YMCA NSW
Mandatory Reporting Procedure

1.

Document control

Overview

YMCA NSW is committed to safeguarding children and young people from
mistreatment and abuse. This procedure aims to provide practical guidance
for the implementation of the Reporting Child Protection Concerns Policy in
YMCA NSW operations to ensure that all children and young people within
our services and programs are protected from any form of abuse and harm.

Scope

All YMCA NSW staff including paid employees, volunteers, Board
Directors, student placements, any consultants or contractors engaged
by YMCA NSW and clients of YMCA NSW.
YMCA NSW requires that all staff including board directors,
volunteers, relevant consultants and contractors and student
placements have an obligation , whether there is a legal
requirement or not, to report suspicions of “risk of significant
harm”.

Procedure owner

Chief Risk Officer

Parent Policy

Reporting Child Protection Concerns Policy

Date of approval

02 September 2016

Date of implementation

02 September 2016

Review date

02 September 2017
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2.

Policy statement

YMCA NSW, including its Board of Directors, commits to creating and maintaining an environment
that ensures all people involved in YMCA NSW activities, programs or services act in the best
interests of children, young people and vulnerable adults, and take all reasonable steps to ensure
their safety, welfare and wellbeing.
All staff within YMCA NSW are expected to safeguard children and young people by:
•

Adhering to the YMCA NSW Reporting Child Protection Concerns Policy

•

Adhering to the YMCA NSW Standards of Conduct and Safe Behaviours Policy

•

Adopting appropriate practices and behaviour when carrying out their duties

•

Reporting any form of child abuse, suspicious behaviour, issues or concerns

•

Participating and completing all required YMCA NSW Safeguarding Children and Young People
training and education programs

•

Acting in accordance with all YMCA NSW policies and procedures.

3.

Definitions

Term
Child or Young Person
Staff

Employee
Volunteer
Client

Mandatory Reporter

Definition
Refers to a person under the age of eighteen years
Any person YMCA NSW employs, or engages – including paid
employees, volunteers, Board Directors, contractors,
consultants and student placements.
Paid employees of YMCA NSW.
Unpaid volunteers, student placements and board directors.
Any user of YMCA NSW services – children’s services,
recreation services, camping services and community
programs including children, young people, vulnerable adults,
parents/guardians and facility users.
An individual required by law to report to Community Services
when they have reasonable grounds to suspect that a child, or
class of children, is at risk of significant harm from abuse or
neglect.
A Mandatory Reporter under Section 27 of the NSW Children
and Young Persons (Care and Protection) Act 1998 is
(a) a person who, in the course of his or her professional work
or other paid employment delivers health care, welfare,
education, children’s services, residential services, or law
enforcement, wholly or partly, to children, and
(b) a person who holds a management position in an
organisation the duties of which include direct responsibility
for, or direct supervision of, the provision of health care,
welfare, education, children’s services, residential services, or
law enforcement, wholly or partly, to children.
A Mandatory Reporter under Section 356 of the Children and
Young People Act 2008 (ACT) is
(a) a person caring for a child at a childcare centre (this
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Mandatory Reporting
Guide (MRG) (NSW)

Child Concern Report
(ACT)

Risk of Significant Harm
(ROSH)

Significant

YMCA NSW Child
Protection Unit
NSW Family and
Community Services
(FACS)
Child and Youth
Protection Services
(CYPS) (ACT)

Australian Children’s
Education and Care
Quality Authority
(ACECQA)
Ageing Disability and
Home Care (ADHC)
Online incident
reporting portal

