
 

 
 

Child Safe Reporting Procedure 

Date Approved by Board 2 August 2026 

Next Review Date Two years from date of approval 

Version 2.0 (complete review, restructured as standalone Procedure; 
policy content moved to Child Safe Policy) 

Procedure Owner Chief Executive Officer 
 

1. Purpose & Scope 
1.1. This Procedure outlines how Flying Fruit Fly Circus (FFFC) responds to and reports child 

safety concerns. It puts into practice the child safety commitments in the FFFC Child Safe 
Policy. Both documents should be read and applied together. 

1.2. It applies to all children and young people engaged in FFFC programs including but not 
limited to: 

1.2.1. Full-time training program students 
1.2.2. Participants in public and recreational programs 
1.2.3. Children involved in workshops, outreach and touring activities 
1.2.4. Activities at Circus Centre Melbourne, and any other locations where FFFC 

operates. 
1.2.5. Any other relevant stakeholders such as audience members who identify reportable 

information. 
1.3. This Procedure applies to all Board members, employees, contractors and volunteers. 
1.4. This Procedure applies regardless of whether a child is enrolled in a partner school. 
1.5. Everyone in our organisation is required to: 

1.5.1. Know what to report, who to report to and how to report 
1.5.2. Report any concerns about the safety or welfare of a child or young person  
1.5.3. Ensure the safety and wellbeing of the child is paramount when responding to a 

disclosure or allegation about a child being harmed or at risk.  
1.6. Our reporting practices will be reviewed and updated at least every two years, or earlier 

following a significant incident, change to FFFC’s activities, or change in applicable 
legislation. The Child Protection Officers will lead this review process in consultation with 
the CEO.  
 

2. Definitions  
2.1. Definitions of child abuse, harm, grooming, neglect and related terms are set out in the 

FFFC Child Safe Policy.  
2.2. For the purposes of this Procedure, child safety concerns include any behaviour, allegation 

or circumstance that may pose a risk to the safety, wellbeing or rights of a child or young 
person.  
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3. What Must Be Reported  
3.1. Our Code of Conduct outlines behaviours that are not acceptable when working with 

children and young people. Some of these may not meet the threshold of a reportable 
allegation but may indicate a pattern of concerning behaviour and must still be reported 
internally.  

3.2. All concerns must be reported. This includes: 
3.2.1. Criminal conduct 
3.2.2. Disclosures or reports of harm or abuse 
3.2.3. Suspicion of abuse, neglect or grooming 
3.2.4. Risk of significant harm 
3.2.5. Online/digital harm or grooming 
3.2.6. Cultural safety concerns (including risks to First Nations children) 
3.2.7. Peer-to-peer harm 
3.2.8. Unacceptable behaviour around children and young people that breaches our Code 

of Conduct 
 

4. Immediate Response 
4.1. The safety and wellbeing of the child must always be the primary consideration.  
4.2. If a child is in immediate danger: 

4.2.1. Call Police on 000 
4.2.2. Take immediate action to ensure the child is safe 
4.2.3. Notify the Child Protection Officer (CPO) and Chief Executive Officer (CEO) as soon 

as practicable.  
 

4.3. When responding to a disclosure: 
4.3.1. Listen calmly and respectfully 
4.3.2. Do not promise confidentiality 
4.3.3. Reassure the child they have done the right thing 
4.3.4. Do not ask leading questions 
4.3.5. Make a factual written record as soon as possible 
4.3.6. Report the concern as soon as practicable 

 
4.4. After receiving a disclosure, inform the person who has disclosed that: 

4.4.1. Their report has been received and will be taken seriously 
4.4.2. It will be acted on in accordance with this Procedure 
4.4.3. Confidentiality will be maintained where possible, but that information may need to 

be shared to keep the child safe 
4.4.4. They will not face any negative consequences for raising a concern in good faith 
4.4.5. They can contact the CPO or CEO if they have further information or concerns 

 
4.5. Where a concern involves criminal conduct but the child is not in immediate danger, refer 

to the External Reporting Obligations section for non-emergency police reporting 
requirements. 
 

5. Internal Reporting Requirements by Employees, Contractors and Volunteers 
5.1. All personnel engaged by FFFC must make an internal report about any child abuse or 

misconduct concerns they either observe or are told about.  
5.2. The person making the internal report will not be penalised.  
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5.3. A failure to report, or preventing another person from reporting, will be considered 
misconduct, in some instances failing to report a concern may be a criminal offence (see 
7.5).  

