Child Safety Post-Incident Review and Action Plan
[School Name]
Review of child safety and wellbeing policies, procedures and practices as required under Clause 14, Ministerial Order No. 1359 
For reference—Requirement under Child Safe Standard 10 (clause 14 of Ministerial Order 1359):
14. Review of child safety practices
14.1. Schools and school boarding premises must ensure that implementation of this Order is regularly reviewed and improved.
14.2. In complying with clause 14.1, the school governing authority or school boarding premises governing authority must, at a minimum:
a) review and evaluate the child safety and wellbeing policies, procedures and practices of the school or provider of school boarding services after any significant child safety incident, or at least every two years, and improve where applicable.
b) ensure complaints, concerns and safety incidents are analysed to identify causes and systemic failures and inform continuous improvement.
c) report on the outcomes of relevant reviews to school staff, school boarding premises staff, volunteers, the school community or school boarding premises community, and families and students.
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Purpose of a Post-Incident Review
The purpose of a post-incident review is to identify and mitigate child safety risks by:
A. Reflecting on relevant incidents and the risks of a similar incident occurring
B. Reviewing existing child safety and wellbeing practices and policies and:
· the effectiveness of those practices and policies; and
· whether existing practices or policies (or the absence of practices or policies) may contribute to risk
C. Identifying any further strategies and practices that can be introduced to reduce the risk of a similar incident occurring in future.
This document is intended to guide discussions and record actions arising from a review of your school’s child safety and wellbeing practices and policies. 
When to complete a Post-Incident Review
Schools should review their child safety and wellbeing practices, policies and procedures as soon as practicable after a “significant child safety incident”.
If a school has already completed a post-incident review after a similar significant child safety incident and a subsequent incident occurs that does not raise any additional issues relating to the effectiveness of the school’s child safety and wellbeing practices and policies, it is not necessary to complete a further Post-Incident Review. 

 
























If a subsequent incident indicates current practices and policies (or recent changes to practices and policies) are inadequate, a subsequent post-incident review must be completed.   
What is a “significant child safety incident”?
A “significant child safety incident” includes incidents involving:
1. an adult engaged by a government school engaging in:
· Child sexual abuse
· Grooming
· Physical violence
· Significant emotional or psychological harm 
· Significant neglect. 
This also includes any child who is not a student at the school.
2. Student-to-student abuse, including harmful sexual behaviour, that occurs in the school environment. This includes excursions and camps.
If you are unsure if a particular incident is a is a “significant child safety incident”, you may contact the School Compliance Unit for advice at school.compliance@education.vic.gov.au
Should other child safety incidents be considered to inform improvements to the school’s child safety framework?
Yes. Schools are required to review their child safety policies, practices and procedures at least every 2 years and to review the effectiveness of the strategies included in their Child Safety Risk register on an annual basis, regardless of whether a ‘significant child safety incident’ has occurred in that time. 
Schools are also required to ensure complaints, concerns and safety incidents are analysed to identify causes and systemic failures and inform continuous improvement. 
A separate optional template is available to support schools to log and analyse child safety complaints, concerns and incidents to inform the scheduled annual review of the school’s Child Safety Risk Register and the 2 yearly review of the school’s child safety policies (See: Child Safety Issue Log and Action Plan).  
Actions required following a Post-Incident Review
Following a post-incident review, schools must
· update the school’s Child Safety Risk Register where required (to include any additional risks identified, any additional controls implemented to mitigate those risks and any additional treatments planned for future implementation)
· communicate to the school community any changes made to policies, procedures or practices as a result of the review. Further guidance on community communication is set out in Appendix B. 
Is this document mandatory?
No. The use of this document is not mandatory.
However, this document can support schools to:
· review child safety policies, procedures and practices after a “significant child safety incident” (as required under the Child Safe Standards)
· identify ways to improve those policies, procedures and practices 
· record the actions the school will take as a result of the post-incident review.
Schools may approach these review processes through other practices (i.e. without using this document)