includes a childcare assistant or aide caring for a child at the
childcare centre if the assistant or aide is in paid employment
at the childcare centre, but does not include anyone caring for
a child as an unpaid volunteer
(b) a person who, in the course of the person’s employment,
has contact with or provides services to children, young people
and their families and is prescribed by regulation.
The Mandatory Reporting Guide is an online tool designed to
assist people decide whether child protection concerns meets
the threshold for reporting risk of significant harm. The MRG is
available at www.keepthemsafe.nsw.gov.au
A Child Concern Report is a report made to Child and Youth
Protection Services (ACT) if you have reasonable belief or
suspicion that a child or young person is a t risk of abuse or
neglect.
A child or young person is at risk of significant harm if the
circumstances that are causing concern for the safety, welfare
or well-being of the child or young person are present to a
significant extent.
When referred to as “to a significant extent”, significant is that
which is sufficiently serious to warrant a response by a
statutory authority irrespective of a family’s consent.
Significant is not minor or trivial and may reasonably be
expected to produce a substantial and demonstrably adverse
impact on the child or young person’s safety, welfare or
wellbeing. In the case of an unborn child, significant is not
minor or trivial and may reasonably be expected to produce a
substantial and demonstrably adverse impact on the child.
Internal unit responsible for Safeguarding within YMCA NSW
reporting directly to the YMCA NSW Chief Risk Officer.
FACS has legislative responsibility for facilitating coordination
across government for the care and protection of children and
young people believed to be at risk of harm
CYPS is the statutory child protection agency which services
the ACT region. CYPS has legislative responsibility under
the Children and Young People Act 2008 for facilitating and
coordinating services across government for the care and
protection of children and young people believed to be at risk
of harm.
Independent national authority that guides the implementation
of the National Quality Framework for Early Childhood
Education and Care.
ADHC is a division of Family and Community Services with the
aim to provide better and more integrated services for
vulnerable client groups in NSW.
Information System used by YMCA NSW for reporting and
managing incidents that is accessed via the YMCA NSW
Intranet Home Page.
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4.

NSW Child Protection Reporting Process

(All steps within this process are to be completed within 24 hours of incident)
Has a child or young person
disclosed abuse or are you
concerned about a child or young
person’s wellbeing?

Has an allegation been made or
are you concerned about any
behaviour towards a child or young
person by a staff member or client

YES

• Listen carefully to
the child or young
person
• Tell the child or
young person what
you will do

YES

Respond to the
child or young person
appropriately

Do you
think a child or
young person is
in immediate
Danger?

Call the Police
immediately
Dial: 000

Yes

No

Contact your Manager and Child
Protection Manager or Chief Risk
Officer and inform them of the
situation

Immediately contact your
Manager, and Child
Protection Manager or
Chief Risk Officer.

Complete the Mandatory Reporting
Guide at www.keepthemsafe.nsw.gov.au.
Print the result of the MRG report. Add
Child’s name and Date of Birth to the
MRG Result report.

Does the
MRG Result tell you
to report to Child Protection
Helpline?

Yes

Report to NSW Child
Protection Helpline
Dial: 133 627
Available 24 hours
You will receive a Helpline
Reference Number

No

NOTE
Report the incident on the YMCA NSW
online reporting tool, include the Helpline
Reference Number and upload any
supporting documentation and if
applicable the MRG Report in to the
system

If you need assistance or
are in any doubt, ask for
help from:
•

Your Manager

•

Child Protection Manager –
0448 982 748

•

Chief Risk Officer –
0457 897 828

Children’s Services are also required to
complete Incident, Illness, Injury and
Trauma Form, indicate the incident is
notifiable within the Report/ed Internally/
Externally Field within the online reporting
tool

All incidents are required to be lodged on
the YMCA NSW online reporting tool
within 24 hours.

Continue to monitor
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5.

ACT Child Protection Reporting Process

(All steps within this process are to be completed within 24 hours of incident)
Has a child or young person
disclosed abuse or are you
concerned about a child or young
person’s wellbeing?

Has an allegation been made or
are you concerned about any
behaviour towards a child or young
person by a staff member

YES

YES

Respond to the
child or young person
appropriately
Do you
think a child or young
person is
in immediate
Danger?

Yes

Call the Police
immediately
Dial: 000

No

Contact your Manager and Child
Protection Manager or Chief Risk
Officer and inform them of the situation

Immediately contact your
Manager, and Child
Protection Manager or
Chief Risk Officer.

Make a Child Concern Report to ACT
Child and Youth Protection Services
Phone: 1300 556 728 (24 hours)
Email: childprotection@act.gov.au
Online:
communityservices.act.gov.au/ocfs/
reporting-child-abuse-and-neglect

If you need assistance or are in
any doubt, ask for help.
•

Your aanager

•

/hild trotection aanager –
0448 982 748

•

/hief wisk hfficer –
0457 897 828

Report the incident on the YMCA NSW
online reporting tool within 24 hours,
include the Helpline Reference Number
and upload any supporting
documentation in to the system

Continue to monitor
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6.

