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purpose 
This procedure ensures that Employees providing our services, or who have contact with Children & Young People, understand how to report concerns or complaints and how the City will identify and respond to incidents regarding the safety of a Child / Young Person. 
scope
This procedure applies to all employees, volunteers, service providers, contractors, representatives, agents and others who act on behalf of The City. 
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The following definitions apply to this Procedure:
	Term
	Definition

	Act
	Means the Child Wellbeing & Safety Act (2005) 

	Charter
	means Charter of Human Rights and Responsibilities Act 2006 (Vic)

	City
	the City of Greater Geelong organisation, led by the Chief Executive Officer.

	Child or Children
	means a person (or persons) under 18 years of age.

	Child abuse
	has the same meaning given to that term in the Act

	Child Safe Standards Code of Conduct
	means the City’s Child Safe Standards Code of Conduct which outlines the standards of behaviour required of all City Staff in relation with the safety and wellbeing of all Children, as in place in time.

	Childsafe Advisor
	means The Child Safe Advisor appointed by the City as the person responsible for managing Reportable Conduct reports.

	Childsafe Standards
	means the eleven (11) compulsory standards made under section 17 of the Act to prevent child abuse and harm from happening in an organisation.  

	Complaint
	means a statement or assertion of an unsatisfactory nature about the City, which can be related to;
I. The City’s service or dealings with individuals
II. Allegations of abuse, or misconduct by an employee
III. Disclosures of abuse or harm made by a child
IV. The conduct of a child at the organisation
V. Inadequate dealings of handling concerns raised
VI. General concerns about the safety of children

	Concern
	means any potential issue which could impact negatively on the health, safety and wellbeing of a child.

	Employee
	means employees, agents, service providers volunteers and contractors.  

	incident
	means an occurrence of Child Abuse or harm, or something which has the ability to cause harm to a Child or otherwise constitutes a breach of the Child Safe Standards Code of Conduct.

	LGA
	means the Local Government Act 2020 (Vic)

	Reportable conduct
	has the same meaning given to that term in the Act

	reportable conduct scheme
	means the scheme set out in Part 5A of the Act

	CCYP
	Means the Commission for Children & Young People

	City
	the City of Greater Geelong organisation, led by the Chief Executive Officer. 
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[bookmark: _Toc199775929]Background
On 1 July 2022, eleven compulsory Victorian Child Safe Standards (The Standards) came into effect for all people under the auspice of the City of Greater Geelong that provide services, facilities, or employment for children and young people.
The City is committed to being a child safe organisation and has zero tolerance for child abuse. We recognise our legal and moral responsibilities in keeping all children and young people safe from harm and promoting their best interests.
The Standards provide a framework for the City to develop policies, procedures and a strategy that embed a culture of child safety in everyday thinking and practice and reduce the risk of child abuse being perpetuated by a person within the City’s scope. 
To ensure that the City is meeting its commitments and legal obligations, the City has developed procedures to report where there are complaints and concerns regarding the safety of a child or young person. More information regarding this can be found on the Child Safe City webpage.
[bookmark: _Toc199775930]City Child Safe Policy 
All Employee must abide by and should familiarise themselves with City policy, procedures and guidelines including (collectively ‘Child Safe Policies’):
Child Safe Standards Code of Conduct; 
Child Safe Standards Management Policy; and
Child Safety & Wellbeing Policy.
Employees should ensure they have completed all required training and ask questions where unsure.
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Child-Centred Approach: All complaints and concerns will be handled with a focus on maintaining the safety and wellbeing of the child or young person.
Accessibility: Information on how to make a complaint will be readily available to Employees who work with or have direct contact with children and young persons during the course of their employment.
Confidentiality: All complaints will be treated confidentially, information will be shared only on a need-to-know basis.
Non-victimisation: Employees and children/young people will not be subject to victimisation for raising a concern or complaint relating to incidents of behaviour which is not compliant with, or falls short of City expectations and Policy.
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Child Abuse is a real and serious problem, and adults have a responsibility to act by speaking up when they are concerned a child is at risk of harm or abuse.
It is important to understand the types of abuse that occur and physical and behavioural indicators which may be evident in a child if they are experiencing abuse.
For detailed information on all forms of abuse, including physical and behavioural indicators please refer to Recognising when a child is at risk - Better Health Channel.
Please note the content in this material includes detailed descriptors of abuse and may be distressing to read.
	Employees Should
	Employees Should Not

	Take notes
	Undertake their own investigations of complaints or concerns;

	Make observations
	Avoid making judgements

	Maintain confidentiality
	Gossip or spread rumours
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What is Physical Abuse?
Physical abuse is intentionally aiming to cause or result in bodily injury and or pain.

