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Quick reference guide

	If you are worried about a child or young person’s safety, follow these steps:

	Trust your instincts. 
If something doesn't feel right, act.  You don't need proof 
– just a reasonable concern.
	Report immediately 
if a child is in immediate danger.  Otherwise, follow 
the reporting steps below.
	You are legally protected 
when reporting in good faith. 
It's always better to report and
be wrong than not report at all.



	Key information

	Emergency response (immediate danger)
	1. Separate child from danger (if safe)
2. Give first aid if trained
	3. Call: 

	· On campus: 1800 333 732 (Ballarat/Berwick/Gippsland)
· Wimmera campus: 000
· Off campus/online: 000


4. Preserve evidence (clothing, messages)
5. Don't discuss incident with others.

	Non-emergency reporting 
	Staff members
	Suspect abuse → Report to your Exec Dean/Director
→ They contact Student Equity and Inclusion team

	
	Students
	Suspect abuse → Report to any staff member 
→ Staff reports to Exec Dean/Director

	Mandatory reporting
	If they believe a child is at serious risk, designated professionals (teachers, nurses, psychologists, counsellors) must report directly to:
· DFFH Child Protection: 1300 555 526 (South) / 1300 360 462 (West)
· After hours: 131 278

	
	Sexual offences against children under 16.  Anyone over 18 must report to:
· Victoria Police: 131 444
· And follow internal reporting chain.



	Key definitions

	What is child abuse?
	Any form of:
· physical or sexual harm
· grooming (building trust to abuse later)
· emotional/psychological harm
· neglect (not providing proper care)
· family violence
· online abuse.

	When to report – ‘reasonable belief’
	You don't need proof.  Report if:
· child says they've been abused
· someone tells you a child has been abused
· you observe concerning behaviour/signs
· you know of sexual contact with child under 16.

	Core legal obligations

	Working With Children Check
· required for all who work with children
· must carry valid WWC card
· legal requirement under Worker Screening Act 2020.

Mandatory training
· New staff: Child Safe Standards training during induction
· All staff: Refresher training every two years
· Aboriginal cultural awareness: Every two years.

Students learn about child safety during orientation and online modules.

	Critical Don’ts

	· Don't investigate yourself.
· Don't discuss with colleagues or others involved.
· Don't contact parents without approval from authorities.
· Don't assume someone else will report.
· Don't wait for more evidence.

	Who must follow this

	Everyone at Federation University who interacts with children under 18:
· all staff (permanent, casual, sessional)
· students
· volunteers, contractors, partner providers.

	Supporting students 
	Refer to Student Equity and Inclusion
· staff will communicate with their parent/carer (if appropriate)
· support services will be offered
· a Student Support Group may be formed
· a Student Support Plan will be developed.

	Student complaints

	Students can lodge complaints anytime via the Student Complaints and Concerns website.

	Remember

	Always act in the best interests of the child:
· Report even if unsure - it's better to be cautious.
· Child safety is everyone's responsibility.
· When in doubt, seek advice from the Student Equity and Inclusion team.
Federation University has zero tolerance for child abuse.


This is a quick reference guide only.  Refer to full Child Safe Procedure (CG1886) for complete details.
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