STUDENT WELLBEING – CONCERNS MANAGEMENT PROCEDURE
Introduction
Ivanhoe Grammar School has a Student Wellbeing framework for creating and maintaining a safe
environment for the School’s students.
This document sets out how a concern about student wellbeing (including a concern about bullying,
child abuse, discrimination, sexual harassment and victimisation) may be raised with the School, and
about how such concerns will be managed. Concerns about behaviour by students towards other
students may, and usually will, also be managed in accordance with the School’s Student
Management Procedure.
The purpose of this procedure is to give confidence to the School community that:


the School treats concerns about student wellbeing seriously;



the School has clear procedures for responding to student wellbeing concerns;



the School and School personnel are complying with their statutory reporting obligations
with respect to child abuse.

A number of key terms in this document (including bullying, child abuse, discrimination, sexual
harassment and victimisation) are defined in the School’s Student Wellbeing Policy, which should be
read in conjunction with this document.
Responsibility for this procedure
This procedure is overseen by the Principal, Heads of Campus and Director of Wellbeing, who are
collectively responsible for:


promptly managing the School’s response to an allegation or disclosure of a student
wellbeing issue, and ensuring that the allegation or disclosure is taken seriously;



responding appropriately to a child who makes or is affected by an allegation of child abuse;



monitoring the School’s overall compliance with this procedure; and



managing an alternative procedure for responding to a student wellbeing concern if the
person allocated responsibility under this Procedure cannot perform his or her role.
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How the School community may raise concerns with the School
If you are a member of the School community (other than School personnel) with a concern about
student wellbeing (including a concern about actual or suspected bullying, child abuse, sexual
harassment, discrimination and victimisation) (a “concern”) then you are encouraged to contact the
student’s class teacher, mentor or homeroom teacher (Key Wellbeing Contact).
If it is not appropriate to discuss your concern with one of these individuals, you should contact either
the Principal or another member of the Wellbeing Team. The Wellbeing Team structure is attached to
this Policy.
Your concern will be handled by the School in accordance with this procedure.
How School personnel will deal with their own concerns
School personnel with or aware of concerns about student wellbeing must also address any concerns
they may have in accordance with this procedure.
How the School will deal with concerns
School Personnel may become aware of concerns directly, such as through their own observations of
student behaviour, specific incidents, or the behaviour of other individuals. School personnel may also
become aware of concerns indirectly, through concerns from members of the School community.
The School’s procedure for dealing with concerns involves two phases. The first phase involves
assessing whether an external report is required, and if so making that report. The second phase is
about how the School will respond to concerns generally. Both phases must be followed.
When dealing with concerns, the School will be guided by the following considerations:


every concern will be acknowledged, treated seriously and responded to with empathy;



the School will immediately work out whether mandatory reporting is required in
accordance with phase 1;



if School personnel are alleged to have engaged in child abuse, they will ordinarily be stood
down with pay, and without judgment, pending the School’s management of the concern;



all concerns will be investigated fairly and without bias, promptly and without undue delay;



the outcomes following the concerns management process shall be consistent with the
evidence;



all reasonable steps will be taken to protect a student the subject of a concern, and ensure
there are no reprisals for raising a concern.

When complying with this procedure, School personnel must appreciate that fulfilling the roles and
responsibilities contained in this procedure will not displace or discharge any other obligations that
arise if a person reasonably believes that a student or some other child is at risk of child abuse.
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PHASE 1 – Comply with any external reporting obligations about child abuse
If you believe a child is at immediate risk of abuse phone Victoria Police on 000 or the Child
Protection Crisis Line on 13 12 78.
School personnel have legal obligations to report certain forms of child abuse to external agencies:
 School personnel who are Mandatory Reporters are subject to mandatory reporting
obligations under the Children, Youth and Families Act 2005 (Vic) in relation to child abuse.
Failure to do so can constitute an offence under that Act.
 School personnel generally are also subject to mandatory reporting obligations under the
Crimes Act 1958 (Vic) specifically in relation to sexual abuse. Failure to do so can constitute
an offence under that Act.
This part of the procedure set out the steps that School personnel must follow to comply with any
external reporting obligations they may have with respect to child abuse.
Do you have a ‘Reasonable Belief’?
A ‘reasonable belief’ is formed if a reasonable person in the same position as you, and with the same
information as you, would have formed the belief that child abuse (including sexual abuse) is
occurring or may occur. It is not necessary to have proof to form a reasonable belief, and you do not
need to make a judgment about the truth of an allegation, but you must believe that it is more than
mere rumour or speculation.
A reasonable belief may be formed based on circumstances where, for example:


a student states that they have been abused;



a student states that they know someone who has been abused (sometimes the student
may be talking about themselves);



someone who knows a student states that the student has been abused;



professional observations of a student’s behavior or development leads you to form a belief
that the student has been abused or is likely to be abused; or



signs of abuse leads you to form a belief that a student has been abused.

