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Reporting Process

Next Step Institute (RTO 41481)

WHO CAN REPORT?
e Parent / Guardian
e Child or Young Person
e Student
o Staff Member
e Trainer / Assessor
e Contractor
e Volunteer
e Work Placement Supervisor
e Any member of the public
WHAT TO REPORT?
Any child safety concern, including:

e Disclosure of abuse or harm

Allegation, suspicion, or observation of abuse
e Grooming concerns

e Breach of Child Safety Code of Conduct

e |nappropriate staff or student behaviour

¢ Unsafe physical environment

e Unsafe online conduct or communication

e Bullying, harassment, discrimination

e Neglect or welfare concerns
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IMMEDIATE DANGER
Call 000 immediately if a child is in urgent danger or requires emergency assistance.
HOW TO REPORT?
Reports can be made through:

e Face-to-face verbal report

o Telephone call

e Email

e Written complaint

e Incident Report Form

e Student support request

e Management escalation
WHO TO REPORT TO?
Internal Contact

Sara Jahanshiri

CEO / Child Safety Officer
Next Step Institute

Email: info@nextstep.edu.au

External Authorities (where required)
e Victoria Police
e Child Protection Victoria
e Commission for Children and Young People
e Emergency Services
WHAT HAPPENS NEXT?
The Child Safety Officer, CEO, or delegated manager will:
e Prioritise the immediate safety of the child

e Listen respectfully and document the concern
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e Offer support to the child and relevant parties
o Assess risk level and required urgent action
e Commence internal review or investigation
o Decide whether external reporting is required
e Implement interim controls (supervision, suspension, removal from duties if required)
e Maintain confidentiality as far as lawful and practical
o Keep records of actions taken
OUTCOME

Possible outcomes may include:

e Investigation completed

Child safeguarded and supported

e Police / Child Protection notified

o Staff disciplinary action

e Contractor removal

e Policy or procedure improvements

e Additional staff training

e Risk controls strengthened

e Relevant parties advised of outcome where appropriate
ASQA / RTO REQUIREMENTS
As an ASQA regulated RTO, Next Step Institute will also ensure:

o Safe learning environments for all learners

Appropriate student support and wellbeing responses
e Accurate incident records

e Complaints handled fairly and promptly

e Continuous improvement actions implemented

e Third parties and placement partners meet child safety expectations where relevant
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RECORDKEEPING

All reports and actions will be securely recorded and retained in line with privacy, legislative,
and RTO compliance requirements.
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