Schools may meet child safety review requirements through:
· 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
Who can assist with this review?
Schools can complete post-incident reviews within their own leadership team and involve any other staff as deemed appropriate by leadership. If further assistance is required, schools can request support from their Senior Education Improvement Leaders (SEILs), who may provide support directly or arrange support from other relevant regional staff. 
How to use this document
1. Insert relevant details regarding the incident that prompted the review in section 1, avoiding personally identifiable information where possible.
2. Consider relevant risk areas and issues raised by the incident and document your consideration of these risks/issues in section 2. Appendix A lists guiding questions that schools may refer to as discussion prompts. 
3. Complete the Action Plan in section 2 as you work through each risk area/issue so that it captures actions identified through the review (e.g. proposed changes to child safety policies, procedures or practices to address risks identified). 
4. Update the school’s Child Safe Risk Register to reflect any current and future actions identified as a result of this review. 
5. Communicate to the school community any changes made to child safety policies, procedures or practices as a result of this review (e.g. via the school newsletter). Further guidance on how to do this (including template communications) is provided in Appendix B.
6. Securely store this document together with other school records and documents relating to this incident and retain it as required under the Records Management policy. The retention period for documents relating to such incidents is usually between 75 and 99 years.
7. Schools must continue to review their child safety policies, procedures and practices every two years (at a minimum). 
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Significant Child Safety Incident Review
1. Summary of significant child safety incident(s)
You may have used the Identifying and Responding to Child Abuse template to document details of the incident and your school’s specific response, including support for impacted individuals. To support your review of your school’s child safety practices and policies following this incident, you can summarise the incident again in the table below or store your Identifying and Responding to Child Abuse record with this document. 
	
	
	

	1
	Date of incident (or timeframe if over a period of time)
	

	2
	Nature of incident (e.g. inappropriate sexualised conduct, grooming behaviours, racism, other psychological harm, and whether the incident involves an adult or is between students)
	

	3
	Number of students involved
	

	4
	Age of students
	

	5
	Frequency of conduct/behaviour
	

	6
	Other relevant information (e.g. provided from police, families, staff, students)
	

	7
	Are any other students identified as having been subject to similar conduct or otherwise impacted?
	

	8
	Were the Four Critical Actions followed?
See:
· Four Critical Actions: adult engaged by a government school
· Four Critical Actions: student-to-student
	
☐ Yes    ☐ No   ☐N/A

	Notes:

	9
	Has this happened before? If so, how was it previously managed?

	


	10
	For incidents involving staff, did the school complete child safety suitability screening for the staff member when they were recruited, as required under the Recruitment in Schools Guide?
	





2.	Risk assessment and Action Plan
Guidance on how to complete the Risk Assessment and Action Plan below [delete once read]
When considering the incident and whether any improvements to the school’s child safety policies, processes and practices are needed as a result of the incident (which should be recorded in the Action Plan below), consider:
1. Does the incident illustrate any broader/ongoing risks to child safety? 
2. What strategies are already in place to mitigate the risk – what works and what doesn’t?
3. What else can be done?
4. Have students, staff, or families/members of the school community raised concerns/solutions?
Risk areas that are commonly identified following significant child safety incidents have been inserted in this table as a guide. Risks that are not relevant in the context of the incident that prompted the review should be deleted. Any additional risks or issues identified and discussed should be inserted in this table. The questions provided in Appendix A may support schools to identify relevant risk areas and issues. 
Some examples have been inserted in italics as a guide. These examples should be deleted once read.
	Risk Assessment
	
	Action Plan

	Risk area / issue
	Discussion (including consideration of whether relevant policy or other document adequately addresses the risk/issue or requires update)
	Action
	Person responsible
	Action deadline

	Environmental/physical spaces:
isolated learning areas/classrooms (e.g. drama spaces, instrumental musical lessons) 
barriers to visibility
less foot traffic
	E.g. Musical instruction rooms have limited visibility into them. Posters and stickers covering glass panels in doors.
E.g. Drama room dark and isolated; no staff presence other than drama teacher
E.g. Child Safety and Wellbeing Policy, and Supervision and Yard Duty Policy, prescribes strategies for supervision that are not being implemented
	Remove all posters/stickers from glass panels. 


