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Grace Lutheran College 

Child and Youth Risk Management Strategy 

 

Purpose of the Strategy 

 

Summary 

 
STATEMENT OF COMMITMENT: 
Grace Lutheran College recognises that protecting students from harm and the risk of harm is 
fundamental to maximizing their personal and academic potential. For this reason the welfare, safety 
and best interests of the children within our College will always be a primary consideration. 
 
In order to support this commitment, we are dedicated to our child and youth risk management strategy 
which has policies and procedures in place to effectively address the safety and wellbeing of children 
and young people in our care. 
 
PURPOSE 
The purpose of this strategy is to provide written processes to ensure that Grace Lutheran College (the 
College) complies with legislation applying in Queensland about the care and protection of children. In 
particular, the strategy sets out a risk management strategy for the purpose of reducing the risk of harm 
to children.  
 
SCOPE 
This strategy applies to all staff, including volunteers, and other operators associated with the College 
and covers information about the College’s commitment to child protection, procedures related to 
recruiting, selecting, training and managing staff; policies and procedures for handling disclosures or 
suspicions of harm, including reporting guidelines; risk identification and management; and 
communication and support. 
 
RESPONSIBILITY 
Principal 
 
POINT OF CONTACT 
Principal (or nominee) 
 
COMMUNICATION 
Communication of the Child and Youth Risk Management Strategy and the Child Protection Policy 
shall be effected by inclusion of the strategy and policy in the orientation process of staff and the 
College Intranet.  
 

Legislation 

Relevant Legislation 

Working with Children (Risk Management and Screening) Act 2000  
Working with Children (Risk Management and Screening) Regulation 2001 
Education (General Provisions Act) 2006 (Qld) 
Education (General Provisions) Regulation 2006 (Qld) 
Child Protection Act 1999 (Qld) 
Child Protection Reform Amendment Act 2014 (Qld) 
Education (Queensland College of Teachers) Act 2005 (Qld) 

https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
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Education (Queensland College of Teachers) Regulation 2005 (Qld) 
Education (Accreditation of Non-State Schools) Act 2001 (Qld) 
Education (Accreditation of Non-State Schools) Regulation 2001(Qld) 
Education and Training Legislation Amendment Act 2011 
National Code of Practice for Registration Authorities and Providers of Education and Training to 
Overseas Students 2007 (Cth) 
Education (Overseas Students) Act 1996 (Qld) 
 
This strategy should be read in conjunction with the College’s: 
1. Child Protection Policy 
2. CRICOS Registration Policies & Procedures 
3. Handbook for Full Fee Paying Overseas Students 
4. Code of Conduct – Staff and Volunteers; 
5. Working with Children Check Procedure; 
6. Anti-Bullying and Anti-Harassment and Victimisation for Students Policy; 
7. Critical Incident Management Policy 
8. Risk Assessment Procedure 
9. Risk Assessment Management of Off-Campus Event; and 
10. Department of Justice and Attorney-General – Blue Card Services’ Child and Youth Risk 

Management Strategy Toolkit https://www.bluecard.qld.gov.au/pdf/rmst/201610-Child-and-
youth-risk-management-strategy-toolkit.pdf 

 
 

Department of Justice and Attorney-General – Blue Card Services 
(https://www.bluecard.qld.gov.au/pdf/rmst/RMS-toolkit.pdf), and the 1Working with Children (Risk 
Management and Screening) Act 2000 (s.171 and s.172) requires a ‘regulated business’ for each year 
to develop, implement and maintain a written risk management strategy about the College’s staff in 
regulated employment that implements employment practices and procedures to promote the wellbeing 
of a child affected by regulated employment and to protect the child from harm.  
 
The Working with Children (Risk Management and Screening) Regulation 2011 (s 3(1) and 3(2) – Act, 
ss 171(1)(b) and 172(b) prescribes schools working with children and young people, including people 
involved in the Homestay industry, are required to have a Risk Management Strategy in place to address 
specific criteria, viz., 
 
2 s 3 Matters to be included in risk management strategies—Act, ss 171(1)(b) and 172(b) 
(1) For sections 171(1)(b) and 172(b) of the Act, the matters that must be included in the College’s 

risk management strategy are as follows— 
a. a statement about commitment to the safety and wellbeing of children and the protection of 

children from harm; 
b. a code of conduct for interacting with children and young people; 
c. procedures for recruiting, selecting, training and managing staff engaged or proposed to be 

engaged by the College, as the procedures relate to the safety and wellbeing of children and 
the protection of children from harm; 

d. policies and procedures for handling disclosures or suspicions of harm, including reporting 
guidelines; 

e. a plan for managing breaches of the risk management strategy; 
f. policies and procedures for compliance with chapter 8 of the Act, including— 

(i) implementing and reviewing the risk management strategy; and 

                                               
1 Adapted from the Working with Children (Risk Management and Screening) Act 2000, Chapter 8 Screening for regulated employment and 
regulated businesses, Part 3 Risk Management Strategies, Current as at 22 September 2014 
2 Adapted from Working with Children (Risk Management and Screening) Regulation 2011, s 3. Matters to be included in the risk 

management strategies – Act, ss 171(1)(b) and 172(b), current as at 1 July 2014 

https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.netols.com/schools/gateway/intranet_gateway.cfm?eu=TU-700E5E60-C292-7EED-B2C83940EFEB0D68-700E5E61-C292-7EED-BC0E1BE602A45BE5
https://www.bluecard.qld.gov.au/pdf/rmst/201610-Child-and-youth-risk-management-strategy-toolkit.pdf
https://www.bluecard.qld.gov.au/pdf/rmst/201610-Child-and-youth-risk-management-strategy-toolkit.pdf
https://www.bluecard.qld.gov.au/pdf/rmst/RMS-toolkit.pdf


Child and Youth Risk Management Strategy 
 

A.05.007 Child & Youth Risk Management Strategy (Version: 4)  3 

(ii) keeping a written record, in relation to matters under chapter 8 of the Act, about each 
staff member/volunteer  engaged by the College, for example— 
A whether or not the College considers the staff member/volunteer must apply for a 

prescribed notice or exemption notice about the staff member/volunteer; and 
B whether or not a prescribed notice application or an exemption notice application 

has been made by the College about the staff member / volunteer; and 
C if a positive notice has been issued for the staff member / volunteer—the date of 

expiry of the notice; 
g. risk management plans for high risk activities and special events; 
h. strategies for communication and support, including— 

(i) written information for parents and staff / volunteers engaged by the College that 
includes details of the person’s risk management strategy or where the strategy can be 
accessed; and 

(ii) training materials for staff  / volunteers engaged by the College to— 
A help identify risks of harm and how to handle disclosures or suspicions of harm; 

and 
B outline the College’s risk management strategy. 

 
(2) In this section— risk management strategy means a written strategy required to be developed and 

implemented under section 171 or 172 of the Act. 
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Strategy 

1. Strategy 

The College is committed to the protection of all children in its care.  In order to manage the risks 
surrounding child protection the following policies, strategies and procedures apply at the College. 
 

2. Child Protection Policy 

2.1 The College has a current Child Protection Policy which meets criteria as set down in 
legislation and regulation. The Policy outlines policies and procedures for handling 
disclosures or suspicions of harm, including reporting guidelines and is available: 

 in the Information Book (summarised version); and 
 at reception (full version) 
 on the College website (full version);; 
 a summarised copy of the policy is in the student diaries; 
 in the new staff induction pack (full version); and  
 a full version of the Child Protection Policy, Working with Children Check 

Procedure; and the Child and Youth Risk Management Strategy (full version) are on 
the College intranet via ERM. 

 
2.2 In addition, the College’s policy, strategy and attitude towards child protection is 

conveyed via the newsletter on a regular basis, including details about how to report 
harm or suspected harm. Students are also informed at assembly and in regular 
classroom meetings about how to protect themselves and who to report to if they are 
concerned about their safety.  

 

3. Blue Cards 

3.1 All staff members, volunteers, including College Council members, Grace Swimming 
Club Management Committee members, homestay parents and other people in contact 
with students of the school must have current prescribed notices (blue cards) where 
required by legislation. 

3.2 The College maintains a register of: 

 all teacher registration numbers; 
 all blue card numbers of non-registered teacher employees and volunteers and the 

dates for renewal. 
 

3.3 Working with Children Check Procedure 

 Refer to A.05.004 Working with Children Check Procedure on the College’s 
intranet (ERM) or click on the link. 

 

4. Recruitment, Selection, Training and Management of Staff 

4.1 The College recognises that risk management for child protection begins with the 
recruiting, screening and selection of the right people to work in schools, and continues 
by having consistent procedures in place for all staff (including volunteers) and 
contractors to follow, with adequate management and supervision to ensure they comply 
with these procedures.  

4.2 The College, therefore, has a written policy on the selection, supervision and 
management of staff, volunteers and contractors. 

 

https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.netols.com/schools/gateway/intranet_gateway.cfm?eu=TU-700E5E60-C292-7EED-B2C83940EFEB0D68-700E5E61-C292-7EED-BC0E1BE602A45BE5
https://secure.netols.com/schools/gateway/intranet_gateway.cfm?eu=TU-700E5E60-C292-7EED-B2C83940EFEB0D68-700E5E61-C292-7EED-BC0E1BE602A45BE5
https://secure.netols.com/schools/gateway/intranet_gateway.cfm?eu=TU-700E5E60-C292-7EED-B2C83940EFEB0D68-700E5E61-C292-7EED-BC0E1BE602A45BE5
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5. Selection 

5.1 JOB ANALYSIS 

5.1.1 All positions at the College are subject to a job analysis before they are 
advertised. This analysis includes: 

 summarising the duties to be performed in the job; 
 deciding how much supervision it involves; 
 deciding who the supervisor will be; 
 the equipment/work aids used to perform the duties of the job; 
 outlining the physical environment of the work; 
 listing the physical skills or abilities needed to perform the work; 
 determining the schools’ requirements in relation to the job, e.g. criminal 

history check requirements, minimum educational level, first aid 
qualifications, bus or car licence; 

 listing special skills or qualifications required for the job; and  
 indicating any special training that may be necessary after the employee 

enters the job. 
 

5.2 DUTY STATEMENT  

5.2.1 The job analysis is used by the School as the basis for developing a job 
description/duty statement which targets the skills and experience necessary for 
working with children and young people. Duty statements are developed for all 
positions in the school, including voluntary and contract positions. 

5.2.2 The duty statement makes explicit the mandatory conditions for ongoing 
employment, including the Code of Conduct under which staff members, 
volunteers and contractors are expected to work, and is the basis for the 
selection criteria for the position. Questions at interview will be based on the 
criteria developed from the duty statement. 

5.2.3 The selection process for a position identifies whether people applying have the 
particular skills, knowledge, abilities and, where relevant, qualifications 
required to do the job, as well as the personal qualities an employer is looking 
for.  

5.2.4 Before the selection interview, the selection panel develops reasonable but 
probing questions that relate to: 

 an applicant’s work history, background and attitudes; and 
 the selection criteria. 

 
5.2.5 Following the selection interview, and before appointment, the selection panel: 

 undertakes a thorough verification from referees that the applicant has the 
right qualities for the position, including the ability to work effectively with 
children; and  

 checks that the applicant is a registered teacher or has a blue card. 
 

6. Screening 

6.1 It is the policy of the College that all members of staff, volunteers and contractors are 
cleared to work with children: 

 all teaching staff are registered or provisionally registered with the College of 
Teachers, or have received special dispensation from the College;  

 all non-teaching members of staff and all volunteers and contractors (including 
College Councilmembers), who are required to hold a current positive notice blue 
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card for related employment or volunteer work (blue card) issued by the Department 
of Justice and Attorney-General – Blue Card Services, have a current card; 

 all College staff and volunteers are required to undertake Valuing Safe 
Communities training as directed by Lutheran Education Australia. 

 in some cases, deemed appropriate by the School, paid or unpaid employees who 
work with children  but are not required to hold a blue card (e.g. a parent 
volunteer) may be asked to consent to a criminal history check through the 
Queensland Police Service; 

 where volunteer parents are working with children, it will always be in the presence 
of academic or non-teaching staff who are cleared to work with children. 

 
6.2 The Working with Children Check Procedure, on the College’s intranet (ERM), further 

details the process for interviewing new staff, applying for blue cards, and maintaining a 
staff and volunteer register. See Appendix 1 - Grace Lutheran College Blue Card 
Register as an example of the register used. 

 

7. Induction  

7.1 The College has a written induction process which applies to all staff, volunteers and 
contractors (hereafter called ‘staff’) during the first twelve months of appointment, and 
includes procedures for making staff members aware of the legislation on Child 
Protection and the Code of Conduct expected of staff. 

7.2 The Induction process includes, but is not limited to: 

 professional development about identifying and reporting harm or suspected harm; 
 making staff aware of the protocols for the protection of children (see below); 
 working through policies related to child protection such as; 

o behaviour management; 
o anti-bullying, cyber-bullying, anti-harassment and victimisation; and 
o disabilities’ policy;  
o Child Protection Policy 
o child and youth risk management strategy; 
o LEA Code of Ethics; 
o Code of Conduct – Staff and Volunteers; 
o Valuing Safe Communities Framework. 

 

8. Protocols 

8.1 It should be noted that it is a policy of the School that: 

 staff members are not alone with individual students in areas where they cannot be 
seen by other staff members or students; 

 all interviews with a child in relation to behaviour management issues are carried 
out in the presence of at least two members of staff or in a designated interview 
room with the knowledge of and preferably proximity of other staff; 

 staff members do not use their private vehicles to transport students without the 
permission of the principal and parent; and 

 staff members do not invite students to their homes without the permission of the 
principal and parents, however staff members who are also parents of students 
attending the College should give the principal/deputy advance knowledge of any 
major group gatherings of students at their house (of greater than 5) and seek 
permission from parents of students attending; 

 Staff members do not communicate with students online in social networking sites 
other than those supported by the College for the purposes of teaching e.g. 
eGrace; 

https://secure.netols.com/schools/gateway/intranet_gateway.cfm?eu=TU-700E5E60-C292-7EED-B2C83940EFEB0D68-700E5E61-C292-7EED-BC0E1BE602A45BE5
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
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 Staff members do not give out their private landline phone number, or mobile 
phone number or email address to students. Teachers can give out the College’s 
landline telephone number or their work email address only, however submission of 
assignments via eGrace is preferable to an email address. 