Procedure requirements

YMCA NSW requires that all staff including board directors, volunteers, relevant consultants
and contractors and student placements have an obligation, whether legal or not, to report
suspicions of “risk of significant harm”. All concerns regarding the health, welfare and
wellbeing of children And young people needs to be reported to your manager immediately.

6.1

Identifying a child or young person is at risk of significant harm.

Refer to Definitions and Risk Indicators of Abuse and Neglect
•

A child or young person has disclosed abuse or are you concerned about a child or young
person’s wellbeing

•

If an allegation has been made or you are concerned about any behaviours towards a child or
young person by a staff member or client.

6.2

Responding to concerns of abuse, neglect or significant harm

Respond to the child or young person appropriately.
If a child or young person discloses abuse it is vital to reassure, support and show care to the child or
young person by:
•

Listening carefully to what the child or young person is saying, do not ask leading questions

•

Controlling expressions of panic or shock

•

Reassure the child or young person that telling you was the right thing to do

•

Acknowledging that it is hard to talk about such things

•

Indicating to the child or young person what you will do – that is informing them of your
obligations to report the concerns.

If a child or young person discloses abuse or neglect immediately record the information, as far as
possible, using the exact words, noting specific names, places, dates or actions mentioned.
In urgent circumstances where there is danger for a child or young person’s health or safety,
contact the police immediately using the emergency number 000.
If your concerns relate to the immediate behaviour of a YMCA NSW client who is on premises,
contact the police immediately using the emergency number 000.
6.3

Reporting to YMCA NSW

YMCA NSW requires that all staff including paid employees, volunteers, Board Directors,
relevant consultants and contractors and students placements have an obligation to report
suspicions of “risk of significant harm”.
It is the responsibility of the staff member who has become aware of a child protection concern to
ensure the concern is reported to Family and Community Services (NSW) or Child and Youth
Protection Services (ACT). Staff are to consult with their manager and the Child Protection Unit who
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can support them through the process and to ensure they are aware of the incident. If your manager
is on leave speak to the next level up.
All child protection matters are to be reported through the YMCA NSW online reporting system within
24 hours. All documentation including the MRG report and Helpline reference number, where
applicable, are to be uploaded in to the system. You are required to indicate both internal and external
stakeholders that have been notified or need to be notified of the incident such as Managers, Child
Protection Manager, FaCS, ACECQA, Police, Contract Partner etc. This is completed within the
online reporting tool within the Report/ed Internally/Externally field.
6.4

Making a Mandatory Report

In urgent circumstances where there is immediate danger for a child or young person’s health or
safety, contact the police immediately using the emergency number 000. You are then required to
make a direct report to the Child Protection Helpline (NSW) and Child and Youth Protection Services
(ACT).
NSW – All YMCA NSW staff can make a report to the Child Protection Helpline by contacting the
mandatory reporter number: Telephone: 133 627. If you have hearing impairment, telephone TTY:
9633 7698 (24 hours).
It is the responsibility of the individual staff member to complete the Mandatory Reporter Guide (MRG)
prior to reporting to the Helpline. The MRG is located on the Keep Them Safe website:
www.keepthemsafe.nsw.gov.au.
The MRG is not required when an urgent report has been made to the police as above. The incident
is to be reported directly to the Child Protection Helpline.
If you have concerns for the safety, welfare and wellbeing for a child or young person who is the care
of the Minister or Director General of Family and Community Services, a call must be made directly to
the Helpline immediately.
ACT – Child Concern Reports are made directly to Child and Youth Protection Services via:
Phone: 1300 556 728 (24 Hours)
Online: www.communityservices.act.gov.au/ocfs/reporting-child-abuse-and-neglect - page not found
Email: childprotection@act.gov.au

6.4.1

Information to have at hand when making a report:

The relevant helpline will be asking you to provide as many details as possible. They will want to know
about the events that lead to your call and how that has impacted on the child or young person. Have
as much information as possible on hand. The information you supply assists in determining the
assessment by the Helpline of your concerns.
Information regarding the child or young person: Name including aliases; age; date of birth; home
address.
Information about the parents/guardians: Name; address; phone contact; custody or care details.
Details of concerns/risk of significant harm: this could include outcome from the MRG (NSW)
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Observations: provide as much detail as possible such as dates, specific details (example: a bruise –
colour, size location on body)
Details of any disclosure: what the child or young person said to you.
Whether the child or young person is aware of the report: did you let the child or young person
know that you would be contacting the Helpline?
Other information: this could include conversations with parents/guardians, recorded observations of
yourself or other staff over a period of time, a description of the observations.
Contact details: your contact details.