Scheduled and ad-hoc walk through by leadership; scheduling of classes in nearby spaces during drama classes to increase foot traffic in isolated areas  
	Assistant Principal




Principal team

	[End of week - ###]



Immediate and ongoing

	Supervision of students 
areas difficult to supervise (e.g. toilets, behind structures)
students accessing remote areas
	E.g. The toilets next to the oval are isolated and difficult to supervise. This is not currently captured as an out-of-bounds area in the Supervision and Yard Duty Policy or the Child Safety Risk Register.
	Toilets to be locked during class time and additional yard duty supervision to ensure only one student at a time uses the toilets.
Updating Supervision and Yard Duty Policy and the Child Safety Risk Register to reflect this area as out-of-bounds for students.
	Yard duty teacher to obtain and return key from office each day at lunchtime
	Immediate implementation from week of ##.

	Staff management, ongoing supervision and oversight of child safety risks
· ongoing and incidental supervision of staff (walk-throughs, visibility, team-teaching, yard duty plan)
· supervision of visitors
· oversight of isolated and closed spaces
· record-keeping of staff and non-staff (e.g. allied health) use of break-out spaces and other areas outside of the classroom
· foot traffic in all areas of the school
· CCTV
· Use of child safety risk register to record emerging child safety risks
· Additional supervision strategies for any staff members after complaints/concerns/allegations raised (see Monitoring and Supervision template – risk mitigation plan)
· Principal hand-over re monitoring/supervision strategies in place re particular staff to new or acting members of the leadership team
	E.g.  There is a performing arts precinct that does not receive regular foot traffic and has poor visibility into spaces
	Performing arts area to remain locked and out-of-bounds outside of class-time. Performing arts teacher’s office to be relocated to the area with other arts and technology teachers.
	Principal
	Start of term and ongoing

	Online/digital spaces/communication
protocols for communication between staff and students to ensure communications can be monitored 
oversight of digital platforms (i.e. use of digital platforms that can be monitored by school leadership only)
	E.g. Staff are using different communication platforms without oversight.
E.g. Our AUAs refer to Webex as the endorsed platform but this is not being followed.
	Implement and train staff on communication protocols and refer to AUAs.

	Principal and year level leaders
	

	Transportation of students
· protocols for transporting students (including in private vehicles if ever necessary)
· oversight of private vehicle use
· communication with students and families about transportation practices
	E.g. Staff involved in after hours activities (e.g. theatre rehearsals, sports practice, study sessions) commonly transport students home after the activity

	Protocols to be established to ensure:
· no students are transported in private vehicles
· any private vehicle use is in accordance with the department’s Private Vehicle Use policy. 
	Principal and Assistant Principal

Ongoing implementation by all school staff
	Protocols to be established and communicated by ###

	Child safety training of staff, volunteers, CRTs and contractors
when is it delivered (induction and annually?)
what is covered?
what is missing?
are staff aware of expected conduct and appropriate boundaries?
are staff aware of potential signs of harm and abuse, including grooming?
	E.g. Some staff transporting students in private vehicles without prior principal and parent approval and the school has not delivered any training to clarify expectations in relation to this issue. 
	Incorporate into staff training explicit instruction that no private vehicles are to be used unless with prior Principal approval, parent consent and provided multiple students travel together. Implement Application to use a private vehicle form.
	Principal
	Staff training session at staff meeting on ###

	Higher risk activities such as:
· swimming (e.g.  changeroom practices)
· overnight camps and trips (e.g. management of sleeping arrangements and overnight supervision practices)
· theatre performances (e.g. changing practices, staff supervision of out-of-school hours rehearsal arrangements) 
	E.g. Younger students in particular require considerable support changing after swimming lessons
	School leadership delivers parent volunteer and staff training, prior to the commencement of swimming lessons, focused on:
· standards of behaviour as a volunteer, or staff member, as applicable
· supporting students to independently change and maintain privacy
· how to raise any concerns with staff members, leadership or the department
	Principal/year level coordinator
	Staff training on expectations re managing changeroom practices incorporated into Child Safety training delivered on professional development day at the start of Term 1
Parent volunteer training delivered at the start of each Term in which the relevant year level is undertaking swimming lessons to clarify expectations re changeroom practices. 

	Student empowerment
Respectful Relationships implementation
other programs to build student awareness of rights and safety 
student voice opportunities (incl. any strategies to involve students in identifying any safety risks in the school environment)
student complaint processes
visible displays to promote safety and wellbeing

	
	Discussing Attitudes to School Survey (AtoSS) data with student representatives to understand their views on whether they have an advocate at school/someone they can discuss safety concerns with. 

