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Inclusion Policy 

Introduction 

In the light of relevant Child Safe Standards and Principle of Inclusion, and in support of the School’s 
Values, the following Inclusion Policy outlines appropriate attitudes, procedures, behaviours and 
expectations to support the development of an inclusive, child focussed school culture. 

School Values 

The School Values follow along with a definition. In addition, each Value is promoted through the 
School along with the attitudes and behaviours expected of staff and those we would expect of 
students when they copy that modelled by staff. 

Value Definition 

Achievement Accomplishing a ‘personal best’ in the world of work, education or personal 
development. 

Responsibility Being personally accountable for & able to make decisions influencing a 
course of action. 

Respect Honour or regard for the worth of others. 

Resilience The mental/psychological skill to properly adapt to stress and adversity 

Care and Empathy Being emotionally & physically supported, helping others and 
understanding their perspectives. 

 

Inclusion Policy 

The Knox School, in support of its School Values will: 

• Acknowledge and respect the rights of all students to be provided with and participate in a 
quality education program 

• Create an environment that supports, reflects and promotes the School’s Values, 
encouraging and promoting appropriate behaviours and practices 

• Encourage and promote a sense of belonging and engagement for all students, families and 
staff, where all are valued and given opportunities to develop 

• Develop programs acknowledge and show appropriate levels of respect for the values and 
cultural beliefs of students and their families 

• Work to ensure that no employee, prospective employee, parent/guardian, student or 
volunteer at the School is discriminated against 

• Provide all children with the opportunity to access programs at the School, and recognising 
that all students and families are unique and that students learn in different ways and at 
different rates 

• Consistently update and support the knowledge, skills, practices and attitudes of staff to 
encourage and promote a culture supportive of each and every student at the School and in 
doing so, complying with current legislation and regulation. 
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Child Protection Program 

Purpose and Scope 

The Knox School Child Protection Program consists of work systems, practices, policies and 
procedures that maintain a child safe environment and embed an organisational culture of child 
safety within the School community. The Program specifically addresses issues of child protection 
and is designed to ensure compliance with the Victorian Child Safe Standards and related child 
protection laws.  

This policy provides the framework for: 

• the development of work systems, practices, policies and procedures that promote child 
protection within the School; 

• the creation of a positive child protection culture; 

• the promotion and open discussion of child protection issues within the School; and 

• complying with all laws, regulations and standards relevant to child protection in Victoria. 

Responsibilities 

Child protection is everyone’s responsibility. At The Knox School all members of the School Board 
and staff, as well as Direct Contact Volunteers, guardians/support providers and homestay hosts, 
have a shared responsibility for contributing to the safety and protection of children. Specific 
responsibilities include: 

The Knox School Board 

Each member of the School Board is required to ensure that a culture of child safety is embedded 
at The Knox School through the provision of appropriate resources made available to allow the 
School’s Child Protection and Safety Policy and the Child Protection Program to be effectively 
implemented within the School and delegate to and hold accountable the Principal and Executive 
Team for effective implementation and communication via processes of monitoring and review. 

The Principal  

The School Board delegates day-to-day management of the School to the Principal. 

The Principal is ultimately responsible for, and will be accountable for, taking all practical measures 
to ensure that: 

• the School’s Child Protection and Safety Policy and Child Protection Program are 
implemented effectively with available resources effectively deployed; 

• appropriate Child Protection Officers are appointed and trained;  

• a strong and sustainable child protection culture is maintained within the School; 

• any child protection incidents arising are dealt with professionally and in a timely manner; 

• The Board of Directors receives regular reports with respect to child protection matters; and  

• The School is complying with its legal and regulatory obligations with respect to child 
protection.  

For the purposes of the Victorian Commission for Children and Young People (VCCYP), the Principal 
shall also serve as the ‘head of the entity’, Head. In this role, the Principal shall hold the following 
obligations: 

Ensure that: 

• A system for preventing the commission of reportable conduct by an employee within the 
course of their employment; and 

• A system for enabling any person, including an employee, to notify the head of the entity, of 
a reportable allegation of which the person becomes aware; and 
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• A system for enabling any person, including an employee, to notify the Commission of a 
reportable allegation involving the head of the entity of which the person becomes aware; 
and 

• A system for investigating and responding to a reportable allegation against an employee is 
in place throughout the organisation.  

If the head of an entity becomes aware of a reportable allegation against an employee, the head 
must notify the Commission in writing of certain matters when it becomes aware of a reportable 
allegation against an employee of the entity. 

Notice must be given in writing and must be given in two stages: 

• Within 3 business days of becoming aware of the reportable allegation; and 

• Responsive to direction and request for further information within 30 days and following the 
conduct of an investigation.  

As soon as practicable after the head of the entity becomes aware of a reportable allegation against 
an employee, the head must: 

• Investigate or permit a regulator or independent investigator to investigate; and 

• Inform the Commission of the person or body who will conduct the investigation; and 

• Provide the Commission with information relating to the reportable allegation or 
investigation if requested; and 

• Provide the Commission with any action the head of the entity will take, or won’t take in 
relation to the employee. 

The head of the entity may disclose information about an investigation conducted under section 16N 
to the child in relation to whom the reportable allegation has been made, a parent of the child or 
another body or person who may be involved in the care of the child. 

The head of the entity may disclose information about certain matters relating to a reportable 
allegation to the head of another entity, a regulator, the Police and others including an independent 
investigator, the Secretary to the Department of Justice and Regulation (for the purposes of a 
working with children check) and a Minister. 

The Deputy Principal 

The Knox School’s Child Protection Program will be implemented by the Wellbeing Committee under 
the direction of the Deputy Principal. The Deputy Principal is responsible for the scheduling and co-
ordination of briefings, information sessions and meetings for the education, implementation and 
comprehension of the Child Protection Program.  

Child Protection Officers 

A number of senior staff members are nominated as Child Protection Officers. Child Protection 
Officers receive additional specialised training with respect to child protection issues. They are the 
first point of contact for raising child protection concerns within the School. They are also responsible 
for championing child protection within the School and assisting in coordinating responses to child 
protection incidents.  

Staff Members 

All staff are required to be familiar with the content of our Child Protection and Safety Policy and our 
Child Protection Program and their legal obligations with respect to the reporting of child abuse. It is 
each individual’s responsibility to be aware of key risk indicators of child abuse, to be observant, and 
to raise any concerns they may have relating to child abuse with one of the School’s Child Protection 
Officers.  
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International Student Homestay and Guardians/Support Providers 

Students enrolled with The Knox School through student visa arrangements are required to have an 
either DHA approved guardian or school approved support provider and live in an approved 
homestay arrangement should they not be accompanied to Australia by a family member. All 
guardians/support providers and homestay hosts are expected be familiar with the content of our 
Child Protection and Safety Policy and our Child Safety Code of Conduct and their legal obligations 
with respect to the reporting of child abuse.  

Direct Contact Volunteers 

All Direct Contact Volunteers, as defined in this policy, are required to be familiar with the content of 
our Child Protection and Safety Policy and our Child Safety Code of Conduct and their legal 
obligations with respect to the reporting of child abuse.  

It is each individual’s responsibility to be aware of key risk indicators of child abuse, to be observant, 
and to raise any concerns they may have relating to child abuse with one of the School’s Child 
Protection Officers.  

Authorities 

The Child Protection Program is implemented on a day-to-day basis by the Wellbeing Committee 
under the auspices of the School Executive. The Board of The Knox School oversees the child 
protection program.  

Compliance 

The Knox School’s Child Protection Program complies with the Victorian Child Safe Standards and 
the School’s and its employees’ common law obligations.  

The Victorian Child Safe Standards 

The Victorian Child Safe Standards compromise seven (7) standards and a Principle of Inclusion.  

The seven (7) standards are as follows: 

Standard 1:  Strategies to embed an organisational culture of child safety, including through 
effective leadership arrangements. 

Standard 2:  A child safe policy or statement of commitment to child safety. 

Standard 3:  A code of conduct that establishes clear expectations for appropriate behaviour with 
children. 

Standard 4:  Screening, supervision, training and other human resources practices that reduce the 
risk of child abuse by new and existing personnel. 

Standard 5:  Processes for responding to and reporting suspected child abuse. 

Standard 6:  Strategies to identify and reduce or remove risks of child abuse. 

Standard 7:  Strategies to promote the participation and empowerment of children. 

Principle of Inclusion: 

In addition to the seven (7) Standards, the School must take account of (and make reasonable efforts 
to accommodate) the diversity of all children including (but not limited to) the needs of Aboriginal and 
Torres Strait Islander children, children from culturally and linguistically diverse backgrounds, 
children with disabilities, and children who are vulnerable.  

The Children, Youth and Families Act (2005) 

The Children, Youth and Families Act has many functions including:  

• establishing the “child’s best interests” principle;  

• regulation of community services and care providers;  

• the management of child protection responses; 

• children in need of therapeutic treatment if exhibiting sexually inappropriate behaviour; and 



 
 

Filename & Path   
M:\Artwork\Child Safety\ISO 2020 School Policy Child Safety at The Knox School incl. Mandatory Reporting and Duty of Care.docx  
Document responsibility    Document Date (Version)  Date Accessed/Printed 
Deputy Principal & Risk Sub-Committee of the Board  31 August 2020 (v.5)  29 October 2020 

Page 6 of 36 

• promoting stability in care arrangements. 

