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CHILD SAFE ENVIRONMENT POLICY

PURPOSE

Lower Plenty Primary School OSHC is committed to a service where children are safe, feel safe and are listened to. Children’s safety, rights and best interests are the paramount consideration in every decision and action. Abuse, neglect, grooming, racism and inappropriate conduct are not accepted. This policy explains how staff prevent harm and respond to concerns.

SCOPE

This policy applies to School Council, the Principal, nominated supervisors, the Coordinator, educators, other staff, volunteers, placement students, contractors, visitors and families. It covers after school care, vacation care, excursions, transport where provided, and service-related online activity.

IMPLEMENTATION

Everyday staff actions

•
Know the children in your care, their support needs and agreed plans. Listen to what they say and notice changes in behaviour, unexplained injuries, fear, withdrawal or unusual sexualised behaviour. An indicator is a reason to act, not proof of abuse.

•
Use positive guidance and calm, respectful interactions. Never use physical punishment, humiliating treatment, threats, unreasonable discipline or inappropriate conduct. Follow the Child Safety Code of Conduct and maintain professional boundaries.

•
Check indoor and outdoor spaces before use. Address hazards immediately or make the area inaccessible and tell the Coordinator. Check equipment, gates, exits, toilets, chemicals, storage and places where children could be isolated.

•
Maintain required ratios and active supervision, especially during arrival from classrooms, collection, transitions, toilet access and excursions. Balance privacy with safe supervision; check attendance and authorised collection arrangements.

•
Follow the service’s medical, first aid, emergency, food, sun, water and rest procedures. Keep the service free from tobacco, vaping, illicit drugs and alcohol use. Staff must be fit for duty.

•
Make it easy for children to ask for help, say no to unsafe contact and identify trusted adults. Accept different communication methods. Take concerns seriously and never blame a child for telling.

IMPLEMENTATION continued

Inclusion and a child safe culture

LPPS implements all 11 Victorian Child Safe Standards through leadership, children’s participation, family partnerships, inclusion, safe recruitment, complaints, training, safe environments, review and clear procedures. Respect Aboriginal children’s identities and cultures and act on racism. Include Aboriginal and Torres Strait Islander perspectives respectfully. Adjust communication and support for disability, neurodiversity, language, culture, gender, family circumstances and children in out-of-home care.

Invite children and families to raise safety ideas and concerns through conversation, writing or another accessible method. Provide language or communication support where needed. Respond without retaliation. The Coordinator includes child safety in staff discussions and uses children’s and families’ feedback to improve practice.

Who is responsible

School Council and Principal. School Council is the approved provider and retains responsibility for compliance. The Principal oversees risk controls, safe recruitment, training, resources, records and required notifications. Keep approvals, responsible-person arrangements and the required service information and compliance displays current.
Nominated supervisor and Coordinator. Within their roles, implement this policy, support staff, maintain supervision and safe daily routines, complete checks and risk assessments, and escalate concerns immediately. The Coordinator is not automatically the nominated supervisor; formal appointments and consents are recorded separately.
All staff and volunteers. Know and follow this policy and the code of conduct, complete required training, report concerns and act to protect children. A report to the Coordinator or Principal does not replace an individual’s legal reporting duty.

Safe people and training

•
Before a person starts, verify identity, references, suitability, qualifications and the required WWCC or permitted teacher-registration equivalent or exemption. Monitor status and expiry dates. Do not engage someone contrary to a prohibition or restriction.

•
Induct casual staff, volunteers and placement students. Check and supervise visitors; do not leave children alone with unauthorised people. Keep visitor arrival and departure records.

•
Complete national Foundation and role-specific Advanced child safety training, with refreshers every two years. Nominated supervisors, persons in day-to-day charge and staff or volunteers working directly with children complete Victorian EC PROTECT annually. New starters complete required Foundation and child protection training before direct work with children or within 14 days, whichever is earlier. Check certificates and Advanced-course deadlines in the Governance and Management Policy training register, including management roles.