 

9. Professional Development 

All staff members are required, on an annual basis, to sign a register that they have read and 
understood the College’s Child Protection Policy 

9.1 or have attended the prerequisite training sessions. 

9.2 In addition, the College provides Professional Development in relation to child 
protection on a regular basis and a register is kept of such activities. 

9.3 At least one staff meeting per term includes discussion of a child protection case study or 
an example is placed in the staff memo once a term with the answer in the next day’s 
staff memo. 

 

10. Dealing with Incidents 

10.1 The College keeps a register in the Principal’s office of all incidents related to sexual 
abuse, harm or inappropriate behaviour. 

10.2 Where legislation requires, incidents of harm or suspected harm are reported to the 
relevant state authorities immediately, and the incident is noted in the register 

10.3 Where an incident of inappropriate behaviour is reported, full details, including the steps 
taken to resolve the incident, are entered in the register. 

10.4 Staff, parents and students can access the School’s Grievance Procedure in cases where 
an issue is not resolved to their satisfaction. 

10.5 SUSPICION OF HARM 

10.5.1 A person has ‘reasonable grounds’ to suspect harm3 if: 

 A child or young person tells them they have been harmed 
 Someone else, for example another child, a parent, or staff member, tells 

them that harm has occurred or is likely to occur 
 A child or young person tells them they know of someone who has been 

harmed (it is possible they may be referring to themselves) 
 They are concerned at significant changes in the behaviour of a child or 

young person, or the presence of new unexplained and suspicious injuries, 
or 

 They see the harm happening. 
 

10.6 BREACH OF RISK MANAGEMENT STRATEGY 

10.7 A breach is any action or inaction by any staff member or volunteer of the College, 
including children and young people, that fails to comply with any part of the College’s 
child and youth risk management strategy. However, a breach that results in significant 
harm to a child or young person needs to be considered in terms of an allegation or 
suspicion of harm in the first instance.  Refer to Appendix 2 – Plan for Managing 
Breaches. 

 

 

                                               
 

https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B7783275-C292-7EED-B10B334F12CF8F8E-B7783276-C292-7EED-BA417B44CC539708
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10.8 DISCLOSURES OF HARM 

10.8.1 Disclosures of harm may sound like: 

 “I think I saw …” 
 “Somebody told me that …” 
 “Just think you should know …” 
 “I’m not sure what I want you to do, but …” 

 
10.8.2 Any disclosure of harm is important and must be acted upon, regardless of 

whether: 

 The harm to a child or young person has been caused by a person from 
within or outside your organisation, or 

 The child or young person disclosing the harm to you is from within or 
outside your organisation. 

 
10.8.3 It is crucial to have procedures in place so any disclosure from an adult, child 

or young person is dealt with efficiently and effectively. 

 
10.9 WHAT TO DO WHEN A DISCLOSURE IS MADE 

 Don’t panic 
 Find a private place to talk 
 Listen 
 Believe the person, and 
 Don’t ask leading questions. 

 
10.9.1 It is NOT the role of the person receiving a disclosure or a report to investigate 

allegations of harm. He/she should only ask enough questions to confirm the 
need to report the matter to the Queensland Police Service or the Department 
of Communities, Child Safety and Disability Services (Department of Child 
Safety). The safety of the child or young person is paramount. Unnecessary 
questions or interviews could cause distress, confusion and interfere with any 
subsequent investigation authorities undertake. 

 
10.9.2 An organisation should not: 

 Conduct its own investigation to substantiate claims 
 Hold its own internal hearing, or 
 Attempt to mediate a settlement of the matter instead of notifying relevant 

authorities. 
 

10.9.3 Investigations conducted by your organisation could lead to: 

 The destruction of evidence by an accused person 
 Intimidation of the person disclosing the information, or 
 Intimidation of the child or young person being harmed (if the disclosure 

was made by somebody else). 
 

10.9.4 Remember, when a person makes a report to the Department of Child Safety 
or the Queensland Police Service, his/her details are kept confidential and the 
person’s identity is strictly protected. For more information, about what 
happens when a report is made go to: 

http://www.communities.qld.gov.au/childsafety/protecting-children/reporting-
child-abuse. 

http://www.communities.qld.gov.au/childsafety/protecting-children/reporting-child-abuse
http://www.communities.qld.gov.au/childsafety/protecting-children/reporting-child-abuse
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10.10 DEALING WITH ALLEGATIONS OF HARM 

Refer to Part B - Dealing with Allegations of Harm on Page 5 of the Child Protection 

Policy. 
 

10.11 PROCEDURES FOR REPORTING HARM/ABUSE 

Refer to Part C - Procedures for Reporting Harm/Abuse on Pages 5-10 of the Child 

Protection Policy. 
 
 

Further Action Required: 

 

Risk Management Strategy 

 
1. IDENTIFY RISKS 
 
A risk is anything that can cause harm, either physically, psychologically or emotionally. It could be 
caused by a faulty piece of equipment, a poorly planned excursion, abuse, neglect, communication 
misunderstandings, leaving students alone in a car park while they wait for a lift from a friend, and so 
on.  
 
The College has the Senior Executive with the role of identifying risks to students of the College, whether 
on campus or involved in College related activities off campus. All staff members are expected to report 
risk situations to the Senior Executive, as well as to identify risks related to activities under their 
supervision and to comply with all policies of the school that have been established for the safety of 
children. 
 
Risks can be identified through: 
 audits or physical inspections  
 brainstorming  
 decision trees  
 examining local or overseas experience  
 expert judgment  
 flow charting, system design review, systems analysis  
 history, failure analysis  
 incidents or complaints  
 interviews/focus groups  
 operational modelling  
 organisational experience  
 personal experience  
 scenario analysis  
 SWOT Analysis  
 survey or questionnaire  
 systems engineering techniques, e.g. Hazard and Operability (HAZOP) studies  
 work breakdown structure analysis.  
 
 

https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
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These key questions help to identify risks: 
 
 When, where, why, how are the risks likely to occur?  
 What is the source of each risk?  
 Who might be involved?  
 How often might these risks occur?  
 How reliable is the information?  
 What are the consequences of each risk?  
 What is the potential cost in time, money and resources?  
 What controls presently exist to mitigate the risk?  
 What are the accountability mechanisms - internal and external?  
 Is there a need to research specific risks or seek further information?  

 
Staff members who are involved in identifying risks must be knowledgeable about the policy, program, 
process or activity being reviewed and, where it is complex, consult with experts who may assist them. 
 
Some risks will not lend themselves to objective analysis or observation, and the cost of collecting all 
data might be too great for the benefits provided. 
 
2. ANALYSE RISKS 
 
After identifying a wide range of risks, the next step is to separate the minor risks from the major and to 
begin to prioritise the risks. The level of risk is defined by the relationship between consequence and 
likelihood, applicable to the area of risk or program under review.  
Answer these key questions to define risk levels: 
What are the potential consequences of each risk if it occurs?  
What is the potential likelihood of the risk happening?  
What controls exist to prevent or detect the risk?  
What controls exist which will lower the consequences or likelihood of the risk?  
How well are these controls enforced by management?  
 
3. EVALUATE AND PRIORITISE 
 
After analysing the risk, decisions can be made by you or by the organisation regarding whether the risk 
is acceptable or unacceptable. This involves comparing the level of risk with the identified level of 
unacceptable risk. 
 
A risk is called 'acceptable' if it is not going to be treated. Unacceptable risks will be treated in some 
way. Evaluation should take account of the degree of control over each risk and the cost impact, 
benefits and opportunities presented by the risks. Combining likelihood and consequences will produce 
risk levels. 

http://education.qld.gov.au/strategic/policy/guidelines/risk/analyse.html
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Level of Risk 
 

  Consequences 

Insignificant Minor Major Critical Extreme 

Li
ke

lih
o
o
d
 

Almost Certain Medium Serious High High High 

Likely Medium Medium Serious High High 

Possible Low Medium Serious Serious High 

Unlikely Low Low Medium Medium Serious 

Rare Low Low Medium Medium Serious 

 
  
Risk Descriptors 
 

High risk Immediate action required, senior management/College Council will be involved 

Serious risk Senior executive management attention needed and management responsibility 
specified 

Medium risk Manage by specific monitoring or response procedures 

Low risk Manage by routine procedures, unlikely to need specific application of resources 

 
Refer to Appendix 3 – Risk Register for Child Protection, below. 
 
Answer these key questions to assess whether a risk is acceptable: 
 How does the level of each risk stand up against the level of acceptable risk?  
 Is the level of the risk so low that treatment is not appropriate?  
 Do the opportunities outweigh the threats to such a degree that the risk is justified?  
 Is the cost excessive compared to the benefit?  
 Is there no treatment available?  
 
4. TREAT RISKS 
 
Risk cannot be eliminated, but choosing and implementing a treatment plan will help to master the risk.  
 
A number of options are available: 
 accept 
 avoid 
 reduce 
 transfer 
 
Assess treatment or control options to minimise risk by asking: 
 What is the feasibility of each treatment option?  
 What is the cost of implementing versus the benefits?  
 What is the extent of risk reduction versus the benefits?  
 What are the resources needed (people, money, technical)?  
 Do the risk treatments comply with legal requirements, government and organisational policies, 

including those concerning access, equity, ethics and accountability?  

http://education.qld.gov.au/strategic/policy/guidelines/risk/options.html#avoid
http://education.qld.gov.au/strategic/policy/guidelines/risk/options.html#reduce
http://education.qld.gov.au/strategic/policy/guidelines/risk/options.html#transfer
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 What are the criteria of acceptability?  
 What opportunities are created by the risk?  
 Are there rare but severe risks?  
 
Prepare treatment plans by deciding: 
 Which option is the best choice?  
 What will be monitored and reviewed to determine the success of the treatment?  
 Who is best placed to treat each risk, either through better knowledge, technical expertise or 

financial capability?  
 What job design and work organisation options are appropriate for staff treating the risks?  
 Who is accountable and responsible for the treatment of the risk?  
 
Implement your treatment plan by following these steps: 
 develop the policy  
 establish the infrastructure, including management commitment, responsibility and authority and  

resources  
 develop and establish the program at organisational level  
 address management of cross-organisational risks  
 manage program, project and team level risks  
 manage individual level risks  
 develop performance indicators to monitor the levels of risk, the performance of the treatment 

measures and the risk treatments.  
 
5. MONITOR AND REVIEW 
 
You need to monitor risks, the effectiveness of your treatment plan or strategies and the management 
system that you set up to control the implementation. Review and monitor risks on an ‘as needed’ basis. 
Some risks should be reviewed daily, while others can be addressed at the start of semester, biannually 
or annually. 
 
Key questions when monitoring and reviewing risks are: 
 Are the risk treatments effective in minimising the risks?  
 Are the risk treatments comparatively efficient/cost effective in minimising risks?  
 Do the performance indicators address the key elements for risk treatment?  
 Are the assumptions you made about the environment, technology and resources still valid?  
 Are the management and accounting controls adequate?  
 Do the risk treatments comply with legal requirements, government and organisational policies, 

including access, equity, ethics and accountability?  
 How can improvements be made?  
 
See Appendix 4 – An example of a Risk Management Plan for High Risk Activity: A School Fete 
 
Also refer to the College’s Risk Assessment Procedure and Risk Assessment Form which are also on the 
College’s intranet (ERM) 
 
6. RISK MANAGEMENT CHECKLIST 
 
Refer to the Appendix 5 for a Risk Management Checklist for Child Protection Compliance, below. 
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7. CODE OF CONDUCT – STAFF AND VOLUNTEERS 
 
Refer to the Code of Conduct – Staff and Volunteers for full details and Appendix 6 – Staff code of 
conduct and examples of standards of appropriate behaviour below and Appendix 7 – Staff Code of 
Conduct for Coaches, Sports Assistants, Grace Swimming Instructors and Library Tutors. 
 
8. STRATEGY RELEASE DETAILS  

MANAGING BREACHES TO CHILD AND YOUTH RISK MANAGEMENT STRATEGY 
 
Refer to Appendix 8 - Agreement to comply with the Child and Youth Risk Management Strategy to be 
signed by staff members. 
 
9. CHILD PROTECTION TRAINING EXEMPLARS 
 
Refer to Appendix 9 – Child Protection Training Exemplars for scenarios and examples below 
 
 

Related Policies and Documents 

A.05.001 Child Protection Policy 
A.05.002 Critical Incident Management Policy 
A.08.002 Students with Disabilities 
A.08.004 Anti-Bullying, Cyber-Bullying, Anti-Harassment and Victimisation for Students Policy 
C.10.008 Grievance Procedure 
A.12.003 Privacy Policy 
B.10.002 Code of Conduct – Staff and Volunteers 
B.10.006 Staff Training and Induction Policy and Procedures 
C.05.003 Risk Assessment Procedure 
C.05.014 Use of personal vehicles when conducting College business procedure 
C.05.018 Working with Children Check Procedure 
D0001a Complaint Form Levels 1 and 2 
D0001b Compliant Form Level 3 
D0005 Report of Suspected Harm or Sexual Abuse – PRIVATE AND CONFIDENTIAL Template 
D0006 Enrolment Agreement 
D0007 Enrolment Application 
D0009 Risk Assessment Form 
D0013 Say No to Bullying Brochure 
D0019 Valuing Safe Communities (VSC) Framework Overview 
D0022 Student Information Form 
D0026 Behaviour Management Flowchart 
D0051 Teaching Induction Checklist 
D0053 LEA Staff Code of Ethics for Safe and Professional Relationships 
D0054 Support Staff Induction Checklist 
D0087 Bus Travel Student Agreement 
D0135 New Staff Information Book 
D0137 Work Health & Safety Induction Handbook 
D0166 School Rules 

https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B7601D3B-C292-7EED-BFDCCB6D2671CCA2-B7601D3C-C292-7EED-B967E634AFDA4148
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B7783275-C292-7EED-B10B334F12CF8F8E-B7783276-C292-7EED-BA417B44CC539708
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B7601D3B-C292-7EED-BFDCCB6D2671CCA2-B7601D3C-C292-7EED-B967E634AFDA4148
https://secure.netols.com/schools/gateway/intranet_gateway.cfm?eu=TU-700E5E60-C292-7EED-B2C83940EFEB0D68-700E5E61-C292-7EED-BC0E1BE602A45BE5
https://secure.netols.com/schools/gateway/intranet_gateway.cfm?eu=TU-F4ACFDF6-C292-7EED-B3DA423F6792BC94-F4ACFDF7-C292-7EED-BEF1C0FFF90E2812


Child and Youth Risk Management Strategy 
 

A.05.007 Child & Youth Risk Management Strategy (Version: 4)  14 

 

Approval Authority Principal 

Date Approved – Version 1 26 February 2015 

Date Approved – Version 2 16 July 2015 

Date Approved – Version 3 29 November 2016 

Date Approved – Version 4 20 November 2017 

Date for Next Review 20 November 2019 

Policies Superseded by this Strategy Child Protection Compliance Policy and Child Protection Policy 
Part C Exemplars 

 

Revisions/ Modifications 

Date Version Summary of changes Updated by 

19 November 2014 1 New Strategy Ruth Butler - Principal, Tanya Crooks – 
Head of Senior School, Nicole 
Gregory – Head of Middle School and 
Nerida Douwes – Compliance Officer. 
 