For the purpose of our Child Protection Program the Children, Youth and Families Act is important 
because it establishes obligations with respect to Mandatory Reporting. 

The Child Wellbeing and Safety Act (2005) 

The Child Wellbeing and Safety Act is a companion piece of legislation to the Children Youth and 
Families Act.  

Its primary function is to provide for the establishment of various government bodies that oversee 
the Victorian child and family services system.  

For the purpose of our Child Protection Program, the Child Wellbeing and Safety Act is important for 
three reasons: 

• it provides the Statutory Definition of Child Abuse;  

• it is the Act through which the Victorian Child Safe Standards are created; and 

• It is the Act through which the Reportable Conduct Scheme is governed and establishes the 
Victorian Commission for Children and Young People as a reporting body to which a school 
must report allegations of misconduct. 

The Education and Training Reform Act (2006) 

From a child safety perspective the key functions of the Education and Training Reform Act are to: 

• require schools to notify the Victorian Institute of Teaching (VIT) when a school has taken 
action against a teacher; and  

• make compliance with the Victorian Child Safe Standards a requirement for registration of all 
Victorian schools.  

The Working with Children Act (2005)  

The Working with Children Act establishes a framework to screen the criminal records and the 
professional conduct of people who intend to work with or care for children.  

People who are assessed as posing an unjustifiable risk to the safety of children will fail the Working 
with Children Check and the Act prohibits these people from working with children. 

The Crimes Act (1958)  

The Crimes Act in Victoria sets out a number of child protection related offences including those 
relating to indecent acts and persistent sexual abuse. 

Of key relevance to the Victorian child protection framework are the offences of: 

Grooming - which targets predatory conduct designed to facilitate later sexual activity with a child. 

Failure to Protect a Child - which requires people in authority within a school to take action to protect 
children where they know that a person associated with the school poses a substantial risk of 
sexually abusing a child. 

Failure to Disclose – which applies to all adults, not just professionals who work with children, and 
requires them to report to Police where they hold a reasonable belief that a sexual offence has been 
committed by an adult against a child in Victoria.  

The Family Violence Protection Act (2008) 

The Family Violence Protection Act is designed to ensure safety for children and adults who have 
experienced family violence and forms a key part of the overall legal and regulatory framework for 
child protection in Victoria.  

Critically the Act provides an extensive definition of “family violence” that includes behaviour that 
causes a child to hear or witness, or be exposed to the effects of such behaviour.  
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The Wrongs Act (1958) 

The Wrongs Act provides a duty of care on organisations exercising care, supervision and authority 
over children. Under the revised terms of The Wrongs Act, a school must take ‘reasonable 
precautions’ to prevent the physical or sexual abuse of a student by an individual associated with 
the school. Reasonable precautions is an undefined term in The Wrongs Act. 

Definitions  

Victorian Child Safe Standards: A set of standards introduced in 2016 through Ministerial Order 
870 in the wake of the findings from the Victorian Betrayal of Trust Inquiry. 

Child Protection Officer: A number of senior staff members are nominated as Child Protection 
Officers. Child Protection Officers receive additional specialised training with respect to child 
protection issues. They are the first point of contact for raising child protection concerns within the 
School. They are also responsible for championing child protection within the School and assisting 
in coordinating responses to child protection incidents. 

Child Protection Program: The Knox School’s Child Protection Program relates to all aspects of 
protecting children from abuse and establishes work systems, practices, policies and procedures to 
protect children from abuse. 

Child Protection and Safety Policy: This policy is an overarching document that articulates The 
Knox School’s approach to protecting children from child abuse. 

Child abuse: Child abuse is defined in section 3 of the Child Wellbeing and Safety Act 2005 (Vic) 
as including: 

• any act committed against a child involving a sexual offence or a grooming offence listed in 
the Crimes Act 1958 (Vic); 

• the infliction of physical violence, serious emotional or psychological harm; and  

• the serious neglect of a child. 

 child is defined by the Act as a person who is under the age of 18 years. 

Code of Conduct: The Knox School’s Child Safety Code of Conduct establishes acceptable and 
unacceptable behaviours by members of the School community. It creates professional boundaries 
for employees of the School, ethical behaviour and the parameters of acceptable and unacceptable 
relationships. 

Staff: Including all teaching and non-teaching staff (including casual and relief staff) as well as all 
volunteers who could potentially have direct unsupervised contact with students during the normal 
course of providing the volunteer service (including sport coaches, contract cleaners, grounds staff 
and maintenance workers) ('Direct Contact Volunteers'). 

Under the Child Wellbeing and Safety Act, an employee includes a person of or over the age of 18 
years who: 

• is employed by the entity, whether or not that person employed in connection with any work 
or activities of the entity that relate to children; or 

• engaged by the entity to provide services, including as a volunteer, contractor, office holder 
or officer, whether or not the person provides services to children; or 

• if the entity is a religious body (defined under section 81 of the Equal Opportunity Act 2011 
(Vic) to include an entity that establishes, or directs, controls or administers, an educational 
or other charitable entity that is intended to be, and is, conducted in accordance with religious 
doctrines, beliefs or principles) – a minister of religion, a religious leader or an employee, or 
officer of the religious body. 
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Reportable Allegation: any information that leads a person to form a reasonable belief that an 
employee has committed: reportable conduct; or misconduct that may involve reportable conduct, 
whether or not the conduct or misconduct is alleged to have occurred within the course of the 
person’s employment.  

The Reportable Conduct Scheme: Section 16B of the CWS Act sets out the eight (8) fundamental 
Principles of the Reportable Conduct Scheme: 

• The protection of children is the paramount consideration in the context of child abuse or 
employee misconduct involving a child; 

• Criminal conduct or suspected criminal conduct should be reported to the Police; 

• A Police investigation into the subject matter of a reportable allegation has priority and, unless 
the investigation may otherwise by conducted under any other Act, an investigation under 
the Reportable Conduct Scheme must be suspended or must not be commenced until the 
Police advise or agree that it may proceed; 

• The Commission and others involved in the Reportable Conduct Scheme should work in 
collaboration to ensure the fair, effective and timely investigation of reportable allegations; 

• Employees who are the subject of reportable allegations are entitled to receive natural justice 
in investigations into their conduct; 

• Regulators have specific knowledge of the roles of the entities or the professional 
responsibilities of the employees they regulate and, if their functions permit, play an important 
role in the investigation of reportable allegations; 

• Information should be shared during and after the conclusion of an investigation into a 
reportable allegation; and 

• After the conclusion of an investigation into a reportable allegation, the Commission may 
share information with the Department of Justice and Regulation for the purpose of a WWCC. 

Policy 
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The Wellbeing Committee is charged with implementing, maintaining and cultivating the culture of 
child safety throughout The Knox School. Two-way communication exists between each of the 
groups identified above to create and feed the culture of child safety. The Wellbeing Committee’s 
statement of purpose identifies its formal and operational relationships with each of the groups 
identified in the diagram.  

The Knox School complies with the Child Safe Standards through the following means: 

Standard One 

Organisational culture of child safety, including through effective leadership arrangements 

• the development of this Child Protection Program, our Child Protection and Safety Policy and 
Child Safety Code Of Conduct 

• the appointment of senior staff members as Child Protection Officers who act as "Child 
Protection Champions" and are tasked with the overall responsibility for embedding an 
organisational culture of child protection in the School 

• each staff member, Direct Contact Volunteer, guardian/support providers and homestay 
hosts having to complete Child Protection Training which provides information with respect 
to key risk indicators of child abuse and reporting procedures 

• establishing clear guidelines for reporting child abuse concerns; and 

• creating an environment supportive of children from culturally diverse backgrounds and 
children with disabilities. 

Standard Two 

A child safe policy or statement of commitment to child safety 

The Knox School has developed and implemented a Child Protection and Safety Policy that 
describes the key elements of our approach to child protection as well as an overarching set of 
principles guiding the development of policies and procedures to protect children from child abuse.  

All board members, staff, volunteers, support providers and homestay hosts are made aware of The 
Knox School’s commitment to child safety and their obligations in regard to child safety.  Our Child 
Protection and Safety Policy is published through various media including our public website. 

Standard Three 

A code of conduct that establishes clear expectations for appropriate behaviour with children 

The Knox School has created a plain English Child Safety Code of Conduct which specifies 
appropriate standards of behaviour for adults towards students in all School environments, including 
outside of school hours.  

Standard Four 

Screening, supervision, training and other human resources practices that reduce the risk of 
child abuse by new and existing personnel  

The Knox School has created child safe human resources practices including those relating to:  

• Recruitment, Selection, Screening and Induction 

• Our Working with Children Check Policy 

• Child Protection Training 

• Cultural Awareness of Child Protection Issues 

• Emergency Cards for students enrolled on international Student visas 
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Standard Five 

Procedures for responding and reporting suspected child abuse 

The Knox School has established simple and accessible procedures for staff and volunteers to report 
a child abuse concern internally to one of our Child Protection Officers. 

