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ROBE CHILD CARE ON WHEELS SERVICE 

CHILD PROTECTION NOTIFICATION 

PROCEDURE 

Responsible Officer: Manager Childcare Services 

Version V1 

Date of Document 

Issue: 
March 2026 

Date of Next 

Review: 
March 2027 

Relevant 

Regulations: 

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS 

S. 2A Paramount consideration—safety, rights and best interests of children 

S. 162A Child protection training   

S. 165 Offence to inadequately supervise children 

S. 166 Offence to use inappropriate discipline 

S.166A Offences relating to inappropriate conduct 

S. 167 Offence relating to protection of children from harm and hazards 

S.174 Offence to fail to notify certain information to Regulatory Authority 

S. 175 Offence relating to requirement to keep enrolment and other documents 

84 Awareness of child protection law 

86 Notification to parents of incident, injury, trauma and illness 

87 Incident, injury, trauma and illness record 

145 Staff Records 

149 Volunteers and students 

155 Interactions with children 

168 Education and care service must have policies and procedures 
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Our Service is committed to providing a child safe environment where children’s safety and 

wellbeing is supported and children feel respected, valued and encouraged to reach their full 

potential. We will ensure all employees and volunteers understand the meaning, importance and 

benefits of providing a child safe environment and critically, understand their obligations and 

requirements as mandatory reporters.  

The approved provider, staff, educators, volunteers and students will be required to complete 

mandatory National Child Safety Training for the Early Childhood Education and Care Sector. All 

educators will attend approved child protection training certified by a registered training 

organisation. Educators, staff and volunteers will continue to maintain current knowledge of child 

protection and mandatory reporter requirements by completing refresher training annually.  

 

Working in conjunction with the Child Protection Policy, this procedure has been developed to 

ensure all employees and volunteers understand their obligations and requirements as mandatory 

reporters and what to do when making a notification.  All child protection concerns, including 

suspected abuse, neglect or inappropriate conduct will be identified, documented and notified 

promptly to protect children from harm. 

 
 

Related Policy: Child Protection Policy 
 

 

In an emergency or life-threatening situation, educators should contact 000 

regarding urgent concerns relating to immediate danger to a child’s health or 

safety. 

 

 

170 Policies and procedures must be followed 

175 Prescribed information to be notified to Regulatory Authority 

176 Time to notify certain information to Regulatory Authority 

 

National Quality 

Standards: 

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY 

2.2.1 Supervision- At all times, reasonable precautions and adequate supervision 

ensure children are protected from harm and hazard. 

2.2.2 Incident and Emergency Management- Plans to effectively manage incidents 

and emergencies are developed in consultation with relevant authorities, practiced 

and implemented. 

2.2.3 Child Protection- Management, educators and staff are aware of their roles and 

responsibilities to identify and respond to every child at risk of abuse or neglect. 

 

https://www.unisa.edu.au/research/australian-centre-for-child-protection/our-projects/national-child-safety-training-for-the-early-childhood-education-and-care-sector2/
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CHILD PROTECTION PROCEDURE 

1 

The approved provider, nominated supervisor and educators will review the 

Service’s Child Protection Policy annually to ensure awareness of child 

protection practices 

 

2 

The approved provider, nominated supervisor, staff and educators will ensure 

children’s safety, rights and best interests are the paramount consideration for 

all Service operations, decisions and functions, including all decisions relating 

to child protection and mandatory reporting obligations 

 

3 

The approved provider, nominated supervisor, educators, staff, volunteers 

and students are to make a report to the relevant child protection agency or 

department when they have current concerns about the safety, welfare and 

wellbeing of a child who has experienced harm or is at risk of harm or at risk 

of significant harm, or when they have a concern about inappropriate 

conduct by any person at the service 

 

4 

It is important for the person making the report to remain sensitive to the 

practices of culturally diverse (including indigenous) families; however, the 

Child Protection Policy must be adhered to. The processes and procedures 

within the policy attempt to allow for the individual differences of families. 

 

5 

Educators are to keep up-to-date developmental records on all children. 

Records are a significant part of a child or young person’s time in care and 

contribute to their life story 

 

6 

The approved provider and nominated supervisor will ensure all staff, 

educators, volunteers and students complete mandatory child protection 

training within the prescribed timeframe 

 

7 

The approved provider and nominated supervisor will ensure staff, educators, 

students and volunteers are able to demonstrate an understanding of the 

role of mandatory reporter, including when a report must be made and how 

to make a report 

 

8 

The approved provider and nominated supervisor will ensure child protection 

concerns, disclosures or suspicions of child abuse or neglect are recorded in 

a written format and stored in a locked cupboard that only staff can access 

 

9 

The approved provider and nominated supervisor will ensure a Child 

Protection Risk Assessment is conducted annually and reviewed following an 

incident involving child safety and wellbeing, including an assessment for 

areas of improvement 
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10 

Records of abuse or suspected abuse are kept in line with our Privacy and 

Confidentiality Policy. Records relating to child sexual abuse that has or is 

alleged to have occurred are kept for at least 45 years. 