The Child & Youth Risk Management 
Strategy, Version 1, was tabled at 
College Council on 26/02/2015 for 
noting. Minute No. 16:15 

16 July 2015 2 Added Appendix 10 – Report 
of Suspected Harm or Sexual 
Abuse – PRIVATE AND 
CONFIDENTIAL Template 

Nicole Gregory, Head of Middle 
School and Kylie Duyzer, Acting Head 
of Senior School 

29 November 2016 3 Changed Public Safety 
Business Agency (PSBA) to the 
Department of Justice and 
Attorney-General due to an 
administration of the blue 
card system change on 
1/10/16. 

Kylie Duyzer, Head of Senior School, 
Judy Douglas, Payroll & HR Manager 
and Nerida Douwes, Compliance 
Officer 

20 November 2017 4 Minor updates made to satisfy 
the requirements of Brisbane 
Swimming for the Grace 
Swimming Club Committee 
and the Grace Swimming 
Club Members 

David Radke, Principal, Kylie Duyzer, 
Head of Senior School, Naree Wittwer, 
Assistant to the Principal, and Nerida 
Douwes, Compliance Officer 
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Appendix 1- Grace Lutheran College SAMPLE Blue Card 

Register 

 
(NB: Refer to the Working with Children Check Procedure on ERM or click on the link). 
 
The Payroll & HR Department keeps an electronic copy of all employees, volunteers and homestay hosts 
and providers Blue Card details, which is updated whenever it receives notifications from the 
Department of Justice and Attorney-General - Blue Card Services about a change in a blue card holder 
or applicant’s status. A copy of the register is found on the P Drive that can only be accessed 
electronically by the Business Manager, the Payroll & HR Manager and the Payroll Officer. 
 
 
Employer’s 
name 

Grace Lutheran College 

Category of child related employment 
Employee / 
Volunteer 
Name 

Date of 
Birth 

Employment 
Type 
P=Paid 
V=Volunteer 

Status 
1= Holds 
Valid Blue 
Card 
2=Application 
being 
processed 

Blue 
Card 
Number 

Expiry Date 
of Blue 
Card 

Action to be 
Taken/Comments 

e.g. M J 
Smith 

01.01.1965 V 1 10101/2 01.01.2015 Volunteer – 
Ministry 
Department 

J K Thomas   02.02.1975 
  

P 
 

2 12345/1  01.01.2015  

 

https://secure.netols.com/schools/gateway/intranet_gateway.cfm?eu=TU-700E5E60-C292-7EED-B2C83940EFEB0D68-700E5E61-C292-7EED-BC0E1BE602A45BE5
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Appendix 2 – Plan for Managing Breaches of the Child and 

Youth Risk Management Strategy 

Purpose  
This plan outlines the steps to be taken following a breach of the child and youth risk management 
strategy in order to address the breach in a fair and supportive manner.  
 

Definition  
A breach is any action or inaction by any member of the organisation, including children and young 
people, that fails to comply with any part of the strategy. This includes any breach in relation to:  
 statement of commitment to the safety and wellbeing of children and the protection of children 

from harm  
 code of conduct for interacting with children and young people;  
 procedures for recruiting, selecting, training and managing paid employees and volunteers  
 policies and procedures for handling disclosures or suspicions of harm, including reporting 

guidelines  
 policies and procedures for implementing and reviewing the children and youth risk management 

strategy and maintaining an employee register  
 risk management plans for high risk activities and special events, and  
 strategies for communication and support.  
 

All stakeholders are to be made aware of the actions or inactions that form a breach as well as the 
potential outcomes of breaching the child and youth risk management strategy.  
 

Who must comply with this plan?  
 employees, volunteers and contractors  
 committee members  
 work experience students/students on placement  
 parents and carers  
 children and young people  
 

Processes to manage a breach of the child and youth risk management strategy  
Breaches will be managed in a fair, unbiased and supportive manner. The following will occur:  
 all people concerned will be advised of the process  
 all people concerned will be able to provide their version of events  
 the details of the breach, including the versions of all parties and the outcome will be recorded  
 matters discussed in relation to the breach will be kept confidential, and  
 an appropriate outcome will be decided.  
 

Suitable outcomes for breaches  
Depending on the nature of the breach, outcomes may include:  
 emphasising the relevant component of the child and youth risk management strategy, for 

example, the code of conduct  
 providing closer supervision  
 further education and training  
 mediating between those involved in the incident (where appropriate)  
 disciplinary procedures if necessary, or  
 reviewing current policies and procedures and developing new policies and procedures if 

necessary.  
 

Responsible persons/officers:   Grace Lutheran College Executive 
 
Date:      Review Date:   Annually
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Appendix 3 - Risk Register for Child Protection 

 
Risks Likelihood 

of event 
Consequence

s for the Child 
Level of risk 
to the Child 

Treatment to prevent or reduce harm 

Child injures self 
e.g. Falls 

Possible Moderate Moderate  Staff trained on emergency procedures 
 Assess injury and if necessary contact 

sickbay. 
 Sickbay will contact parent. 

Child says that 
they do not want 
to go home with 
parent or carer 

Rare Major High  Ask Child for reason 
 If answer suggests harm to Child from 

someone at home, report to Head of 
Campus / Head of Senior School / Head 
of Middle School to make decisions for 
further action. 

 Reports to Principal 
 Contact Child Services/Police (CPIU) if 

necessary 
Child discloses 
that they are 
being physically 
harmed by 
parent/sibling 

Possible Major Extreme  In first instance report to Head of Campus/  
Head of Senior School / Head of Middle 
School.  Do not discuss with parent. 
Principal will make decision on course of 
action.  

 Report to Police and Department of Child 
Safety to clarify if unsure and to report 
disclosure 

Child discloses 
that they are 
being sexually 
abused by 
parent or family 
member 

Possible Major Extreme  In first instance report to Head of Campus/ 
Head of Senior School / Head of Middle 
School who will report matter to Principal. 

 Mandatory reporting by Principal to the 
Queensland Police Service Police and 
Department of Child Safety. 

 Provide support to Child through Crisis 
Care if necessary  

Child discloses 
that they are 
being sexually 
abused by 
someone 
outside the 
family 

Possible Major Extreme  Report to Head of Campus / Head of 
Senior School / Head of Middle School 
who will report to Principal 

 Mandatory reporting by Principal to Police 
and Department of Child Safety. 

 Provide support to Child 

Child complains 
to parent that 
during class  
they were 
verbally abused 

Rare Minor Low  Head of Campus / Head of Senior School/ 
Head of Middle School to meet with 
parents and student 

 Reports to Principal 
 Provide copy of the code of conduct – staff 

and volunteers and commitment to 
protecting children from harm 

 Provide procedures for making a formal 
complaint 

 Restorative conference as appropriate 
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Risks Likelihood 
of event 

Consequence
s for the Child 

Level of risk 
to the Child 

Treatment to prevent or reduce harm 

Child complains 
to parent that 
during lesson 
they were 
physically 
abused or 
touched 
inappropriately 

Rare Major High  Report to Head of Campus / Head of 
Senior School / Head of Middle School 
who meets with parents and student 

 Reports to Principal 
 Depending on level of physical assault / 

abuse reporting by Principal to Police may 
be required if sexual in nature. 

 Refer parent to code of conduct – staff and 
volunteers and procedures for making 
formal complaint 

Child complains 
to parent that 
during school 
they were 
sexually abused 

Rare Major High  Report to Head of Campus / Head of 
Senior School / Head of Middle School 
who meets with parents and student 

 Reports to Principal 
 Report to Police 

Child presents 
with depression, 
sadness and 
some talk of self 
harm  

Possible Major Extreme  Report to Head of Campus / Head of 
Senior School / Head of Middle School 

 Report behaviour to parent immediately. If 
no action taken then report behaviour to 
Department  of Child Safety  

Child’s 
behaviour 
makes lesson 
untenable and 
could cause 
harm to Child or 
teacher 

Possible Moderate High  Refer Child to College rules 
 Speak with parent about Child’s behaviour 

involving Child in that discussion 
 Require that parent immediately collects 

Child from school 
 Require parent to attend any interviews 

Parent or carer 
complains that a 
staff member of 
the College has 
made an 
inappropriate 
non-physical 
contact with a 
student 

Possible Moderate Moderate  All staff are made aware of the clauses in 
the Code of Conduct – Staff and 
Volunteers, annual Child Protection 
training and in the Child Protection Policy 
about what constitutes inappropriate non-
physical contact with a student. 

 In instances where it has occurred, report 
to Head of Campus / Head of Senior 
School / Head of Middle School who meet 
with parents and student and report to 
Principal. Mandatory reporting to Police by 
Principal may be required if sexual in 
nature. 

 
Child abuse affects the whole community, not just the Child and family involved. Child abuse is 
anything that individuals, institutions or processes do (or fail to do) that directly or indirectly harms 
children in the ‘here and now’ and / or damages their prospects of safe and healthy development into 
adulthood. 
 
Stopping child abuse starts with us. Everyone including parents and caregivers, professionals, 
neighbours, workmates, families and friends, are needed to protect children and young people in our 
communities. 
  
As an independent College, the Department of Justice and Attorney-General – Blue Card Services 
require that we develop a written Risk Management Strategy for Child Protection and that it be updated 
annually. This is a legislated requirement of the Working with Children (Risk Management and 
Screening) Act 2000 and Regulation 2011.  

https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
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Appendix 4 – Example of a Risk Management Plan for 

High Risk Activity: A School Fete 

In addition to occupational health and safety concerns, a child and youth risk management strategy 
should analyse the risk of ‘harm’ to children and young people. 
 

STEP 1 
 

STEP 2 
 

STEP 3 
 

STEP 4 
 

STEP 5 
 

STEP 6 
 

Describe the 
activity  
Identify all 
elements of 
the event from 
beginning to 
end  

Identify Risks  
Something that 
could happen 
that results in 
harm to a child 
or young person  

Analyse the Risk  
(Likelihood/  
Consequences)  

Evaluate 
the Risk  
The 
level of 
risk  

Manage the Risk  
Assess the options  

Review  
Nominate 
who will 
review after 
the 
event/activity  

Example:  
While 
activities for 
older children 
and adults 
are available 
two teenage 
volunteers will 
babysit babies 
and younger 
children. 
  
The 
babysitters will 
be allocated 
a specific 
classroom to 
undertake the 
activity.  

 
 Other children 

may injure 
babies if the 
two babysitters 
are 
inexperienced.  

 The length of 
time could 
also be a 
concern if the 
children get 
restless and 
anxious.  

 Children may 
be upset at 
being 
separated 
from their 
parents for a 
lengthy time 
and left with 
strangers.  
Babies may be 
frightened by 
the other 
children.  

 

 
This is likely and 
consequences 
could result in 
major harm to a 
child  
 
 
 
 
 
This is likely to 
occur but is 
unlikely to result 
in harm to a child 
so the 
consequence 
would be 
insignificant  
 
 

 
High 

 
 
 
 
 
 
 
 

Low  
 

 

 
 Organisers will 

gauge the need 
for the 
babysitting 
service early so 
that more rooms 
can be available 
for babysitting.  

 Engage parents 
before the fete to 
volunteer to 
assist with the 
supervision of 
the babysitting 
service.  

 Activities for the 
two groups will 
be planned 
according to the 
timing of the 
older children’s 
activities.  

 The babies and 
the other 
children will be 
separated into 
smaller groups 
in adjoining 
rooms.  

 Parents will not 
be able to leave 
the younger 
children for 
longer than 1 
hour sessions.  

 Blue card 
screening 

 
Event 
organiser  
 
Babysitting 
coordinator  
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STEP 1 
 

STEP 2 
 

STEP 3 
 

STEP 4 
 

STEP 5 
 

STEP 6 
 

Describe the 
activity  
Identify all 
elements of 
the event from 
beginning to 
end  

Identify Risks  
Something that 
could happen 
that results in 
harm to a child 
or young person  

Analyse the Risk  
(Likelihood/  
Consequences)  

Evaluate 
the Risk  
The 
level of 
risk  

Manage the Risk  
Assess the options  

Review  
Nominate 
who will 
review after 
the 
event/activity  

requirements will 
be assessed well 
in advance and 
applications will 
be submitted 
allowing 
sufficient time for 
processing.  

Example:  
Members of 
the public 
have been 
invited to 
come to the 
fete.  

A young child 
may be sexually 
abused if she is 
separated from 
her parents and 
pushed into an 
unlocked utility 
room. 
 

This is unlikely 
but the 
consequences 
could result in 
extreme harm to 
a child  
 

High 
 

 All empty school 
rooms will be 
locked  

 There will be a 
security guard 
and rostered 
parents on duty 
in the grounds 
throughout the 
event  

 The school 
buildings and 
the toilets will be 
checked 
regularly.  