Reporting procedures for parents, members of the School community, including guardians/support 
providers and homestay hosts, are included in our Child Protection and Safety Policy which is 
available on our public website. 

Age appropriate reporting procedures for students are developed through our wellbeing and pastoral 
care program. 

The Knox School has developed and implemented procedures for responding to allegations and 
disclosures of child abuse, or suspected child abuse and to emergency situations.  

Standard Six 

Strategies to identify and reduce or remove the risk of abuse 

The School has adopted a risk management approach to child safety. Key risk indicators of child 
abuse are documented in our Child Protection Program and also included in our Child Protection 
Training. 

The School has developed a number of strategies, policies and procedures to create a risk-based 
approach to child safety and protection. Refer to Child Protection Risk Management. 

Standard Seven 

Strategies to promote the participation and empowerment of children 

The Knox School has developed strategies to promote the participation and empowerment of 
children including policies and procedures related to age appropriate pastoral care and supporting 
children with disabilities, children from culturally and linguistically diverse backgrounds, and children who are 

vulnerable.  

Principles 

Principle of Inclusion 

In addition to implementing the Standards, the School implements principles of inclusion prescribed 
by the Standards and Ministerial Order 870 through creating culturally, disability and socially 
inclusive policy.  

The Knox School is committed to ensuring that the needs of all students including but not limited to 
Aboriginal and Torres Strait Islander students, students from culturally or linguistically diverse 
backgrounds, students with disabilities, and students who are vulnerable are taken into account 
when the School develops and implements its Child Protection Program.  

We understand that allegations of abuse that involve Aboriginal and Torres Strait Islander children,  
children from diverse backgrounds, children with disabilities, and children who are vulnerable require 
varied and particular responses to ensure that appropriate action is taken. The School provides 
training for all of its Child Protection Officers that specifically covers how to make a culturally 
appropriate and sensitive response to allegation of abuse for all students to ensure to minimize any 
impairments or barriers a student may face.  
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Procedure 

The implementation of the Child Protection Program occurs throughout the School daily. Awareness 
of the School’s culture of child safety is fostered by: 

Level Education Provided Category 

B Annual review cycle Board of Directors (Governance) 

1 Face-to-face, periodic 
instruction, annual review 

Teaching staff, non-teaching staff with regular student 
interaction (defined as non-teaching staff on site daily) 
and appointed guardians/support providers and 
homestay hosts  

2 Virtual, periodic instruction, 
annual, statement of 
commitment 

Casual employees, sporting coaches, cleaners, music 
peripatetic staff, canteen staff, bus drivers, before and 
after school care providers 

3 The Knox School Culture of 
Child Safety summary 

Direct contract volunteers, extended term contractors, 
CRT teachers, visitors 

4 Statement of culture  External, out of school hours contractors 

 

Associated Documents 

The Child Protection Program is an overarching document informed by and contributing to the 
following internal policies, documents and practices: 

• Duty of Care 

• Mandatory Reporting 

• Child Safety Code of Conduct 

• Child Protection and Safety Policy 

• Child Abuse Response Plan 

• Staff and Student Appropriate Conduct Policy  

• Human Resources practices 

• Homestay Information Handbook 

Further Information 

The Knox School is committed to the continuous improvement of our Child Protection Program. The 
Program is regularly reviewed for overall effectiveness and to ensure compliance with all child 
protection related laws, regulations and standards. The Child Protection Program, its maintenance 
and implementation, provides the Wellbeing Committee with its operational framework. 
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Child Protection Program - Summary 

The Knox School Child Protection Program consists of work systems, practices, policies and 
procedures that maintain a child safe environment and embed an organisational culture of child 
safety within the School community. The Program specifically addresses issues of child protection 
and is designed to ensure compliance with the Victorian Child Safe Standards and related child 
protection laws.  

Statement of Commitment to Child Safety 

Child abuse includes sexual offences, grooming, physical violence, serious emotional or 
psychological harm, serious neglect and a child’s exposure to family violence. The Knox School has 
zero tolerance for child abuse and is committed to the protection of all children from all forms of child 
abuse and demonstrates this commitment through the implementation of a comprehensive Child 
Protection Program designed to keep children safe.  

Child Safe Principles 

The School’s commitment to child safety is based on the following overarching principles that guide 
the development of our work systems, practices, policies and procedures to protect children. 

1. All children have the right to be safe.  

2. The welfare and best interests of the child are paramount. 

3. The views of the child and a child’s privacy must be respected. 

4. Clear expectations for appropriate behaviour with children are established in our Child Safety 
Code of Conduct. 

5. The safety of children is dependent upon the existence of a child safe culture. 

6. Child safety awareness is promoted within our college community. 

7. Procedures are in place to screen all staff and direct contact volunteers. 

8. Child safety and protection is everyone's responsibility. 

9. Child protection training is mandatory for all members of staff, all guardians/support providers 
and homestay hosts and Direct Contact Volunteers. 

10. Procedures for responding to alleged or suspected incidents of child abuse are simple and 
accessible for all members of the School community. 

Our Child Protection Program 

The Knox School is committed to the effective implementation of our Child Protection Program and 
ensuring that it is appropriately reviewed and updated. We adopt a risk management approach by 
identifying key risk indicators and assessing child safety risks based on a range of factors including 
the nature of our School’s activities, physical and online environments and the characteristics of the 
student body.  

Our Child Protection Program relates to all aspects of protecting children from abuse and establishes 
work systems, practices, policies and procedures to protect children from abuse. It includes:  

• clear information as to what constitutes child abuse and associated key risk indicators; 

• clear procedures for responding to and reporting allegations of child abuse; 

• strategies to support, encourage and enable staff, volunteers, guardians/support providers 
and homestay hosts, parents and students to understand, identify, discuss and report child 
protection matters; 

• procedures for recruiting and screening staff, guardians/support providers and homestay 
hosts and Direct Contact Volunteers; 

• pastoral care strategies designed to empower students and keep them safe; 
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• policies with respect to cultural diversity and students with disabilities; 

• a child protection training program;  

• information regarding the steps to take after a disclosure of abuse to protect, support and 
assist children;  

• guidelines with respect to record keeping and confidentiality; 

• policies to ensure compliance with all relevant laws, regulations and standards; and  

• a system for continuous improvement and review. 

Child Protection Officers (CPOs) 

Child Protection Officers are the first point of contact for reporting child protection issues within the 
School. They receive special training that allows them to deal with child protection concerns both 
sensitively and effectively. At The Knox School, the following staff hold the position of CPO: 

• Ms Nikki Kirkup, Deputy Principal Nikki.Kirkup@knox.vic.edu.au   

• Ms Suzanne Van Strien Head of Senior College Suzanne.vanStrien@knox.vic.edu.au  

• Mrs Toni-Ann Bright, Head of Secondary School Toni-ann.Bright@knox.vic.edu.au  

• Ms Catherine Samuel, Head of Junior School Catherine.Samuel@knox.vic.edu.au   

• Mr Alex Wilson, Head of Sport Alex.Wilson@knox.vic.edu.au 

• Dr Jingjing Wang, Director of International Programs, Jingjing.Wang@knox.vic.edu.au  

The telephone number for all CPOs is 8805-3800.  

At The Knox School, Child Protection Officers: 

• communicate and promote child protection policies within the School community and 
responding to general queries with respect to the School’s Child Protection and Safety Policy 
and Child Protection Programs 

• promptly manage the School’s response to an allegation or disclosure of child abuse, and 
ensuring that the allegation or disclosure is taken seriously 

• serve as the first point of contact for staff, or other members of the School community, raising 
child protection concerns within the School. 

How to Act  

If you have a belief or suspicion that a child is being, or has been, subjected to any form of abuse 
you must contact the Victorian Child Protection Service or, where you need guidance on making a 
report or have questions regarding child safety, contact one of the School’s appointed CPOs. 
Whenever there are concerns that a child is in immediate danger the police should be called on 000. 

Any member of the School community is also able to directly disclose a reportable allegation to the 
Victorian Commission for Children and Young People via telephone on 1300 78 29 78. 
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Child Protection and Safety Policy 

Purpose and Scope 

This policy is an overarching document that articulates The Knox School’s approach to protecting 
children from child abuse. It is available through the School’s website for the broader community, is 
referred to regularly with employees and parents / guardians / support providers, and forms part of 
our induction program for new staff. A commitment to child safety that aligns with this policy is 
included with the School’s annual report.  

Child abuse includes sexual offences, grooming, physical violence, serious emotional or 
psychological harm, serious neglect and a child’s exposure to family violence. The Knox School is 
committed to the protection of all children from all forms of child abuse and demonstrates this 
commitment through the implementation of a comprehensive Child Protection Program designed to 
keep children safe. 

At The Knox School we have a zero tolerance for child abuse and are committed to acting in 
children’s best interests and in keeping them safe. The School regards its child protection 
responsibilities with the utmost importance and as such, is committed to providing the necessary 
resources to ensure compliance with all relevant child protection laws and regulations and maintain 
a child safe culture. 

Responsibilities 

As a part of The Knox School’s induction process, all staff, guardians/support providers and 
homestay hosts and direct contact volunteers are required to be aware of their expectations as 
identified by this policy and its associated documents identified elsewhere in this document.   

