
 

Child Safe 
Standards Toolkit 
 

 

This Toolkit provides all Bacchus Marsh Grammar staff, contractors, volunteers and visitors with guidance on 

how to respond to child safety concerns, allegations, suspicions, incidents and disclosures involving children 

and young people. 

The Toolkit supports compliance with: 

➢ Victorian Child Safe Standards; 

➢ Ministerial Order 1359; 

➢ Mandatory reporting obligations; and 

➢ Victorian Government PROTECT Four Critical Actions. 

 

This Toolkit provides a high-level overview of staff responsibilities and reporting requirements. Detailed 

operational guidance is contained within the Four Critical Actions Posters and Child Safety Response 

Templates. 

 

This Toolkit Must Be Read in Conjunction With: 

➢ Child Safe Program Quick Reference Guide 

➢ Four Critical Actions Posters 

➢ Child Safety Response Templates 

➢ Child Safe Policy 

➢ Mandatory Reporting to Child Protection Policy 

➢ Child Safe Complaints Management Policy and Procedures 

 

Who Must Read This Toolkit? 

This Toolkit applies to all: 

➢ Employees 

➢ Volunteers 

➢ Contractors 

➢ Visitors 

➢ Members of School Leadership 

All staff are required to review this Toolkit and the Child Safe Program Quick Reference Guide annually. 
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1. Introduction 

Bacchus Marsh Grammar operates three campuses: 

➢ Maddingley Campus 

➢ Woodlea Campus 

➢ Staughton Vale Campus 

The School is committed to providing a culturally safe, inclusive and child safe environment where the safety, 

wellbeing and participation of children and young people are paramount. 

Every person engaged by the School shares responsibility for safeguarding children from abuse, neglect, 

grooming, family violence and other forms of harm. 

This Toolkit outlines the School's requirements for responding to child safety concerns and must be read in 

conjunction with the Child Safe Program Quick Reference Guide and the Victorian Government Four Critical 

Actions resources. 

 

2. Child Safety Response Framework 

Bacchus Marsh Grammar adopts the Victorian Government Four Critical Actions Framework. 

The updated framework requires staff to: 

At All Times 

Respond to an Emergency 

• Call 000 where a child is at immediate risk. 

• Preserve evidence where appropriate. 

• Take immediate action to keep students safe. 

Adapt to Changing Circumstances 

• Be flexible. 

• Take additional actions where required. 

• Reassess risks and supports as circumstances change. 

Document Your Actions 

• Record all observations. 

• Record disclosures. 

• Record concerns. 

• Record actions taken. 

• Record reports made. 

• Record supports provided. 

 

3. Staff Responsibilities 

If a staff member: 

• witnesses an incident 

• receives a disclosure 

• observes concerning behaviour 

• forms a concern 

• forms a reasonable belief that a child has been harmed or is at risk of harm 

they must act immediately. 

Staff must: 

1. Ensure the immediate safety of the child. 

2. Follow the applicable Four Critical Actions pathway. 

3. Notify a Senior Child Safety Officer as soon as practicable. 
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4. Record all observations, disclosures, concerns and actions taken. 

5. Complete required School documentation. 

6. Cooperate with any external authority investigation. 

7. Continue to support the student throughout the response process. 

 

Where a child is in immediate danger, Victoria Police must be contacted on 000 immediately. 

 

4. Which Reporting Pathway Applies? 

The Victorian Government now provides four separate reporting pathways depending on the source of 
the concern. 

Staff must identify which pathway applies and follow the corresponding poster and documentation 
template. 

 

Concern Type Reporting Pathway 

Abuse by a family member, neglect, family 

violence, family wellbeing concerns 
Child Abuse in the Family 

Abuse by an employee, volunteer, contractor, 

visitor or other adult engaged by the School 
Child Abuse by an Adult Engaged by a School 

Abuse or harmful behaviour involving another 

student 
Student-to-Student Abuse 

Abuse by a person external to both the School and 

family environment 
Child Abuse in the Community 

 

5. The Four Response Pathways 

5.1 Child Abuse in the Family 

Used where concerns relate to: 

• family violence; 

• abuse by a parent or family member; 

• neglect; 

• significant concerns regarding a child's care, wellbeing or development. 

This pathway may involve: 

• Family Violence Identification Tool; 

• Family Violence Screening Tool; 

• Basic Safety Plan; 

• Child Protection; 

• The Orange Door. 

 

5.2 Child Abuse by an Adult Engaged by the School 

Used where concerns relate to: 

• employees; 

• volunteers; 

• contractors; 

• visitors; 

• any adult engaged by the School. 

https://bacchusmarshgrammar.sharepoint.com/sites/Policies/Shared%20Documents/General/Working%20Documents/Child%20Safe/Template-Identifying-and-Responding-to-Child-Abuse-Family-Ind.docx
https://bacchusmarshgrammar.sharepoint.com/sites/Policies/Shared%20Documents/General/Working%20Documents/Child%20Safe/Template-Identifying-and-Responding-to-Child-Abuse-Adult-School-Ind.docx


 

Child Safe Standards Toolkit version 4.5  Page 4 of 25 

The School's nominated contact person manages reporting obligations, including notifications to Victoria 

Police and the Social Services Regulator where required.  

