f0-402c-9b78-60450b06c689/Parent-Guide-to-Program-Support-Groups.aspx?ext=.pdf
https://www.cecv.catholic.edu.au/getmedia/56a1892e-fc3f-45f8-b057-daa8dd462dfd/CECV-Personal-Care-Support-in-Schools.aspx?ext=.pdf
https://www.cecv.catholic.edu.au/getmedia/bc1d235d-9a98-4bb4-b3ac-84b50fa7c639/CECV-Positive-Behaviour-Guidelines_FINAL2.aspx?ext=.pdf
https://cevn.cecv.catholic.edu.au/Melb/Curriculum/Horizons-of-Hope
https://resource-macs.com/
https://victoriancurriculum.vcaa.vic.edu.au/
https://fuse.education.vic.gov.au/ResourcePackage/ByPin?pin=2JZX4R
http://www.cam1.org.au/eic/welcoming/index.html
http://www.cam1.org.au/eic/welcoming/index.html
https://www.cecv.catholic.edu.au/getmedia/bd494d6a-2d58-4f9b-94a2-85f3ab75e7ea/CECV-Aboriginal-and-Torres-Strait-Islander-Education-Action-Plan.aspx?ext=.pdf
https://www.cecv.catholic.edu.au/getmedia/bd494d6a-2d58-4f9b-94a2-85f3ab75e7ea/CECV-Aboriginal-and-Torres-Strait-Islander-Education-Action-Plan.aspx?ext=.pdf
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● CECV – Aboriginal and Torres Strait Islander Perspectives 
● CECV – Assessing and Intervening with Impact  
● CECV – Guidelines for Supporting New Arrivals and Refugees 
● CEM – Identity and Growth: A perspective for Catholic schools 
● Catholic Education South Australia – Children: Close to the Mystery of God 
● Edmund Rice Education Australia (EREA) – Live Life to the Full: EREA Safe & Inclusive Learning 

Communities Statement 

● MACS – Allways: A guide to supporting all learners in all ways always  
● National Catholic Education Commission – Framework for Student Faith Formation in Catholic 

Schools  
● Victorian Department of Education and Training (DET) Out-of-Home Care Education Commitment  

 

Family engagement – strategies and actions 

St Augustine’s ensures that families, carers and other members of the school community are informed 
about relevant child safety and wellbeing matters and are involved in the promotion of child safety and 
wellbeing at the school. We aim to ensure that: 

● families participate in decisions relating to child safety and wellbeing which affect their child 
● we engage and openly communicate with families, carers and other members of the school 

community about our child safe approach 

● all members of the school community have access to information relating to child safety and wellbeing 
● families, carers and other members of the school community have the opportunity to provide input 

into the development and review of the school's child safety and wellbeing policies and practices 
● families, carers and other members of the school community are informed about the operations and 

governance of the school in relation to child safety and wellbeing. 

At St Augustine’s we acknowledge the importance of families and communities in promoting child safety and 
wellbeing. We provide families and communities with information about our child safety policies and practices, 
and inform families and communities in decisions about child safety. 

 At St Augustine’s we create a welcome environment as we : 

● provide new enrolments  with information about child safety, complaints processes and how to raise 
concerns ie prep information  sessions 

● create a welcoming environment at school reception so community members and families feel 
respected, included and safe to come onto school grounds. 

● conduct school open days or host community events, such as a school fete or liturgies, to welcome 
families and the broader community. 

● provide opportunities and avenues for parents and carers to engage with staff to discuss their 
children’s experiences at school ie emails, phone conversations, Seesaw, Parent Teacher 
Conversations 

● make newsletters and communications accessible , so that families, in all their diversity, know that 
they are welcome and integral to the life of the school community. 

● select meeting venues that are physically accessible, welcoming and culturally safe. 
 

At St Augustine's we engage families and communities in building a child safe organisation as we: 

● ask parents and carers about their children – this can be in formal settings like parent–teacher 
interviews, or during chance meetings at pick-up and drop-off. 