 Parents will be 
informed of the 
risks and the risk 
management 
plans prior to the 
event.  

Event 
organiser  
Parents/  
Carers  
Security 
manager  

Example:  
One of the 
highlights of 
the fete is a 
multicultural 
display. The 
school has a 
small 
population of 
indigenous 
students  

The indigenous 
students may feel 
that their culture 
is being ignored 
and that they are 
not valued at the 
school if this is 
not a significant 
focus of the 
displays  
 

This is unlikely 
but could result in 
moderate 
emotional harm 
to a child  
 

Medium 
 

 The Event 
organiser will 
seek indigenous 
advice from the 
elders about 
including a 
cultural activity.  

 The elders will 
be asked to 
include 
indigenous 
students in the 
activity.  

Event 
organiser  
Indigenous 
advisor  
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Appendix 5 – Risk Management Checklist for Child 

Protection 

Element  N D I NA  Evidence  Review date 

COMMITMENT TO A CHILD-SAFE CULTURE  

Child Protection Policy:  
 Statement of commitment to children’s 

wellbeing and protecting them from harm  

 Code of Conduct: standards of language 
and behaviour for working with children  

 Responsibilities, procedures and 
consequences for non-compliance with 
child protection policy.  

   
 
 
√ 
 
√ 
 
√ 
 

 Child Protection 
Policy and Child 
and Youth Risk 
Management 
Strategy 
Code of Conduct – 
Staff and Volunteers 
Approved 2004. 
Revisions 2009, 
2010, 2012, 2013, 
2014, 2015, 2016 
and 2017. 

 
 
28/03/2018 

BUILDING PEOPLE’S CAPABILITIES  

Information, training and development for staff, 
volunteers, parents, children re:  

 Child abuse and child protection 

 Role-specific child protection duties, e.g. 
people working with children, 
supervisor/manager, contact person for 
Child Protection/Risk Mgt.  

 Risk management processes and 
requirements  

 Handling complaints and disclosures of 
harm  

 Involving and empowering children and 
young people  

 Rights and expectations of parents and 
children. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
√ 
 
√ 
 
 
 
√ 
 
 
√ 
 
 
√ 
√ 

 Child Protection 
Training annually 
all staff and register 
kept. Valuing Safe 
Communities 
training tri-annually. 
Working with 
Children Check 
Procedure and Blue 
Card Register. 
Child Protection 
Policy and Child 
and Youth Risk 
Management 
Strategy. Child 
Protection Policy in 
the Information 
Book and on the 
College’s website. 

 
 
Annually for Child 
Protection training. 
Annually for 
documentation 

CONSISTENT PROCEDURES AND DOCUMENTS  

Risk management for child protection explicit in 
guidelines for:  

 Selecting, supervising and managing 
staff and volunteers (incl. blue card 
status)  

 Planning for activities and special events 

Forms and registers: 

 Risk management register (risks 
identified, assessed, treated and 
reviewed)  

 Register of staff/volunteer Blue Card 
status  

 Permissions/approvals  

 Incident register  

 Register of sexual abuse and general 
harm of children and disclosures or 
reports of harm.  

Financial commitment to child protection 
strategies. 

  
 
 
 
 
 
 
 
 
 
 
√ 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
√ 
 
√ 
 
 
 
 
 
 
√ 
 
√ 
√ 
 
√ 
 
√ 

 Blue Card Register 
maintained by 
Business Manager 
and Payroll & HR 
Department; 
Working with 
Children Check 
procedure. 
Risk Assessment 
Procedure and 
Form. Risk Register 
for Child Protection.  
Parent nights e.g. 
Cyber bullying, grief 
and loss 
Camp, excursions, 
procedures 
Confidential register 
maintained by 
Principal. 
 

Ongoing. The 
electronic Blue 
Card Register is 
updated 
immediately new 
information is 
received. 
Annually 

CODE: N – Not done D – Developing I – Implementing N/A – Not applicable  

https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.netols.com/schools/gateway/intranet_gateway.cfm?eu=TU-700E5E60-C292-7EED-B2C83940EFEB0D68-700E5E61-C292-7EED-BC0E1BE602A45BE5
https://secure.netols.com/schools/gateway/intranet_gateway.cfm?eu=TU-700E5E60-C292-7EED-B2C83940EFEB0D68-700E5E61-C292-7EED-BC0E1BE602A45BE5
https://secure.netols.com/schools/gateway/intranet_gateway.cfm?eu=TU-700E5E60-C292-7EED-B2C83940EFEB0D68-700E5E61-C292-7EED-BC0E1BE602A45BE5
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
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Appendix 6 - Code of Conduct for Staff and Volunteers and 

Examples of Standards of Appropriate Behaviour 

 
Code of conduct for staff and volunteers 
 
Statement of commitment  
Grace Lutheran College is committed to the safety and wellbeing of all children and young people, 
especially those who use our services and those who are students at the College. Our staff and 
volunteers will treat all children and young people with respect and understanding at all times and listen 
to their concerns. To ensure children and young people are kept safe from harm, the following code of 
conduct for interacting with children and young people applies. 
 
Who must comply with the code of conduct?  
This code of conduct applies to all paid employees and volunteers who enter our service environment.  
 
The standards of appropriate behaviour 
 

Behaviour Appropriate Inappropriate 

Language  
 

 Using encouraging/positive words 
and a pleasant tone of voice  

 Open and honest communication  
 

 Insults, criticisms or name calling  
 Bullying, swearing or yelling  
 Sexually suggestive comments/jokes  

 
Relationships  
 

 Being a positive role model  
 Building relationships based on trust  
 Empowering children to share in 

decision making  
 

 Favouritism or giving gifts  
 Spending excessive amounts of time 

alone with children  
 Spending time inappropriately alone 

with a child 
 Contact outside of working hours 

(either physical, e.g. do not invite a 
child to your home, or elsewhere 
outside of the College program of 
activities and do not make contact 
via email/phone)  

 Bullying, harassment  
 ‘Grooming’ children or young 

people  
 

Physical Contact  
 

 Allowing for personal space  
 Touching due to medical emergency 

or protecting from physical harm  
 Non-threatening  

 

 Violent or aggressive behaviour 
including hitting, kicking, slapping or 
pushing  

 Engage in rough physical games 
including horseplay 

 Kissing or touching of a sexual 
nature consistent with ‘grooming’  
 

Other  
 

 Appropriate attire/clothing for role  
 Use of internet/mobile phone for 

work related purposes only  

 Follow the College’s Child Protection 

Policy and Procedures at all times 
when dealing with children 
 

 Using alcohol or other substances 
before or during work  

 Inappropriate clothing  
 Sending inappropriate emails  

 

 
 

https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
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In the event that the code of conduct for staff and volunteers for interacting with children and young 
people is breached, actions will be taken in accordance with our College’s plan for managing breaches 
of the child and youth risk management strategy.  
 
“I have read, understood, and will act in accordance with the above code of conduct for staff and 
volunteers and examples of standards of appropriate behaviour.  I understand that the College has a 
full version of the Code of Conduct – Staff and Volunteers that I am entitled to a hard copy of at any 
time and can be accessed via the College’s intranet (ERM) or by clicking on the document link.”  
 
 
 
Name: __________________________  
 
 
 
 
Signature: ___________________  
 
 
 
 
Date: ___________ 
 
 



Child and Youth Risk Management Strategy 
 

A.05.007 Child & Youth Risk Management Strategy (Version: 4)  24 

Appendix 7- Code of Conduct for Coaches, Sports 

Assistants, Grace Swimming Instructors and Library Tutors 

 
NB: COACHES, SPORTS ASSISTANTS, GRACE SWIMMING INSTRUCTORS AND LIBRARY TUTORS 
ARE TO ALSO SIGN THE CODE OF CONDUCT FOR STAFF AND VOLUNTEERS AND EXAMPLES OF 
STANDARDS OF APPROPRIATE BEHAVIOUR (APPENDIX 6)  
 
Code of Conduct for Coaches, Sports Assistants, Grace Swimming Instructors and Library Tutors to be 
signed in addition to the Code of Conduct for Staff and Volunteers and Examples of Standards of 
Appropriate behaviour. 
 
As a coach, sports assistant, swimming instructor and/or library tutor for Grace Lutheran College, I will:  
 
1. Respect the rights, dignity and worth of every person, regardless of their abilities, gender, religion 

or cultural background. 
 
2. Support all efforts to remove any form of abuse in this College and encourage a safe and 

supportive service environment. 
 
3. Ensure that any physical contact with others is appropriate to the situation and necessary for the 

person’s skill development. 
 
4. Refrain from developing close personal relationships with the players/students outside of the 

coach/swimming instructor/player/tutor/student relationship.  
 
5. Refrain from using abusive, derogatory or offensive language. 
 
6. Impart knowledge and skills of the game in a respectful and encouraging manner. 
 
7. Respect the decisions of the staff/officials and encourage players to do the same. 
 
8. Always consider the health, safety and welfare of the players. 
 
9. Not show favouritism toward talented players. 
 
10. Not be a ‘winner at all costs’ coach/swimming instructor, remembering that junior players 

participate for pleasure and friendship, and winning is only part of the fun. 
 
In the event that the code of conduct for interacting with children and young people is breached, 
actions will be taken in accordance with our College’s plan for managing breaches of the child and 
youth risk management strategy.  
 
“I have read, understood, and will act in accordance with the above code of conduct.”  
 
 
 
Name: __________________________  Signature: _________________________  
 
 
Date: ___________ 
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Appendix 8 - Agreement to Comply With Risk 

Management Strategy 

 
It is a breach of Grace Lutheran College’s Risk Management Strategy for any person to whom this 
strategy applies to have been found to have: 
 
 engaged in child abuse 
 done anything contrary to the policies referred to within the Strategy 
 breached the Code of Conduct 
 failed to follow the Grace Lutheran College Policies and procedures for the protection, safety and 

welfare of children 
 appointed or continued to employ any person in contravention of the strategy 
 
I, …………………………………………………..……….<insert name>, have read the following 
documents: 
 
 Statement of Commitment to the safety and wellbeing of children and the protection of children 

from harm 
 the school’s Code of Conduct – Staff and Volunteers 
 policies and procedures for handling disclosures or suspicions of harm, including reporting 

guidelines 
 homestay risk management strategy, where applicable 
 risk management plans for high risk activities and special events, and 
 strategies for communication and support. 
 
Having read these documents, I understand Grace Lutheran College’s commitment to maintaining a 
safe, friendly environment for children and young people. I agree to uphold the Child Protection Policy 
and Code of Conduct – Staff and Volunteers, and to follow the guidelines and procedures outlined. I 
will work to contribute positively to the growth and development of the College and the children and 
young people it provides services to. 
 
 
 
 
 
 
Signed:  ________________________ Date:  _______________ 
 
  
 
Witness: ________________________ Date:  _______________ 
 

https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
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Appendix 9 - Child Protection Training Exemplars 

 
The Child Protection Training Exemplars applies to all staff at Grace Lutheran College and covers 
definitions and explanations of information about physical, emotional and sexual abuse and neglect; 
and inappropriate behaviour, harassment and self-harm. 
 
 
Misconduct means: 
 disgraceful or improper conduct in an official capacity; or  
 disgraceful or improper conduct in a private capacity that reflects seriously and adversely on Grace 

Lutheran College.  
 
Criminal misconduct is conduct that could, if proved, be a criminal offence 
 
Conduct means 
Conduct, or a conspiracy or attempt to engage in conduct, of or by the person that adversely affects, or 
could adversely affect, directly or indirectly, the honest and impartial performance of functions or 
exercise of powers of: 
 
 any person holding an appointment  
 for a person who holds or held an appointment in Grace Lutheran College, conduct, or a 

conspiracy or attempt to engage in conduct, of or by the person that is or involves:  
o the performance of the person's functions or the exercise of the person's powers, as the holder 

of the appointment, in a way that is not honest or is not impartial; or  
o a breach of the trust placed in the person as the holder of the appointment; or  
o a misuse of information or material acquired in or in connection with the performance of the 

person's functions as the holder of the appointment, whether the misuse is for the person's 
benefit or the benefit of someone else.  

 
Sexual harassment happens if a person: 
 
 subjects another person to an unsolicited act of physical intimacy; or  
 makes an unsolicited demand or request (whether directly or by implication) for sexual favours from 

the other person; or  
 makes a remark with sexual connotations relating to the other person; or  
 engages in any other unwelcome conduct of a sexual nature in relation to the other person;  
 and the person engaging in the conduct described in the 4 paragraphs above does so  
 with the intention of offending, humiliating or intimidating the other person; or  
 in circumstances where a reasonable person would have anticipated the possibility that the other 

person would be offended, humiliated or intimidated by the conduct.  
 
Sexual misconduct is: 
During or outside school hours: 
 
 conduct towards any person that would constitute a criminal offence of a sexual nature; or  
 conduct that is sexual harassment as defined in section 119 of the Anti-Discrimination Act 1991; or  

o any other sexual conduct, suspicion of sexual abuse or the likelihood of sexual abuse by a 
school based employee or by ANYONE directed towards or involving:  

o any student under the age of 18 years where a professional relationship exists; or  
o any student attending the school/s where the employee works; or  
o in the case of employees employed under the Teachers' Award, Non-Governmental Schools, 

any student under the age of 18 years attending any Queensland Lutheran school or 
Queensland Lutheran secondary college; or  
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o a student aged 18 years or older which could reasonably be regarded as creating an apparent 
or actual conflict of interest between the employee's private interests and her/his professional 
duties or 

o any student under 18 years who you reasonably suspect has been sexually abused or is likely 
to be sexually abused by ANYONE then it is mandatory that this matter must be reported or 
the Principal and Police as per the Education General Provisions Act 2006 ss 366, 366A and 
366B, Regulation 68 and Education and Training Legislation Amendment Act 2011 ss 366 
and 366A.  

 In this definition, sexual conduct is any behaviour that might reasonably be interpreted as being 
designed or intended to arouse or gratify sexual desires.  