All staff, guardians/support providers and homestay hosts and direct contact volunteers (as well as 
members of The Board) are provided with additional, ongoing child protection training at least 
annually. 

Staff, guardians/support providers and homestay hosts and volunteers (direct and indirect) are 
supported by the School’s Child Protection Officers to ensure that they are compliant with the 
School’s approach to child protection. 

Authorities 

The Knox School believes that child protection is the responsibility of all adults. This policy is 
reviewed and maintained by the Wellbeing Committee.  

Compliance 

This child protection and safety policy meets the guidelines for compliance in accordance with 
Standard 2 of the Victorian Child Safe Standards.  

Definitions  

Victorian Child Safe Standards: A set of standards introduced in 2016 through Ministerial Order 
870 in the wake of the findings from the Victorian Betrayal of Trust Royal Commission. 

Child Protection Officer: A number of senior staff members are nominated as Child Protection 
Officers. Child Protection Officers receive additional specialised training with respect to child 
protection issues. They are the first point of contact for raising child protection concerns within the 
School. They are also responsible for championing child protection within the School and assisting 
in coordinating responses to child protection incidents. 

Child Protection Program: The Knox School’s Child Protection Program relates to all aspects of 
protecting children from abuse and establishes work systems, practices, policies and procedures to 
protect children from abuse. 

Child Protection and Safety Policy: This policy is an overarching document that articulates The 
Knox School’s approach to protecting children from child abuse. 
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Child abuse: Child abuse is defined in Section 3 of the Child Wellbeing and Safety Act 2005 (Vic) 
as including: 

• any act committed against a child involving a sexual offence or a grooming offence listed in 
the Crimes Act 1958 (Vic); 

• the infliction of physical violence, serious emotional or psychological harm; and 

• the serious neglect of a child. 

Child is defined by the Act as a person who is under the age of 18 years. 

Code of Conduct: The Knox School’s Child Safety Code of Conduct establishes acceptable and 
unacceptable behaviours by members of the School community. It creates professional boundaries 
for employees of the School, ethical behaviour and the parameters of acceptable and unacceptable 
relationships. 

Staff: Including all teaching and non-teaching staff (including casual and relief staff) as well as all 
volunteers who could potentially have direct unsupervised contact with students during the normal 
course of providing the volunteer service (including sport coaches, contract cleaners, grounds staff 
and maintenance workers) ('Direct Contact Volunteers'). 

International Student Homestay and Guardians/Support Providers: Students enrolled with The 
Knox School through student visa arrangements are required to have an either DHA approved 
guardian or school approved support provider and live in an approved homestay arrangement should 
they not be accompanied to Australia by a family member. All guardians/support providers and 
homestay hosts are expected be familiar with the content of our Child Protection and Safety Policy 
and our Child Safety Code of Conduct and their legal obligations with respect to the reporting of child 
abuse.  

 

Policy 

Child Safe Principles 

The School’s commitment to child safety is based on the following overarching principles that guide 
the development of our work systems, practices, policies and procedures to protect children from 
abuse.  

1. All children have the right to be safe.  

2. The welfare and best interests of the child are paramount. 

3. The views of the child and a child’s privacy must be respected. 

4. Clear expectations for appropriate behaviour with children are established in our Child Safety 
Code of Conduct. 

5. The safety of children is dependent upon the existence of a child safe culture. 

6. Child safety awareness is promoted within our college community. 

7. Procedures are in place to screen all staff, guardians/support providers and homestay hosts 
and Direct Contact Volunteers. 

8. Child safety and protection is everyone's responsibility. 

9. Child protection training is mandatory for all members, staff, guardians/support providers and 
homestay hosts and Direct Contact Volunteers. 

10. Procedures for responding to alleged or suspected incidents of child abuse are simple and 
accessible for all members of the School community. 

 

 

Procedure 
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Our Child Protection Program provides detailed guidance for members of the School Board, staff, 
guardians/support providers and homestay hosts and Direct Contact Volunteers as to how to identify 
key risk indicators of child abuse and how to report child abuse concerns to one of our nominated 
Child Protection Officers. It also contains detailed procedures with respect to the reporting of child 
abuse incidents to relevant authorities.  

Students, parents / guardians or other community members who have concerns that a child may be 
subject to abuse are asked to contact: 

• Ms Nikki Kirkup, Deputy Principal Nikki.Kirkup@knox.vic.edu.au  

• Ms Suzanne Van Strien Head of Senior College Suzanne.vanStrien@knox.vic.edu.au  

• Mrs Toni-Ann Bright, Head of Secondary School Toni-ann.Bright@knox.vic.edu.au  

• Ms Catherine Samuel, Head of Junior School catherine.samuel@knox.vic.edu.au  

• Mr Alex Wilson, Head of Sport Alex.Wilson@knox.vic.edu.au 

• Dr Jingjing Wang, Director of International Programs, Jingjing.Wang@knox.vic.edu.au  

The telephone number for all CPOs is 8805-3800.  

Communication will be treated confidentially on a “need to know basis”.  

Whenever there are concerns that a child is in immediate danger the Police should be called on 000. 

Associated Forms 

The Child Protection and Safety Policy is a component of the Child Protection Program and its 
implementation is in conjunction with, and linked to, the following internal policies, documents and 
practices: 

1. Duty of Care 

2. Mandatory Reporting 

3. Child Protection and Safety Policy 

4. Child Abuse Response Plan 

5. Staff and Student Appropriate Conduct Policy 

6. Policy of Inclusion  

7. Human Resources Code of Practice (to be developed) 

8. Wellbeing Committee Statement of Purpose and Operations (to be developed) 

Further Information 

This policy is reviewed by the Wellbeing Committee annually. 
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Child Safety Code of Conduct 

Purpose and Scope 

The Knox School’s Child Safety Code of Conduct establishes acceptable and unacceptable 
behaviours by members of the School community. It creates professional boundaries for employees 
of the School, ethical behaviour and the parameters of acceptable and unacceptable relationships. 
The Code is intended to offer guidance to inform personal, professional and ethical decision making.  

The Code of conduct is part of a broader culture of child safety that is woven into the fabric of The 
Knox School. As a community, our unified commitment to ensuring the safety and wellbeing of 
children is paramount to our actions and decision making. As a school community, we are guided by 
a common commitment to what is acceptable and unacceptable behaviour to each other and when 
engaging with children.  

Responsibilities 

Society as a whole shares responsibility for promoting the safety and protection of children from 
abuse. In the school context, all members of the school community have their role to play – teachers, 
staff, administrators, parents / guardians, guardians/support providers and homestay hosts, 
volunteers and students. That said, the School’s Executive team are committed to leading from the 
front and engaging in a preventative, proactive and participatory approach to child protection issues. 

Students are encouraged to take an active role in developing and maintaining a child safe 
environment at the School and are provided with opportunities to contribute and give feedback in the 
development of the School’s policies and practices. Students are also made aware of the avenues 
available to them to report or disclose abuse or concerns for their safety or the safety of others. 

Child safety is the responsibility of everyone at The Knox School. 

Authorities 

This Code is developed by the Wellbeing Committee in consultation with all stakeholders: parents, 
students and employees, and is endorsed by the School’s Executive Committee and the Board of 
The Knox School.  

This Code of Conduct outlines appropriate standards of behaviour for all adults towards children at 
The Knox School. The Code serves to protect children, reduce any opportunities for abuse or harm 
to occur, and promote child safety in the School environment. It provides guidance on how to best 
support children and how to avoid or better manage difficult situations. Where a staff member 
breaches the Code, The Knox School may take disciplinary action, including in the case of serious 
breaches, summary dismissal.  

Compliance 

The Child Safety Code of Conduct set out below is designed to stand alone. It can also be 
incorporated in whole or part into broader Codes of Conduct that are developed within the School, 
including other professional or occupational codes of conduct that regulate particular staff at the 
School.  

The following is a Child Safety Code of Conduct that meets the requirements set out in Standard 3 
of the Victorian Child Safe Standards.  

Definitions  

Victorian Child Safe Standards: A set of standards introduced in 2016 through Ministerial Order 
870 in the wake of the findings from the Victorian Betrayal of Trust Royal Commission. 

Child Protection Officer: A number of senior staff members are nominated as Child Protection 
Officers. Child Protection Officers receive additional specialised training with respect to child 
protection issues. They are the first point of contact for raising child protection concerns within the 
School. They are also responsible for championing child protection within the School and assisting 
in coordinating responses to child protection incidents. 
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Child Protection Program: The Knox School’s Child Protection Program relates to all aspects of 
protecting children from abuse and establishes work systems, practices, policies and procedures to 
protect children from abuse. 

Child Protection and Safety Policy: This policy is an overarching document that articulates The 
Knox School’s approach to protecting children from child abuse. 

Child abuse: Child abuse is defined in section 3 of the Child Wellbeing and Safety Act 2005 (Vic) 
as including: 

• any act committed against a child involving a sexual offence or a grooming offence listed 

in the Crimes Act 1958 (Vic); 

• the infliction of physical violence, serious emotional or psychological harm; and  

• the serious neglect of a child. 

Child: is defined by the Act as a person who is under the age of 18 years. 