● Regularly engage with parents, carers and students, and discuss the needs of students through 
parent–teacher interviews, Program Support Group Meetings 

https://cevn.cecv.catholic.edu.au/Melb/Student-Support/Cultural-Diversity/ATSI-perspectives
https://cevn.cecv.catholic.edu.au/Melb/Document-File/Students-Support/Practices/Assessing-and-intervening-with-impact
https://www.cecv.catholic.edu.au/getmedia/b1a8935d-5f90-45e6-bb28-828e23c83366/CECV-Guidelines-for-New-Arrivals-and-Refugees-2020-2022.aspx?ext=.pdf
https://cevn.cecv.catholic.edu.au/Melb/MI/Identity-Growth
https://safeguardingchildren.acu.edu.au/-/media/feature/micrositesarticles/safeguardingchildren/children_close_to_mystery_of_god_-vjuly2015rev_20150825.pdf?la=en&hash=A5234C17459BAE41E54584FAA066B9A0
https://www.erea.edu.au/wp-content/uploads/2020/09/Safe_and_inclusive_Resource.pdf
https://www.erea.edu.au/wp-content/uploads/2020/09/Safe_and_inclusive_Resource.pdf
https://www.macs.vic.edu.au/CatholicEducationMelbourne/media/Documentation/Documents/Allways-A4-book-Guide-web.pdf
https://www.ncec.catholic.edu.au/doclink/student-faith-formation-in-catholic-schools-february-2022/eyJ0eXAiOiJKV1QiLCJhbGciOiJIUzI1NiJ9.eyJzdWIiOiJzdHVkZW50LWZhaXRoLWZvcm1hdGlvbi1pbi1jYXRob2xpYy1zY2hvb2xzLWZlYnJ1YXJ5LTIwMjIiLCJpYXQiOjE2NDQyNzM3NTYsImV4cCI6MTY0NDM2MDE1Nn0.jGLDyhU7PGuIaDiSI4Pv5ODo78qVCxDaI9e5o0m7CVg
https://www.ncec.catholic.edu.au/doclink/student-faith-formation-in-catholic-schools-february-2022/eyJ0eXAiOiJKV1QiLCJhbGciOiJIUzI1NiJ9.eyJzdWIiOiJzdHVkZW50LWZhaXRoLWZvcm1hdGlvbi1pbi1jYXRob2xpYy1zY2hvb2xzLWZlYnJ1YXJ5LTIwMjIiLCJpYXQiOjE2NDQyNzM3NTYsImV4cCI6MTY0NDM2MDE1Nn0.jGLDyhU7PGuIaDiSI4Pv5ODo78qVCxDaI9e5o0m7CVg
https://www.cecv.catholic.edu.au/getmedia/11631bac-6208-4324-887e-0aca88189126/OoHC-Education-Commitment.aspx?ext=.pdf
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● liaise with parents and carers in relation to any concerns and/or decisions that affect their child and 
giving them the opportunity to contribute to any discussions, where appropriate ie Parent Teacher 
Conversations 

● create and maintain open lines of communication with families, carers and other members of the 
school community, particularly with respect to child safety and wellbeing matters 

● ensure that parents, carers and others in the school community are updated and involved in child 
safety and wellbeing  

● ensure they act in accordance with the principles set out in this Policy when managing issues relating 
to child safety and wellbeing 

 

At St augustine’s we provide regular opportunities to communicate as we: 

● provide opportunities for parents and carers to engage with staff to discuss their children’s 
experiences at school. 

● organise interpreters and translations to engage families from non-English speaking backgrounds in 
conversations about the school’s child safety strategies. 

● provide families and carers with a variety of communication methods, including email, Seesaw, 
meetings and workshops  

● incorporate child safety questions in parent and carer surveys to measure awareness and confidence 
in the school’s child safety approach, and to support ongoing improvement. 