 In this definition, a school-based employee is an employee or volunteer who normally performs 
some or all of their daily duties within a school or schools whether on a temporary, permanent or 
contract basis. 

 

CATEGORIES OF HARM 

This section aims to assist all employees in the prevention, early detection, notification and response to 
student harm. 
There are four categories of harm that can be caused to a student: 
 
1. Harm caused by an Grace Lutheran College employee;  
2. Harm caused by other students;  
3. Harm caused from outside of Grace Lutheran College environment;  
4. Student self harm.  
 
All employees have a role and responsibility in preventing and responding to each category of student 
harm and its associated risk. 
 

Category One - Preventing Employee Harm to Students  

 
The following descriptions and examples of conduct that constitute harm to a student, and conduct that 
is not harmful to students, is provided to assist employees recognise appropriate professional standards 
in their relationships with students. 
 
Six Behaviour Types 
Six broad behaviour types have been identified that have the potential to cause harm to a student by an 
employee, if appropriate professional boundaries of conduct are exceeded. They are: 
 
1. Physical intervention / restraint  
2. Verbal intervention  
3. Touching / familiarity  
4. Physical assault  
5. Non-physical contact / behaviour  
6. Sexual misconduct  
 
For each behaviour type, a series of assessment questions are listed to provide guidance on determining 
what response might be required if a complaint was received about the conduct. 
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Type 1 - Physical Intervention/Restraint 
 
It is lawful to use levels of physical contact which are reasonable in the circumstances to correct, 
manage, discipline and control students (section 280 of the Criminal Code Act 1899). However, for the 
purposes of this policy, this does not include corporal punishment, which involves deliberately inflicting 
pain as punishment, in a controlled environment. Corporal punishment is an unacceptable action for 
managing behaviour. 
 
'Reasonable' physical contact by an employee of a student requires consideration of: 
 
a) Age, emotional and physical state of student, risk to the student, risk to others, impact on the 

learning environment; and  
b) use of force proportionate to the circumstances that would normally preclude injury to the student, 

and is never used in anger or as retribution. 
 
ASSESSMENT QUESTIONS 
a) Was there a physical injury?  
b) What form of physical intervention was used and why?  
c) Determine age, grade of student.  
d) Any special circumstances? e.g. provocation, pattern of student behaviour.  
e) Are the facts clear?  
f) History of employee?  
g) Was there any suggestion of sexual contact?  
h) Is informal resolution appropriate and possible in this case? 
 
APPROPRIATE USE 
Reasonable physical intervention/restraint of a student is an option when that student: 
a) threatens or engages in actual acts of violence towards other students, staff or persons;  
b) threatens or engages in actual harm to self;  
c) threatens or engages in actual significant damage to property;  
d) when other strategies including crisis communication strategies have been tried and proven 

unsuccessful, or are not practicable in the circumstances. 
 
EXAMPLE 1 (APPROPRIATE PHYSICAL INTERVENTION) 
A fourteen-year-old student is threatening others with a ruler and has refused repeated directions to 
desist. The teacher holds the student's arm briefly and removes the ruler from the student's grasp. 
 
EXAMPLE 2 (INAPPROPRIATE PHYSICAL INTERVENTION) 
If in the scenario described in Example 1, the student had dropped the ruler and calmed down but the 
teacher continued to grip the student's arm without a good reason, this would become an unreasonable 
and inappropriate response and should be dealt with as a minor incident report. 
 
Prior to physical intervention, clear verbal instructions should have been given unless the emergent 
nature of the situation makes this impractical. If appropriate, a signal of intention to put hands on the 
student should be made to avoid escalating the situation, and therefore the danger. 
 
Employees who have been involved in incidents as described in the above examples may require 
specialised support including debriefing and other traumatic incident support strategies. 
 
EXAMPLE 1 (APPROPRIATE PHYSICAL RESTRAINT) 
Student is apparently out of control and is throwing chairs around the classroom and pushing over 
desks posing an immediate risk to other students. Teacher directs other students to safely exit the room 
and sends for assistance. Teacher moves to within student's field of vision but out of range and uses 
crisis communication strategies including the calmly and firmly repeated direction, '[name], put the chair 
down'. If the student refuses and persists with unsafe behaviour, the teacher clasps both arms, sits the 
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student in a chair and maintains contact while using calming phrases until the student is more in 
control. 
 
EXAMPLE 2 (INAPPROPRIATE PHYSICAL RESTRAINT) 
Except for early primary school students, using physical restraint as a first option is generally not an 
appropriate response when a student is displaying disruptive (but non-violent) behaviour, defiance of 
instructions or insolence. 
 
Type 2 - Verbal Intervention 
School based employees will occasionally and of necessity raise their voices to restore order to a 
disruptive group or individual student. This type of interaction would be an occasional and appropriate 
response and would not be intended as demeaning, intimidating, insulting or overbearing. 
The key factors in assessing the appropriateness or otherwise of verbal intervention are:  
 
ASSESSMENT QUESTIONS 
a) Had the student/s been previously asked to modify this behaviour?  
b) Was the precipitating incident having a significant impact on the learning environment of others?  
c) Was the precise language used acceptable in the circumstances, or was it intimidatory and / or 

demeaning to the student?  
d) History of employee?  
e) Is informal resolution appropriate and possible in this case? 
 
EXAMPLE 1 (APPROPRIATE VERBAL INTERVENTION) 
Two students are chatting noisily at the rear of a classroom and have refused several requests to desist. 
Progressively, more students are becoming distracted by and involved in their disruptive behaviour. 
The teacher moves towards the students and uses a raised voice and a clear statement to attract the 
attention of the unruly students but reverts to a normal tone once their attention is gained. 
 
EXAMPLE 2 (INAPPROPRIATE VERBAL INTERVENTION) 
A student is struggling to understand a maths problem. The teacher orders the student to the front of the 
class and shouts at the student while standing very close to the student, using words such as "What's the 
matter with you? Don't you understand?!" 
 
Type 3 - Touching/Familiarity 

 

There are circumstances when it is appropriate for employees to touch students. It can be a normal, 
caring gesture to make physical contact with students when offering praise, encouragement, guidance 
or comfort. The key criterion in determining the appropriateness of this behaviour is the benefit to the 
child. If the normal needs of the child (for example to be comforted, reassured or encouraged) are met 
then the conduct is most probably acceptable. If the conduct is motivated by employee gratification, 
then it is unacceptable. 
 
There may be concern by many employees to touch students for fear that their actions may be 
misinterpreted either by the student or others. Any such concern should be used to positively to assist an 
employee in exercising prudent judgement when touching a student, and to avoid any situation that 
would expose them to misinterpretation about their motivation or intentions. 
 
ASSESSMENT QUESTIONS 
a) Determine age, grade, gender of student / employee?  
b) What was the purpose of the contact?  
c) Was there any suggestion of sexual contact?  
d) Was the child distressed?  
e) Was the contact warranted and appropriate in the circumstances?  
f) Was the contact in view of others?  
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g) How did the student respond to the contact?  
h) Did the student feel comforted? Uneasy?  
i) History of employee?  
j) Is informal resolution appropriate and possible in this case?  
 
EXAMPLE 1 (APPROPRIATE TOUCHING) 
An 11-year-old student falls over while running in the playground, skins his knees and he starts to cry. A 
janitor/grounds man working nearby picks up the boy. He then walks with him providing physical 
support, if necessary, to a first-aid station. 
 
EXAMPLE 2 (APPROPRIATE TOUCHING) 
A teacher places his hands over a student's hand while the student is using a mallet and chisel, to 
instruct the student in the proper use of the implements. The contact ceases after the demonstration is 
completed. 
 
EXAMPLE 3 (INAPPROPRIATE TOUCHING) 
A teacher walks around the playground with one arm around the waist of a secondary school student. In 
all such circumstances, this type of prolonged contact is inappropriate. 
 
EXAMPLE 4 (INAPPROPRIATE TOUCHING) 
A teacher strokes the hair of a 14-year-old female student, remarking what pretty hair she has. 
 
EXAMPLE 5 (INAPPROPRIATE TOUCHING) 
Teacher at athletics meeting moves to congratulate a student who has competed successfully. While 
walking along side the student, the teacher hugs the student around the buttocks and hip region with 
right hand. In the same circumstances, it would be inappropriate for this teacher, while walking closely 
beside the student to place an arm onto the student's head and pull the student's head onto their own 
shoulder or head. 
 
Type 4 - Physical Assault 
 
Physical contact between an employee and student should occur only where it is demonstrably 
reasonable in its purpose, and proportionate to the circumstances. Other types of contact are likely to 
be interpreted as an assault and will be viewed seriously by Grace Lutheran College. 
 
ASSESSMENT QUESTIONS 
a) Determine age, grade of student.  
b) Was the physical contact an act of aggression?  
c) Was there a physical injury?  
d) What form of physical intervention was used and why?  
e) Any special circumstances e.g. provocation, pattern of student behaviour? 
f) Was there any suggestion of sexual contact?  
g) Are the facts clear?  
h) History of employee?  
i) Is informal resolution appropriate and possible in this case?  
 
EXAMPLE 1 
A student is taunting another student in class and refuses to desist. The teacher grabs the student's ear, 
twisting and lifting so the student rises from his seat. 
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EXAMPLE 2 
A student chases a cricket ball onto a newly prepared garden bed and the staff member pushes the 
student firmly in the shoulder causing the student to fall over, shouting to stay off the garden. 
 
EXAMPLE 3 
During class, a student throws a small piece of wood, striking another student in the back. The teacher 
responds by grabbing the student's arm behind his back and pushing the student from the class. The 
force of the contact results in some soft tissue damage. 
 
EXAMPLE 4 
Without any prospect of physical contact with others, a student swears at her physical education teacher 
who responds by grabbing the students arm very firmly, leaving distinct fingernail marks. 
 
Type 5 - Non Physical Contact/Behaviour 
 
Because school based employees occupy positions that bring them into close contact with minors, it is 
important to maintain a professional relationship at all times. There are situations that involve no 
physical contact between employee and student that can be misinterpreted by others, despite the 
genuine intentions of the employee and the student. Employees must avoid any situation that gives rise 
to a reasonable suspicion that the professional boundaries between the employee and the student have 
been breached. It is both in the interests of the employee and the department that this occur.  
The examples in this section aim to assist employees to make appropriate decisions in this sensitive 
area. 
 
ASSESSMENT QUESTIONS 
a) Is the employee behaviour demonstrably in the student's interest?  
b) Are others, apart from the employee and the student, aware of the contact/behaviour?  
c) Was there any suggestion of sexual contact?  
d) History of employee?  
e) Is informal resolution appropriate and possible in this case?  
 
EXAMPLE 1 (APPROPRIATE NON-PHYSICAL CONTACT) 
A teacher is driving home and sees a student caught in sudden downpour, stops the car, and the 
student accepts a lift home which is a short distance away. It may be appropriate, especially in a small 
community for the teacher to accompany the student to the door and explain the circumstances to the 
parent or guardian. 
 
EXAMPLE 2 (APPROPRIATE NON-PHYSICAL CONTACT) 
A 17-year-old female student advises her male teacher that she is having problems at home with her 
alcohol dependent father and would like some advice. The teacher discusses the issue with the Principal 
and Guidance Officer before seeking appropriate referral agency for the student. The teacher advises 
student of the range of assistance available to her and invites her to come forward again if she feels that 
she needs to do so. 
 
EXAMPLE 3 (INAPPROPRIATE NON-PHYSICAL CONTACT) 
A teacher is aware that a student has special computer skills and invites the student home on the 
weekend to help load some software. The teacher regularly invites the student home whenever the 
teacher has a computing problem. This private arrangement exceeds the boundaries of a professional 
teacher / student relationship. 
 
EXAMPLE 4 (INAPPROPRIATE NON-PHYSICAL CONTACT) 
A physical education teacher accompanying students to a sporting carnival in a neighbouring town 
suggests sharing a motel room with several of the students to reduce expenses. In this example, the 
employee's motivation may be entirely honourable, but the risks associated with the conduct are too 
high. Consequently, such an arrangement should be avoided. 
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EXAMPLE 5 (INAPPROPRIATE NON-PHYSICAL CONTACT) 
A teacher shows sexually explicit material to a student or leaves the material in a place where a student 
could access it. Such conduct exceeds the boundaries of a professional teacher / student relationship 
and would be regarded as sexual misconduct by the teacher. 
 
EXAMPLE 6 (INAPPROPRIATE NON-PHYSICAL CONTACT) 
An employee makes suggestive gestures to a student such as blowing kisses, rubbing hands over own 
body, unzipping or unbuttoning items of own clothing. Such flirtatious behaviour exceeds the 
boundaries of a professional relationship between an employee and a student and is inappropriate. 
 
Type 6 - Sexual Misconduct 
 
Employees must not engage in sexual misconduct with students, or act in a way that would raise a 
reasonable suspicion that sexual misconduct has or may occur with a student. Harm can occur to 
students and relationships with the broader school community, if an employee misuses their position of 
authority to engage in sexual conduct with a student, irrespective of its consensual nature. The 
combining of a private relationship with a professional relationship creates a conflict of interest for the 
employee, and can compromise the student's learning environment and emotional well-being. 
 
Any employee or ANYONE engaging in sexual conduct with a student under the age of 18 years would 
be committing a criminal offence, irrespective of whether this contact was consensual, and the matter 
would be immediately referred to the Police. Any employee engaging in an unlawful sexual relationship 
with a student that constitutes sexual misconduct under the Child Protection Policy, Child and Youth Risk 
Management Strategy or the Code of Conduct may be liable for disciplinary action, including dismissal 
from employment. 
 
Any form of touching or flirtation with students that can reasonably be interpreted as having sexual 
overtones or evidence of sexual misconduct is prohibited and illegal under the Education General 
Provisions Act 2006 ss366, 366A and 366B,  Regulation 68 and the Education and Training Legislation 
Amendment Act, ss 366 and 366A. This means avoiding touching students' breasts, upper or inner 
thighs, stomach, buttocks and genitals and ensuring that communications with students are, and seen to 
be professional in nature at all times. Employees should also be wary of touching students on the head 
as contact with hair, face and neck areas can, depending on the circumstances, have sexual 
connotations. Any accidental contact should prompt an immediate acknowledgement and apology. 
 