What are physical/visible indicators of Physical Abuse?
Physical abuse may be visible on the body in forms such as bruises, cuts, burns, sprains, bites, dislocations and fractures.
Behaviour Indicators
Possible behavioural indicators of physical abuse may include (but not limited to):
Wariness / hesitation towards adults
Fearful response towards parents/care giver and reluctance to going home
Excessively friendly to strangers
Fearful response when other children cry or shout
Wearing long sleeve clothes unsuitable for weather conditions which may hide evidence of injuries
Overly shy, timid, passive and compliant 
Unusually nervous, hyperactive, and or aggressive to self and others
Inconsistent or unlikely explanation, or inability to explain cause of injury

[bookmark: _Toc199775934]Emotional Abuse
What is Emotional Abuse?
Emotional abuse (also known as psychological or mental abuse), can take several forms including verbal threats, repeatedly rejecting child, name calling and put downs, restricting freedom and public embarrassment and humiliation.
What are physical/visible indicators of Emotional Abuse?
There are few physical indicators when emotional abuse is present, however, it could take form in delayed physical, emotional and mental development.
Behaviour Indicators
Possible behavioural indicators include:
Poor self-image and low self-esteem
Tendency to be withdrawn, passive and fearful 
Violent or dark drawings and writings
Displaying aggressive or demanding behaviour
Highly anxious
Development delays such as speech development or inability to socialise with peers
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What is Sexual Abuse?
Sexual abuse occurs when a person involves a child in sexual activity, or deliberately puts the child in the presence of sexual behaviours that are exploitative or inappropriate to their age and/or development.
What are physical/visible indicators of Emotional Abuse?
Sexual abuse may be physically evident on the body in forms such as bruises, bleeding, discharge and signs of pain. Itching and discomfort from the genital or rectal area. Frequent urinary tract infections and self-mutation can also be physical indicators of sexual abuse.
Behaviour Indicators
Possible behavioural indicators include:
Demonstrating sexual behaviours or knowledge which is  unusual for the child’s age
Sudden fears or specific places or particular adults
Regressive behaviours, such as bed wetting and speech impairment
Obsessive and compulsive washing
Poor hygiene and self care
Complaints of headaches, stomach pains and nausea
Sudden changes in mood or behaviour
Acting out behaviour including, lying, stealing, unexplained running away and aggression
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What is Neglect?
Child neglect occurs when there is a failure to provide the child with the basic necessities of life such as food, clothing, shelter, medical attention and supervision to the extend the child’s heath and development and is or likely to be significantly harmed.
What are physical/visible indicators of Emotional Abuse?
Physical indicators of neglect may include (but not limited to):
Inappropriate clothing for weather conditions, and or dirty clothing
Medical and health issues which are unattended to
Lack of supervision
Poor hygiene
Behaviour Indicators
Possible behavioural indicators include:
Stealing or begging for food
Arriving unusually early and staying at locations for extended periods
Often falling asleep or tired
Aggressive or self destructive behaviours
Not developing friendships or getting on with children of like age
Limited positive interaction with parents, carers or guardians
Sudden fears or specific places
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What is Grooming?
Grooming is when a the perpetrator engages in conduct with the child to prepare the child for sexual activity at a later time.

What are physical/visible indicators of Emotional Abuse?
Grooming can be difficult to identify however examples include (but not limited to):
giving gifts or special attention to a child or their parent or carer (the intention is to make the child or parent feel special or indebted to the perpetrator)
controlling a child - or that child's parents - through threats, force or use of authority (the intention is to make the child or parent fearful to report unwanted/ inappropriate behaviour)
making close physical contact or sexual contact, such as inappropriate tickling and wrestling
[bookmark: _Int_5pJ4mqMn]openly or pretending to accidentally expose the victim to nudity, sexual material and sexual acts (this in itself is classified as child sexual abuse but can also be a precursor to physical sexual assault).

