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The NSW Government recognises that 
care and protection for children and 
young people is a shared 
responsibility. It begins with parents, 
but when government support 
becomes necessary, it is not the sole 
responsibility of community services 
but a collective responsibility. 
 
At Hoxton Park Public School we 
recognise the integral role that our 
staff have for keeping children and 
young people safe. All staff are 
vigilant in identifying students at risk 
and following the outlined procedures 
to ensure the appropriate action is 
taken. 
 
Keep Them Safe: A shared approach 
to child wellbeing provides the 
framework for parents, communities, 
government and non-government 
agencies to work together to support 
children and families. 

Purpose 

Mandatory Reporting 
Training 

All staff are to required to undertake the initial child protection induction 
and annually update their professional learning. Staff annual updates of 
training will be completed at the initial Staff Development Day (SDD) in 
term 1 each year. If teachers are not present on this day, they are 
required to complete the update training by the end of term 1. 
 
It is the responsibility of staff to sign a register for attending the 
professional development session and to provide a copy of their 
certificate upon completion to an assigned SASS member. 
 
All casual and temporary staff will adhere to the above procedures. 
The assigned SASS members will be responsible for recording completed 
training and updates in the allocated electronic register, and holding a 
copy of certificates of completed training. At the end of each calendar 
year the certificates will be scanned and  stored electronically for the 
allocated timeframe (7years). 

Reporting Process 

All staff are required to adhere to the mandatory reporting process. They 
are to follow the flowchart outlined below. 

Concern for the safety or wellbeing of a child or young person 
Suspected risk or significant harm 

Report directly to the Principal 

Confirm the report reference number 
to ensure reporting has taken place 

Principal to use the mandatory reporter guide to complete 
the process of reporting to Family and Community Services 

(Principal to liaise with other agencies as requested) 

If reference    
number provided 

and no more    
incidents arise 

No Further Action 

If reference 
number provided 

and more        
incidents arise 

If reference number 
NOT provided 
Staff to report         

directly to Family and 
Community Services 



Referrals and Follow-ups 
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Learning and Support Team 

Identified need by Parent/Carer, Teacher, Counsellor or Executive 

Submitted to Supervisor 
(approved or reviewed as necessary) 

Unsuccessful—Complete LST referral for follow-up form 

Successful 
Interventions 

(Monitor) 

Intervention Strategies and ILP 
(if required) 

Collaboration with specialist and/or supervisor  
(inclusion or notification of parents/carers if possible) 

Outcome  
recorded in  

Student Wellbeing 

LST to devise actions to support the 
student’s needs, this may include but 

is not restricted to: 
 Access Request 

 Counsellor assessment/s 
 Letter to GPs 

 Advice for in class support 
 Re-allocation of funding 

 Referral to HSLO 

Submitted to LST for allocation to LST meeting agenda 

Allocated staff  
member to  contact 

parent/carer 

Follow-up date 
allocated 

Out of Home Care 

All out of home care students will have a 
personalised learning and support plan 
within 30 days of the school becoming 
aware of the student’s entry into statutory 
out of home care. The personalized 
learning and support plans will be 
reviewed with carer, specialist and teacher 
input. One of the following templates may 
be used in conjunction with the education 
plan cover sheet - See Appendix A 
Template 1 - See Appendix B 
Template 2 - See Appendix C 
Template 3 - See Appendix D 
Template 4 - See Appendix E 
 
A yearly review meeting will be scheduled 
during term 1. This meeting will be 
recorded in HPPS electronic spreadsheet 
and recorded in the notes section of the 
Student Wellbeing website. 

The learning support team in consultation 
with the school counsellor will decide 
whether counsellor intervention is        
required. Teachers who are unsure of the 
need of counsellor intervention prior to 
referral to the Learning Support Team are 
to seek advice from executives, Deputy 
Principal or the Principal. 
 
School counsellors are required to supply 
staff with the appropriate processes to 
follow in seeking referral for assessments, 
communication with external agencies. 
School counsellors will be responsible for 
requesting parental/carer consent for 
assessments, and access to seek 
information from external agencies. 

Counsellor Involvement 

https://education.nsw.gov.au/student-wellbeing/child-protection/media/documents/OutHomeCareEducationPlanCoverSheet.pdf
https://education.nsw.gov.au/student-wellbeing/child-protection/media/documents/OutHomeCareEducationPlanCoverSheet.pdf
https://education.nsw.gov.au/student-wellbeing/child-protection/media/documents/OutHomeCareEducationPlanTemplate1.pdf
https://education.nsw.gov.au/student-wellbeing/child-protection/media/documents/OutHomeCareEducationPlanTemplate21.pdf
https://education.nsw.gov.au/student-wellbeing/child-protection/media/documents/OutHomeCareEducationPlanTemplate3.pdf
https://education.nsw.gov.au/student-wellbeing/child-protection/media/documents/OutHomeCareEducationPlanTemplate4.pdf


Collection of Students by Department Employees 

Reference for more detailed procedures can be found in the 

DoE Protecting and Supporting Young Children Procedures Policy 

https://education.nsw.gov.au/policy-library/associated-documents/protecting_proced.pdf 
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In all cases where a department employee collects a student 
from the school. They must complete present photographic 
identification, position at FACS, and the authority under which 
they are acting (should be written authority). If the authority is 
given verbally, written authority should be provided ASAP and 
retained by the school. 
If the student is over the age of 10 years, the officer must:  
 inform the child or young person that he or she may choose 

to contact any person, and  
 ensure that the child or young person is given reasonable 

opportunity and appropriate assistance to contact any such 
person.  

 

Procedure for collection of student/s by Department employee 
Step 1: Make the Principal aware 
Step 2: Check (and record on the school database) 
photographic ID, position at FACS, authority 
Step 3: Principal to collect student/s and bring them to the 
administration building 
Step 4: Collection of Student Form (Appendix F) completed 
Step 5: One copy of the Collection of Student Form is retained 
by the school and one copy provided to the FACS employee. 

https://education.nsw.gov.au/policy-library/associated-documents/collstudproc.pdf
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