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Child Safe 
Reporting Policy

Instructions
A Child Safe Reporting Policy is a key child safe document that outlines internal and external reporting obligations and processes for your organisation. It should also set out guidance on how people in your organisation handle complaints to make sure the safety and wellbeing of the child is paramount, and a trauma-informed approach is taken.
This is a basic template reporting policy and will need to be adapted to suit your organisation. 
· A number of organisations have requirements under the WA Reportable Conduct Scheme and will have specific external reporting obligations to meet under that scheme. If you are unsure if your organisation or employee falls under the Reportable Conduct Scheme, you can contact the Reportable Conduct Enquiries Line for advice on 08 9220 7471, or email reportableconduct@ombudsman.wa.gov.au You can also access available resources on Ombudsman Western Australia  about responding to reportable allegations.
· Some organisations may have additional external reporting obligations that would need to be included, including Mandatory Reporting requirements
· Some organisations may have different processes and governance arrangements for internal reporting that should be clearly set out in this policy.
It is your responsibility to make sure you include all your reporting obligations as they relate specifically to your organisation and sector. 
Organisations are encouraged to complete further reflection and consultation to create a meaningful Child Safe Reporting Policy, which aligns with your organisation’s purpose, legal obligations, values and risks. Policies should be embedded in practice and considered in everyday behaviours and decision-making.

Follow these steps to develop your own Child Safe Reporting Policy. 

1. Adapt the content provided in the sample to suit your organisation as it relates to your sector, the nature of your services and activities, and your internal processes and governance arrangements for reporting and complaint handling. 
2. Read the notes in the square brackets for extra guidance.
3. Ask people across your organisation to review this policy and provide feedback. 
4. Delete the notes and these instructions when finished. 
5. Add your organisation’s name and branding.
Share this policy across your organisation and make sure it is easily available on your website and offline for everyone who accesses your services and events, and for parents, carers and other members of the community.
Ongoing consideration is recommended for how your organisations’ expectations provided in the Child Safe Reporting Policy is reinforced through leadership, supervision, training, accountability, and organisational culture.
Purpose of the policy 
Note
Describe the intent of the policy and who it is for.

This policy sets out our organisation’s policy on child safe reporting and complaint handling. 
Everyone in our organisation must:
· know what to report, who to report to and how to report
· report any concerns about the safety or welfare of a child or young person immediately
· prioritise the safety and wellbeing of the child when responding to a disclosure or allegation about a child being harmed or at risk.
Our reporting practices will be regularly reviewed and updated to make sure they remain effective and comply with legislation. 
Definitions of harm and abuse
General definitions
Note
[bookmark: _Hlk215666658]This section provides general definitions. Refer to the Child Safe Policy template for further definitions you may include.
If your organisation is captured under the Reportable Conduct Scheme , you can also use the Reportable Conduct definitions further below.
Grooming
This is a process where a person manipulates a child or group of children and sometimes those looking after them, including parents, carers, teachers and leaders. They do this to establish a position of ‘trust’ so they can then later sexually abuse the child.
Lack of appropriate care
This includes not providing adequate and proper supervision, nourishment, clothing, shelter, education or medical care.
Misconduct 
This is inappropriate behaviour that may not be as severe as abuse but could indicate that abuse is occurring and would often be in breach of an organisation’s Child Safe Code of Conduct. This could include showing a child something inappropriate on a phone, having inappropriate conversations with a child or an adult sitting with a child on their lap.
Physical abuse
This includes physical punishment, such as pushing, shoving, punching, slapping and kicking, resulting in injury, burns, choking or bruising.
Psychological abuse (also known as emotional abuse) 
This includes bullying, threatening and abusive language, intimidation, shaming and name calling, ignoring and isolating a child, and exposure to family and domestic violence.
Sexual abuse 
This includes the sexual touching, grooming, and production, distribution or possession of child abuse material.

Note
If your organisation is a relevant entity captured under the Reportable Conduct Scheme, you should also use the definitions listed below, based on those set out in the Parliamentary Commissioner Amendment (Reportable Conduct) Act 2022, Section 19C.
Reportable conduct definitions 
Parliamentary Commissioner Amendment (Reportable Conduct) Act 2022 defines Reportable Conduct as: 
Reportable Conduct
The Reportable Conduct Scheme includes the following types of ‘reportable conduct’:
· sexual offences (against, with or in the presence of, a child);
· sexual misconduct (against, with or in the presence of, a child);
· physical assault (against, with or in the presence of, a child);
· significant neglect of a child; and
· significant emotional or psychological harm to a child.
Sexual offence 
A sexual offence is an offence of a sexual nature under a law of Western Australia, another State, Territory, or the Commonwealth committed against, with or in the presence of a child, such as:
· sexual penetration of a child;
· indecent dealings with a child;
· procuring, inciting or encouraging a child to engage in sexual behaviour or do an indecent act; and
· production, distribution or possession of child exploitation material. 
An alleged sexual offence does not have to be the subject of criminal investigation or charges for it to be categorised as a reportable allegation of a sexual offence.
Sexual misconduct 
Sexual misconduct includes misconduct against, with or in the presence of a child that is sexual in nature but does not include a sexual offence. Sexual misconduct may include (but is not limited to) behaviours such as:
· inappropriate touching;
sharing pornographic images;
speaking of sexual acts without a legitimate reason to do so;
comments to a child that express a desire to act in a sexual manner towards the child, or another  child; and
grooming behaviour.
Sexual misconduct includes a broad range of behaviours, some of which may be sexual and some may be in preparation for sexual activity. Misconduct of a sexual nature may also occur when an employee involves a child in sexual activity by using their power over the child and taking advantage of their trust.

