
 

Child Protection Reporting Flowchart 
Notification, Complaint, Allegation 

Responding to an Emergency - If you are concerned that a child’s immediate 
health or safety is compromised, contact 000. Ensure the child feels safe and 
follow advice from emergency services. 
Abbreviations: CPO=Child Protection Officer; Hos=Head of School; DHoS=Deputy 
Head of School; HoP=Head of Primary; ROSH=Risk of Significant Harm; 
MRG=Mandatory Reporter Guide; DCJ=Department of Communities & Justice; 
OCG=Office of the Children’s Guardian; AISNSW=Association of Independent Schools 
NSW; JIRT=Joint Investigation and Response Team. 

REPORT: to CPO - HoS (or Chair of Board if incident or 
concern relates to HoS), DHoS (7-12) or HoP (K-6).  

 CPO to conduct Risk Assessment. 
CPO to send acknowledgement to reporter. 

Child safety incident or concern arises. Contact 000 if 
immediate safety response is required. 

ASSESS: Does the incident involve an 
employee, contractor or volunteer? No 

ROSH: Do you suspect on reasonable grounds 
that the child is at risk of significant harm?  
Use DCJ Decision Tree. 

Not a Child 
Protection matter. 
Refer to DHoS (7-12)  
or Head of Wellbeing 
(K-6). Follow 
Complaints & 
Grievance policy and 
Student Wellbeing 
policy. 
Findings/outcome to 
HoS. 

Yes 

ACT: Complete MRG. 
Follow directive from 
MRG. Child Protection 
Hotline 133627 
Develop Case Plan. 
Notify HoS. 

RESPONSE: Manage; 
Refer; Support. 

REVIEW & RECORD: 
Document; Report to 

HoS & Board. 

No 
Yes – HoS & P&C will stand down employee 

pending investigation. 

RESPONSE: Manage; 
Refer; Support. 

REVIEW & RECORD: 
Document; Report 

to HoS & Board. 
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Is the behaviour 
potentially ‘criminal’? 
E.g. sexual offences, 
grooming, assault. 

Yes 

ACT: Report to 
Police. 

Contact AISNSW 
for advice. 

Notify HoS & 
Chair of Board. 

No 

Conduct internal 
investigation. 

Notify the OCG of 
results within 30 days 
of investigation. 

ACT: Notify the 
OCG within 7 days. 
Consider whether 
to delay or 
suspend internal 
investigation. Liaise 
with JIRT. 

ROSH: Do you suspect on reasonable grounds 
that the child is at risk of significant harm?  
Use DCJ Decision Tree. 

No 

Did the incident 
involve behaviour that 
may cause emotional 
or psychological harm 
to a child? 

No Yes 

The incident is not 
‘reportable 
conduct’. Do not 
notify the OCG. 

Conduct internal 
investigation for 
breaches of code 
of conduct or 
policy. 
Findings/outcome 
to HoS. 

Mandatory Reporting Reportable Conduct 
 

CPO or delegate 

Reporter: Student, Staff 
or Community member 

Yes – HoS must be informed immediately. 
HoS or delegate will investigate. 


