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Child Safety Issues Log and Action Plan
[School Name]
Instructions and guidance
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Background and purpose
[bookmark: _Toc61962136]Under Ministerial Order 1359 (which operationalises the Child Safe Standards in schools), schools are required to ensure child safety complaints, concerns and incidents are analysed to identify causes and systemic failures and inform continuous improvement. 
Where opportunities for improvement are identified, these should be documented so that schools can:
1. implement improved child safety practices where needed, and 
2. update the Child Safety Risk Register (during the annual review process) and relevant child safety policies and procedures (during the scheduled 2 yearly review) to reflect those improved practices.
Is this document mandatory?
No. The use of this document is not mandatory.
However, this document can support schools to identify and record:
· relevant child safety issues and risks arising from complaints, concerns and incidents, and
· actions that can be taken to improve child safety policies, practices and procedures to address those issues and risks 
Schools may approach these review processes through other practices without using this document, e.g.:
· documented discussions within leadership, wellbeing or regional support teams (supported by minutes, notes, summaries or email records)
· regularly scheduled leadership, wellbeing or staff meetings in which child safety issues, risks and practices are considered, discussed and recorded




















How to use this document
1. Avoid including personally identifiable information where possible.
2. Add issues to the Child Safety Issue log as relevant complaints, concerns and incidents are raised with the school. Consider any potential underlying causes or systemic issues or risks and add these to the ‘Detail and Risk’ column.
a. Complete the Action Plan to record any immediate changes or updates the school wishes to make to the school’s child safety policies, procedures or practices, including updates to the Child Safety Risk Register 
b. any future updates that the school wishes to make to relevant child safety policies/procedures and the school’s Child Safety Risk Register when those documents are next scheduled for review
3. Securely store this document. Assuming there is no personally identifiable information, this document can be stored with the school’s compliance and risk management files
4. Refer to this document when completing scheduled 2 yearly reviews of child safety policies and procedures and when reviewing the Child Safety Risk register annually.


Child Safety Issue Log and Action Plan
Guidance on how to complete this table (these instructions can be deleted once read)
1. Use the below table to record:
a. details of child safety issues and risks arising from incidents, concerns or complaints that have occurred in the school environment (including excursions and camps)
b. any underlying systemic causes and risks 
c. actions the school proposes to take to address those issues (including the person responsible for completing each action and an action deadline)
2. Example child safety issues that can arise in school environments following incidents, concerns and complaints have been populated as a guide. These should be deleted once read.
	Child Safety Issue Log
	Action Plan

	
	Issue
	Detail and risk
	Action(s)
	Person responsible
	Action deadline

	1
	Example: 
Toilets
	E.g Students have mentioned feeling unsafe in toilets due to comments from other students using the toilets at the same time.
	Principal to reinforce toilet safety protocol at next staff meeting, for teachers to relay to classes
	Principal
	20 February 2025 (staff meeting)

	
	
	
	Classroom teachers to:
· enforce protocol to visit toilet in pairs 
· call office for supervision support if students taking unreasonable time
· remind students of the importance of speaking up if they see or hear about behaviours that make them feel unsafe for themselves or others 
· remind students who they can raise concerns with
	Classroom teachers and office staff
	Ongoing

	
	
	
	Classroom teachers to reinforce standards of behaviour
	Classroom teachers
	Beginning of each term (and ongoing as needed)

	
	
	
	Update Child Safety Risk Register to refer to new toilet safety protocol 
	Principal 
	1 March 2025  

	2
	Example: Discriminatory language used by staff 
	E.g. Staff raised concerns that a colleague used racist language in the staff room
	Obtain advice from the Conduct and Integrity Division on addressing staff conduct concerns 




	Principal
	As soon as possible

	
	
	
	Community Understanding and Safety Training to be delivered to all staff 
	Principal, with support from regional Koorie Engagement team
	Term 2, 2025

	
	
	
	Review PROTECT Guidance on Child Safe Standard 1 and engage with regional Koorie Engagement staff to explore other strategies the school could implement to ensure Aboriginal cultural safety 
	Assistant Principal
	Term 1, 2025

	
	
	
	Update Child Safety and Wellbeing Policy during scheduled 2 yearly review to reflect improved strategies to support Aboriginal cultural safety
	Principal 
	August 2025 (scheduled policy review date)

	3
	Example:
Less visible learning or play spaces 
	E.g. Staff have mentioned that they are unable to monitor students playing behind the school gym during recess and lunchtime as it is a ‘blind spot’ from the rest of the school yard but that students appear to be playing in this space regularly.
	Area behind school gym to be made an ‘out of bounds’ area and this is to be communicated to students at the beginning of each term.




	Principal 
	Term 1, 2025

	
	
	
	Yard duty zones to be amended to ensure staff are checking that students are not playing in ‘out of bounds’ areas. 
	Principal 
	Term 1, 2025

	
	
	
	Yard Duty and Supervision policy to be amended to to reflect these changes during scheduled 2 yearly review. 

	Principal 
	March 2025 (scheduled policy review date) 

	4
	Example
Use of devices and technology 
	E.g. complaint raised that a student viewed pornographic material on their school device and showed it to their classmates
	Remind students about expectations relating to responsible use of devices under Acceptable Use Agreements and how to raise any concerns about online behaviour or content 


	Assistant Principal 
	Week 2, Term 2, 2025

	
	
	
	Implement content filtering controls to limit access to harmful content 
	Principal 
	Term 2, 2025

	
	
	
	Increase supervision of students when engaged in digital learning in the classroom 
	All staff
	Beginning Term 2, 2025 - ongoing

	
	
	
	Include reminder in school newsletter about cybersafety and expected student behaviour when using devices 
	Principal 
	Week 2, Term 2, 2025

	5
	Example: Complaints of bullying
	E.g. complaints raised by parents that their child is being bullied including during lunch and before and after school, or transitioning to other learning spaces
	Implement educational programs to address bullying and harassment and re-establish expectations of behaviour
	Wellbeing Lead
	Week 2, Term 3

	
	
	
	Increase supervision in yard and during transitions
	Principal
	Beginning of Term 3 (next term)

	
	
	
	Implement wellbeing and mentoring support for both perpetrators and victims of bullying
	Principal
	Term 3

	6
	Example: Personal Safety Intervention Orders in place between students
	E.g. PSIOs are being sought by families, against students, following incidents of bullying and harassment
	Implement immediate safety planning following any allegations or bullying or harassment
	Wellbeing Lead
	Immediately

	
	
	
	Implement educational programs to address bullying and harassment and re-establish expectations of behaviour
	Wellbeing Lead
	Week 2, Term 3

	
	
	
	
	
	

	
	[Insert other relevant child safety issues]
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