● remind the school community about the shared roles of parents, carers and school staff in creating a 
positive environment for learning i.e Code of Conduct, Parent Volunteer training. 

● host community workshops or provide information on child safety and wellbeing topics, for example, 
Respectful Relationships or online safety. 

● provide families with take-home information to help them talk to their children about safety and 
wellbeing at home. 

● communicate with and appropriately involve families at all stages of the process if a concern is raised 
or a complaint is made. 

At St Augustine’s we reflect the diversity of the school community as we: 

● make newsletters and communications accessible, so that families, in all their diversity, know that 
they are welcome and integral to the life of the school community. 

● select meeting venues that are physically accessible, welcoming and culturally safe. 
● invite and encourage the take-up of volunteer positions by families from diverse backgrounds, 

including people with a disability, Aboriginal people, and those from culturally and linguistically 
diverse backgrounds. 

Risk management 
At St Augustine’s we are committed to proactively and systematically identifying and assessing risks to student 
safety across our whole school environment, and reducing or eliminating (where possible) all potential sources 
of harm. We document, implement, monitor and annually review our risks and risk management strategies for 
child safety and wellbeing, evaluate the effectiveness of the implementation of our risk controls and ensure 
that the strategies change as needed and as new risks arise. 

A Child Safety Team has been established to identify and manage risks. We document, implement, monitor 
and periodically review our risk management strategies for child safety, and ensure that the strategies change 
as needed and as new risks arise. The team refers to and follows the Protect and Information Sharing Scheme 
Guidelines. 

 

To support establishing minimum requirements and continue to embed the Child Safe 
Standards, we: 
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● establish expectations and promote child safety 
● promote the school’s child safety policies at assemblies, meetings, open days, newsletters and other 

regular communications. 
● create a child-friendly version of the Child Safety Code of Conduct with student input, and make this 

version publicly available. 
● use the Child Safety and Wellbeing Policy to promote the school’s commitment to child safety. 
● display our commitment to child safety prominently at reception and around the school grounds, and 

by including it in various forms of communication to the school community. 
● communicate and demonstrate that mistreatment of students and racism are not tolerated in any 

way, and that students who speak out are listened to and taken seriously. 
● promote  open discussion on child safety issues within the school community, including at leadership 

team meetings, staff meetings and school council meetings. 

Assign responsibility 

● nominate one or more child safety and wellbeing officers to lead the school’s child safety approach, 
and assign responsibility to the officers to review and update the child safety risk register annually. 

● form a working group with staff and students to support the child safety and wellbeing officer, and 
promote child safety. 

Seek input 

● use Melbourne Archdiocese Catholic Schools – School Improvement Surveys (MACSSIS) and reflect on 
what it is being communicated about child safety. 

● consult with people external to the school who have additional expertise, such as MACS staff or 
external agencies. 

Oversee implementation 

● assess whether the school has all the policies it needs for effective practice and compliance. 
● review child safety practices and any emerging risks. 
● support students, families, staff and volunteers to safely disclose any child safety concerns or 

complaints. Report back to complainants about actions taken. 
● ensure visitors are supervised on site and not left alone with students. 

Align governance and recordkeeping with best practices 

● require that staff disclose any potential conflict of interest, and manage relationships and situations 
to reduce risks arising from conflict of interest. 

● control access to records of complaints to ensure only appropriate people see details. 
 

 

Relevant legislation 

● Children, Youth and Families Act 2005 (Vic.) 

● Child Wellbeing and Safety Act 2005 (Vic.) 

● Worker Screening Act 2020 (Vic.) 

● Education and Training Reform Act 2006 (Vic.) 

● Education and Training Reform Regulations 2017 (Vic.) 

● Equal Opportunity Act 2010 (Vic.) 