Employees need to be mindful that a student can initiate sexual contact. Any flirtatious comments or 
sexual contact by students directed at an employee or volunteer requires an immediate response to 
neutralise the incident. The student must be told the conduct is highly inappropriate. 
 
ASSESSMENT QUESTIONS 
a) Was the contact accidental or intentional?  
b) What was the student's reaction to the contact (for example, distressed, shocked, indifferent, 

amused)?  
c) Is it clear who initiated the contact?  
d) Did the behaviour exceed the normal professional boundary between employee and student?  
e) Did the behaviour raise a reasonable suspicion of sexual misconduct or an intention to engage in 

sexual misconduct?  
f) History of employee?  
g) Is informal resolution appropriate and possible?  
 

https://secure.ermonline.com.au/education/gateway/intranet_gateway.cfm?eu=TU-B6E3DB97-C292-7EED-BD0A2AAA01D4E778-B6E3DB98-C292-7EED-B9800DA067ADB11F
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EXAMPLE 1 (APPROPRIATE RESPONSE) 
A male teacher is walking down a narrow corridor. Groups of students are talking animatedly and a 15-
year-old female student steps back suddenly and turns, apparently to attract the attention of a friend in 
another group and not being aware that the teacher is approaching. The teacher's upper arm comes 
into contact with the girl's breast. The teacher stops and apologises for bumping into the girl. 
 
EXAMPLE 2 (INAPPROPRIATE CONTACT) 
After a school play, a teacher approaches one of the student actors, saying, 'I didn't realise how grown 
up you were until I saw you in that outfit - the play went over really well. After we tidy up here, maybe 
you and I can get together to celebrate.' 
 
EXAMPLE 3 (INAPPROPRIATE CONTACT) 
A teacher stands behind a 13-year-old female student while she is playing the clarinet. The teacher 
clasps hands around the student's ribs and diaphragm area to demonstrate proper breathing technique. 
The teacher's thumbs and wrist intentionally come in contact with the student's breasts. The behaviour is 
inappropriate. 
 
EXAMPLE 4 (SEXUAL MISCONDUCT) 
A teacher engages in a sexual relationship with a student who they know is 17 years of age and attends 
a different Queensland Lutheran School to the one where the teacher works. This is a breach of the 
Code of Conduct and would make the employee liable to disciplinary action, without reasonable 
excuse. 
 

Category Two - Preventing Harm to Students by Other Students 

 
Harm can be caused to a student by another student. In this section, the use of the word bullying 
includes all types of harassment and intimidation. For further information about the prevention of harm 
to students by other students, visit the 'bullying no way' website. 
 
Grace Lutheran College will ensure that a student's right to a learning environment free from 
harassment, intimidation and bullying, is safeguarded. Depending on the nature and reason for the 
improper student behaviour, such conduct can amount to unlawful discrimination. For example, the 
Anti-discrimination Act 1991 provides that sexual harassment includes incidents when a person subjects 
another person to an unsolicited act of physical intimacy; makes an unsolicited demand or request 
(whether directly or by implication) for sexual favours from the other person; or makes a remark with 
inappropriate connotations relating to the other person. 
 
Grace Lutheran College has established a student Code of Conduct that explicitly prohibits bullying, 
harassment or intimidation of others in the school community. The Code is congruent with the school's 
behaviour management plan. 
 
Grace Lutheran College will take reasonable steps to ensure that students learn in a supportive, caring 
and safe environment without fear of being bullied. Bullying is anti-social behaviour and harms victims, 
perpetrators, and school relationships.  A brochure, “Say No to Bullying” is available for all students 
and parents. 
 
Bullying includes deliberately hurtful behaviour, repeated over a period of time, where it is difficult for 
those being bullied to defend themselves. The three main types of bullying are: 
 
a) physical attacks (hitting, kicking, sexual assault, theft);  
b) verbal attacks (name calling, racist comments, offensive remarks, ridicule);  
c) indirect (spreading rumours, explicit ostracism from social groups). 
 

http://www.bullyingnoway.com.au/
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Students who are being bullied may show changes in behaviour, such as becoming upset or shy and 
nervous, feigning illness, taking unusual absences or clinging to adults. There may be evidence of 
changes in work patterns, lacking concentration or truanting from school. 
 
Students must be encouraged to report bullying in schools, and discourage their peers from engaging in 
this conduct. Teaching and ancillary staff must be alert to signs of bullying and act promptly and firmly 
against it in accordance with school policy. 
 
The Principal will ensure that the reporting procedure for students and their parents/caregivers within 
Grace Lutheran College that is made known to students and their parents/caregivers and also applies 
to reports of bullying, harassment, or intimidation. 
 
The following examples are provided to assist employees in responding appropriately to episodes of 
bullying. 
 
EXAMPLE 1 
A teacher notices a student being picked on by a group of four students in the playground at lunchtime. 
The students are taking turns trying to jump on the back of the student, which is clearly unwelcome. 
It would be inappropriate for the teacher to do nothing, believing that learning to cope with this type of 
behaviour is an important learning experience for the student who was targeted. 
 
The proper course of action would be for the teacher to intervene to put an immediate stop to the 
bullying behaviour, confirm whether the victim needs first aid or any other immediate support before 
bringing this incident to the notice of the Principal and / or other relevant staff. 
 
The students responsible for the bullying behaviour should be counselled and / or reprimanded in 
accordance with the school's behaviour management plan. The implementation of a whole of school 
program that aims to prevent and reduce the incidence of bullying is encouraged. 
 
EXAMPLE 2 
A student tells a teacher that she is being sexually harassed by a classmate, but she does not want it 
taken further for fear that this will only make things worse. The student claims the classmate keeps 
calling her "babe" despite being requested not to, and keeps asking her out despite her declining each 
time. 
 
It is not for the student alone to decide that the issue does not warrant further action. The student's 
wishes will certainly be taken into consideration when deciding what intervention is appropriate. It may 
be determined that following a discussion between the employee, the Principal, the student complaining 
of the harassment and perhaps a school guidance officer that no further action be taken, if the student 
maintains her stance. The student should be given guidance about management strategies to deal with 
the unwelcome behaviour, and advised of the school's readiness to intervene further if required. The 
incident including the school's response and the student's request for no school intervention should be 
documented and witnessed. 
 

Dealing with Bullying 

 
SCHOOLS 
The following steps are a guide to dealing with reports of bullying. 
 
 If bullying is suspected or reported, the incident will be dealt with immediately by the member of 

staff who has been approached and ensure the student's safety.  
 A clear account of the incident should be recorded and given to the Principal or delegate.  
 Where appropriate, the Principal or delegate will interview all concerned and will a make record of 

the incident and findings and act in accordance with the school's behaviour management plan.  



Child and Youth Risk Management Strategy 
 

A.05.007 Child & Youth Risk Management Strategy (Version: 4)  35 

 Punitive, counselling, restorative, or other corrective measures will be used as appropriate with 
students found to have engaged in bullying.  

 Key stakeholders such as teachers, parents and the victim of bullying shall be kept informed of the 
school response.  

 Whole of school strategies / programs to prevent and reduce the incidence of bullying are 
adopted. 

 
STUDENTS 
Students who have been bullied will be supported by: 
 offering an immediate opportunity to discuss the experience with a member of staff of their choice;  
 reassuring the student;  
 offering continuous support;  
 encouragement to form and maintain friendships with non-bullying students.  
 
Students who have bullied will be helped by: 
 discussing what happened;  
 discovering why the student became involved;  
 establishing the wrong doing and need to change;  
 enlisting the support of parents / caregivers to help change the behaviour and attitude of the 

student, where appropriate.  
 
DISCIPLINARY STEPS 
The following disciplinary steps can be taken: 
 
 restorative conference; 
 official warnings to cease offending;  
 detention;  
 exclusion from certain areas of school premises;  
 minor fixed term suspension;  
 major fixed term suspension;  
 exclusion. 
 
Within the curriculum the school will raise the awareness of the nature of bullying through inclusion in 
assemblies and subject areas, in an attempt to eradicate such behaviour. 
 
Management Options. 
 
There are several management options available in dealing with incidents of harassment, intimidation 
and bullying. They vary according to the situation, the people involved, and the wishes of the person 
experiencing the behaviour. 
 
The Principal or delegate may proceed as follows: 
 
a) establish the details of the complaint including what the complainant wishes to occur to resolve the 

situation;  
b) speak to the person who caused offence and inform them of the complaint; interview any witnesses;  
c) speak to parents/caregivers of any students involved;  
d) advise all concerned of their rights and responsibilities, including the need to refrain from 

discussing the matter with other persons; and  
e) attempt to find a resolution that is mutually acceptable to all concerned. 
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Monitoring Evaluation and Review 

 
The school will review its Student Code of Conduct annually and assess its implementation and 
effectiveness. The Code will be promoted and implemented throughout the school. 
 
EXTERNAL INVOLVEMENT 
 
A complaint of harassment, intimidation or bullying of a student will be dealt with by LEQ when: 
 
a) an attempt to resolve the matter within Grace Lutheran College has not been successful and further 

action is warranted;  
b) it is the behaviour of the Principal which has caused distress or offence;  
c) the matter has been referred to the police, or  
d) the student or parent/caregiver on the student's behalf writes a formal complaint to the 

Commissioner for Children and Young People, the Anti-Discrimination Commission, or other 
external authority.  

 

Category Three - Preventing Harm to Students from Outside of Grace 

Lutheran College Environment 

 
Over 85% of children are harmed by someone they know and trust - a parent, sibling, other relative, 
family friend or care provider. The harm caused to children is on a continuum from mild to life 
threatening. The younger the child is, the more vulnerable they are and the more serious the 
consequences are likely to be. 
 
Employees should to be aware of the physical, emotional and behavioural indicators of risk of student 
harm, and actual harm. These indicators are more significant if they are severe and / or consistent over 
time. 
 
It is important to keep an open mind when encountering signs of harm to a child. The presence of these 
indicators do not necessarily prove that abuse has occurred, rather, they are risk factors needing further 
assessment, monitoring and appropriate response. 
 
Indicators of physical abuse and excessive punishment are: 
a) students presenting with injuries, such as bruising, burns or fractures, at a frequency which is 

inconsistent with normal activity;  
b) students offering explanations for an injury which appears inconsistent with that injury;  
c) student or another person advising that he/she has been subjected to or threatened with physical 

harm;  
d) reluctance / refusal by student to participate in swimming or other sporting activities, where getting 

changed or wearing more revealing clothing may show signs of harm;  
e) excessive absences from school.  
 
Indicators of emotional abuse and/or deprivation are: 
a) poor peer relationships / withdrawn;  
b) inclined to seek adult company and/or that of students who are older or younger;  
c) avoiding going home on a regular basis;  
d) learning difficulties including poor concentration;  
e) attention seeking behaviour such as stealing, lying, running away, disrupting classes repeatedly.  
 
Indicators of physical neglect and/or inadequate supervision or care are: 
a) students appear underweight for age and body type;  
b) inadequate clothing;  
c) asking other students for food or money or not bringing food to school;  
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d) excessive absences from school and/or high frequency of illness/infections;  
e) student often arrives at school early and/or leaves late;  
f) student does not have money for excursions or other supplementary activities.  
 

Indicators of Child Sexual Abuse 

4*Given the secretive nature of child sexual abuse and the diverse range of behaviours that a victim may 
engage in as a result, it can be extremely difficult to identify children who have been sexually abused in 
the absence of any direct report. 
Indicators of child sexual abuse may be physical, behavioural or both. Singly and, more often, in 
combination they can alert us to the possibility of sexual abuse and the need for close monitoring. They 
are not evidence of its actual occurrence as some of these indicators could be related to other kinds of 
problems in a child's life. 
An awareness of these indicators of child sexual abuse enables professionals to provide a sensitive 
response to children who may be victims of child sexual abuse. 
 
NB: Suspicion of or disclosed sexual abuse of a child under 18 by any person is now a mandatory 
reporting category under Education (General Provision) Act 2006 ss 366, 366A and 366B, Regulation 
68 and Education and Training Legislation Amendment Act 2011 ss 366, 366A. 
 
Physical Indicators include: 
 Bruises, bite marks or other injuries to breasts, buttocks, arms lower abdomen or thighs.  
 Bruises, scratches or other injuries not consistent with accidental injury.  
 Difficulty walking or sitting.  
 Persistent headaches or recurrent abdominal pain.  
 Unexplained pain in the genital area.  
 Torn, stained or bloodied underwear.  
 Itching, soreness, discharge or unexplained bleeding.  
 Painful and frequent urination.  
 Recurrent urinary tract infections.  
 Signs of sexually transmitted infections.  
 Semen in the vagina, anus or external genitalia or on clothing.  
 Pregnancy in adolescents where the identity of the father is vague or secret. 
 
Behavioural Indicators include: 
 Behavioural indicators must be interpreted with regard to the individual child/student's level of 

functioning and developmental stage. 
 Sudden changes in mood or behaviour.  
 Withdrawn behaviour or depression.  
 Passivity; excessive compliance.  
 Learning problems loss of concentration, unexplained drop in school performance.  
 Poor peer relationships, family and/or child appear socially isolated.  
 Lack of trust in familiar adults, fear of strangers, fear of men.  
 Reluctance to undress, (eg for school sporting functions).  
 Difficulty sleeping, nightmares.  
 Regressed behaviour-bedwetting, separation anxiety, insecurity.  
 Change in eating patterns including preoccupation with food.  
 Lack of appropriate role boundaries in family, (e.g. child fulfils parental role).  
 Acting out behaviour - Aggression, lying, stealing, unexplained running away, drug or alcohol 

abuse, suicide attempts.  
 Excessive bathing or washing of hands.  
 Over attention to adults of a particular sex.  

                                               
*This material is adapted from a draft document Responding to Child Sexual Abuse in Rural and Remote Areas prepared by Faculty of Arts, 
Education and Social Sciences, James Cook University. 
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 Displaying unusual interest in the genitals of others.  
 Acting out adult sexual behaviour with adults, dolls or other/him children.  
 Open displays of sexuality, (e.g. repeated public masturbation).  
 Precocious knowledge of sexual matters.  
 Promiscuity, repetitious sexually precocious behaviour. 
 