Working with students to write ‘child friendly’ versions of key child safety policies (e.g. the Child Safety and Wellbeing Policy and the Child Safety Code of Conduct)

Talking to students about any areas of the school they feel less safe, and their ideas on how this could be improved.

Including suggestion boxes in common student spaces (e.g. library, multipurpose room, outside the front office) 
	
	

	Relevant community feedback, concerns or complaints
	E.g. Complaints of sexist language commonly used by students
	Grade 5 and 6 discussions about gendered language, derogatory terms, impact of terms on others.
Bolstering of RRRR program to address sexist language.
Notification to families about reports of sexist language, discussion with students and ongoing focus on this topic. Provision of supporting materials to families for discussion at home.
	Grade 5 and 6 teachers.

Team Leaders

Principal
	###


	Family engagement
	

	Communicate to school community (e.g. via newsletter article or Compass notification) about the outcome of the post-incident review (as required under the Child Safe Standards), informing families of recent improvements to policies and practices at school, using prompts in Appendix B.
	Principal
	###

	[Insert other relevant risks/ issues]
	
	
	
	









































Appendix A – Questions to prompt discussion
1. Environmental/Physical spaces
a. Is there potential for the isolation of students in particular spaces or during particular activities/ are there particular spaces accessed by students that are difficult to supervise? If so, how can these risks be better managed? 
b. How does the school manage child safety risks in light of the environment (consider areas that are less visible and/or receive less staff traffic)?
c. Does the physical layout or placement/function of doors create risk and can these be adjusted?
d. What practices are in place or could be adopted to increase staff supervision, visibility, oversight of isolated and closed spaces (e.g. altering spaces to enable greater visibility, increased staff traffic to support shared oversight, leadership walk-throughs to increase visibility, reviewing yard duty plan)?
e. Are risks specific to environmental/physical spaces addressed in a local policy or other relevant document (e.g. Child Safety and Wellbeing Policy; Supervision and Yard Duty Policy)?
2. Staff management, ongoing supervision and oversight of child safety risks 
a. Are staff aware of how students are using particular spaces especially isolated spaces and/or spaces difficult to supervise?
b. Are any options available to restrict student access to these spaces, or increase staff supervision when these spaces are being used?
c. Are particular students regularly accessing these spaces together without supervision or visibility from staff or other children? 
d. What processes are in places to ensure staff awareness of student use of certain spaces (e.g. requests to access toilets or locked areas) 
e. Are student absences from shared and supervised learning spaces monitored?
f. Are any known risks of students engaging in sexualised behaviour towards other students being appropriately managed (e.g. via student support plans, safety plans, and supervision strategies)?
g. Where there has been a complaint or a concern involving a staff member’s conduct, are additional monitoring and supervision practices implemented (e.g. alternative duties, placing an additional staff member in the classroom, leadership walk-throughs, changes to physical location, limiting 1:1 interactions with students, student empowerment)? These measures can be planned and documented using the Monitoring-and-supervision-plan-template.docx (government schools only).
h. Where a staff member moves to another school or there is leadership change, and there are additional monitoring and supervision measures in place, are those strategies communicated to the new or acting principal so that they can be maintained?
i. How do we supervise visitors at our school?
j. Are non-school staff/contractors/visitors/volunteers meeting with students in spaces into which it is difficult for others to see? If so, can practices and expectations be communicated so that student interactions are only occurring in spaces into which there is visibility by others (e.g. break out learning spaces, library spaces, open areas of the yard, learning spaces/rooms with windows or glass panels etc)? Are practices in place to further mitigate the risks arising from interactions with students that have limited supervision by school staff (e.g. increased student empowerment practices, record-keeping requirements to record interactions with students in these environments, CCTV)?
k. Are established wellbeing supports, and referral processes, in place? Are staff aware of those processes? (Noting that grooming behaviour can take the form of staff appearing to offer wellbeing supports outside of established processes and resources.)
l. Are risks specific to staff management and oversight addressed in a local policy or other relevant document (e.g. Child Safety and Wellbeing Policy)?
3. Communication protocols and online/digital spaces
a. What are the approved communication methods for school staff (and any DE staff who have direct contact with students) to communicate with students?
b. Does the school have evidence of, or is the school aware of, any other channels teachers at the school may be using to communicate with students (including personal mobile or social media)? 