For example, grooming behaviour may be where there is evidence of a pattern of conduct where the  employee gradually engages the child in sexual activity by using inducements, bribes, rewards or threats. Often there is use of a variety of controlling techniques toward a vulnerable subject in order to establish trust or to normalise sexually harmful behaviour. Grooming behaviour may also involve behaviour designed to prohibit exposure of the relationship.

The types of behaviours that may lead to a conclusion that grooming behaviour is occurring include persuading a child or group of children that they have a 'special' relationship, for example by:
· spending inappropriate special time with a child;
· inappropriately giving gifts; or
· asking the child to keep their relationship to themselves.
Significant Neglect
Significant Neglect is a failure to meet the basic needs of a child. In deciding whether alleged conduct is significant neglect, it may be helpful to consider if:
· the worker or volunteer could have met the child’s needs but failed to do so; and
· the failure was deliberate or reckless.
The use of the word ‘significant’ refers to the impact on the child of the failure to act, not to the duration, severity or gravity of the outcome of the neglect. It is not necessary to establish whether any harm was suffered or whether any harm that did result could be treated, resolved or cured. It is the failure or failures that will be assessed for significance when considering whether conduct is reportable.
Examples of different types of neglect could include:
· supervisory neglect: This may occur when a person responsible for the care of a child in unable or unwilling to exercise adequate supervision or control of the child or young person.
· medical neglect: This may occur where there is a failure to seek or comply with appropriate or recommended medical treatment.
· physical neglect: This may occur where there is the failure to meet a child’s physical needs including the provision of adequate and appropriate food, clothing, shelter or physical hygiene needs.
· educational neglect: This may occur when there is a failure to ensure that a child’s formal education needs are being met.
· emotional neglect: This may occur where there is a failure to provide adequate nurturing, affection, encouragement and support to a child.
Physical Assault 
A physical assault can occur when a person intentionally or recklessly: 
applies physical force against a child without lawful justification or excuse - such as hitting, striking, kicking, punching or dragging a child (actual physical force), or 
causes a child to apprehend the immediate and unlawful use of physical force against them– such as threatening to physically harm a child through words and/or gestures and regardless of whether the person actually intends to apply any force (apprehension of physical force). 
Behaviour that causes significant emotional or psychological harm to a child 
While a child can be significantly emotionally or psychologically harmed by behaviour, such as sexual offences, sexual misconduct, physical violence and significant neglect, other types of behaviours can also cause significant emotional and psychological harm to a child. Examples include:
· coercive or manipulative behaviour;
· hostility towards, or rejection of, a child;
· verbal abuse; and
· humiliation, belittling or scapegoating.
Identifying the elements
For reportable conduct involving significant emotional or psychological harm, the following elements must be present:
a serious act or series of acts that the employee knew or ought to have known was unreasonable, and
evidence of psychological harm to the child that is more than transient, including displaying patterns of ‘out of character behaviour’, regression in behaviour, distress, anxiety, physical symptoms or self-harm, chronic depression, post-traumatic stress disorder or the exacerbation or aggravation of an existing psychological condition, and
an alleged causal link between the employee’s conduct and the psychological harm to the child.
Unacceptable behaviours under our Code of Conduct
Note
Also include below a link to your organisation’s Child Safe Code of Conduct so it can be easily referenced for your organisation’s full list of ‘acceptable’ and ‘unacceptable behaviours’. 
Our Child Safe Code of Conduct provides a list of unacceptable behaviours around children and young people that breach our Child Safe Code of Conduct.

Note
If your organisation is under the Reportable Conduct Scheme, include the additional statement below in relation to this scheme. These unacceptable behaviours may represent breaches to your code of conduct but not meet the threshold of reportable allegations.
Delete the sentence below if your organisation is not under the Reportable Conduct Scheme. 