If there are indicators of abuse present then these should be reported to the necessary authorities who 
will be responsible for assessing child safety risk. 
 
The following examples are intended as a guide to assist employees to respond appropriately to 
suspected harm from out of school sources. 
 
EXAMPLE 1 
Upon arrival at school, a teacher notices severe and extensive bruising on a 13 –year old male student's 
upper arm that was not there the day before, and asks the student how it occurred. The child says he 
cannot remember and does not wish to talk about it further. It is apparent to the teacher that the student 
does not suffer from a medical condition where bruising is a feature, and concludes the bruising must 
have occurred through some form of trauma. 
 
Incorrect Action: The teacher decides that no action is warranted. 
 
Correct Action: The teacher identifies that the student has experienced harm (detrimental physical effect 
of a significant nature other than by confirmed accident) and makes confidential notes of what was 
observed and said. The teacher reports the matter to the Principal of the school, stating it is suspicious 
that the student does not recall the origin of the bruising, and appeared not to want to talk about the 
matter further. The teacher confirms that the cause of the bruising occurred between the close of school 
yesterday and his arrival at school this morning. 
 
The Principal or his delegate makes contact with the student and confirms the extent of the bruising. The 
Principal or his delegate enquires of the student about the origin of the bruising. The student says he 
can't remember. The Principal asks the student if his parents know about his bruising and the student 
replies that they do.  The Principal contacts the parents and enquires about the welfare of the student. 
The student's father tells the Principal to mind his own business and hangs up. The Principal contacts the 
local area office of the Department of Communities, Child Safety and Disabilities Services (Child Safety 
Services), reports what has occurred and seeks further advice and guidance. The Principal notifies the 
Executive Director, LEQ of the actions and the outcomes. 
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EXAMPLE 2 
A teacher notices that a 15yearold student has poor concentration in class and on one occasion the 
student fell asleep on the desk in class. The same student appears small for her age and body type, 
presents regularly in dirty clothes and unbathed, and never seems to have food to eat. The teacher is 
aware that there has been a slow deterioration in the student's presentation over recent weeks. The 
teacher enquires of the parents about the student's welfare at the next opportunity, but the parents deny 
there are any problems. 
 
Incorrect Action: The teacher decides as there is no proof of harm, no further action is necessary. 
 
Correct Action: The teacher correctly identifies harm being minor harm that is cumulative in nature that 
would result in a detrimental effect of a significant nature to the student if allowed to continue. The 
teacher identifies a deterioration in the presentation of the student over recent weeks, indicators of 
neglect, and a failure of the parents to acknowledge any difficulties as creating a reasonable suspicion 
that the student is at risk of harm. The teacher has kept confidential notes of their observations over time 
and reports these observations to the school Principal or his delegate. 
 
The school Principal or his delegate concurs that there is a reasonable suspicion that the student is at 
risk of harm. The school Principal or his delegate reports the observations to the local office of the Child 
Safety Services and seeks further advice and guidance. The Principal notifies the Executive Director, LEQ 
of the actions and the outcome. 
 
EXAMPLE 3 
A year 7 student repeatedly makes sexually explicit comments, fondles his/her own genitals in public 
and has sent to other students, pictures of themselves in a state of undress.  
 
Incorrect Action: The teacher decides that no action is warranted. 
 
Correct Action: The teacher correctly identifies that this behaviour is atypical, can be an indicator of 
child sexual abuse, and must be reported to the Principal so that a professional assessment of the 
student can be made. The teacher who observes this behaviour reports their observations in writing, 
including samples of the student's pictures and comments, to the school Principal as per section 366 
and sub-section 366A of the Education and Training Legislation Amendment Act 2011. 
 
The Principal immediately reports the matter to the Queensland Police Service as per the Education 
General Provisions Act s.366 and ss.366A and 366B and Reg 68 and ss.366 and ss.366A of the 
Education and Training Legislation Amendment Act 2011.  The report must contain:- 
 
 the name of the person giving the report (first person); 
 the students’ name and sex; 
 details of the basis for the first person becoming aware, or reasonably suspecting, that the student 

has been sexually abused by anyone; 
 details of the abuse or suspected abuse; 
 any of the following information of which the first person is aware: 

o the student’s age; 
o the identity of the person who has abused, or is suspected to have abused, the student; 
o the identity of anyone else who may have information about the abuse or suspected abuse 

 
IF the Principal or Chairperson of College Council is the first person for the purposes of reporting 
he/she must also notify the Police immediately as per the abovementioned Act and Regulation. 
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Category Four - Preventing Student Self Harm 

 
During their schooling, some students may be at risk of harming themselves. For the purposes of this 
policy, self-harm may be categorised in three ways: 
 
1. Self harm with suicidal intent  
2. Self harm without suicidal intent  
3. Self harm which is symptomatic of, or associated with a known medical condition or intellectual 

disability. 
 

Preventing Self Harm with Suicidal Intent 

 
Youth suicide rates in Australia are amongst the highest in the industrialised world, and have risen 
considerably since the 1950's. Suicide or attempted suicide is the result of an interaction between, 
biological, psychological, socio-cultural, and family factors. Common risk factors include5: 
 
 Previous attempts at suicide (most powerful predictor);  
 Depression;  
 Drugs and alcohol abuse;  
 Conduct Disorder;  
 Disruptive and unsupportive family background;  
 Relationship conflicts;  
 Poor coping skills;  
 Psychiatric illnesses;  
 The ready availability of lethal means to commit suicide;  
 Copycat behaviour after an incident of self-harm by another person.  
 
Other risk factors of suicide include: 
 Recent bereavement;  
 Chronic physical illness;  
 Anniversary phenomenon (of past losses or major life events);  
 Early loss experiences;  
 School failure;  
 Perfectionists and overachievers who have high expectations of themselves. 
 
College based employees are in a good position to detect students experiencing significant 
psychological distress and arrange for the provision of necessary support and professional assistance to 
that student. An employee who becomes aware of, or suspects a student is experiencing significant 
psychological distress, should consult the Head of Senior School/Head of Middle School for further 
advice and report the information to their school Principal. This requirement does affect the proper 
exercise of discretion in maintaining the confidentiality of any counselling relationship between a school 
guidance counsellor and a student. 
 
In the case of an acutely distressed student, the primary goal of intervention is to ensure the immediate 
safety of a student, and to make arrangements for the student to access appropriate professional help. 
While it is important for an employee to extend support to the affected student, employees should be 
careful not to substitute that support for professional help where required. 
 
Threats of self-harm by a student must be taken seriously and reported to the Head of Senior 
School/Head of Middle School and Principal. It is much safer to be cautious and act on the concern, 
than to do nothing. Always consult a qualified professional, if in doubt. Professional assistance is also 
available from the Community Child and Youth Mental Health clinics administered by Queensland 

                                               
5 Source: Youth Suicide Prevention a Parent’s Guide. The Scout Association of Australia 
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Health. Grace College has established referral protocols and pathways to local support services in the 
event of a need for urgent mental health advice and assistance. 
 
In an emergency situation, an employee should ensure the student's immediate safety, arrange for an 
adult to be with the student at all times, and make arrangements for access to professional assistance. 
The student's parents should be notified of the situation. If a case of serious student self harm has 
occurred at school, the school's critical incident plan should be enacted where necessary. 
 
EXAMPLE 1 
A 14 year old female student confided in another student who is having suicidal thoughts. She has said 
that her life lacks purpose after her parents separated and she split recently from her boyfriend. 
The second student, concerned about the welfare of her friend, has approached a teacher for guidance. 
While anonymity of the notifying friend needs to be respected, the student may need specialist care, and 
this may not occur unless the teacher makes a report to the Principal and Head of Senior School/Head 
of Middle School. 
 
The teacher advises the Principal and the Head of Senior School/Head of Middle School, and 
arrangements are made for the Head of Senior School/Head of Middle School to meet with the 
distressed student to conduct an initial assessment and determine an appropriate course of action. 
 

Preventing Self Harm without Suicidal Intent 

 
Self harm without suicidal intent can occur from engaging in a number of high risk behaviours such as 
alcohol / substance abuse, drug-taking, unsafe promiscuity, cutting / burning oneself for emotional 
release etc. Each of these situations presents a complex range of precipitating circumstances and 
possible interventions. 
 
School based employees who are aware that a student is engaging in, or is at risk of engaging in high 
risk behaviours should consult with the Head of Senior School/Head of Middle School and Principal to 
determine what course of action should occur. The Principal should consult with the local office of the 
Child Safety Services if it is reasonably suspected that a child is in need of protection because of their 
age and vulnerability. 
 
All school employees must act to prevent all high risk behaviours occurring within the school, and any 
other interventions undertaken support the reduction in risk of these behaviours occurring outside the 
school setting. 
 
EXAMPLE 2 
A teacher becomes aware that a twelve-year-old female student regularly has unprotected sex with 
adolescent boys. The teacher is aware that the parents / caregivers of the student are unable or 
unwilling to provide supervision and guidance to the girl. The teacher reports this information to the 
school Principal or his delegate. The Principal reports to the local office of the Child Safety Services, 
Department of Communities, Child Safety and Disability Services, and the Police as per legislation. 
Preventing Self Harm as a Symptom of a Medical Condition or Intellectual Disability 
 
Where it is known that student has a propensity to engage in self harm that is symptomatic or associated 
with a known medical condition or intellectual disability, the school Principal in co-operation with other 
qualified school staff and external treating professionals (where applicable) shall devise an individual 
program of management to prevent or reduce the likelihood of the student engaging in self harm at 
school. The program of management shall also address what the school response shall be if the student 
does engage in self harm. The program of management shall be monitored for its effectiveness, and 
modified as appropriate to maximise socially adaptive behaviour. The program should complement any 
other management procedures adopted outside the school setting to address the self harm behaviour/s. 
EXAMPLE 3 
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A school knows that a student with an intellectual disability has a propensity to hit herself in the head, 
particularly if frustrated or bored with a task. The hitting has the capacity to injure the student. A 
behaviour management program is developed in consultation with a qualified professional to reduce 
the frequency of the behaviour, and provide for appropriate staff responses when the behaviour occurs. 
 

Reporting Suspected External Harm 

 
All employees are required to report to the Principal of a school or his delegate, information that tends 
to show that a student at that school has suffered harm or may require protection from harm from 
causes external to the school. 
 

Receiving the Information/Allegation 

 
Where an employee has concerns or is unsure as to whether or not observations should be cause for 
concern, it is particularly important for the person to report such concerns and observations to the 
Principal or his delegate. Where the allegation relates to the Principal, employees are to contact the 
Chairman of the College Council, to discuss a situation where there is concern about a student and 
doubt about the appropriateness of reporting the matter. Nothing in this policy prevents an employee 
conforming with section 22 of the Child Protection Act 1999 which provides: 
 
1. This section applies if a person acting honestly:  

a. notifies the Executive Director or another officer of LEQ that the persons suspects that a child 
has been, is being, or is likely to be harmed; or  

b. gives the Executive Director, an authorised officer, or police officer information about alleged 
harm to a child  
 

2. The person does not incur liability for giving the notification or information. 
 

3. Also, merely because the person gives the notification or information, the person cannot be held to 
have:  
a. breached any code of professional etiquette or ethics; or  
b. departed from accepted standards of professional conduct.  

 
If a student makes a complaint or report directly to a school based employee, the employee should 
listen attentively in a non-judgmental manner, and record the free and spontaneous words uttered by 
the student in relation to the allegations. If clarification is required, the use of leading questioning 
should be avoided. The employee should be careful not to pre-judge the veracity of the information 
provided, and should respond with student safety foremost in their minds.  
 
Parents/caregivers, students and other adults making or reporting allegations should be advised to 
maintain confidentiality of all information except to those who are authorised to investigate the matter. 
 
If a Principal receives a report from an employee that provides information that a child has been or is 
likely to be harmed, and the Principal reasonably suspects that the child is need of protection, the 
Principal must report the matter to the local office of the Child Safety Services in the first instance, and to 
the Queensland Police Service only if there is evidence of criminal conduct or reasonably suspected 
sexual abuse or that it is likely to occur. The employee who provided this information to the Principal 
must be available to give a first hand account of the situation to an investigating authority if required. 
Once a formal referral is made to the Child Safety Services, it is then the role of this agency in 
conjunction with the Queensland Police Service (if it involves a criminal matter) to investigate the report, 
identify the source of the harm, assess its significance and undertake protective measures for the 
student. 
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The role of employees in the detection of harm of a student is not an investigative one. Employees must 
not undertake investigations beyond satisfying themselves that they have reasonable grounds to suspect 
that a student has been, or is at risk of harm. The employee or Principal is not obliged to obtain proof, 
establish the cause of the harm or assess its severity. 
 

Record Keeping 

 
Grace Lutheran College recommends that school based employees keep diary observations focusing on 
the persistence of indicators over time and the severity of effects. Diary notes should be recordings of 
observable events, rather than opinion. They may include the dates and times of observations, and the 
exact wording used by the child if any relevant statements are made spontaneously. Diary records must 
be kept by the employee in a secure location. 
Once a report has been made, the employee is not required to take further action, beyond the 
requirement to exercise a continuing duty of care to the student. However, the person concerned should 
maintain a record of any further observations of the situation and forward this information to the 
Principal and the Child Safety Services.  In the cases of sexual abuse or that it is a belief it is likely to 
occur, a written report must be made to the Principal. 
 

Protection for Employee Reports 

 
Reporting suspected harm to an authority, particularly in small communities can be very difficult for 
those involved. The Department recognises this fact and will provide all reasonable support to an 
employee who experiences any difficulty because of meeting their obligation to report suspected harm 
to a child. 
 
Part 6 of the Child Protection Act 1999 provides for the confidentiality of information supplied by the 
person making the report. Child protection agencies operate under strict laws of confidentiality.  
 