Grooming can also take form through online/electronic communication, this can include chats, sexting, building connection through gaming and other interactions.
The intention of online grooming is to lower the child's inhibitions and or heighten the child’s curiosity, particularly in relation to sex with the aim of meeting them in person to engage in sexual activity. Grooming can also lead to child exploitation where adults use the internet or other communication tools to communicate sexual imagery with or of a child.
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Perpetrators can include (but are not limited to):
a staff member, coach, or other carer
a peer or child 10 years or more in age 
a family friend or stranger
a person via a forced marriage (this is where a child is subject to a marriage without their consent, arranged for by their immediate or extended family - this constitutes a criminal offence and must be reported).
Behavioural Indicators for perpetrators of sexual abuse
In addition to identifying signs of sexual abuse within children, it is also important to be able to identify signs that a person may be engaging in sexual child abuse.
Signs that an adult is engaging with sexual abuse of a child is not always obvious.
Note: Unwanted sexual behaviour toward a child by a child 10 years or over can constitute a sexual offence. 

Family members
One parent attempting to separate/detach their child from the other parent
Overprotective relationship between child and one parent
Child reluctant to be alone with one parent or family member

Staff, contractors, volunteers, coaches, carers etc
Over affection and inappropriate physical contact with the child
Obvious and inappropriate preferential treatment of a child, intentional efforts to make the child feel special and giving the child gifts
Inappropriate befriending of parents, visiting the home, offering to drive the child home from the service and or babysit
Undermining the child’s reputation so the child will not be believed

Behaviour Indicators of Older Children
Showing sexual material or discussing personal disclosures into conversations
inappropriate contact, such as calls, emails, texts, or social media
Having inappropriate social boundaries, such as telling the potential victims about their own personal problems