It is permissible to ask a person raising a concern with you sufficient questions to establish a
reasonable belief. However, care should be taken not to ask the person any leading questions.
If you are not sure whether you have a reasonable belief, you must consult with the Principal, a
member of the School’s leadership team or Child Protection.
Do you have to report?
School personnel should note that different forms of child abuse have different reporting
requirements. Please read through each step below in full to determine the reporting requirements
in your particular circumstances.
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Reporting the reasonable belief to Child Protection
1. If you are a Mandatory Reporter, and you have formed a reasonable belief that:
a. a student has suffered, or is likely to suffer, significant harm, as a result of physical injury
or sexual abuse; and
b. the student’s parents have not protected, or are unlikely to protect, the student from
harm of that type
you must immediately report the belief to Child Protection by calling 1300 664 977 during
business hours, or 13 12 78 after hours.
2. You must then make a further report to Child Protection on each occasion you become aware of
any further reasonable grounds for the reasonable belief.
Reporting the reasonable belief to Victoria Police
3. If you have formed a reasonable belief in relation to sexual abuse, you must immediately report
the belief to Victoria Police by calling 000 in an emergency or 03 9450 8000.
4. You must then make a further report on each occasion on which you become aware of any further
reasonable grounds for the reasonable belief.
5. If you:
a. have a reasonable fear that reporting your reasonable belief to Victoria Police may pose
a risk to your own or another person’s health and safety (including the relevant student,
but not including the alleged perpetrator of sexual abuse); or
b. were told about the sexual abuse by the alleged victim, who was 16 or older at the time
they disclosed the abuse, and they have asked you not to report the abuse
then, you must seek advice from either the Principal, Head of Campus or Director of
Wellbeing, who in turn will seek appropriate advice from Child Protection or the School’s
legal advisors about whether you are still required to make a report.

PHASE 2 – How Concerns will be managed internally
Step 1 Reporting the concern
1. A member of School personnel who has a concern, or who receives a concern from a member
of the School community (including a current or former student, parent or staff member),
must immediately report the concern to the Student Wellbeing Officer or the Principal.
2. If the concern relates to behaviour between students, and does not involve possible child
abuse or sexual abuse, the Student Wellbeing Officer may direct a member of School
personnel to deal with the concern in accordance with the School’s Student Management
Procedure. If not, the concern will continue to be managed in accordance with this procedure.
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3. When a concern is raised with the Student Wellbeing Officer then for the purpose of this
phase:
a. the person who originally raised the concern with the School (whether it be a member
of School personnel or the School community) shall be the “Notifier”; and
b. the person allegedly responsible for the behaviour the subject of the concern shall be
the “Respondent”.
Step 2

Responding to the concern

1. The School will take such steps as it considers appropriate to protect any child connected with
a concern until it is resolved.
2. The Student Wellbeing Officer will:
a. acknowledge the concern and outline to the Notifier the process that will now be
followed by the School to manage the concern;
b. collect as much further information about the concern as may be required;
c. fill out the Incident Report attached to this procedure (which will help School
personnel report any reasonable belief required to be further reported to external
agencies);
d. report the concern to the Principal and, if appropriate, the Victorian Institute of
Teaching; and
e. ensure any mandatory reporting occurs in accordance with phase 1 of this
procedure.
3. The Principal will notify the Student Wellbeing Officer whether they will continue to manage
the concern, or whether other senior School Personnel will take over this concern
management process.
4. The Student Wellbeing Officer (or any other School personnel appointed by the Principal) will
notify the Respondent of the concern (to the extent that it is appropriate to do so, which may
initially involve only notification that there has been a Concern), outline the process to be
followed, and advise the Respondent about whether they will be stood down pending the
resolution of the concern.
Step 3

Resolving the concern

5. The School will investigate the concern where appropriate, which will ordinarily require the
School determining whether, on the balance of probabilities, the concern is substantiated.
6. The School or third party investigating the concern will to the extent it is appropriate or
practicable to do so:
a. interview the Notifier and the Respondent;
b. interview any other relevant witnesses, and review any relevant documents;
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c. keep a written record of any interviews and documents during the investigation; and
d. determine whether, on the balance of probabilities, the concern is substantiated.
7. If the concern is substantiated, the School will take appropriate action (which may, in the case
of a Respondent who is a current member of School personnel, include summary dismissal of
the Respondent for serious misconduct). Even if a concern is not substantiated, the findings
made by the School during the course of investigating the concern may, in certain cases, still
result in disciplinary action and dismissal.
8. The School will notify the following organisations of the outcome of the concern (as is
appropriate):
a. Victoria Police and Child Protection if the concern was the subject of a report to
them under phase 1 (or if that phase other wises now require a report be made);
and
b. the Victorian Institute of Teaching.
General considerations
The School may need to adjust this procedure to reflect the circumstances
This procedure applies regardless of whether the alleged behavior the subject of a concern occurred
on or outside School grounds, or concerns current or former students.
However, where a concern is raised with the School and:


an investigation by Victoria Police, Child Protection or the Victorian Institute of Teaching
relevant to the concern is ongoing;