 

11 

Educators will understand that allegations of abuse or suspected abuse 

against them are treated in the same way as allegations of abuse against 

other people 

 

12 

The approved provider and nominated supervisor will ensure a safe and 

confidential process for reporting wrongdoing, misconduct, or any matter 

that may risk the safety, welfare, or wellbeing of children within the Service. 

This process supports a culture of integrity and accountability 

 

 
 

 

 

GATHER APPROPRIATE INFORMATION 

1 

Whenever a case of child abuse, neglect or inappropriate conduct is 

suspected (due to either an act, or an omission), it is imperative to document 

any observations and communication undertaken with the child and/or 

parent/carer. When a mandatory reporter has concerns about the safety, 

welfare or wellbeing of a child or young person, they are to refer to our 

Service’s Child Protection Policy and Children and Young People (Safety) Act 

2017. 

 

2 

The person making the report is to use the Child Protection Observation 

Record to record all signs, suspicions, or concerns. When completing the 

observation record, ensure all essential details are gathered including- 

• child or young person’s details (name, address, DOB, details of siblings 

etc.) 

• incident details (date, type of risk, person’s causing or contributing to 

harm) 

• impact of the incident on the child or young person 

• network of support around the child or young person 

• cultural background (Aboriginal/Torres Strait Islander) 

 

 

3 

Mandatory reporters are required by law to report suspected child abuse 

and/or neglect to Child Protection Services. 

To make a report to relevant child protection agency or department, a 

person needs to have current concerns about the safety, welfare and 

wellbeing of a child for any of the following reasons 
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• basic physical or psychological needs of the child or young person are not 

being met (neglect) 

• the parents or caregivers have not arranged necessary medical care for 

the child or young person 

• the parents or caregivers have not arranged for the child or young person 

to receive an education 

• the risk of physical or sexual abuse or ill-treatment 

• parent or caregiver’s behaviour towards the child causes or risks serious 

psychological harm (emotional abuse) 

• child was subject in a prenatal report, and the birth mother did not 

engage successfully with support services. 

To report concerns that are life threatening, contact police immediately on 

000. 

4 

If the mandatory reporter has concerns about the safety of a child, they will 

record their concerns in a non-judgmental and accurate manner as soon as 

possible 

 

5 

The mandatory reporter will record their own observations as well as precise 

details of any discussion with a parent (who may, for example, explain a 

noticeable mark on a child) 

 

6 

The mandatory reporter will prepare accurate records recording exactly 

what happened, conversations that took place and what was observed to 

pass on to the relevant authorities to assist with any investigation 

 

7 The mandatory reporter will not endeavour to conduct their own investigation  

8 

Mandatory reporters do not have to prove that reportable conduct is 

happening or have evidence of who may be abusing the child to 

contemplate making a notification 

 

9 

As soon as there is information that abuse of any kind has occurred or may 

have occurred, questioning of the child must STOP immediately. It is then up 

to the authorities to carry out interviews with the child and relevant parties 
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RESPONDING TO A DISCLOSURE 

When receiving a disclosure of harm, the person receiving the disclosure will: 

1 give the child or young person their full attention  

2 remain calm and find a quiet place to talk  

3 
not make promises that can't be kept. For example, never promise that you 

will not tell anyone else 
 

4 

reassure the child or young person they have done the right thing in revealing 

the information but that they’ll need to tell someone who can help keep the 

child safe 

 

5 

only ask enough questions to confirm the need to report the matter, because 

probing questions could cause distress, confusion and interfere with any later 

enquiries 

 

6 
not attempt to conduct their own investigation or mediate an outcome 

between the parties involved 
 

7 

document as soon as possible so the details are accurately captured 

including: 

• time, date and place of the disclosure 

• ‘word for word’ what happened and what was said, including anything 

they (the staff member/educator) said and any actions that have been 

taken 

• date of report and signature 

 

8 

in addition, the person receiving the disclosure from a child will: 

• accept that the child or young person will disclose only what they’re 

comfortable with and recognise the bravery/strength of the child for 

talking about something that is difficult 

• let the child or young person take his or her time 

• let the child or young person use his or her own words 

• don't make promises that can't be kept. For example, never promise that 

you will not tell anyone else 

• honestly tell the child or young person what you plan to do next 

• not confront the perpetrator 
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REPORTING CONCERNS 

1 

The mandatory reporter will complete the relevant online reporter system or 

contact the relevant child protection reporting hotline on each occasion 

they have risk concerns, regardless of their level of experience or expertise. 

Each circumstance is different, and every child and young person is unique. 

 

2 

The mandatory reporter will use the Online Reporter System or contact the 

child abuse report line (CARL) if they have concerns that a child or young 

person is at risk of being neglected or physically, sexually or emotionally 

abused 

 

3 

The mandatory reporter will use the relevant online reporting system or guide 

to determine whether a report to the relevant Child Protection department 

or agency is required, and if a child protection online report (e-Report) 

should be submitted 

 

4 
The mandatory reporter will print out the final decision from the online 

reporter system and place in a confidential file 

 

5 

The mandatory reporter will follow the recommendations of the relevant 

Online Reporter System. This may include alternative supports for vulnerable 

children and their families. 