c. Does leadership have oversight of staff and student use of online/digital communication platforms?
d. Are school staff, DE staff who have direct contact with students, students and families aware of expected communication protocols when using online or digital platforms to communicate?
e. Are there written protocols to reflect expected practice?
f. Do staff need reminders about appropriate communication practices and the Code of Conduct? 
4. Transportation of students
a. Are students routinely, or on an ad-hoc basis, transported in private vehicles? Is it necessary and can other practices be implemented to avoid this?
b. What is the school’s protocols for private vehicle use? Does the school follow the department’s Private Vehicle Use policy?
c. Are there written protocols to reflect expected practice? 
d. Does leadership have oversight of when private vehicles are used?
5. Training of staff, volunteers, CRTs and contractors
a. Are staff receiving regular (at least annual) training on child safety including signs of harm, Code of Conduct requirements and reporting obligations and procedures?
b. Would staff benefit from additional child safety training or facilitated discussions to explore child safety risks that can arise in the school setting (e.g. targeted training on maintaining professional boundaries with students, grooming and/or discussion of child safety case studies at staff meetings)? 
c. Are volunteers provided with an induction on child safety?
d. Are CRT and other new staff provided with an induction on child safety?
e. Does our Child Safety and Wellbeing Policy prescribe that annual child safety training is delivered and when?
f. Does our volunteers and/or visitors policy need to be updated to increase checks undertaken for particular visitors?
6. High risk activities 
a. What challenges does the school face when facilitating higher risk activities particularly those that require students to access changerooms or overnight stays?
b. How do those challenges change according to different year levels/age groups/individual student needs?
c. What practices are in place to mitigate those risks (e.g. targeted training for staff and volunteers, increased ratios, designated supervision zones, student information sessions, visual reminders of standards of behaviour and how to seek help)?
7. Student empowerment
a. Is the school implementing the full Respectful Relationships program in sequence?
b. Is the school implementing the School-wide Positive Behaviour Support program?
c. Are there any other/additional education/student empowerment programs or practices in place:
· with a specific focus on body boundaries and appropriate behaviour in particular spaces (e.g. toilets) and/or on online spaces (e.g. messaging and social media) 
· that provide opportunity for students to identify if they don’t feel safe in certain areas and/or share their ideas to improve safety
· to further strengthen student awareness how to raise concerns if they feel unsafe or have concerns about the safety of another student?
d. Are there visible displays (e.g. posters in child friendly language) in learning spaces and other higher risk areas reminding students of their right to feel safe and how they can raise any concerns?
e. Is there a pattern of behaviour between students in a particular cohort? Can additional education or wellbeing programs be delivered and targeted at that cohort, and that particular behaviour? 
8. Cultural safety and diversity and equity
a. Does the incident raise any issues relating to the ability of students from diverse cohorts to speak up if they feel uncomfortable or unsafe, or if they have safety concerns on behalf of others? Is there a pattern of behaviour towards a particular group of students (eg antisemitic behaviour towards Jewish students)? Can additional education or wellbeing programs be delivered and targeted towards that behaviour (note: evidence suggests that where students from diverse cohorts have low confidence that incidents of racism will be treated seriously and acted on by the school, they are less likely to report other concerns to the school including concerns relating to child abuse)?
b. Are any additional actions needed to ensure students from diverse cohorts (e.g. Aboriginal and Torres Strait Islander students, students with disability, students from culturally and linguistically diverse backgrounds, students who are unable to live at home, international students, and LGBTIQ+ students) feel culturally safe, included, respected and are aware of complaint and support mechanisms so that they are more likely to raise concerns if they feel unsafe? 
c. Does the school have, and would the school benefit from, an Action Plan – Aboriginal Learning, Wellbeing and Safety Plan (or is this adequately addressed in the school’s Child Safety and Wellbeing Policy)? 
9. Community feedback 
a. Has the school received requests for particular areas or activities to be reviewed or supervised differently?
b. Have the students or families of impacted students provided feedback in relation to the school’s practices?
10. Review of relevant past complaints or concerns 
a. Have other students, parents or staff raised complaints or concerns about similar incidents?
b. If so, do those complaints or concerns raise any additional risk areas or issues?
c. Were complaints / concerns followed up with students and/or parents to ensure the concern was not being repeated?


