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Child Safety Claims and Reporting Procedure 

Overview 

Every organisa-on working with children and young people has an obliga-on to respond 
effec-vely to complaints, disclosures, and concerns affec-ng children and young people. 

The Na-onal Principles for Child Safe Organisa-ons provide a na-onally consistent approach to 
promo-ng organisa-onal cultures and prac-ces that foster child safety and wellbeing. 

Victorian organisa-ons that provide services or facili-es for children are required by law to 
implement the Victorian Child Safe Standards to protect children from harm. 

The eleven Standards require organisa-ons that provide services for children to have strategies 
embedded within their opera-ons that promote and support a culture of child safety, including 
leadership, involvement of families and community, and effec-ve risk management prac-ces. 

 

Purpose 

The purpose of this Child Safety Claims and Repor-ng Procedure is to provide clear guidance on 
how Next Step Ins-tute manages different types of complaints and repor-ng processes rela-ng 
to alleged, suspected, or observed breaches of the Child Safety and Wellbeing Policy, Child 
Safety Code of Conduct, and related procedures. 

This procedure supports the preven-on of child abuse and ensures concerns are responded to, 
reported, and managed appropriately. 

This procedure is intended to be easy to understand, culturally respecIul, child-focused, and 
accessible to the diversity of children, staff, volunteers, families, and communi-es engaging with 
Next Step Ins-tute. 

 

Policy Statement 

Next Step Ins-tute is commiKed to ensuring that all representa-ves of the organisa-on, 
including employees, students, contractors, visitors, children, young people, and their families, 
are aware of our commitment to child safety and have access to child safety informa-on and 
avenues for feedback or complaints. 

Next Step Ins-tute has a zero-tolerance approach to all forms of child abuse and neglect and 
recognises that all children and young people have the right to be safe from harm. 
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Next Step Ins-tute is commiKed to upholding the following principles: 

• Preven-ng child abuse by iden-fying risks early and reducing those risks. 

• Zero tolerance of child abuse. All allega-ons and concerns will be taken seriously and 
addressed promptly. 

• Repor-ng suspected child abuse to relevant authori-es where required. 

• Empowering children and young people to understand their rights and par-cipate in 
decisions affec-ng them. 

• Promo-ng equity and diversity so children feel respected regardless of background, 
ability, religion, gender, or culture. 

• Suppor-ng safety, par-cipa-on, and empowerment of learners and staff. 

• Maintaining safe physical and online environments. 

• Encouraging family engagement and par-cipa-on in promo-ng child safety. 

• Training staff so they understand responsibili-es, boundaries, and repor-ng obliga-ons. 

• Con-nuous improvement through regular review of systems and prac-ces. 

 

Scope 

This procedure applies to all Next Step Ins-tute staff and all persons who may work with 
children at any -me, including: 

• Employees 

• Volunteers 

• Trainers, assessors, and support staff 

• Contractors and subcontractors 

• Work experience students 

• Consultants 

• Placement supervisors where applicable 

• Any other person represen-ng the organisa-on who may interact with children or young 
people 
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The Following Principles Apply 

• All complaints regarding breaches of child safety policies or procedures must be raised. 

• Any person engaged in child-related work must hold a valid Working With Children 
Check where required by law. 

• Staff are required to complete child safe training and induc-on. 

• Child Safety Officers have a specific responsibility to promote child safe prac-ces. 

• Informa-on on how to make a complaint will be made accessible. 

• All complaints are taken seriously and managed promptly. 

• Risks to children will be iden-fied and managed immediately. 

• Relevant maKers may be reported to external authori-es where required. 

• Records will be kept of complaints, disclosures, concerns, and ac-ons taken. 

• Children, families, and communi-es may be consulted when reviewing complaint 
processes. 

• Complaints will be managed confiden-ally and fairly. 

• No retalia-on or vic-misa-on will occur against anyone making a complaint in good 
faith. 

 

Procedure 

Next Step Ins-tute has developed these procedures in line with the Victorian Child Safe 
Standards to ensure the organisa-on can iden-fy, respond to, and reduce child safety risks. 

Four Critical Actions 

Action 1: Respond to an Emergency 

If a child is at immediate risk of harm: 

• Ensure the child’s immediate safety 

• Separate those involved where appropriate 

• Provide first aid if required 
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• Call 000 for urgent medical or police assistance 

• Preserve evidence where relevant 

If there is no immediate risk, proceed to Ac-on 2. 

 

Action 2: Report to Authorities 

As soon as prac-cal, concerns, suspicions, incidents, or disclosures of child abuse must be 
reported. 

Reports may be made to: 

• Victoria Police 

• Child Protec-on 

• Commission for Children and Young People 

• Other relevant authori-es 

Internal repor-ng must also be made to: 

Sara Jahanshiri 
CEO / Child Safety Officer 
Next Step Ins-tute 
Email: info@nextstep.edu.au 

 

Action 3: Contact Parents or Carers 

Next Step Ins-tute will consult with police or child protec-on to determine what informa-on 
can be shared with parents or carers. 

This may include: 

• Not contac-ng parents immediately if it may place the child at risk 

• Contac-ng parents promptly with approved informa-on 

• Communica-ng with relevant par-es safely and respecIully 

 

Action 4: Provide Ongoing Support 

Next Step Ins-tute will provide support for children affected by abuse or allega-ons, including: 

mailto:info@nextstep.edu.au
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• Safety planning 

• Flexible learning support 

• Referral to professional services 

• Welfare follow-up where appropriate 

 

Reporting a Child Safety Concern 

Who Can Make a Report? 

Any person who has concerns regarding the safety of a child involved with Next Step Ins-tute 
should report concerns promptly. 

What Concerns Should Be Reported? 

• Alleged, suspected, or observed abuse 

• Breach of child safety policies 

• Inappropriate conduct toward a child 

• Neglect or family violence concerns 

• Unsafe online behaviour 

• Health and safety concerns involving children 

When Must a Report Be Made? 

Reports must be made as soon as prac-cal a\er forming a reasonable belief or concern. 

 

Complaints Handling 

All complaints will be: 

• Taken seriously 

• Inves-gated fairly 

• Managed confiden-ally 

• Recorded appropriately 

• Resolved promptly where possible 
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Confidentiality and Record Keeping 

Only persons directly involved in managing the maKer will have access to complaint 
informa-on. 

Records of concerns, ac-ons, inves-ga-ons, and outcomes will be securely maintained. 

 

Continuous Improvement 

Any learnings arising from complaints, incidents, or inves-ga-ons will be used to improve 
policies, procedures, and child safety prac-ces. 

 

Emergency Contacts 

Victoria Police – 000 
Child Protec-on – 13 12 78 
Kids Helpline – 1800 55 1800 
Lifeline – 13 11 14 
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