Many of these behaviours may not meet the threshold of ‘reportable allegations’ under the Reportable Conduct Scheme but may indicate a pattern of concerning behaviour.
________________________________________________________________________________
Types of complaints (what to report)

*If your organisation is under the WA Reportable Conduct Scheme, include relevant conduct identified under the Scheme. 
Include a link in this section below to your organisation’s Child Safe Code of Conduct to refer to your organisation’s full list of ‘unacceptable behaviours’. 

All complaints should be reported. This includes:
criminal conduct
disclosures or reports of abuse
conduct that is identified as reportable under the WA Reportable Conduct Scheme 
unacceptable behaviour around children and young people that breaches our Child Safe Code of Conduct.
Making an external complaint/ report
Who must make an external report
It can be a criminal offence for adults not to report to police if they know, believe or ought reasonably believe that a child abuse offence has been committed against another person. In addition, it can be a criminal offence for people employed in an organisation that provides child-related services if they fail to reduce or remove the risk of a child becoming a victim of child abuse.
Mandatory Reporting
Note
Not all organisations deliver the types of services that require staff to be mandatory reporters. For more guidance, visit the Mandatory Reporting of Child Sexual Abuse in WA website 
Delete this section if your organisation has no mandatory reporters or leave this section in for future reference, noting that you do not currently have any roles that meet this requirement.
In Western Australia it is mandatory for certain professionals to report a belief formed on reasonable grounds that child sexual abuse has occurred or is occurring (as defined in section 124A of the Children and Community Services Act 2004[footnoteRef:1]).  [1:  Children and Community Services Act 2004, Part 4, Division 9A, s. 124A] 

Mandatory reporters are:
· assessors appointed under section 125A of the Act
· boarding supervisors
· departmental officers of the Department of Communities
· doctors
· early childhood workers
· ministers of religion
· nurses and midwives
· out-of-home care workers
· police officers
· psychologists
· school counsellors
· teachers (including TAFE lecturers)
· youth justice workers
The Mandatory Reporting Guide: Western Australia lists concerns that are reportable for Mandatory Reporters and is designed to guide you through the process of mandatory reporting.
Mandatory reporters in our organisation
Enter any roles in your organisation of staff who are mandatory reporters or note if there are no roles that currently meet this requirement.
Sector-specific reporting obligations
Note
Some organisations may have additional reporting obligations. 
It is your responsibility to make sure you include all your reporting obligations as they relate specifically to your organisation and sector. If you need support, you can contact the Ombudsman Western Australia or refer to existing resources for Mandatory Reporters in WA.
Identify any additional reporting obligations that are specific to your sector and list them here. 
In addition, children and young people, their families or advocates and members of the community who may interact with our services are encouraged to disclose and report to our organisation and will be supported when doing so. 
How to make an external report
Reporting to the Department of Communities
You can find information about how and when to report any concerns you have for children and young people by visiting the Department of Communities website. 
Information includes what to do when:
· Responding to a child disclosing abuse
· You are a Mandatory Reporter 
· You are concerned for the safety or wellbeing of a child or young person.

Protecting Western Australia’s children is everybody’s business. If you suspect a child or young person is at risk of harm, abuse or neglect you can contact Department of Communities Central Intake Team on 1800 273 889, or make a report to WA Police on 131 444, through your local police station.   
Reporting criminal conduct to the police
If you believe a child is in immediate danger or in a life-threatening situation then please contact WA Police on 000.
Criminal allegations can be reported to WA Police Force on 131 444 or in an emergency please use 000.
Sometimes, it will be very clear that a report to police is required.  For example, if you receive a report about sexual assault of a child, or a serious physical assault.  At other times, it may be less clear. The WA Police encourages all matters to be reported, it is critical that criminal allegations be reported immediately to police, as taking risk management action or commencing investigative steps before consulting with police may jeopardise a police investigation.
Safe2Say Portal
WA Police encourage anyone who is a victim-survivor of sexual abuse or assault, where the person is not in any immediate danger, to make a report through the Safe2Say portal, which provides an avenue for anonymous reporting for members of the community. 

More information on reporting options, including distribution of intimate images, is available at Report sexual assault | Western Australian Government.