5.4. Reports must be made as soon as practicable and no later than 24 hours after becoming 
aware of the concern.   

5.5. Reports must be made to: 
5.5.1. The Child Protection Officer (CPO); or 
5.5.2. The Chief Executive Officer (CEO) 
5.5.3. Current details are provided below: 

 
Our Child Protection Officers are: 
 
Donna Baldwin    dbaldwin@fruitflycircus.com.au 
Bec Neill     bneill@fruitflycircus.com.au 
Steph Cox (Circus Centre Melbourne) steph@circuscentremelbourne.com.au  
 
Our Chief Executive Officer is: 
Richard Hull     rhull@fruitflycircus.com.au 
 

5.6. All reports must be documented in the Child Safety Concern Form (Appendix A).  
5.7. When documenting concerns: 

5.7.1. Provide objective, factual information only 
5.7.2. Do not approach or speak with the alleged perpetrator 
5.7.3. Do not investigate or interview others 
5.7.4. Maintain confidentiality 

5.8. Personnel are not responsible for determining whether a matter meets external reporting 
thresholds.  

5.9. If the concern involves the Child Protection Officer (CPO), the report must be made to the 
CEO. 

5.10. If the concern involves the CEO, the report must be made to the Deputy CEO or Board 
Chair. 

5.11. Once an internal report has been made, the CPO or CEO will confirm with the reporter that 
it has been received and that appropriate steps are being taken. Where possible and 
without compromising process, the CPO or CEO will provide updates to the reporter as the 
matter progresses. Reporters should be advised that detailed information about outcomes 
may not always be able to be shared, particularly where the matter has been referred to 
external authorities.  
 

6. Reporting by Children, Families and the Community 
6.1. Children and young people, their families, advocates, or other members of the community 

are encouraged to report any child safety concerns related to FFFC or children 
participating in our programs.  

6.2. Reports can be made to a CPO or our CEO.  
 

7. External Reporting Obligations 
7.1. In addition to internal reporting, some concerns must or may need to be reported to 

external authorities. The CPO and/or CEO will determine the appropriate external reporting 
pathway for each concern and is responsible for making all required reports. 

mailto:
mailto:bneill@fruitflycircus.com.au
mailto:steph@circuscentremelbourne.com.au
mailto:rhull@fruitflycircus.com.au
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7.2. Personnel must not delay making an internal report while seeking certainty about whether 
external reporting is required, that determination is the responsibility of the CPO and CEO. 

7.3. Personnel may make a report directly to external authorities without first making an internal 
report if: 

• they believe a child is in immediate danger (call 000 — see section 4: Immediate 
Response); or 

• they have reasonable grounds to believe that making an internal report would not 
be appropriate or safe in the circumstances. 

7.4. Multiple reports may be required for the same concern, for example to both police and a 
child protection authority. 

 
8. Criminal Law Obligations - Failure to Report and Failure to Protect 

8.1. These obligations apply to all FFFC personnel as a matter of criminal law, regardless of 
FFFC's internal reporting procedures. Making an internal report to the CPO or CEO does 
not discharge these personal obligations. 
 

8.2. Failure to Report 
All adults in Australia have a legal obligation to report to police where they know, believe or 
have reasonable grounds to suspect that a child has been subjected to a sexual offence or 
serious physical abuse. Failure to report is a criminal offence carrying significant penalties, 
including imprisonment.  
 
A reasonable excuse for not reporting includes where you reasonably believe the matter 
has already been reported to police or child protection authority. Concern for the reputation 
or interests of the organisation or an alleged perpetrator is not a reasonable excuse.  

 
8.3. Failure to Protect 

Any FFFC personnel in a position of authority who becomes aware that an adult 
associated with the organisation, including an employee, contractor, volunteer or visitor, 
poses a serious risk of child abuse, and who has the power to reduce or remove that risk, 
must take all reasonable steps to do so. Failure to act is a criminal offence in all Australian 
jurisdictions, carrying significant penalties including imprisonment.  

9. Reporting to Police - Criminal Conduct 
9.1. If a child is in immediate danger, call 000 - see section 4: Immediate Response. 
9.2. For non-emergency criminal matters, call 131 444 or attend a local police station. 
9.3. Where appropriate, seek guidance from police before taking any action that could 

compromise a criminal investigation. 
9.4. Criminal conduct that must be reported includes: sexual offences, grooming, physical 

assault, and producing, disseminating or possessing child abuse material. 
 

10. Voluntary Reporting to Child Protection  
10.1. FFFC does not have mandatory reporting obligations under child protection legislation, 

however any person may voluntarily report a child safety concern directly to the relevant 
child protection authority where they reasonably believe a child is at risk of harm.  