Digital safety

Follow the service’s digital safety procedures, including parental image authorisations, secure storage and CCTV. Supervise children’s online activity and use approved, age-appropriate content and privacy settings. Respond to unsafe contact or cyberbullying. Staff and volunteers must not possess or use personal devices that can capture, store or transmit images while working directly with children except as lawfully permitted. Use only service-supplied devices for service images; exceptions never permit children’s service images on personal devices. Record required personal-device authorisations and retain them for at least three years. Do not use personal accounts to contact children.

IMPLEMENTATION continued

Responding to a concern or disclosure

Act on an incident, disclosure, allegation or reasonable concern about abuse, neglect, grooming, inappropriate discipline or harmful sexual behaviour. This applies whether the concern arises at OSHC, at home, online or elsewhere. Use the four actions below and record each action. Do not wait for proof or for an internal investigation.

1 Make the child safe

•
Call 000 for immediate danger, urgent medical assistance or an emergency. Provide first aid and safe supervision. Separate the child from the immediate source of harm when safe to do so and seek assistance.

•
Listen calmly, reassure the child they did the right thing by telling, and explain that you need to get help. Let them use their own words. Do not promise secrecy, ask leading questions, confront the person alleged to have caused harm or investigate yourself.

2 Report without delay

•
Tell the Coordinator and Principal immediately. If the concern involves the Coordinator, go directly to the Principal. If it involves the Principal, report directly to Conduct and Integrity Division and the Regional Director. Use an acting Principal or authorised alternate if the Principal is unavailable.

•
Make required reports to DFFH Child Protection or Victoria Police as soon as practicable. Internal approval is not needed. If unsure, contact the relevant authority for advice; a manager’s disagreement does not remove your duty to report.

3 Follow advice about contacting families

Before discussing suspected abuse with parents or carers, seek Police or DFFH advice, particularly if a family member is implicated or contact could increase risk or compromise an investigation. Explain to families what can safely be shared, respect privacy and arrange support. For ordinary incidents, injuries, trauma or illness, notify parents as soon as practicable and within 24 hours.

4 Record and provide ongoing support

Use the existing OSHC incident record or Department PROTECT recording template as appropriate. Record dates, times, observations, the child’s exact words where possible, people involved, immediate protection, reports, advice received and follow-up. Distinguish facts from opinions. Preserve existing relevant records and seek Police advice about evidence; do not create or circulate inappropriate images.

The Principal and Coordinator arrange a support and safety plan, trusted adults, appropriate adjustments and referrals, consulting the child and family when safe. Check regularly that the child is safe and supported. Update risk controls and the QIP when practice needs to improve.

Mandatory reporting and other duties

Mandatory reporters, including the nominated supervisor, registered teachers and qualified educators, must report a reasonable belief formed in their work that a child has suffered or is likely to suffer significant harm from physical injury or sexual abuse, and parents have not protected or are unlikely to protect the child. Report new grounds as they arise. All adults who reasonably believe an adult has committed a sexual offence against a child under 16 must report to Police, subject to legal exceptions. People in authority must reduce or remove known substantial risks of child sexual abuse. Seek advice about other abuse, neglect or wellbeing concerns; do not ignore them because one reporting threshold is not met.

IMPLEMENTATION continued

Reporting requirements

Different reporting duties can apply to the same concern. Reporting to one authority does not replace another required report. The Principal or documented authorised alternate checks that required notifications are completed and keeps submission records. School Council retains approved-provider responsibility.
	Report
	Who acts
	When and what to do

	Police and DFFH Child Protection
	Individual staff member with the relevant duty; seek support without delaying.
	000 for immediate danger. Otherwise report as soon as practicable under the duties on the previous page. Contact DFFH for the area where the child lives.

	VECRA service notifications
	Principal or authorised NQA ITS user for the approved provider.
	Notify serious incidents, relevant complaints, and incidents or allegations of physical or sexual abuse in care within the applicable 24-hour period. Death: as soon as practicable, within 24 hours. Other notifiable risks: within seven days unless a shorter duty applies.

	Additional Victorian sexual conduct notifications
	Principal or authorised alternate for the approved provider.
	Under section 174B, notify VECRA within 24 hours of awareness of relevant sexual offences or sexual misconduct by people working or providing services at the service, including outside the service. Seek VECRA advice if unsure.