 

6 

When a decision has been made to make a report to the relevant agency or 

department, the following information can be prepared in advance: 

• details which identify the child such as the child’s name, date of birth, 

address, phone number, cultural identity or Aboriginality, language 

barriers, disabilities 

• details of the parents, carers or other household members such as name, 

date of birth or age, address, phone numbers, cultural identity or 

Aboriginality, language barriers, disabilities 

• details of the educator and service such as name, address, phone and 

email details information regarding the significant risk of harm 

• reason for your concerns and any relevant circumstances 

 

7 

The mandatory reporter will share and exchange information in accordance 

with legislation to relevant agencies.  Information to be shared and 

exchanged should relate directly to the safety, welfare and wellbeing of 

children. 

 

8 
Management, educators and staff will refer families to appropriate agencies 

where concerns of harm do not meet the threshold of significant harm. 
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NOTIFICATION TO THE APPROPRIATE AUTHORITY 

1 

The mandatory reporter will prepare accurate records recording exactly 

what happened, conversations that took place and what was observed to 

pass on to the relevant authorities to assist with any investigation 

 

2 

The nominated supervisor, educators, staff, students and volunteers will report 

all incidents, allegations and complaints relating to child safety to the 

approved provider 

 

3 

The approved provider and nominated supervisor will ensure mandatory 

reports and notifications are made to the appropriate authorities within the 

prescribed timeframe 

 

4 

For all notifications required to be reported within 24 hours, the approved 

provider and nominated supervisor will ensure procedures are in place to 

meet required timeframes, including outside operational hours (e.g. 

weekends and public holidays) (see Regulatory Authority Notification 

Procedure for 24-hour reporting) 

 

5 

The approved provider will notify the regulatory authority through the NQA ITS 

(within 24 hours) of 

• becoming aware of a circumstance arising at the service that poses a 

risk to the health, safety or wellbeing of a child 

• any complaints alleging that a serious incident, including a sexual 

offence or sexual misconduct, has occurred or is occurring at the 

Service 

• a serious incident, which may include a sexual offence, sexual 

misconduct and/or physical or sexual abuse where emergency 

services attended the Service 

• any incident where it is reasonably believed that physical and/or 

sexual abuse of a child has occurred or is occurring while the child is 

being educated and cared for by the Service 

• any allegation (observed or suspected or disclosures) that a staff 

member or volunteer is engaging or has engaged in appropriate 

conduct to a child within 24 hours 

• any change to a person’s WWCC or any relevant risk information 

related to child safety 

 

6 

The approved provider will notify the regulatory authority of any allegation 

(observed or suspected or disclosures) that a staff member, educator or 

volunteer is engaging or has engaged in inappropriate conduct to a child 

within 24 hours 

 

https://www.acecqa.gov.au/resources/national-quality-agenda-it-system
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7 

The approved provider will notify the relevant authority of any reportable 

allegations or reportable convictions made against their employees, 

volunteers or certain contractors who provide services to children 

 

 

 

 

SA MANDATORY REPORTING 

1 If your concern is an emergency, call 000 immediately.  

2 
Mandatory reporters are required by law to report if they suspect on 

reasonable grounds that a child is or may be at risk of harm 

 

3 
The approved provider, nominated supervisor, educators and staff working 

at our Service are all mandatory reporters 

 

4 
Reports of all instances (alleged or witnessed) of child abuse, including 

assault or sexual abuse (including grooming) are to be made to SA Police 

 

5 

Reports of serious concerns are to be made to the Department for Child 

Protection via Child Abuse Report Line (CARL): 13 14 78, other non-urgent 

reports may be submitted via eCARL 

 

6 
If you are experiencing technical difficulties with eCARL, send an email to 

feedback.carl@sa.gov.au and call 13 14 78 
 

7 

Mandatory reporters will use the Safe environments for children and young 

people: Mandatory notification information for support when reporting and 

responding to suspicions that a child or young person is, or may be at risk 

 

8 
Mandatory reporters will refer to the Child Protection Notification Checklist 

prior to making a report 

 

9 

Additional information: 

The role of mandated reporters 

Indicators of harm 

 

 

https://ecarl.sa.gov.au/
mailto:feedback.carl@sa.gov.au
https://dhs.sa.gov.au/__data/assets/pdf_file/0003/82659/cse-mandatory-notification-information-booklet-2019-dhs-update.pdf
https://dhs.sa.gov.au/__data/assets/pdf_file/0003/82659/cse-mandatory-notification-information-booklet-2019-dhs-update.pdf
https://www.childprotection.sa.gov.au/__data/assets/pdf_file/0008/1018808/DCP-Notification-checklist.pdf
https://www.childprotection.sa.gov.au/report-suspected-harm/process-for-mandated-reporters/the-role-of-mandated-reporters
https://www.childprotection.sa.gov.au/report-suspected-harm/indicators-of-harm-or-risk