Reportable allegations and reportable convictions under the Reportable Conduct Scheme
Note
Please make sure you are captured as a Relevant Entity under Reportable Conduct Scheme before you include this reporting obligation in your policy. If you have any questions about the Scheme, please contact us on the Ombudsman Western Australia on 08 9220 7471 
You can also access the Ombudsman Western Australia  Webinar and Training  free eLearning about responding to reportable allegations, which are a requirement of this scheme.
Reportable Conduct includes sexual offences, sexual misconduct, ill-treatment of a child, neglect of a child, an assault against a child, failure to protect a child or failure to report if a child has been harmed, as well as any behaviour that causes significant psychological harm to a child (see full definitions of reportable conduct above).
The Reportable Conduct Scheme compels heads of organisations, who are considered a ‘Relevant Entity’ and who exercise care, supervision or authority over children to notify allegations of, or convictions for, child abuse by their employees to the Ombudsman and then investigate these allegations. 
For general enquiries, please contact the Ombudsman on 08 9220 7471
Making an internal complaint/ report
Who must make an internal report
Everyone engaged to work or volunteer in Enter your organisation’s name must make an internal report about any child abuse or misconduct concerns they either observe or are told about.
The person making the internal report will not be penalised. A failure to report, or preventing another person from reporting, will be considered misconduct.
How to make an internal report
Internal reporting by employees, contractors and volunteers
Note
Outline here how employees, contractors and volunteers should make an internal report, including reporting breaches to your Child Safe Code of Conduct.
Reporting breaches of our Child Safe Code of Conduct
All breaches and disclosures must be reported to Enter the name of the person or people responsible for reports.
Internal reporting by children and young people or their families or advocates, and other members of the community
Note
Outline here how children and young people or their families or advocates, and other members of the community should make a report to your organisation.
Child safeguarding officer(s) in our organisation
List the names and contact details of your child safeguarding officer(s), if someone holds this position
How complaints should be handled
Note
Identify strategies that need to be put in place to make sure the safety of the child and any other people involved is immediate and ongoing.
Your organisation can create a Child-friendly complaints and reporting process by utilising resources available from the Child Safe Organisations Knowledge Hub.    
Overview of the complaint-handling process
Once an allegation or complaint has been made, use this step-by-step process to make sure it is appropriately followed up:
1. steps are taken to identify and address any risks 
2. the incident is recorded
3. reporting obligations are met, if necessary
4. an investigation is conducted, keeping everyone involved up to date with what is happening
5. ongoing support is offered to the child or young person as needed
6. the incident is reviewed and our child safe documents are updated, if necessary. This includes reviewing our Risk Management Plan.
Risk management on receiving an allegation or disclosure
Note
Identify strategies that need to be put in place to make sure the safety of the child and any other people involved is immediate and ongoing.


It is the responsibility of the Enter the name of the person or role responsible for risk assesment to conduct a risk assessment after receiving an allegation, to ensure the safety of all people involved and maintain the integrity of any potential investigation.
Procedural fairness, including privacy and confidentiality
Any allegation of abuse must be treated in a fair, transparent and timely manner. 

Next review date
Note
Include a date when the policy will be reviewed and who is responsible for the review, noting that if there are any critical incidents the policy may need to be reviewed immediately.

Enter the person or people responsible for review will review this policy annually on Enter date. 
The policy will be reviewed and updated immediately if there are: 
· any incidents involving children that display a failure of the complaint or reporting process. 
· any changes to legislation relevant to the organisation and as outlined in the organisations Child Safe Policy


Appendix – Template for recording complaints and allegations

OFFICIAL

The form on the following pages can be adapted and downloaded to record any complaints and allegations that occur in your organisation.
Child Safe Reporting Policy	1
2
Child Safe Reporting Policy

[bookmark: Text10]Place your organisation's name herePlace your organisation’s logo here

Template for 
recording complaints and allegations
Note
Use this template or adapt it to record complaints or allegations in your organisation. Include what is relevant to your organisation and add any other details if necessary.

This form should be used to record a suspicion, allegation or disclosure of child abuse, or a complaint of unacceptable behaviour.
	Your name and position
	     

	Name of the child or young person involved
	     

	Name of person 
making complaint
	     

	Name of person who the complaint was made against
	     



Nature of the complaint: include time, date, location, what happened and who was involved (this can include observations of the child’s behaviour).
     

Details of any injuries and if the child received medical attention.
[bookmark: Text13]     

Accurately record what the child said when describing what happened – use their exact words – 
or record why you suspect abuse due to an indirect disclosure, such as a drawing or observed behaviour.
(In the case of an allegation of abuse, formal investigations and interviews will be carried out by DoC and/or WA Police. You must record what the child has said but unless it is your role to investigate, you should not interview the child.)
     

Details of anyone who saw what happened.
[bookmark: Text12]     

Does this complaint indicate the possibility of child abuse, such as physical abuse, psychological or emotional abuse, sexual abuse or neglect?
|_|  Yes   |_|  No


Who did you make a report to? 
|_|  WA Police
|_|  Department of Communities via Mandatory Reporting (1800 708 704)
|_|  Department of Communities via 1800 199 008 (Crisis Care)
|_|  Ombudsman Western Australia 
|_|  Internal reporting obligations (name the relevant department or person)
|_|  Other (name them)
     

People spoken to in relation to the matter (describe who was spoken to and why they were spoken to about the matter – include police officers, Department of Communities staff, and anyone else you spoke to).


Date(s): 


 
For more free child safe templates and other resources, please go to Child Safe Organisations Knowledge Hub  
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