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Acknowledgement of Understanding

Reportable Conduct Scheme

	

I   _________________________________________    confirm that I have completed the following: 
                                 (Employee name)


1. Centre of Excellence in Child & Family Welfare eLearning module:
‘Reportable Conduct’. https://www.cfecfw.asn.au/reportable-conduct-scheme-elearning/#/
& taken a screen shot or printed a copy of the ‘Congratulations’ page at the end of the training, and


2. I have read and understood the ‘Child Safety Reporting Process Flow Chart’ (page 2) as part of the Child Safe Environment Policy.


I also confirm that I have sought clarification from a Nominated Supervisor or Early Years Advisor on any matters relating to point 1 or 2 or any other general matter relating to the Reportable Conduct Scheme. 

Name: __________________________		Signature:		

Date:  _____________________



Once completed please return this form and a copy of ‘Congratulations’ page to:
Shine Bright, Central Office elly.gowler@shinebright.org.au
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Attachment 5 – Child Safety Reporting Process Flowchart

Who can 

report?

Parent Child

Staff member or 

volunteer

Any child safety concern, including:

- disclosure of abuse or harm

- allegation/suspicion/observation

- breach of Code of Conduct

- general safety/environmental concerns

What to 

report?

How to 

report?

A choice of:

Face-to-face verbal report, letter, email, 

telephone call, meeting

Who to 

report?

Staff must verbally notify Shine Bright office 

immediately or within 24 hours, via:

Early Years Advisor,

Early Years Manager, or

HR Manager  

What 

happens 

next?

The Child Safety Person, manager, supervisor will:

- offer support to the child, the parent, the person who reports and 

the accused staff member or volunteer

- initiate internal processes to ensure the safety of all children 

including an alleged victim, clarify the nature of the complaint and 

commence disciplinary process and investigation (if required)

- decide, in accordance with legal requirements and duty of care, 

whether the matter should/must be reported to police, Child 

Protection and/or the Commission.

Outcome

Investigation completed; outcome decided; 

relevant staff, volunteers, parents and child 

notified of outcome of investigation; disciplinary 

action taken; policies and procedures reviewed 

and updated where necessary

Call 000 if a 

child is in 

immediate 

danger
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Attachment 5 – Child Safety Reporting Process Flowchart
Who can report?
Parent
Child
Staff member or volunteer
Any child safety concern, including:
- disclosure of abuse or harm
- allegation/suspicion/observation
- breach of Code of Conduct
- general safety/environmental concerns
What to report?
How to report?
A choice of:
Face-to-face verbal report, letter, email, telephone call, meeting
Who to report?
Staff must verbally notify Shine Bright office immediately or within 24 hours, via:
Early Years Advisor,
Early Years Manager, or
HR Manager
What happens next?
The Child Safety Person, manager, supervisor will:
- offer support to the child, the parent, the person who reports and the accused staff member or volunteer
- initiate internal processes to ensure the safety of all children including an alleged victim, clarify the nature of the complaint and commence disciplinary process and investigation (if required)
- decide, in accordance with legal requirements and duty of care, whether the matter should/must be reported to police, Child Protection and/or the Commission.
Outcome
Investigation completed; outcome decided; relevant staff, volunteers, parents and child notified of outcome of investigation; disciplinary action taken; policies and procedures reviewed and updated where necessary
Call 000 if a child is in immediate danger
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