 

5.3 Student-to-Student Abuse 

Used where concerns relate to: 

• abuse by another student; 

• harmful sexual behaviour; 

• harmful online behaviour. 

This pathway may involve: 

• Victoria Police; 

• eSafety Commissioner; 

• Child Protection; 

• local sexual assault services. 

 

5.4 Child Abuse in the Community 

Used where concerns relate to a person outside: 

• the student's family; and 

• the School community. 

Reports may involve Victoria Police and Child Protection depending on the circumstances. 

 
6. School Reporting Requirements 

When responding to a child safety concern staff must: 

Step 1 – Ensure Immediate Safety 

➢ Take immediate action to protect any child at risk. 

Step 2 – Notify School Leadership 

➢ Notify a Senior Child Safety Officer or member of School Leadership immediately. 

Step 3 – Select the Appropriate Reporting Pathway 

➢ Determine which Four Critical Actions pathway applies. 

Step 4 – Complete School Documentation 

➢ Document: 

- concerns; 

- disclosures; 

- observations; 

- reports made; 

- actions taken; 

- support provided. 

Step 5 – Continue Supporting the Student 

➢ Work with wellbeing and leadership staff to ensure appropriate support arrangements are in 

place for as long as necessary. 

 

 

 

 

https://bacchusmarshgrammar.sharepoint.com/sites/Policies/Shared%20Documents/General/Working%20Documents/Child%20Safe/Template-Identifying-and-Responding-to-Child-Abuse-Student-Ind.docx
https://bacchusmarshgrammar.sharepoint.com/sites/Policies/Shared%20Documents/General/Working%20Documents/Child%20Safe/Template-Identifying-and-Responding-to-Child-Abuse-Community-Ind.docx
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7. Child Safety Response Templates 

The following templates are available on the Staff Portal and must be used where applicable: 

Child Abuse in the Family 

Used for family violence, abuse or neglect concerns.  

Child Abuse by an Adult Engaged by a School 

Used for allegations, disclosures, complaints or concerns involving an adult engaged by the School.  

Student-to-Student Abuse 

Used where concerns involve another student, including harmful sexual behaviour.  

Child Abuse in the Community 

Used where abuse is suspected to have occurred outside the family and School environments. 

 

8. Four Critical Actions Posters 

The following posters form part of this Toolkit and are attached as appendices: 

Appendix 1 

- Family Pathway 

Appendix 2 

Student-to-Student Abuse Pathway 

Appendix 3 

Adult Engaged by a School Pathway 

Appendix 4 

Community Pathway 

The posters provide the Victorian Government's operational guidance under the four key response stages: 

• Identify 

• Report 

• Support 

• Refer 

Staff must refer to the relevant poster whenever responding to a child safety concern. 

 

9. Family Violence Screening Tool and Basic Safety Plan 

The Family Violence Screening Tool and Basic Safety Plan is attached as Appendix 5 and 6. This must 

be completed if you form a reasonable belief that there is current family violence. The MARAM 

nominated staff member is responsible for completing these forms. 

 

10. Annual Staff Requirements 

All staff must annually review: 

• Child Safe Standards Toolkit 

• Child Safe Program Quick Reference Guide 

• Four Critical Actions Posters 



 

Child Safe Standards Toolkit version 4.5  Page 6 of 25 

• Relevant Child Safe Policies 

 

Staff are expected to understand: 

• their reporting obligations 

• the four reporting pathways 

• how to access the Appropriate response template 

• when and how a concern must be escalated 

 

11. Related Policies and Documents 

Child Safe Policy 

Child Safe Code of Conduct 

Child Safe Complaints Management Policy and Procedures 

Mandatory Reporting to Child Protection Policy 

Staff and Student Professional Boundaries Policy 

Staff Code of Conduct 

Child Safe Program Quick Reference Guide 
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Appendix 1: PROTECT: 4 Critical Actions – Identify and respond to student-to-student abuse 

 



 

Child Safe Standards Toolkit version 4.5  Page 8 of 25 

Appendix 2: PROTECT: 4 Critical Actions – Identify and Respond to Child Abuse by an Adult 

Engaged by a School, Including Grooming 
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Appendix 3: PROTECT 4 Critical Actions – Identify and Respond to Child Abuse in the Community 
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Appendix 4: PROTECT 4 Critical Actions – Identify and Respond to Child Abuse in the Family 
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Appendix 5: Family Violence Screening Tool 

 

https://bacchusmarshgrammar.sharepoint.com/sites/Policies/Shared%20Documents/General/Working%20Documents/Child%20Safe/Family%20Violence%20Screening%20Tool.docx
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Appendix 6: Family Violence Basic Safety Plan 

 

https://bacchusmarshgrammar.sharepoint.com/sites/Policies/Shared%20Documents/General/Working%20Documents/Child%20Safe/Family-violence-basic-safety-plan.docx
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