civil or criminal proceedings relevant to the concern are ongoing; or



the concern relates to former students or former School personnel,

it may not be appropriate or possible for the School to investigate that concern in strict accordance
with this procedure. In such circumstances, the School will seek and act on legal advice to comply
with this procedure to the extent it is appropriate to do so (and in particular to protect the health
and safety of all current students of the School).
The School will keep records
At all stages of this process, School Personnel involved in a concern management process will keep
secure records in a Record of Contact (ROC) on the relevant student’s electronic file. Other records
that will be kept and attached to the student’s file include:
a. relevant emails;
b. Case Management Meeting Action plans; and
c. Incident Reports.
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The School will be sensitive
The School will follow this procedure in a way that is culturally appropriate.
If a concern involves a student from a culturally and/or linguistically diverse background, steps will
be taken to ensure that the student and the student’s family is supported to understand the
situation, including the use of an interpreter if required.
If a concern involves a student with a disability, steps will be taken to ensure the student and the
student’s family understand the situation and are supported.
The School will offer support
The School will afford support where appropriate to School personnel who make external reports
under this procedure, the student who is the cause for concern, and anyone else affected.
The School will cooperate with the authorities
The School will cooperate with any investigation by Child Protection or Victoria Police in relation to a
report or reportable incident.
Confidentiality
The need for confidentiality should be remembered at all times in the interests of the relevant
student and the student’s family when complying with this procedure. Only where the welfare of the
student will be affected should the matter be discussed with anyone, other than the reporting
bodies named above, or senior members of the Wellbeing Team.
Principal to be kept informed
The Wellbeing Team will keep the Principal promptly informed of all concerns received or made
under this procedure, and the steps taken by any School personnel and the School to comply with
this procedure.
Concerns relating to the Principal
Where a concern relates to the Principal, or the Principal otherwise has a conflict of interest, the
Board Chair should be involved in this procedure and advice obtained from the School’s legal
advisors to ensure that this procedure is varied as is appropriate.
Media enquiries
The Principal or the Principal’s delegate will handle any media inquiries that occur in relation to any
reported concerns.
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Attachment 1

Ivanhoe Grammar School Child Safe Standards
Incident Report
All incident reports must be kept confidential and stored securely.
If you believe a child is at immediate risk of abuse phone Victoria Police on 000 or the Child
Protection Crisis Line on 13 12 78.
Incident details
Date of incident:
Time of incident:
Location of incident:
Name(s) of
student/students involved:
Name(s) of staff/volunteer
involved:
Does the student have any attributes that may require additional support?
(Circle as applicable)
Disability

Cultural or Linguistically Diverse
Background

Aboriginal or Torres Strait
Islander

Other…………….

Please categorise the incident
Witnessed

Alleged by someone else

Physical violence
Sexual offence (including grooming)
Serious emotional or psychological abuse
Serious neglect
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Please describe the incident
When did it take place?

Who was involved?

What did you see?

Other information
Parent/carer/child use (if appropriate)
Date of incident:
Time of incident:
Location of incident:
Name(s) of child/children
involved:
Name(s) of staff/volunteer
involved:
Office use:
Date incident report received:
Staff member managing incident:
Follow-up date:
Incident ref. number:
Do we need to report the incident? (if the answer is ‘unsure’, contact the Principal)
Yes

No

Unsure

Child Protection
Police
Another third party (please
specify):
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Does the student and/or family know the report is being made internally or externally? Provide any
relevant details.
Student

Family

Incident reporter wishes to remain anonymous?
(Mark with an ‘X’ as applicable)
Yes

No
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Attachment 1 - Wellbeing Team Structures - TRC

TRC

Principal

Senior Wellbeing Team
Case Management Team
Key Wellbeing Contact

Head of
Campus

Head of
Middle Years

Head of Senior
Years

Director of
Wellbeing

Level
Managers

Head/ Deputy
Head of House

Level Manager/ Deputy
Level Manager/
Homeroom/ Class
Teacher

Head/ Deputy
Head of House

Student
Wellbeing
Officer

School
Psychologist

School Nurse

Educational
Support
Services (ESS)

Chaplain

Director of
Wellbeing

Student
Wellbeing
Officer
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Attachment 2 - Wellbeing Team Structures - Plenty

Plenty

Principal

Senior Wellbeing Team
Case Management Team
Key Wellbeing Contact

Head of
Campus

Deputy of
Head of
Campus

Director of
Wellbeing

Head of
Primary

Head of
Primary

Class Teacher

Head of
Secondary

Student
Wellbeing
Officer

Level Manager

School
Psychologist

Mentor

Level Manager

Educational
Support
Services (ESS)

Student
Wellbeing
Officer

Approved by Principal’s Executive July 2016
To be reviewed by July 2018
Page 12 of 14

Attachment 3 - Wellbeing Team Structures – Buckley House

Buckley House

Principal

Senior Wellbeing Team

Head of
Campus

Deputy Head
of Campus

Director of
Wellbeing

Student
Wellbeing
Officer

Student
Wellbeing
Coordinator

Head of
Campus

Educational
Support
Services (ESS)

Deputy Head
of Campus

Student
Wellbeing
Officer

Case Management Team
Key Wellbeing Contact

Class Teacher

Student
Wellbeing
Coordinator

Head of
Campus

Student
Wellbeing
Coordinator

Deputy Head
of Campus
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