	Reportable conduct concerning an adult engaged by the school or School Council
	Principal contacts Conduct and Integrity Division promptly.
	CID assesses and manages Department reporting to the Social Services Regulator. The legally responsible head must notify SSR within three business days of awareness and provide the 30-calendar-day update. Principal confirms the pathway with CID; do not wait for findings.

	WWCC or teacher-registration status changes
	Person concerned reports internally immediately; Principal ensures external notification.
	Meet the applicable 24-hour obligations under regulations 176B and 176C and other Victorian requirements. Prevent work that is no longer legally permitted.


Allegations about adults and child-focused complaints

Reportable conduct includes sexual offences, sexual misconduct, physical violence, significant emotional or psychological harm and significant neglect. It may occur outside work. The Principal contacts CID even if unsure whether an allegation is reportable. Where a criminal offence is suspected, contact Police first and follow their directions before an organisational investigation. CID coordinates the appropriate investigation and follow-up; OSHC staff do not investigate allegations themselves.

Children and families may speak to any trusted educator, the Coordinator or Principal and may contact VECRA directly. Complaints about harmful sexual behaviour between children also receive immediate safety assessment, support and any required reports. Do not treat them simply as a disagreement requiring mediation.

Confidential records

Give records promptly to the Principal, or the appropriate escalation contact if the Principal is implicated, for secure, restricted storage. Share information only as lawfully permitted or required; privacy must not prevent reporting. Retain child safety records under the school’s applicable records schedules and legal holds. Do not dispose of abuse-related records using routine incident-record minimum periods.

FURTHER INFORMATION AND RESOURCES

Contacts staff can use
	Contact
	Details

	Immediate danger or emergency
	Victoria Police / ambulance: 000

	LPPS Coordinator or Principal
	School: (03) 9435 2585. If unavailable or implicated, use the escalation pathway in this policy; do not delay external reports.

	DFFH Child Protection North Division
	1300 598 521, business hours 8.45 am–5 pm Monday–Friday. Includes Banyule and Nillumbik. Use the division where the child lives; check the official contact page for other areas.

	DFFH urgent after-hours Child Protection
	13 12 78. Use for urgent after-hours protection concerns; 000 if immediate danger.

	Department Conduct and Integrity Division
	03 7034 6768 | employee.conduct@education.vic.gov.au

	Victorian Early Childhood Regulatory Authority
	1300 307 415, 9 am–5 pm Monday–Friday | vecra@education.vic.gov.au. Provider notifications through NQA ITS or another accepted method.

	Social Services Regulator
	1300 310 778 | contact@ssr.vic.gov.au. Reportable Conduct Scheme enquiries and reports; school pathway is through CID as above.


Requirements and related LPPS policies

Apply the current Education and Care Services National Law as it operates in Victoria, including sections 2A, 162A–162B, 165–167, 173–175J and 174B; and National Regulations including 82–87, 103, 115, 123, 128B, 128D–128E, 155–156, 168(2)(h), 168(2)(ha), 168(2)(o), 170–172, 175–177 and 179A–184, as applicable. This policy supports NQS Quality Areas 2, 3, 4, 5, 6 and 7, particularly child safety and protection, safe environments and governance.

Also apply the Child Wellbeing and Safety Act 2005, Children, Youth and Families Act 2005, Crimes Act 1958, Worker Screening Act 2020 and applicable Victorian privacy and public-records requirements. Read with LPPS’s Governance and Management, Philosophy and Goals, Anti Bullying, code of conduct, complaints, digital safety, staffing, supervision, emergency, medical and records procedures. The policy register identifies current documents.

ACECQA Providing a child safe environment guidelines March 2026
ACECQA Notification types and timeframes
Victorian PROTECT resources and reporting guidance
DFFH Current Child Protection contact details
Department Reportable and Notifiable Conduct policy
Victorian Child Safe Standards and SSR reporting guidance
REVIEW CYCLE AND EVALUATION

Prepared 26 October 2026. School Council adopts this policy and records approval and commencement in the minutes and policy register. Review by October 2027 as LPPS’s chosen annual cycle, or earlier after an incident, concern or legal change. The Principal and Coordinator check implementation, training and contacts, invite children’s, families’ and staff feedback, and record improvements. Make the policy accessible through induction and to families. Give parents the notice required by regulation 172 for significant changes, applying its safety exception where necessary.
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