Appendix B – Guidance on communicating with your school community 
The following examples are intended as a guide only and should be appropriately adapted to reflect the unique circumstances at your school. These communications should not include personally identifiable information. For further guidance, please contact:
· the Sexual Harm Response Unit (sexual.harm.response@education.vic.gov.au) in relation to incidents involving an adult connected with the school being charged with child related sexual offences  
· the School Compliance Unit (School.Compliance@education.vic.gov.au) in relation to other significant child safety incidents 
Please provide to the Media and Communications team for review (at media.unit@education.vic.gov.au) any draft communications to be provided to the school community following a sexual harm incident.
++++++++
For general communication regarding review of child safety and wellbeing policies, procedures and practices (e.g. a student-to-student incident where it’s not appropriate to provide details of the incident or individuals). Ensure identifiable information is not included. 
Dear Parents/Carers
[Insert school] is committed to ensuring a child safe environment for all students. To build upon our existing practices, we have recently reviewed and updated the following policies and procedures available on the school website here [insert hyperlink].
[Insert updated policies with hyperlink – e.g:
· Child Safety and Wellbeing Policy
· Child Safety Reporting and Responding Obligations Procedure
· Child Safety Code of Conduct
Parents can also raise complaints/concerns under our Complaints Policy]
[Insert additional details about any particular areas of focus and changes in practices]
We welcome any feedback or queries in relation to child safety related matters, policies and procedures. Please contact the office on [insert contact number] if you wish to discuss any of this further.

++++++++
For targeted communication specific to an incident/concerns raised (e.g. in response to general concerns, complaints or community feedback). Ensure identifiable information is not included. 
Dear Parents/Carers,
As you may be aware, we have received some feedback/concerns/queries regarding [insert school]’s approach to child safety/[insert high level description of relevant issue e.g. supervision of students in a specific area of the school; the way in which staff and students communicate regarding school tasks].
We have reviewed and updated 
our child safety policies and procedures which are available on our website here [insert hyperlink] including [list relevant policies with hyperlinks – e.g:
· Child Safety and Wellbeing Policy
· Child Safety Reporting and Responding Obligations Procedure
· Child Safety Code of Conduct
Parents can also raise complaints/concerns under our Complaints Policy]
We have reviewed our Child Safety Risk Register which captures controls to mitigate identified risks at our school and future actions we intend to take.
Our wellbeing team has worked diligently to implement the following projects with a focus on student empowerment: 
· [insert details of student empowerment projects e.g] presentation to students about appropriate communication channels, including a reminder of no social media contact with staff
· further promotion of student voice by posters and other visual displays throughout the school in relation to student safety
· age-appropriate sexual abuse prevention program facilitated at all year levels of students as part of our Resilience, Rights and Respectful Relationships Program 
Other actions we have taken include: 
· [insert details regarding other actions taken eg] Clarifying with staff our expectations regarding how to communicate with students including with respect to extra-curricular and after hours events such as rehearsals and sporting activities
· Clarified supervision procedures with staff in the context of after-hours rehearsals of school productions and practice exams during holidays.
· Increased visibility of leadership through learning walks and informal supervision

[insert specific reminders/clarifications for families eg] We would like to take this opportunity to remind families of the appropriate channels that staff and students may use to communicate and encourage you to speak with your children about these processes. [E.g. Specifically, teachers and students should always endeavour to discuss queries in the classroom or at an arranged time in one of the open learning spaces. Staff may address whole classes through Compass or Google Classroom to set learning tasks. Students may ask additional questions to staff via a class forum on Google Classroom or directly to the teacher from their student email to the staff member’s school email address. Staff may respond to direct queries via their school email address. [Insert school] can and does monitor communications on the school email network. In no circumstances should students and staff be communicating outside of the school email network.]  
We welcome any feedback or queries in relation to child safety related matters, policies and procedures. Please contact the office on [insert contact number] if you wish to discuss any of this further.
++++++++
For targeted communication in response to a significant incident reported in the media (e.g. a staff member charged or convicted with offences)
The Sexual Harm Response Unit, School Compliance Unit and Media Unit will support schools to prepare communications in these circumstances
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