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CHILD PROTECTION PROCEDURE 
 

PROCEDURES FOR RESPONDING TO SUSPICIONS AND ALLEGATIONS 
 
Introduction 
This procedure explains how to act when allegations/suspicions are raised. It is not the responsibility 
of anyone working for our association in a paid or unpaid capacity to decide whether or not child 
abuse has taken place. However, there is a responsibility to act on any concerns through contact with 
the appropriate authorities so that they can then make inquiries and take necessary action to protect 
the child. This applies BOTH to allegations/suspicions of abuse occurring within our association’s 
activities and to allegations/suspicions that abuse is taking place elsewhere. 

 
 
Receiving Evidence of Possible Abuse 
We may become aware of possible abuse in various ways. We may see it happening, we may 
suspect it happening because of signs such as those listed above or it may be reported to us by 
someone else or directly by the child affected. 

In the last of these cases, it is particularly important to respond appropriately. If a child says or 
indicates that he/she is being abused, you should: 

• Stay calm so as not to frighten the young person. 

• Reassure the child that he/she is not to blame and that it was right to tell. 

• Listen to the child, showing that you are taking him/her seriously. 

• Keep questions to a minimum so that there is a clear and accurate understanding of what has 
been said. The law is very strict and child abuse cases have been dismissed where it is felt 
that the child has been led or words and ideas have been suggested during questioning. 
Only ask questions to clarify. 

• Inform the child that you have to inform other people about what he/she has told you. Tell the 
child this is to help stop the abuse from continuing. 

• Safety of the child is paramount. If the child needs urgent medical attention call an 
ambulance, inform the doctors of the concern and ensure they are made aware that this is a 
child protection issue. 

• Record all information. 

• Report the incident to the association’s welfare officer. 
 
 
Recording Information 
To ensure that information is as helpful as possible, a detailed record should always be made at the 
time of the disclosure/concern. In recording you should confine yourself to the facts and distinguish 
what is your personal knowledge and what others have told you. Do not include your own opinions. 

Information should include the following: 

• The child’s name, age and date of birth 

• The child’s home address and telephone number 

• Whether or not the person making the report is expressing his/her concern or someone else’s 

• The nature of the allegation, including dates, times and any other relevant information 

• A description of any visible bruising or injury, location, size etc. Also any indirect signs, such 



 

 

as behavioural changes 

• Details of witnesses to the incident 

• The child’s account, if it can be given, of what has happened and how any bruising/injuries 
occurred 

• Have the parents been contacted? If so what has been said? 

• Has anyone else been consulted? If so record details 

• Has anyone been alleged to be the abuser? Record details. 
 
 
Reporting a Concern 
All suspicions and allegations MUST be reported appropriately. It is recognised that strong emotions 
can be aroused particularly in cases where sexual abuse is suspected or where there is misplaced 
loyalty to a colleague. It is important to understand these feelings but not allow them to interfere with 
your judgement about any action to take. 

Wyndham Basketball Association expects its members and staff to discuss any concerns they may 
have about the welfare of a child IMMEDIATELY with the person in charge and subsequently to check 
that appropriate action has been taken. 

If the nominated Association welfare officer is not available you should take responsibility and seek 
advice from the duty officer at your local social services department or the police. Telephone 
numbers can be found in your local directory. 

Where there is a complaint against an employee or volunteer, there may be three types of 
investigation. 

• Criminal in which case the police are immediately involved 

• Child Protection in which case the social services (and possibly) the police will be involved 

• Disciplinary or Misconduct in which case Basketball Victoria will be involved 

As mentioned previously in this document, Wyndham Basketball Association’s employees and 
volunteers are not child protection experts and it is not their responsibility to determine whether or not 
abuse has taken place. All suspicions and allegations must be shared with professional agencies that 
are responsible for child protection. 

Social services have a legal responsibility under The Children Act 1989 to investigate all child 
protection referrals by talking to the child and family (where appropriate), gathering information from 
other people who know the child and making inquiries jointly with the police. 

Note: If there is any doubt, you must report the incident: it may be just one of a series of other 
incidences which together cause concern 

Any suspicion that a child has been abused by an employee or a volunteer should be reported to the 
Wyndham Basketball Association welfare officer (welfare@wyndhambasketball.com) who will take 
appropriate steps to ensure the safety of the child in question and any other child who may be at risk. 
This will include the following: 

• Refer the matter to the social services department 

• Contact the parent/carer of the child as soon as possible following advice from the social 
services department 

• Notify the President of Wyndham Basketball Association to decide who will deal with 
any media inquiries and implement any immediate disciplinary proceedings 

If the Association welfare officer is the subject of the suspicion/allegation, the report will be made 
directly to the President of the Wyndham Basketball Association who will refer the matter to 
social services.



 

 

Allegations of abuse are sometimes made sometime after the event. Where such an allegation is 
made, you should follow the same procedures and have the matter reported to social services.  This is 
because other children in the sport or outside it may be at risk from the alleged abuser. Anyone who 
has a previous conviction for offences related to abuse against children is automatically excluded from 
working with children. 
 
 
Concerns Outside the Immediate Sporting Environment (e.g. parent or carer) 
• Report your concerns to the welfare officer. 

• If the welfare officer is not available, the person being told or discovering the abuse should 
contact their local social services department or the police immediately. 

• Social Services and the welfare officer will decide how to inform the parents/carers. 

• The welfare officer should also report the incident to Basketball Victoria. We will ascertain 
whether or not the person/s involved in the incident play a role in the organisation and act 
accordingly. 

• Maintain confidentiality and only share information with people who have an official need to 
know the information. 

 
 
Contacts 
The Victoria State Government’s Education and Training website provides further information on child 
protection reporting obligations. This website provides information on the concerned authorities to be 
contacted when child abuse has taken place and the procedures to be followed for making a report of 
child abuse to the concerned authorities. 
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotection.aspx 

 
 
Please contact the association welfare officer welfare@wyndhambasketball.com to request 
more information, ask questions or report an allegation or suspicion. 