10.2. The CPO and/or CEO will advise on whether a voluntary report to child protection 
authorities is appropriate in the circumstances and can provide current contact details for 
the relevant authority in the applicable jurisdiction, or make the report on an employee’s 
behalf.  
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10.3. Some individual FFFC personnel may hold professional registrations that carry personal 
mandatory reporting obligations under state or territory legislation. Those personal 
obligations apply regardless of FFFC's organisational position. Personnel who are unsure 
whether they have a personal mandatory reporting obligation should ask the CPO. 
 

11.  Reportable Conduct Schemes 
11.1. FFFC has assessed that it is not currently a reportable entity under either the NSW Office 

of the Children's Guardian Reportable Conduct Scheme or the Victorian Reportable 
Conduct Scheme. 

11.2. This assessment will be reviewed periodically and following any significant change to the 
organisation's activities or structure. Where reporting obligations arise under a Reportable 
Conduct Scheme in the future, FFFC will comply with all applicable requirements. 
 

12. Working with Partner Schools 
12.1. FFFC works in partnership with education providers including Flying Fruit Fly Circus 

School (as an annex of Wodonga Middle Years College) and Wodonga Senior Secondary 
College. 

12.2. Where a child or young person involved in a child safety concern is a full-time program 
student and enrolled in one of these partner schools, FFFC may liaise with the relevant 
school to support the safety and wellbeing of the child.  

12.3. Partner schools operate under the Victorian Department of Education and have their own 
child safety, mandatory reporting and incident management obligations.  

12.4. FFFC personnel must still comply with all internal and external reporting requirements 
outlined in this Procedure and must not rely on a partner school to make a report on behalf 
of the organisation.  

12.5. Information may be shared with partner schools where appropriate and in accordance with 
applicable privacy and information sharing legislation to support coordinated responses 
and ensure the safety of the child.  

12.6. Where appropriate, FFFC will seek to coordinate responses with partner schools to 
minimise duplication and reduce distress for the child. 
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Appendix A: Child Safety Concern Form 
 
This form should be used to record any child safety concern including a suspicion, allegation or 
disclosure of abuse, neglect, grooming, misconduct, risk of harm, self-harm concerns, wellbeing 
concerns, inappropriate behaviour, boundary breaches, or any other circumstance that may impact 
the safety or wellbeing of a child or young person.  

1. Reporter Details – Person Completing This Report 

Full Name        Date of 
report 

      

Position       Phone       

Email       

 

2. Concern Identification 

Full name of person who raised concern 
(If different from reporter) 

      

Relationship to FFFC of person who identified concern       

Contact details for person who raised concern Phone:       

Email:       

Date & time (if known) concern was raised with reporter       

Nature of concern (outline details in section 3)  

*Examples of nature of concern include: criminal conduct, disclosures or reports of harm or abuse, suspicion of abuse, 
neglect or grooming, risk of significant harm, online/digital harm or grooming, cultural safety concerns, peer-to-peer 
harm, unacceptable behaviour around children and young people, breech of Code of Conduct, or other 

1. Detail of Concern 
Describe the concern in as much detail as possible. Include (as known) dates, times, locations, 
observations, behaviours and persons involved. Try to be factual and not make judgements.  
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2. Accurately record what the child said when describing the concern 
Record the exact words used by the child or young person, or person raising the concern 
where possible, or record why you suspect abuse due to an indirect disclosure (such as a 
drawing or observed behaviour).  
Note: In the case of an allegation of abuse, formal investigations and interviews will be carried 
out by the appropriate authorities. You should not interview the child.  

 

3. Related Reports 
Have any other (known) internal reports been completed in relation to the concern (eg. injury report)? If yes, 
please detail. 

 
4. Witnesses (if any) 

Full Name  
(if known) 

Contact details  
(if collected) 

Briefly explain what you believe they witnessed 

                  

                  

5. Reporting 
Has the matter been reported to any of the following? Select any that apply 

  NSW Police 
  Victoria Police 
  DCJ (via ChildStory or 132 111) 
  Victorian Child Protection (DHHS) 

  OCG Reportable Conduct Directorate 
  CCYP Reportable Conduct Scheme 
  Internal reporting (outline below) 
  Other (outline details below) 

Other relevant information       
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Detail name, department (if relevant) and date of 
other people you, or the person who identified the 
concern, have spoken to in relation to the matter 

      

 

Once completed, this form should be emailed to the Child Protection Officers or CEO.  

Name Role Contact 

Donna Baldwin Executive Officer (Albury-Wodonga) dbaldwin@fruitflycircus.com.au  

Bec Neill Head of Training (Albury-Wodonga) bneill@fruitflycircus.com.au  

Steph Cox CCM Child Protection Officer 
(Melbourne) 

steph@circuscentremelbourne.com.au   

Richard Hull Chief Executive Officer rhull@fruitflycircus.com.au  
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mailto:rhull@fruitflycircus.com.au