6.4.2

Using the Mandatory Reporter Guide (MRG) (NSW)

The MRG requires you to enter information and your knowledge about the incident into reporting
tools. If you require assistance using the MRG speak with your manager or contact the YMCA NSW
Child Protection Unit. It is important to remember the MRG is a guide only, if in doubt always consult
with the YMCA NSW Child Protection Unit.
After completing the MRG, a decision report will be issued. Print a copy of this report, record the
name of the child and the reference number on the report and upload in to the online reporting system
within 24 hours and inform you your manager and the YMCA NSW Child Protection Unit.
6.4.3
•

Outcomes of the Mandatory Reporting Guide (MRG):

Report to Family and Community Services
There are two types of recommendations to report to Family and Community Services (FACS)
1. Immediate report to Family & Community Services
You should make a report about suspected risk of significant harm to the Child Protection
Helpline as soon as possible, using the most direct means possible.
2. Report to Family and Community Services
You should make a report about suspected risk of significant harm to the Child Protection
Helpline within the next 24 hours.
Child Protection Helpline:
Telephone: 13 3627 (24 Hours)
If you have hearing impairment, telephone TTY: 9633 7698

•

Consult with a Professional:

The report is close to the threshold of risk of significant harm. Reports of this outcome are to be
discussed with the YMCA NSW Child Protection Unit to discuss other options that might be available
to provide assistance to the child or young person and their family.
•

Consult your referral network or wellbeing referral centre:

There is no significant risk. The family may benefit from support and appear open to services. Reports
of this outcome are to be discussed with the local Family Referral Service (information is available
through the MRG for local services) for other options that might be available to provide assistance to
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the child or young person and their family. Referrals are also to be discussed with the YMCA NSW
Child Protection Unit.

•

Document and continue relationship:

The report does not meet the threshold for reporting however contact the YMCA NSW Child
Protection Unit to discuss options to continue monitoring and documenting concerns.

6.5

External reporting requirements

6.5.1

Children’s Services

•

The incident is to be reported on the online reporting tool within 24 hours. Within the tool you need
to select that the incident is ACECQA notifiable within the Report/ed Internally/Externally field and
upload any supporting documents including the Incident, Illness, Injury and Trauma Form.

6.5.2
•

7.

Disability Programs Reporting

For ADHC funded YMCA NSW Disability Programs, reports are to be made to the ADHC
Professional Conduct Ethics and Performance Unit (PCEP)

Implications

•

YMCA NSW - Failing to report an instance, allegation, disclosure or concern relating to abuse or
neglect of a child, young person or vulnerable adult is viewed as serious misconduct and may lead
to disciplinary action, up to and including formal warning, demotion or termination of employment
or cessation of volunteer relationship.

•

NSW Ombudsman - It is an offence to without lawful excuse, refuse or wilfully fail to comply with
any lawful requirement of the Ombudsman.

•

Department of Education and Communities – Children’s Services - Failing to report an
instance, allegation, disclosure or concern relating to abuse or neglect of a child, young person is
an offence under the Children (Education and Care Services National Law Application) Act 2010
Section 167 Offence relating to protection of children from harm and hazards.

8.

Records Maintenance

The Mandatory Reporting Procedure will be reviewed annually in line with the Reporting Child
Protection Concerns Policy.
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9.

Interactions with related documents

Related policies
YMCA Australia Safeguarding Children
and Young People Policy
YMCA NSW Safeguarding Children,
Young People and Vulnerable Adults
Policy
Reporting Child Protection Concerns
Policy
Responding to Child Protection
Allegations Involving YMCA NSW Staff
Procedure
Whistle Blower Policy
YMCA NSW Standards of Conduct
Safe Behaviours Policy

Link to the policy

Other related documentation
Definitions and Risk Indicators of Abuse
and Neglect
Incident, Illness Injury and Trauma Form
YMCA NSW Incident Report

Link to documentation
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