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Internal school process for mandatory reporting 
 

 

St James the Apostle Primary School 

School Internal Process for 
Mandatory Reporting 

 

 

Staff member forms a reasonable belief that a student has been, or is at risk of being abused, including 
family violence. 

Is the student in immediate danger? 

Staff member reports 
immediately to Victoria Police. 

Staff member reports internally to a member of school leadership team 
their suspicion of harm or abuse. 

Staff member completes the document PROTECT: Responding to suspected child abuse. This 
documentation helps to gather information needed before making the call, as well as document 

the reasonable belief and actions taken. This document can be found in the All Staff Shared Drive. 

Staff member reports belief to DFFH Child Protection, Child First or Victoria 
Police, following the Four Critical Actions for Schools. Leadership support is 

provided if required. 

Staff member records the following information in PROTECT during the call: 
date and time of call, authority contacted (including contact’s details) and 

any discussions and outcomes provided. 

Staff member calls the MACS Wellbeing Unit (9267 0228) to complete the internal reporting process. Staff 
member requests and records ITSM number in PROTECT. 

Staff member gives completed PROTECT to the Principal, or member of the leadership team if Principal not at 
school, for filing. The school retains the report as evidence of the notification/report being made. 

Staff member hands on any further information received from DFFH or Victoria Police to the Principal for 
filing with the report. 

Staff member completes 
the document PROTECT: 
Responding to suspected 

child abuse, including 
information about the 

date and time of call and 
discussions. 

Has Victoria Police, DFFH Child Protection or Child First given authority to contact parents? 

Staff member contacts parents about belief. It is important that the school or 
staff member does not compromise any investigation or place the student at 

further risk (this is critical in instances of family violence). 

YES NO 

YES NO 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
http://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_ChildAbuse.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf
https://www.education.vic.gov.au/Documents/about/programs/health/protect/PROTECT_Responding_TemplateSchools.pdf