Section 22 of the Child Protection Act 1999 provides for the protection from civil liability for persons, 
who, acting honestly, notify or give information about suspected harm to a child. It also states that 
merely because the person gives the notification or information, the person cannot be held to have 
breached any code of professional etiquette or ethics, or departed from accepted standards of 
professional conduct.  Subsection 366A of the Education and Training Legislation Amendment Act 
2011 provides for protection from civil, criminal, defamation, confidentiality, and liability in cases of 
suspected sexual abuse of a student under 18 years of age. 
 

Confidentiality 

 
Where harm is alleged to have occurred outside the school environment, the Principal or employee 
must not inform parents/caregivers that the matter has been reported, if the report is about the child's 
parents/caregivers. This is the responsibility of the Child Safety Services and / or the Queensland Police 
Service. 
 
The identity of the person reporting the matter, whether an employee or a member of the public, must 
not be revealed to any person or officer or any department without that person's knowledge and 
consent. 
 
The child protection agency does not divulge the identity of the person reporting the matter except to 
others requiring the information to perform duties under the Child Protection Act 1999, or if required by 
the Commissioner for Children and Young People, or if ordered by a court or tribunal. 
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Support for Employees and Students 

 
Grace Lutheran College acknowledges that responses to allegations of actual or potential harm can be 
difficult for students, employees and their respective families. Grace Lutheran College is committed to 
minimising these difficulties by supporting affected students and employees. 
 
STUDENT SUPPORT 
Reporting is only part of the child protection process. Grace Lutheran College has a responsibility to 
offer a long-term, supportive learning environment. 
 
The following suggestions are offered as ways to support the student who may be in need of protection: 
 
a) Treat the student with respect and dignity.  
b) Be sensitive to the student's needs, feelings and concerns.  
c) Monitor the situation.  
d) Advise other employees who have contact with the student of the student's special circumstances, 

without revealing more background information than is necessary to assist the other employees 
respond sensitively.  
 

Additional support and assistance may be available from personnel such as professional counsellors, 
pastors and/or chaplains, and social workers. In some circumstances, consultation between an 
employee and a support person from another agency may be helpful in providing a supportive learning 
environment for the student. It would be inappropriate to speak with the student's parents / carers about 
the suspected harm, if they are alleged perpetrators of the harm.  
 
EMPLOYEE SUPPORT 
While the main aim of this policy is to safeguard students, Grace Lutheran College is aware that 
employees who are the subject of allegations involving student harm are under considerable strain. This 
situation can be even more testing in small communities, especially if the allegations are broadly 
known. 
 
In certain circumstances, mostly connected with the seriousness of the allegations, it will be untenable 
for the employee to remain at the same school as the student who is at the centre of the allegations. If 
allegations made against an employee are found to be without substance, the affected employee would 
normally be returned to their substantive positions, unless exceptional circumstances existed. Where 
allegations are substantiated, the employee shall be subject to normal disciplinary processes (see the 
‘Formal Procedure for Unsatisfactory Performance’, Annexure B of the Lutheran Church of Australia 
Queensland District Schools Department Certified Agreement 2001). 
 

External Agency Involvement 

 
Under the co-ordinated inter-departmental approach to child abuse, officers of the Child Safety 
Services, and the Queensland Police Service (QPS) in the case of suspected sexual abuse and criminal 
conduct, are responsible for assessing and investigating any report of suspected harm or neglect 
received from any source, and to ensure the safety of the child. 
 
The staff of the Child Safety Services and the QPS will consider all calls alleging harm with a view to 
consideration of the most appropriate response. Under the Child Protection Act 1999, officers of Child 
Safety Services must immediately investigate suspected harm and assess the child's need for protection, 
or take other action the Chief Executive (of Families) considers appropriate.  
 
The Child Safety Services has ongoing responsibility for children placed by the Courts in the care of that 
Department. While the safety of the child is always regarded as the most important consideration, the 
Child Safety Services also aims to assist the family functioning and restore the family unit. Removal of 
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the child is thus regarded as the last resort. In situations where a child cannot be returned home, safe 
placement will be arranged. 
 
Representatives from the Child Safety Services, QPS and Queensland Health constitute the hospital 
based Suspected Child Abuse and Neglect (SCAN) teams which meet regularly throughout the State to 
plan and monitor intervention for children who have been harmed or are at risk of harm. The major 
function of SCAN Teams is to ensure an effective and collaborative government response to the needs 
of these children.  
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Interviews in Schools by Child Safety Services and Queensland Police Service 

 
When investigating cases of alleged harm, which appear to have occurred outside the school 
environment, officers from the child protection agencies and the QPS may request permission to 
interview students at Grace Lutheran College. The responsibility for informing parents/caregivers of such 
interviews rests with the investigating officers from the Child Safety Services and the QPS, and not with 
the Principal. In some cases, students need to be interviewed before the matter is discussed with the 
parents/caregivers. This is to ensure that the interests of the child are protected. 
 
School based employees must co-operate with the Child Safety Services and the QPS in conducting 
their investigations into suspected harm of a student. Should problems or concerns arise regarding the 
conduct of an investigation into suspected student harm, the Principal should contact the Executive 
Director, or Workplace Relations Officer (WRO), LEQ. 
 
Any person making an inquiry or complaint concerning an investigation or an interview with a student 
by Child Safety Services or QPS involving suspected student harm must be promptly referred to the 
appropriate Government Department, with the explanation that it is the responsibility of that Department 
to answer such inquiries or complaints. 
 
EVIDENCE 
The investigation of student protection matters and especially those involving allegations of sexual 
misconduct can be an extremely complex and sensitive process. In some cases, a number of reports and 
subsequent interviews may be involved before a matter is concluded.  
 
If an employee's knowledge of events is considered relevant to the prosecution of a matter in a Court of 
law, that person may be requested to give evidence voluntarily, or by subpoena. If the person declines 
to give evidence voluntarily, the person may be served with a subpoena, requiring the person to give 
evidence at the time and place stated in the subpoena, which must be obeyed. If a subpoena is served, 
refer to the Policy ‘Court Appearances for Lutheran Employees, Including Subpoenas’. 
 
QUEENSLAND HEALTH 
Queensland Health operates Community Child and Youth Mental Health clinics in various locations. 
Contact Queensland Health for further details. 
 

Interventions Involving Alleged Employee Conduct 

 
This policy provides for two (2) intervention categories depending on the seriousness and nature of each 
incident.  
 
Category 1 interventions refer to responses to minor incidents. 
The nature of Category 1 interventions includes informal resolution through mediation and/or 
conciliation and/or management correction and guidance that are co-ordinated locally by the Principal.  
 
The types of incidents suited to Category 1 interventions include: 
 
 A one off allegation of minor assault by a staff member, where no physical injury results, and there 

is no suggestion of sexual misconduct; or  
 A one off allegation of rudeness or the making of an inappropriate verbal comment/s by a staff 

member towards to a student, and there is no suggestion of sexual misconduct.  
 
Where mediation/conciliation is not possible, usually because one of the parties involved has declined 
to take part, a fact finding process will normally be conducted by the Principals, or if the matter involves 
the Principal, LEQ Office staff. 
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 The Principal (or the Executive Director, LEQ in the case of a Principal) are required to deal with a 
reported/observed incident as the employee's manager, addressing any inappropriate behaviour 
with the employee through management guidance and / or correction. Responsibility for resolution 
of all minor incidents remains the responsibility of the Principal (or the Executive Director, LEQ in 
the case of a Principal).  

 
Category 2 interventions are more complex involving allegations of more serious employee conduct 
involving alleged student harm than the matters referred to in Category 1. Category 2 interventions are 
those that involve either alleged employee misconduct or official misconduct, which if proved to the 
required standard, would make the employee liable for disciplinary action. Examples of matters 
requiring category 2 interventions include allegations employee conduct towards a student of sexual 
misconduct, physical assault resulting in injury, repeated minor physical assaults despite management 
correction, and verbal abuse of a student.  
 
Allegations of employee sexual misconduct are to be reported to the Principal in writing and allegations 
of Principal sexual misconduct to the Chair of the College Council.  All allegations of sexual misconduct 
will be reported directly to the Queensland Policy Service via the Principal / Chair of College Council as 
per s. 366 and ss.366A of the Education and Training Legislation Amendment Act 2011. 
 
Matters requiring a category 2 intervention should be reported directly to the Executive Director, LEQ 
and/or the Workplace Relations Officer, LEQ and the ‘Formal Procedure for Unsatisfactory 
Performance’, Annexure B of the Lutheran Church of Australia Queensland District Schools Department 
Certified Agreement 2001), should be followed. 
 
Incidents, which initially appear to warrant a Category 1 intervention, may turn out to be more serious 
than first thought. If this occurs, the fact finding process must cease, and the Principal notify the 
Executive Director of LEQ. 
 
QUICK REFERENCE GUIDE 
 

Criteria Category 1 Minor Incident 
Category 2 Misconduct / Official 
Misconduct 

Examples of 
complaints/allegations 

 Employee pushing or 
grabbing student (no 
injury). 

 Without reasonable excuse, 
calling a student by a demeaning 
name with a derogatory intent 
(misconduct).  

 

Examples of 
complaints/allegations 

 Employee improperly 
shouting and criticising a 
student. 

 Parental complaint of 
school inaction over 
student bullying. 

 Without reasonable excuse, 
pushing a student hard causing 
the student to fall and strike his 
head causing injury (misconduct).  

 Without reasonable excuse, 
punching a student with closed 
fist (official misconduct).  

 Sexual misconduct (misconduct / 
official misconduct / suspected 
sexual misconduct / sexual 
misconduct that is likely to occur). 
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Criteria Category 1 Minor Incident 
Category 2 Misconduct / Official 
Misconduct 

Broad assessment criteria 

 Relatively minor matters·  
 No significant injury 

evident.6  
 All parties agree to 

informal resolution or 
school intervention.  

 No history of similar 
conduct by employee 
who is subject of 
complaint.  

 Matters, which if proven to the 
required standard, would result 
in formal disciplinary action. 
(misconduct / official 
misconduct)  

 Repeated minor incidents that 
have not responded to 
management correction and 
guidance.  

Type of intervention 
 Informal resolution or 

fact finding process at 
local school level  

 Unsatisfactory performance 
procedure.  

 Police (criminal investigation) 

Who intervenes? 

 school Principal or 
delegate (Executive 
Director, LEQ, WRO or 
delegate in the case of 
a Principal)  

 External investigator and/or 
Police  

 

Who approves this mode of 
intervention? 

 school Principal, or 
Executive Director, LEQ 
or WRO in the case of a 
Principal  

 Executive Director, LEQ, WRO  
 

 
 

                                               
6 Note: Even minor assaults can be deemed criminal offences according to law. How these matters are managed and 
investigated will depend on the significance of any injury, the wishes of the parties involved, and whether the subject employee 
has a history of similar conduct. 
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Appendix 10 – Report of Suspected Harm or Sexual Abuse 

– PRIVATE AND CONFIDENTAIL Template 

* Report of Suspected Harm or Sexual Abuse - PRIVATE AND CONFIDENTIAL 
 
Date:  

School:  

School Phone:  

School Fax:  
 

DETAILS OF STUDENT/CHILD HARMED OR AT RISK OF HARM/ABUSE: 

Legal Name:  Preferred Name: 

DOB:  Gender:   

Year Level:  Cultural Background:  

Aboriginal  ☐                       Torres Strait Islander  ☐                                   Aboriginal and Torres Strait Islander  ☐  

Does the student have a disability verified under EAP: 

 Yes ☐ No  ☐ 

Disability Category:  

Student’s Residential Address:  

 

 

Phone:  

Student’s Personal Mobile:  

  

FAMILY DETAILS  

Parent/caregiver 1:  Relationship to Student:  

Address (if different from student):  

Phone:   (H): (W): (M):  

Parent/caregiver 2:  Relationship to Student:  

Address (if different from student):  

Phone:   (H): (W): (M):  

Is the student in out of home care: Yes  ☐   No  ☐    
 

PERSON ALLEGED TO HAVE CAUSED THE HARM OR ABUSE 

☐Adult family member  ☐Child family member ☐Other adult 
 

☐Student/other child                                                  ☐Unknown 
 

PROVIDE ALL INFORMATION YOU HAVE WHICH LED TO THE SUSPICION OF HARM OR ABUSE (Attach extra pages if 

necessary). 

Details of any harm and/or sexual abuse to the student – please include: Time and date of the incident; source of information; 

details of person alleged to have caused the harm or sexual abuse; physical appearance of any injury; immediate and ongoing 

safety concerns; any disclosures made by student; any previous incidents of harm; parenting and protective capacity; behavioural 

indicators of harm; presence of any medical needs or developmental delays; and if the information relates to an unborn child, the 

alleged risk to the unborn child. 

Please indicate the identity of anyone else who may have information about the harm or abuse 
 

 

Additional information provided as an attachment      YES   ☐      NO    ☐ 
 

Name of staff member making report to the 

Statutory Agency: 
 

Position:  

 

Signature: 

 

Date: 

Email address of reporting staff member:  
 

ACTION TAKEN  

Form was faxed or emailed to (please tick which 

agencies the form was sent to): 

 
□ 

Queensland Police Services (QPS) 

Email for Caboolture & Redcliffe: 
CPIU.MORETON@police.qld.gov.au 
Tel: Redcliffe Police – 3283 0531 

mailto:CPIU.MORETON@police.qld.gov.au
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 Tel: Rothwell  – 5490 1301 
Tel: Caboolture – 5495 0420 / 5490 1301 
Fax: Caboolture - 5495 6490 

□ 

Department of Communities, Child Safety and Disability 
Services (Branch: North Coast):  
Tel: Rothwell – 1300 703 921 / 3884 1388  
Tel: Caboolture – 1300 705 201 
Fax: Rothwell – 5420 9048 (NC Intake) 
Fax: Caboolture – 5420 9049 (NC Intake) 
Email: NCRISintake@communities.qld.gov.au 

□ 

 

Family and Child Connect 

(Adapted from EQ SP-4 Report of Suspected Harm or Risk of Harm)  
Confirm receipt of faxed or emailed form and ensure original is stored in a secure location along with any other 

documentation collected for the purpose of this report. 

mailto:NCRISintake@communities.qld.gov.au

