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REPORTING GUIDELINES AND DIRECTIONS 
(FOR HANDLING DISCLOSURES AND SUSPICIONS OF HARM) 
PURPOSE  
Lower Plenty Primary School OSHC actively works to provide all children with a safe and suitable environment. When a child or another person discloses information, or harm is suspected, staff must respond promptly, protect the child and follow the reporting requirements below.
SCOPE  
This policy applies to children, families, staff, management and visitors of the OSHC Service.
IMPLEMENTATION  
· Staff will receive appropriate child protection training and understand their reporting obligations.
· Staff will listen calmly to disclosures, reassure the child, avoid leading questions or promising secrecy, and record the child’s words and relevant facts as soon as possible.
· Staff must immediately report disclosures or suspicions of harm to the Coordinator or nominated person, maintain confidentiality and share information only with those who need to know. This does not replace any individual duty to report directly to authorities.
· Where a child is in immediate danger, call 000. Staff must follow Victorian mandatory reporting and child protection requirements, including reporting to Child Protection or Victoria Police as appropriate. The Coordinator will support staff, ensure the child is safe and arrange any required notification to the regulatory authority within the prescribed timeframe. Do not investigate allegations yourself.
· If an allegation concerns an educator, staff member or volunteer, notify the Principal/approved provider promptly and follow applicable reportable conduct and regulatory notification processes. Do not notify the person alleged to have caused harm or a parent if doing so may increase risk or compromise an investigation.
FURTHER INFORMATION AND RESOURCES  
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 
National Quality Standard: Quality Areas 2 and 7; National Regulations 84, 168 and 175–176; Victorian Child Safe Standards; Victorian Department of Education PROTECT guidance and Four Critical Actions.
REVIEW CYCLE AND EVALUATION
This policy was reviewed in October 2026 and is scheduled for review in October 2027, or earlier if requirements change.
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