Behavioural Indicators for perpetrators of grooming
Behavioural indicators of a child that may be subject to grooming include (but not limited to):
Displaying mood changes from hyperactivity, secretive, aggressive, anxious, resentful, withdrawn and depressed
Developing unusual close connection with an older person
Change in communication and language e.g. copying a way a new friend communicates and speaks, talking a lot about a new friend who is outside of their normal friendship group 
Receiving gifts, money and expensive items from the new friend
Being dishonest and secretive about where they have been and who they are with, and or who they are communicating with particularly online.
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It is very difficult for children / young people (and adults) to tell anyone that they have experienced abuse, and they often will not disclose it directly. Any direct, indirect or suspected disclosure of child abuse should always be believed and responded to.
A child or person may disclose in different ways including;
· In person
· Over the phone
· In writing 
· In a drawing 
· Through another person (adult or child)
· Through other communication channels such as complaints line
· Through observing concerning signs in person, online, writing/ drawings or through play
[bookmark: _Toc199775940]Key messages to remember 
Whilst it can be difficult and confronting to have a child or person disclose abuse, it is important to stay calm and pay attention to what is being said. Your response, particularly your initial response, can have big impact on the discloser, including their ability to seek further help and recover from the trauma.
Below outlines key responses and messages to provide should a person disclose abuse:
· Be patient and calm – provide the child time and space to communicate freely
· Be aware of your own feelings and do not express feelings such as anger, disgust, sadness etc to the child. 
· Move to a suitable environment, where you are free from distractions and interruptions
· Let the child use their own words
· Do not force the child to talk, and avoid asking multiple direct questions and do not ask question that require a “yes” or  “no” answer (i.e. did they touch you on your private parts). Instead use open ended questions such as a “and then what happened,” or “tell me more about that.”  
· Reassure the child by saying things such as, “thank you for telling me,” “it’s not your fault”, “I believe you," “I am sorry this has happened to you” and “I will help you”
· Avoid asking questions such as “did you try and stop them” or “do they make you feel scared?”
· Do not promise such as to promising to keep the information a secret 
· Acknowledge their feelings and let them know you want to protect them 
· Acknowledge their bravery for telling you 
· Explain you will be required to tell safe people about this, but the information will only be shared with those that need to know
· Keep in mind and respect that they may only tell you some details
· If they ask you a question to which you don't know the answer, say you will find out
· Write notes about what they have told you as soon as possible to lodge a detailed report
For further advice and guidance on words to use if  child abuse is disclosed, please refer to the eSafe Kids website https://www.esafekids.com.au/ or https://bravehearts.org.au
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Any person working under the auspice of the City has a legal requirement to report a reasonable belief of child abuse. 
If you believe a child or young person is in immediate danger, phone 000.
If you experience a disclosure from a child or young person, or develop a reasonable belief a child or young person is being abused, you must act by reporting it as soon as practicable via the reporting mechanisms in place:
It is not the Employee’s role to investigate a disclosure, or the reasonable belief you have developed. This will be handled by the relevant authorities depending on your location and the severity of the report.
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The key stages of the process include:
Forming a belief: Forming reasonable belief is more than suspicion. There must be some objective basis for the belief. However, it is not the same as having proof and does not require certainty. You are not required to investigate the incident or concern.
Report your concern or complaint: Advise your People Leader of your concern and lodge your concern.  If you believe a child or young person is in immediate danger, phone 000.
If your concern is in relation to dissatisfaction with the City, you may lodge a complaint to the Child Safe Officer (childsafe@geelongcity.vic.gov.au), a member of the People Partner, Workplace Relations team or the Integrity and Review team (integrity@geelongcity.vic.gov.au). 
Participate in follow up:  Be willing to provide any further information if contacted by the City’s Child Safe Officer or delegated person/s regarding your report. 
Outcome: Relevant persons will be notified of any outcomes where necessary
[bookmark: _Toc199775943]WHERE TO REPORT
If you experience a disclosure from a child or young person, or develop a reasonable belief a child or young person is being abused, you must act by reporting it via the following process:
Note: if the disclosure leads you to believe a child or young person is in immediate danger, phone 000.
a) Report the matter to a People Leader or the Child Safe Officer (Johanna Richardson), or member of People Partner/Workplace Relations team;
b) Lodge a formal report via Child Safe Standards - Report Form - Documents on CityWeb (geelongcity.vic.gov.au).
c) If you do not have access to lodge the form online, then the Report Form can be completed manually and provided in person or sent via email to your People Leader and Child Safe Officer at johanna.richardson@geelongcity.vic.gov.au
d) If you cannot access the form, you can email a People Leader and Child Safe Officer at johanna.richardson@geelongcity.vic.gov.au, providing as much information as you can including names of victim, witnesses and other relevant persons, contact details, photographs, dates and time and your contact details
e) If you cannot complete any of the above you may call your People Leader, or Child Safe Officer on 03 5272 4032 , or a member from the People Partner/ Workplace Relations team. If you need support in this, you may call People Assist to guide you. 03 5272 5000
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	Who?

	Parent

	Child

	Staff member, contractor, agency,  
or volunteer, other person e.g witness to incident



	What to report?


	Any child safety concerns, including:
disclosure of abuse or harm
allegation, suspicion or observation 
breach of Code of Conduct 
environmental safety issues.
gaps in service provision & practice




	

	Call 000 if a child is in immediate danger




	How?


	Online reporting form, Face-to-face verbal report, letter, email, telephone call, meeting



	Who to?


	You can report your child safety concern online, Child safe standards online reporting form or Child Safety Officer on 03 52724032 or childsafe@geelongcity.vic.gov.au,  your People Leader, or an Integrity and Risk Officer on integrity@geelongcity.vic.gov.au. 



	What happens next?


	The Child Safety Officer or People Leader will:
· offer support to the child, the parents, the person who reports and the accused staff member or volunteer
· commence internal processes to ensure the safety of the child, clarify the nature of the complaint and commence applicable process in line with obligations and policies e.g. disciplinary process may commence
· decide, in accordance with legal requirements and duty of care, whether the matter should/must be reported to the police or Child Protection and make report as soon as possible if required.