Code of Conduct: The Knox School’s Child Safety Code of Conduct establishes acceptable and 
unacceptable behaviours by members of the School community. It creates professional boundaries 
for employees of the School, ethical behaviour and the parameters of acceptable and unacceptable 
relationships. 

Staff: Includes all teaching and non-teaching staff (including casual and relief staff) as well as all 
volunteers who could potentially have direct unsupervised contact with students during the normal 
course of providing the volunteer service (including sport coaches, contract cleaners, grounds staff 
and maintenance workers) ('Direct Contact Volunteers'). 

International Student Homestay and Guardians/Support Providers: Students enrolled with The 
Knox School through student visa arrangements are required to have an appointed guardian/support 
provider and live in an approved homestay arrangement should they not be accompanied to Australia 
by a family member. All guardians/support providers and homestay hosts are expected be familiar 
with the content of our Child Protection and Safety Policy and our Child Safety Code of Conduct and 
their legal obligations with respect to the reporting of child abuse.  

Policy 

The Knox School provides the following list of behaviours and boundaries for all adults engaged with 
students within the School’s community. This includes all teaching staff, non-teaching staff, 
guardians/support providers and homestay hosts, volunteers (direct and indirect), contractors and 
parents / guardians: 

Do:  

• Behave as a positive role model to students. 

• Promote the safety, welfare and wellbeing of students. 

• Be vigilant and proactive with regard to student safety and child protection issues.  

• Provide age appropriate supervision for students. 

• Comply with guidelines published by the School with respect to child protection. 

• Treat all students with respect. 

• Promote the safety (including physical, social and emotional), participation and 
empowerment of students with a disability. 

• Promote the cultural safety, participation and empowerment of linguistically and culturally 
diverse students. 

• Use positive and affirming language toward students. 

• Encourage students to ‘have a say’ and then listen to them with respect.  
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• Respect cultural, religious and political differences. 

• Help provide an open, safe and supportive environment for all students to interact, and 
socialise. 

• Intervene when students are engaging in inappropriate bullying behaviour towards others or 
acting in a humiliating or vilifying way. 

• Report any breaches of this Child Safety Code of Conduct. 

• Report concerns about child safety to one of the School’s Child Protection Officers and 
ensure that your legal obligations to report allegations externally are met. 

• Where an allegation of child abuse is made, ensure as quickly as possible that the student 
involved is safe. 

• Call the Police on 000 if you have immediate concerns for a student's safety.  

• Respect the privacy of students and their families and only disclose information to people 
who have a need to know. 

Do Not: 

• Engage in any form of inappropriate behaviour towards students or expose students to such 
behaviour. 

• Use prejudice, oppressive behaviour or inappropriate language with students. 

• Express personal views on cultures, race or sexuality in the presence of students or 
discriminate against any student based on culture, race, ethnicity or disability. 

• Engage in open discussions of an adult nature in the presence of students. 

• Engage in any form of sexual conduct with a student including making sexually suggestive 
comments and sharing sexually suggestive material. 

• Engage in inappropriate or unnecessary physical conduct or behaviours including doing 
things of a personal nature that a student can do for themselves, such as toileting or changing 
clothes. 

• Engage in any form of physical violence towards a student including inappropriately rough 
physical play. 

• Use physical means or corporal punishment to discipline or control a student. 

• Engage in any form of behaviour that has the potential to cause a student serious emotional 
or psychological harm. 

• Develop ‘special’ relationships with students that could be seen as favouritism (for example, 
the offering of gifts or special treatment for specific students). 

• Engage in private meetings with a student that is not your own child.  

• Engage in inappropriate personal communications with a student through any medium, 
including any online contact or interactions with a student. 

• Take or publish (including online) photos, movies or recordings of a student without parental 
/ guardian consent. 

• Post online any information about a student that may identify them such as their: full name, 
age, e-mail address, telephone number, residence, school, or details of a club or group they 
may attend. 

• Ignore or disregard any suspected or disclosed child abuse. 
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Procedure 

This Code of Conduct forms part of a school wide culture of child protection that provides education 
and information for members of The Knox School Board, staff, guardians/support providers and 
homestay hosts and Direct Contact Volunteers as to how to identify key risk indicators of child abuse 
and how to report child abuse concerns to a nominated Child Protection Officer.  

It also contains detailed procedures with respect to the reporting of child abuse incidents to relevant 
authorities.  

Students, parents or other community members who have concerns that the code of conduct may 
have been breached are asked to contact one of the School’s Child Protection Officers: 

• Ms Nikki Kirkup, Deputy Principal Nikki.Kirkup@knox.vic.edu.au  

• Ms Suzanne Van Strien Head of Senior College Suzanne.vanStrien@knox.vic.edu.au  

• Mrs Toni-Ann Bright, Head of Secondary School Toni-ann.Bright@knox.vic.edu.au  

• Ms Catherine Samuel, Head of Junior School catherine.samuel@knox.vic.edu.au  

• Mr Alex Wilson, Head of Sport Alex.Wilson@knox.vic.edu.au 

• Dr Jingjing Wang, Director of International Programs, Jingjing.Wang@knox.vic.edu.au  

The telephone number for all CPOs is 8805-3800.  

Communications will be treated confidentially on a ‘need to know’ basis.  

Whenever there are concerns that a child is in immediate danger, the Police should be called on 000. 

Associated Forms 

The Child Safety Code of Conduct is a component of the Child Protection Program and its 
implementation is in conjunction with, and linked to, the following internal policies, documents and 
processes: 

• Duty of Care 

• Mandatory Reporting 

• Child Protection and Safety Policy 

• Child Abuse Response Plan 

• Staff and Student Appropriate Conduct Policy 

• Policy of Inclusion 

• Human Resources practices 

• Wellbeing Committee Statement of Purpose and Operations (to be developed) 

Further Information 

The Code is made available to all staff, guardians/support providers and homestay hosts, volunteers, 
families and students. A PDF version of our Child Safety Code of Conduct is available on the 
School’s website: www.knox.vic.edu.au.  

The Code is reviewed by the Wellbeing Committee annually. 
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Child Abuse Response Plan 

Purpose and Scope 

This policy provides an overview of how a member of staff may become aware that a child may be 
experiencing abuse and identifies The Knox School’s recommended strategies for managing and 
supporting such situations, noting a positive culture of child safety recognises and caters for the 
differentiated needs of individuals and groups of children within the School community.  

Responsibilities 

The different types of child abuse and the key risk indicators with respect to each type of abuse are 
set out in detail in the Child Protection Program. 

The process of identifying child abuse purely through observation of risk indicators can be complex 
and may occur over time. The complexity is magnified by the fact that many of the key risk indicators 
described may also occur as a result of other factors, not related to child abuse.  

If you form a concern that a child may be being abused you should make written notes of your 
observations recording both dates and times. You should also report the matter internally to a Child 
Protection Officer. 

In Victoria there are specific criminal offences which impose general obligations on persons: 

• aged 18 years or over to report any belief that a sexual offence has been committed, against 
a child under the age of 16 years, by a person over the age of 18 years (Crimes Act (Vic) 
S327); and  

• in authority within a school to act to remove or reduce a substantial risk that a sexual offence 
will be committed against a child (Crimes Act (Vic) S49C). 

Authorities 

In all matters relating to the reporting of child abuse, authority within the School resides with the 
Principal. At all times, the laws of the State of Victoria apply.  

In the event that conduct must be reported, depending upon the type of conduct, the following 
authorities must be notified: 

• the Victoria Police under the Crimes Act 1958 (Vic) (Crimes Act) if the conduct amounts to a 
sexual offence or abuse (Failure to disclose offence); 

• the DHHS under the CYFA if the conduct meets the mandatory reporting criteria; 

• the VIT under the ETR Act if the conduct involves a registered teacher; and 

• the Victorian Commission for Children and Young People under the CWS Act. 

Compliance 

This policy is intended to comply with the Victorian Child Safe Standards, and in particular, standard 
5. This policy is also intended to comply with the Child Wellbeing and Safety Act (2005) and in 
particular the School’s and Principal’s obligations under the Reportable Conduct Scheme to the 
Victorian Commission for Children and Young People. 

This policy is an internal document, outlining the expectations The Knox School has in regards to 
the reporting of child abuse. It must be noted that this expectation exists alongside all 
employees’ obligations in the State of Victoria:  

• The obligation to report a sexual offence 

• The obligation to act to protect 

For staff registered with the Victorian Institute of Teaching, it also exists alongside the 
obligation to make a mandatory report. 
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Definitions  

Victorian Child Safe Standards: A set of standards introduced in 2016 through Ministerial Order 
870 in the wake of the findings from the Victorian Betrayal of Trust Royal Commission. 

Child Protection Officer: A number of senior staff members are nominated as Child Protection 
Officers. Child Protection Officers receive additional specialised training with respect to child 
protection issues. They are the first point of contact for raising child protection concerns within the 
School. They are also responsible for championing child protection within the School and assisting 
in coordinating responses to child protection incidents. 

Child Protection Program: The Knox School’s Child Protection Program relates to all aspects of 
protecting children from abuse and establishes work systems, practices, policies and procedures to 
protect children from abuse. 

Child Protection and Safety Policy: This policy is an overarching document that articulates The 
Knox School’s approach to protecting children from child abuse. 