● Privacy Act 1988 (Cth) 

● Public Records Act 1973 (Vic) 
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● Crimes Act 1958 (Vic.) – Three new criminal offences have been introduced under this Act: 

1. Failure to disclose offence: Any adult who forms a reasonable belief that a sexual offence has been 
committed by an adult against a child under 16 has an obligation to report that information to police. 
Failure to disclose the information to police is a criminal offence. 

2. Failure to protect offence: This offence will apply where there is a substantial risk that a child under 
the age of 16 under the care, supervision or authority of a relevant organisation will become a victim 
of a sexual offence committed by an adult associated with that organisation. A person in a position of 
authority in the organisation will commit the offence if they know of the risk of abuse and have the 
power or responsibility to reduce or remove the risk, but negligently fail to do so. 

3. Grooming offence: This offence targets predatory conduct designed to facilitate later sexual activity 
with a child. Grooming can be conducted in person or online, for example via interaction through 
social media, web forums and emails. 

Related policies 

Catholic Education Commission of Victoria Ltd (CECV) guidelines 

● CECV Guidelines on the Employment of Staff in Catholic Schools 

● CECV Guidelines on the Engagement of Volunteers in Catholic Schools 

● CECV Guidelines on the Engagement of Contractors in Catholic Schools 

● CECV NDIS/External Providers: Guidelines for Schools 

● CECV Positive Behaviour Guidelines 

School policies 

● Child Safety Code of Conduct  

● PROTECT: Identifying and Responding to Abuse – Reporting obligations 

● Reportable Conduct Policy  

Responsible director Director, Learning and Regional Services 

Policy owner General Manager, Student Wellbeing 

Approving body/individual MACS Board 

Approval date 13 April 2022 

Risk rating High 

Date of next review April 2023 

 
POLICY DATABASE INFORMATION 

Related documents 
PROTECT: Identifying and Responding to Abuse – Reporting Obligations 
Complaints Handling Policy 
Pastoral Care of Students Policy 

Superseded documents Child Safety Policy – v1.0 - 2021 

New policy V2.0-2022 

 
 

https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/failure-to-disclose-offence#%3A~%3Atext%3DIn%202014%2C%20the%20law%20in%20Victoria%20was%20changed%2Coffended%20against%20a%20child%20under%2016%20in%20Victoria
https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/failure-to-protect-a-new-criminal-offence-to#%3A~%3Atext%3DFailure%20to%20protect%3A%20a%20new%20criminal%20offence%20to%2Cfrom%20sexual%20abuse%20and%20exposure%20to%20sexual%20offenders
https://www.justice.vic.gov.au/safer-communities/protecting-children-and-families/grooming-offence
https://www.cecv.catholic.edu.au/getmedia/0393d7fb-2fb9-4e48-a05e-56b703dd62eb/Employment-Guidelines.aspx
https://www.cecv.catholic.edu.au/Media-Files/IR/Policies-Guidelines/Volunteers/Guidelines-on-the-Engagement-of-Volunteers.aspx
https://www.cecv.catholic.edu.au/Media-Files/IR/Policies-Guidelines/Staff,-Contractors,-Volunteers/Contractor-Guidelines.aspx
https://www.cecv.catholic.edu.au/getmedia/cec12bdf-5e03-4d3a-ac47-504fe084f415/NDIS-External-Providers-Guidelines.aspx?ext=.pdf
https://www.cecv.catholic.edu.au/getmedia/bc1d235d-9a98-4bb4-b3ac-84b50fa7c639/CECV-Positive-Behaviour-Guidelines_FINAL2.aspx?ext=.pdf
https://docs.google.com/document/d/1YVygdLOmkWC3Ye-h8sHybEKetMhui4eueC6WqYoswJY/edit?usp=sharing
https://drive.google.com/file/d/1YtzhqrwzpKjmu4pCF8-SUaOKA1Q5aLR2/view?usp=sharing
https://docs.google.com/document/d/1DeszpLOjAkX4EMcuZZurjMZewwQ6bsOYVavpZ_C2xZU/edit?usp=sharing