	Outcome


	Outcome decided; relevant staff, volunteers, parents and child notified of outcomes; policies, procedures updated where necessary.
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The report will be reviewed by the relevant People Leader and or Child Safe Officer to determine if any of the following reporting is required:
a) Reportable Conduct Scheme: If the report is in relation to allegations of child abuse and neglect by an employee’s, agent, contractor and  or volunteer, the Child Safe Officer in collaboration with relevant People Leaders and Child Safe Committee Members (where applicable) will triage the matter to determine if the suspected abuse is deemed Reportable Conduct, and if so, will report the suspected abuse in line with the requirements of the Reportable Conduct Scheme to the Commission of Children and Young People (CCYP) and follow the subsequent process required by CCYP.
b) The Child Safe Committee Members: the Committee may be referred to support in triaging the matter to in situations whereby the Child Safe Officer is unavailable or has a declared conflict of interest.
c) Mandatory Reporting: Mandatory Reporting refers to the legal requirement of certain groups of people to report a reasonable belief of child abuse to child protection authorities. There is a legal obligation under the Children Youth and Families Act 2005, of certain professionals to report when a child needs protection.
d) Child Protection: If reasonable belief has been formed that a child has suffered or is likely to suffer significant harm as a result of abuse or neglect, and their parent have not protected or is unlikely to protect the child from harm of that type, then a report should be made to Child Protection. 
e) Victoria Police: In addition, any adult who forms a reasonable belief that a sexual offence has been committed by an adult against a child under 16 must report that information to Victoria Police.
f) Referral: If there is significant concern for the wellbeing of a child, but there is not a belief they are at risk of significant harm, and where the immediate safety of the child will not be compromised, a referral to Child FIRST, The Orange Door or approved organisation may be appropriate.
g) Non-Reportable process: If the matter is not deemed reportable, then the matter will be referred to the relevant People Leader to manage the matter in accordance with relevant City Policies as required.
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The Reportable Conduct Scheme was introduced to assist organisations improve their responses to allegations of child abuse and neglect by their workers and volunteers. It has been designed to ensure that the Commission for Children and Young People (CCYP) will be made aware of allegations of certain types of employee misconduct towards children in performing their role at The City.
The Child Safe Standards and the Reportable Conduct Scheme create distinct sets of responsibilities for the City but have been designed to complement one another. Together, Child Safe Standards and the Reportable Conduct Scheme strengthen the capacity of the City to help prevent and respond properly to allegations of child abuse.
Types of conduct include:
A sexual offence (even prior to criminal proceedings commencing)
Sexual misconduct 
Physical violence committed against, with or in the presence of a child 
Behaviour causing significant emotional or psychological harm
Misconduct involving any of the above 
When a report is made to CCYP, the Commission may also share information where appropriate with other organisations including the Justice Department. Victoria Police or other regulators. 
When notifications are made to the CCYP, the City is required to comply with the following:
Within three business days after becoming aware of a reportable allegation, The City (Child Safe Advisor) must notify CCYP that a reportable allegation has been made against one of their workers, volunteers, agency workers or contractors.
Within 30 calendar days after becoming aware, the City (Child Safe Officer) must provide certain detail including an update as to the progress of the investigation and any new additional information.
Process
1. An incident concerning a child is raised
2. The incident must be immediately brought to the attention of a People Leader or Child Safe Officer
3. The People Leader must immediately review the matter and obtain the relevant information
4. If from the information available the behaviour may be considered reportable, the matter must immediately be referred to the City’s Child Safe Officer for review and triage with the relevant People Leader/s to determine if the matter is reportable.
5. If the matter is deemed potential reportable conduct, The City will notify the CCYP within the three business days and commence an investigation in line with the requirements of the Reportable Conduct Scheme and directions of the Commission for Children and Young People.
6. Minor poor behaviour and/ or poor performance may not be deemed as reportable conduct and if determined to be performance, cultural or behavioural matter it will be managed in according with the relevant City Policies.
Assessment System
If inappropriate behaviour towards a child appears to have occurred, the City will make an assessment relating to the seriousness of the alleged conduct. The assessment will consider whether the alleged conduct fits into one of the following categories:
This assessment will assist in guiding the work arrangements that may need to be put in place in relation to the employee against whom the allegations have been made if considered reportable conduct.
a) Behaviour that does not meet the threshold required for behaviour to be considered reportable – matter will be managed in accordance with relevant City Policies e.g. Managing Performance Policy  