Child abuse: Child abuse is defined in section 3 of the Child Wellbeing and Safety Act 2005 (Vic) 
as including: 

• any act committed against a child involving a sexual offence or a grooming offence listed in 

the Crimes Act 1958 (Vic); 

• the infliction of physical violence, serious emotional or psychological harm; and  

• the serious neglect of a child. 

Child:  is defined by the Act as a person who is under the age of 18 years. 

Code of Conduct: The Knox School’s Child Safety Code of Conduct establishes acceptable and 
unacceptable behaviours by members of the School community. It creates professional boundaries 
for employees of the School, ethical behaviour and the parameters of acceptable and unacceptable 
relationships. 

Head: As defined by the Child Wellbeing and Safety Act, the ‘Head of the entity’ at The Knox School 
shall be the Principal.  

Reportable Allegation: any information that leads a person to form a reasonable belief that an 
employee has committed: reportable conduct; or misconduct that may involve reportable conduct, 
whether or not the conduct or misconduct is alleged to have occurred within the course of the 
person’s employment.  

Staff: Includes all teaching and non-teaching staff (including casual and relief staff) as well as all 
volunteers who could potentially have direct unsupervised contact with students during the normal 
course of providing the volunteer service (including sport coaches, contract cleaners, grounds staff 
and maintenance workers) ('Direct Contact Volunteers'). 

International Student Homestay and Guardians/Support Providers: Students enrolled with The 
Knox School through student visa arrangements are required to have a guardian/support provider 
and live in an approved homestay arrangement should they not be accompanied to Australia by a 
family member. All guardians/support providers and homestay hosts are expected be familiar with 
the content of our Child Protection and Safety Policy and our Child Safety Code of Conduct and their 
legal obligations with respect to the reporting of child abuse.  

Policy 

Private Disclosure by a Child 

If a student discloses a situation of abuse or neglect to you privately, stay calm and do not display 
expressions of panic or shock.  

Reassure and support the child. This can be achieved by: 

• Stating clearly that the abuse is not the child’s fault; 
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• Reassuring the child that you believe them; and 

• Telling the child that disclosing the matter is the right thing to do. 

Be patient, and allow the child to talk at their own pace. When responding, use the child’s language 
and vocabulary. Ensure your questions are open ended, and be mindful not to ask questions which 
are leading.   

Sometimes a student may try to elicit a promise that you will not tell anyone about the allegation. 
You must not make this promise, as you are responsible for reporting the matter. 

Finally, remember that your role is not to investigate the allegation.  You should not interrogate the 
child and pressure them to tell you more than they want to.   

Some examples of open ended questions could include:   

• Could you tell me more about that? 

• What happened next? 

• What else happened? 

• Is there anything else you wanted to add? 

• Tell me more about it? 

o what did he/ or she do 

o what did he/ or she say 

Once a disclosure is made you must report the matter internally to a Child Protection Officer as soon 
as possible. You should also make written notes of the circumstances of the disclosure recording 
both dates and times.  

Public Disclosure by a Child 

Public disclosure occurs where you observe a child disclosing abuse to another child, or group of 
children.  

In this circumstance you should use a strategy of “protective interrupting”. 

The aim of “protective interrupting” is to prevent a child from disclosing details of abuse in front of 
other children, whilst at the same time providing the child with the opportunity to disclose later, in a 
safe and confidential manner.  

You can do this by:  

• asking the child if you can talk privately; and 

• moving the child away from the other students to a quiet space, 

and then follow the guidelines with respect to managing a private disclosure. 

Third Party Disclosure 

A third party such as a friend of the child, a relative or another parent may provide you with 
information relating to child abuse. 

In this situation you should: 

• listen to the person’s concerns seeking clarification where required; 

• thank the person for raising their concern; 

• advise the person that we have procedures for dealing with situations like this; and 

• advise the person that you will discuss their concerns with the relevant authorities. 

As with a private disclosure you should reassure and support the person providing the information. 
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Sometimes a person may try to elicit a promise from you that you will not tell anyone about the 
allegation. You must not make this promise, as you are responsible for reporting the matter. 

Finally remember that your role is not to investigate the allegation. You should not interrogate the 
third party and pressure them to tell you more than they want to. 

Once a third party disclosure is made you must report the matter internally to a Child Protection 
Officer as soon as possible. You should also make written notes of the circumstances of the 
disclosure recording both dates and times. 

Procedure 

Support Following Disclosure 

Staff, guardians/support providers and homestay hosts and volunteers at the School should take the 
following steps to support and assist a child after a disclosure of child abuse or neglect is made. 

The range of measures employed will depend on: 

• The degree of severity of the situation; 

• The risk of harm to the child; and 

• The capability and willingness of the parent to protect the child from harm. 

After a disclosure is made: 

• Do not promise the child that you will not tell anyone about the allegation; 

• Reassure the child that it was the right thing to do to tell an adult; 

• Tell the child what you plan to do next; 

• Do not confront the person believed to be the perpetrator; 

• Report the matter to one of the School's Child Protection Officers who will be able to assist 
you in developing additional support strategies. 

Whenever there are concerns that a child is in immediate danger the Police should be called on 000. 

Reporting a Child Abuse Concern Internally  

Child abuse situations can be very complex, not only from the perspective of ascertaining whether 
abuse has occurred but also in understanding what steps to take to protect a child.  

It is important to remember at all times that the safety and welfare of the child are paramount. 

Therefore, if you have a concern that a child may be experiencing abuse, whether or not you have 
formed a belief on reasonable grounds that the abuse has occurred, you should immediately raise 
your concerns with one of our Child Protection Officers. Our Child Protection Officers will be able to 
assist you in clarifying your concerns and managing the next steps.  

The School’s Child Protection Officers are: 

• Ms Nikki Kirkup, Deputy Principal Nikki.Kirkup@knox.vic.edu.au  

• Ms Suzanne Van Strien Head of Senior College Suzanne.vanStrien@knox.vic.edu.au  

• Mrs Toni-Ann Bright, Head of Secondary School Toni-ann.Bright@knox.vic.edu.au  

• Ms Catherine Samuel, Head of Junior School catherine.samuel@knox.vic.edu.au  

• Mr Alex Wilson, Head of Sport Alex.Wilson@knox.vic.edu.au 

• Dr Jingjing Wang, Director of International Programs, Jingjing.Wang@knox.vic.edu.au  

The telephone number for all CPOs is 8805-3800.  

  

mailto:Cameron.Bacholer@knox.vic.edu.au
mailto:Suzanne.vanStrien@knox.vic.edu.au
mailto:Toni-ann.Bright@knox.vic.edu.au
mailto:catherine.samuel@knox.vic.edu.au
mailto:Alex.Wilson@knox.vic.edu.au
mailto:jingjing.wang@knox.vic.edu.au
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Reporting a Child Abuse Concern Externally 

While all employees have an obligation within the organisation to report any suspicions of child abuse, 
conduct that may also require reporting to an external agency includes: 

• a sexual offence committed against, with or in the presence of, a child, whether or not a 
criminal proceeding in relation to the offence has been commenced or concluded; or 

• sexual misconduct, committed against, with or in the presence of, a child; or 

• physical violence committed against, with or in the presence of, a child; or 

• any behavior that causes significant emotional or psychological harm to a child; or 

• significant neglect of a child. 

Further definition of key terms: 

• sexual offence means a serious sexual offence as set out in clause 1 of Schedule 1 of the 
Sentencing Act 1991 (Vic), which includes rape, attempted rape, sexual assault, incest, 
indecent act with a child, 

• sexual misconduct includes behaviour, physical contact or speech or other communication 
of a sexual nature, inappropriate touching, grooming behaviour and voyeurism; 

• persistent sexual abuse of a child, grooming and the production or possession of child abuse 
material (formerly referred to in the Crimes Act as “child pornography”); and 

• significant means in relation to emotional or psychological harm or neglect, that the harm is 
more than trivial or insignificant, but need not be as high as serious and need not have a 
lasting permanent effect. 

In the event that conduct does require reporting to an external authority, four agencies may require 
contact: 

• the Victoria Police under the Crimes Act 1958 (Vic) (Crimes Act) if the conduct amounts to a 
sexual offence or abuse (Failure to disclose offence and mandatory reporting obligation); 

• the DHHS under the CYFA if the conduct meets the mandatory reporting criteria; 

• the VIT under the ETR Act if the conduct involves a registered teacher; and 

• the Victorian Commission for Children and Young People (VCCYP) under the CWS Act. 

Employees believing that they need to provide an external report will be assisted and supported by 
the School’s CPOs.  

In the event that a reportable allegation is made against an employee of the School, the Head of the 
entity (the Principal) is obligated to report the allegation to the VCCYP within 3 business days. As 
soon as the Head becomes aware of a reportable allegation they must: 

• Investigate or permit a regulator or independent investigator to investigate; and Inform the 
Commission of the person or body who will conduct the investigation; and  

• Provide the Commission with information relating to the reportable allegation or investigation 
if requested; and 

• Provide the Commission with any action the head of the entity will take, or won’t take in 
relation to the employee. 

Within 30 days of having become aware of the reportable allegation, the Head of the entity must 
provide further information, in writing, as requested.  
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Associated Documents 

The Child Abuse Response Plan is a component of the Child Protection Program and its 
implementation is in conjunction with, and linked to, the following internal policies, documents and 
practices: 

• Duty of Care 

• Mandatory Reporting 

• Child Safety Code of Conduct 

• Child Protection and Safety Policy 

• Staff and Student Appropriate Conduct Policy 

• Policy of Inclusion  

• Human Resources Code of Practice (to be developed)  

• Wellbeing Committee Statement of Purpose and Operations (to be developed)   

Further Information 

The Child Abuse Response Plan is reviewed annually by the Wellbeing Committee. 
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Child Restraint Policy 

Purpose and Scope 

This policy provides guidelines regarding how a member of staff is to, if required, use physical force 
to prevent, restrict or subdue movement of a student’s body or part thereof. The exercise of this 
policy is limited to circumstances where the physical restraint of a student is immediately required to 
protect the safety of the student or another person.  

Responsibilities 

At all times, it is the responsibility of an employee of The Knox School to act to ensure the safety of 
students. As such, exercise of the Child Restraint Policy is within the remit of any employee of The 
Knox School, given the appropriate circumstance.  

Authorities 

In all matters regarding the restraint or seclusion of a student, authority resides with the Principal. At 
all times the laws of the State of Victoria apply.  

Compliance 

This policy is intended to comply with Regulation 25 of the Education and Training Reform 
Regulations 2017 and further with the School’s obligations under the Victorian Child Safe Standards.  

This policy is an internal document, outlining the expectations The Knox School has in regards to 
the restraint of children. It must be noted that this expectation exists alongside other employees’ 
obligations in the State of Victoria, including the obligation to report a sexual offence and the 
obligation to act to protect 

For staff registered with the Victorian Institute of Teaching, it also exists alongside the obligation to 
make a mandatory report. 

Definitions 

Restraint: The use of physical force to prevent, restrict or subdue movement of a 
student’s body or part thereof. Students are not free to move away when they 
are being physically restrained.  

Seclusion:  The solitary confinement of a student in a room or area from which their exit 
is prevented by a barrier or another person. When instigated as a strategy in 
support of student safety, seclusion may also include situations where a 
student is left alone in a room or area and reasonably believes they cannot 
leave that room or area even if they physically could. 

Principal:   The head of the school.  

Member of staff:  Any adult employed by The Knox School and who is bound by its policies and 
procedures.  

Policy 

When physical restraint or seclusion may be used 

School staff may only use physical restraint on a student when there is an imminent threat of physical 
harm or danger to the student or others; and where such action would be considered reasonable in 
all the circumstances and there is no less restrictive means of responding in the circumstances. As 
with physical restraint, seclusion should only be used when it is immediately required to protect the 
safety of the student or any other person. 

The decision about whether to use physical restraint or seclusion rests with the professional 
judgment of the staff member/s involved, who will need to take into account both their duty of care 
to their students and their right to protect themselves from harm. 

 

During Restraint 
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If applying physical restraint in the limited circumstances set out above, staff must: 

- use the minimum force required to avoid the dangerous behaviour or risk of harm 
- only restrain the student for the minimum duration required and stop restraining the student 

once the danger has passed. 

Staff should ensure the type of restraint used is consistent with a student’s individual needs and 
circumstances, including: 

- the age/size of the student 
- gender of the student 
- any known impairment of the student e.g. physical, intellectual, neurological, behavioural, 

sensory (visual or hearing), or communication 
- any known mental or psychological conditions of the student, including any experience of 

trauma 
- any other known medical conditions of the student 
- the likely response of the student 
- the environment in which the restraint is taking place. 

Staff should monitor the student for any indicators of distress. Staff should talk to the student 
throughout the incident, making it clear to the student why the physical restraint is being applied. 
Staff should also calmly explain that the physical restraint will stop once it is no longer necessary to 
protect the student and/or others.   

Procedure 

In the event that a member of staff must restrain or subdue a student, as soon as opportunity 
presents, the incident must be reported directly to the Principal; or, in their absence; the Deputy 
Principal; or, in their joint absence, a Head of School.  

Once the incident has been reported, arrangements will be made to contact the student’s parents / 
guardians. A written record of the incident will also need to be completed and would include: 

- the name of the student/s and staff member/s involved 
- date, time and location of the incident 
- names of witnesses (staff and other students) 
- what exactly happened (a brief factual account) 
- any action taken to de-escalate the situation 
- why physical intervention was used (if applicable) 
- the nature of any physical intervention used 
- how long the physical intervention lasted 
- the student’s response and the outcome of the incident 
- any injuries or damage to property 
- immediate post incident actions, such as first aid or contact with emergency services 
- details of contact with the student’s parent/carer 
- details of any post-incident support provided or organised. 

A copy of the completed report is to be included with the student’s records as held by the school.  

When physical restraint or seclusion should not be used 

Physical restraint and seclusion should not be used unless immediately required to protect the safety 
of the student or any other person. Rooms or areas designed specifically for the purpose of seclusion 
or which are used solely or primarily for the purpose of seclusion are not permitted. 

Restraint and seclusion must not be included in a Student Management Plan or be used as a routine 
behaviour management technique, to punish or discipline a student or to respond to: 

- a student’s refusal to comply with a direction, unless that refusal to comply creates an 
imminent risk to the safety of the student or another person 

- a student leaving the classroom/school without permission, unless that conduct causes an 
imminent risk to the safety of the student or another person 



 
 

Filename & Path   
M:\Artwork\Child Safety\ISO 2020 School Policy Child Safety at The Knox School incl. Mandatory Reporting and Duty of Care.docx  
Document responsibility    Document Date (Version)  Date Accessed/Printed 
Deputy Principal & Risk Sub-Committee of the Board  31 August 2020 (v.5)  29 October 2020 

Page 29 of 36 

- verbal threats of harm from a student, except where there is a reasonable belief that the 
threat will be immediately enacted 

- property destruction caused by the student unless that destruction is placing any person at 
immediate risk of harm. 

- Any restraint which covers the student’s mouth or nose, in any way restricts breathing, takes 
the student to the ground into the prone or supine position, involves the hyperextension of 
joints, or application of pressure to the neck, chest or joints, must not be used. 

Mechanical or chemical restraint may never be used.  
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Staff and Student Appropriate Conduct Policy 

Purpose and Scope 

The following policy and guidelines are designed to raise awareness of situations where professional 
boundaries between staff and students exist. Note: while guardians/support providers and homestay 
hosts are not staff members employed by the School, they are appointed for students enrolled at the 
School on international student visas and are also expected to adhere to the principles that underpin 
the staff and student appropriate conduct policy as they share a similar position in the life of the 
student.  

Responsibilities 

The Knox School staff hold a unique position of influence, authority, trust and power in relation to 
students at the School. As such, it is their duty, at all times, to maintain professional boundaries with 
students. 

The fact that School staff members are in a unique position of trust, care, authority and influence 
with students means that there is always an inherent power imbalance that exists between them. It 
also means that professional boundaries must be established, maintained and respected at all times.  

In most cases this power imbalance is clear, however sometimes it may be more difficult to recognise 
especially for younger staff members who may only be a few years older than their students.  

Child safety is the responsibility of all adults within society and specifically within the community of 
The Knox School.  

Authorities 

The Principal remains the authority in all matters regarding appropriate or inappropriate conduct 
between a member of staff and students.   

Compliance 

This policy is designed to comply with the Victorian Child Safe Standards, specifically, standards 4, 
5 and 6. 

The policy also complies with its employees’ obligations through: 

• The Children, Youth and Families Act (2005) 

• The Child Wellbeing and Safety Act (2005) 

• The Education and Training Reform Act (2006) 

• The Working with Children Act (2005) 

• The Crimes Act (1958) 

• The Family Violence Protection Act (2008) 

Definitions  

Victorian Child Safe Standards: A set of standards introduced in 2016 through Ministerial Order 
870 in the wake of the findings from the Victorian Betrayal of Trust Inquiry. 

Child Protection Officer: A number of senior staff members are nominated as Child Protection 
Officers. Child Protection Officers receive additional specialised training with respect to child 
protection issues. They are the first point of contact for raising child protection concerns within the 
School. They are also responsible for championing child protection within the School and assisting 
in coordinating responses to child protection incidents. 

Child Protection Program: The Knox School’s Child Protection Program relates to all aspects of 
protecting children from abuse and establishes work systems, practices, policies and procedures to 
protect children from abuse. 
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Child Protection and Safety Policy: This policy is an overarching document that articulates The 
Knox School’s approach to protecting children from child abuse. 

Child abuse: Child abuse is defined in section 3 of the Child Wellbeing and Safety Act 2005 (Vic) 
as including: 

• any act committed against a child involving a sexual offence or a grooming offence listed 
in the Crimes Act 1958 (Vic); 

• the infliction of physical violence, serious emotional or psychological harm; and  

• the serious neglect of a child. 

Child: is defined by the Act as a person who is under the age of 18 years. 

Code of Conduct: The Knox School’s Child Safety Code of Conduct establishes acceptable and 
unacceptable behaviours by members of the School community. It creates professional boundaries 
for employees of the School, ethical behaviour and the parameters of acceptable and unacceptable 
relationships. 