b) Reportable conduct – low level – employee to work in a different location during investigation.
c) Reportable conduct – mid level – employee to work in a difference location and/or a different role during investigation.
d) Reportable conduct - high level – employee to work from home during investigation.
e) Reportable Conduct - Complex (risk) - (permanent full timer or part time employees) – stood down on pay for period of investigation.
1. Reportable Conduct - Complex (risk)- (casual employees) – stood down without pay for period of investigation.
If conduct is deemed low – high and alternative working arrangements cannot be provided then the employee will be stood down on pay for the period of investigation.  
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Where an investigation is required, it will be managed in accordance with the relevant City Policies, including Managing Conduct Policy.
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Mandatory Reporting refers to the legal requirement of certain groups of people to report a reasonable belief of child abuse to child protection authorities. There is a legal obligation under the Children Youth and Families Act 2005, of certain professionals to report when a child needs protection. 
Such Mandatory Reporters include:
· Nurses 
· Teachers
· Early Childhood Educators
Mandatory Reporters should make a report to Child Protection as soon as practicable after forming a belief. A child may need protection if they have experienced or are at risk of harm, and their parents have not protected, or are unlikely to protect them from that harm.
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All adults, not just those working with children and young people, have a legal duty to report information about alleged child sexual abuse to Victoria Police. 
Failure to disclose may constitute a criminal offence in Victoria which attracts a maximum penalty of three years imprisonment. 
The Failure to Disclose offence applies to you if:
· You are an adult, and
· You have information that leads you to form a ‘reasonable belief’ that another adult has sexually offended against a child under 16 in Victoria
If this applies to you, you must report the information to police as soon as possible, unless you have a ‘reasonable excuse’ for not reporting the information, or you are exempt from the offence.
The Failure to Disclose offence helps to ensure that protecting children from sexual abuse is the responsibility of the whole community 
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The City acknowledges the importance of the rights of all people, including young people, children and will fulfil its obligations in line with the Charter of Human rights and Responsibilities and other applicable legislation.
Rights of young people and children 
Every young person and child has the right to feel safe and be safe at the City. 
Being safe means being free from, abuse, harassment, discrimination or inappropriate behaviour.
Feeling safe means being comfortable in places where children and young people spend time and trust adults who they interact, work or volunteer with.
Young people and children have the right to:
· Be safe and feel safe wherever they are 
· Expect that the adults around them are keeping them safe 
· Be given information about how to raise a safety concern 
· Be listened to if they have a safety concern, and have action taken about the concern.
If a young Person or child is involved in a reportable matter, they have the right to ask for information and support before the process begins and can ask questions at any time. They also have the right to be told about any findings or actions that are taken in relation.
Rights Of Employees, Agency Workers, Contractors And Volunteers
Every employee, agency worker, contractor and volunteer has the right to access the City’s policies in relation to Child Safety.
Should an employee, agency worker, contractor or volunteer be subject to allegations which are reportable under the Reportable Conduct Scheme they will have the right to:
Procedural Fairness: Investigations will be conducted in a fair and reasonable manner, which includes being notified of any adverse information that is credible, relevant and significant (noting procedural fairness does not require that employees or others must be notified of allegations when the Commission is first notified or that are plainly false) and being provided a reasonable opportunity to respond to the allegations.
· Representation/Support Person: persons involved in an investigation have the right to have a support person and or seek advice and/or representation from a lawyer, union or other applicable representation as a part of the investigation process
· Welfare Support: persons involved in an investigation have the right to appropriate welfare and support systems to support them throughout the process.

Privacy For Young People and Children
The City will adhere to the privacy requirements relating to young person, child, parents and or carers as per the Privacy Act 1988, Privacy and Data Protection Act 2014 (VIC, Health Records Act 2001 (Vic) and other applicable legislation and reforms.
Privacy For Employees, Agents, Contractors and Volunteers
The City will adhere to the Australian Privacy Principles, including the Privacy Act 1988, Privacy and Data Protection Act 2014(Vic) and other applicable legislation.

[bookmark: _Toc199775950]Implementation of this Procedure 
[bookmark: _Toc527374258]Monitoring and reporting
This procedure must be reviewed at least every 2 years
[bookmark: _Toc511644877][bookmark: _Toc527374259]Advice and assistance
A person who is uncertain how to comply with this Procedure should seek advice from their people leader or from the Child Safe Advisor. 
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