Staff: Including all teaching and non-teaching staff (including casual and relief staff) as well as all 
volunteers who could potentially have direct unsupervised contact with students during the normal 
course of providing the volunteer service (including sport coaches, contract cleaners, grounds staff 
and maintenance workers) ('Direct Contact Volunteers'). 

International Student Homestay and Guardians/Support Providers: Students enrolled with The 
Knox School through student visa arrangements are required to have a guardian/support provider 
and live in an approved homestay arrangement should they not be accompanied to Australia by a 
family member. All guardians/support providers and homestay hosts are expected be familiar with 
the content of our Child Protection and Safety Policy and our Child Safety Code of Conduct and their 
legal obligations with respect to the reporting of child abuse.  

Professional Boundaries: Professional boundaries are parameters that describe the limits of a 
relationship in circumstances where one person (a student) entrusts their welfare and safety to 
another person (a staff member), in circumstances where a power imbalance exists.  

Policy 

The Knox School is committed to providing a safe physical and emotional environment where all of 
our students are respected and treated with dignity in an appropriate professional and caring manner 
where the risk of child abuse is minimised and a safe and supportive child safe environment is 
maintained.  

It is our policy that: 

• staff, guardians/support providers and homestay hosts exercise their responsibilities in a way 
that recognises the professional boundaries with regard to their relationships with students 
at all times; 

• staff, guardians/support providers and homestay hosts identify, discourage and reject any 
advances of a sexual nature initiated by a student; 

• staff, guardians/support providers and homestay hosts interaction with students is 
professional at all times, including inside and outside of school hours; 

• conflict of interest issues must be reported to the Principal at the earliest opportunity; 

• equal learning opportunities are given to each student without discrimination; and  

• appropriate consequences will be applied to staff who breach professional boundaries. 

The following guidelines are not exhaustive, and given that sometimes “grey areas” may occur, it is 
expected that all staff (no matter their age or experience) use their own good judgment, think very 
carefully of the implications and potential consequences of engaging in certain behaviours with 
students, and always err on the side of caution.  
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When unsure about whether professional boundaries are being, or have been, breached, ask 
yourself: 

• Would I modify my behaviour if a colleague was present? 

• How would I feel about explaining my actions at a staff meeting? 

• Am I sharing information for the student's benefit, or for my benefit? 

• Am I dealing with this student differently from others in similar circumstances? 

• Is my language or demeanor different from normal when dealing with this particular student? 

Procedure 

Intimate Relationships 

Staff, guardians/support providers and homestay hosts must not initiate or develop a relationship 
with any student that is or can be misinterpreted as having a romantic or sexual, rather than 
professional basis. This is regardless of whether the relationship is consensual, non-consensual or 
condoned by parents / guardians/support providers.  

The professional relationship of staff and students may be breached by: 

• flirtatious behaviour or dating; 

• development of an intimate personal relationship; 

• sexual relations; 

• the use of sexual innuendo, inappropriate language and/or material with students; 

• unwarranted and inappropriate touching; 

• unwarranted and inappropriate filming or photography; 

• deliberate exposure to sexual behaviour of others (e.g. pornography); 

• having intimate contact without a valid context via written or electronic means (e.g. email, 
letters, telephone, text messages, social media sites or chatrooms);  

• going out, whether alone or in company, to social events such as the movies or dinner; and 

• exchanging gifts of a personal nature that encourages the formation of an intimate 
relationship.  

Staff, guardians/support providers and homestay hosts should also be aware that developing or 
encouraging romantic or sexual relationships with recent former students (over 18 years of age) may 
violate professional boundaries and are strongly discouraged from doing so. 

The imbalance of power and authority that exists in the staff/student relationship does not suddenly 
disappear after the student finishes their schooling. Staff, guardians/support providers and homestay 
hosts should not assume that they will be protected from disciplinary action by claiming that a 
relationship began only after the student left the School as there may be a reasonable belief that the 
emotional intimacy of the relationship developed while the staff/student relationship existed. 

Personal Relationships 

Staff, guardians/support providers and homestay hosts must not initiate or develop a relationship 
with any student that is or can be perceived or misinterpreted as having a personal rather than 
professional element. This is regardless of whether the relationship is consensual, non-consensual 
or condoned by parents or guardians/support providers. 
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It is the student's perception of behaviour and not the intention that is important. 

The professional relationship of staff and students may be compromised by: 

• attending parties or socialising with students outside of organised School events (without 
parental/guardian permission);  

• sharing personal details about their private lives with students; or  

• meeting with students outside of school hours without permission from the School. 

Staff must recognise at all times that their role is not to be a “friend” or “parent” to a student. 

Electronic Communications between Staff and Students 

Electronic communication between staff and students at The Knox School should be in keeping with 
the nature of the relationship between staff and students and remain professional. The School 
recommends that staff do not provide students with their mobile telephone number and instead 
chose to utilise alternative forms of communication such as e-mail or SEQTA. In circumstances 
where a telephone number is required for reasons of safety, the School will issue staff with a school 
mobile telephone to use.  

As a guide to online communication, the School believes that appropriate professional distance be 
established and maintained in the following manners: 

• all use of technology should be for educational purposes or for the organisation of co-
curricular activities; 

• all email communication between staff and students should be via the School email system 
and reflect a professional staff/student relationship; 

• staff and student contact through social media should be limited to platforms condoned and 
approved by the School and for educative purposes only; 

• staff should not exchange personal pictures with a student; and 

• any student personal contact numbers or other personal contact details made available to 
the School should only be used for school communications.  

Physical Contact with Students 

All staff should be aware that situations may arise that can be perceived in a manner that was not 
intended. For this reason, all staff at the School should adhere to the following guidelines for contact 
with students both in and outside of School grounds: 

• staff should avoid unnecessary physical contact with students; 

• minimal, non-lingering, non-gratuitous physical contact in the context of the situation is 
acceptable (e.g. congratulatory pat on the back or handshake); and 

• contact for sport, drama and dance instruction is acceptable in a class situation but not in a 
1:1 situation. If physical contact is required for specific technical instructions, it must be brief 
and only with the consent of the student. Note that a student may withdraw consent for this 
contact either verbally or gesturally and staff must remain vigilant whilst engaging in 
necessary contact situations. Once the consent has been withdrawn no further contact can 
be or should be made. 

Off-Campus Excursions and Camps 

During off-campus excursions or camps, the same physical contact guidelines apply as well as the 
following: 

• checking of sleeping arrangements, or supervising of students changing should be done, 
where possible, with another staff member present and always in a manner that respects 
students' privacy and personal space; 

• always knock and advise of presence prior to entering a bedroom or dormitory; and  
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• ensure that while in a bedroom or dormitory a strict staff/student relationship is upheld and 
that inappropriate behaviour, such as sitting on a student's bed, is not undertaken. 

Where a staff member breaches this policy The Knox School may take disciplinary action, including 
in the case of serious breaches, summary dismissal. 

Associated Forms 

The Staff and Student Appropriate Conduct Policy is a component of the Child Protection Program 
and its implementation is in conjunction with, and linked to, the following internal policies, documents 
and processes: 

• Duty of Care 

• Mandatory Reporting 

• Child Safety Code of Conduct 

• Child Protection and Safety Policy 

• Staff and Student Appropriate Conduct Policy  

• Policy of Inclusion 

• Human Resources Code of Practice (to be developed) 

• Wellbeing Committee Statement of Purpose and Operations (to be developed) 

Further Information 

This policy is reviewed and maintained by the Wellbeing Committee on a triennial cycle. 
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The Victorian Child Safe Standards 

The Victorian Child Safe Standards comprise seven (7) Standards and a Principle of Inclusion.  

The seven (7) Standards are as follows: 

Standard 1:  Strategies to embed an organisational culture of child safety, including through 
effective leadership arrangements. 

Standard 2:  A child safe policy or statement of commitment to child safety. 

Standard 3:  A code of conduct that establishes clear expectations for appropriate behaviour with 
children. 

Standard 4:  Screening, supervision, training and other human resources practices that reduce the 
risk of child abuse by new and existing personnel. 

Standard 5:  Processes for responding to and reporting suspected child abuse. 

Standard 6:  Strategies to identify and reduce or remove risks of child abuse. 

Standard 7:  Strategies to promote the participation and empowerment of children. 

Principle of Inclusion: 

In addition to the seven (7) Standards, the School must take account of (and make reasonable efforts 
to accommodate) the diversity of all children including (but not limited to) the needs of Aboriginal and 
Torres Strait Islander children, children from culturally and linguistically diverse backgrounds, 
children with disabilities, and children who are vulnerable.   

To assist organisations interpret each of the Standards the Victorian Government has published a 
guide titled ‘An overview of the Victorian Child Safe Standards’. In addition the Minister for Education 
has published Ministerial Order 870 that prescribes certain matters with which registered schools in 
Victoria must comply as part of their registration requirements. 

Copies of “An overview of the Victorian Child Safe Standards” and Ministerial Order 870 are available 
from the School website. 

The Knox School has established and implemented its Culture of Child Safety and its Child 
Protection Program in accordance with the Victorian Child Safe Standards. 

 

Allan Shaw 

Principal 

31 August 2020 
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Four Critical Actions for Schools 
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