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◼ Flowchart Procedures based on updated C&MA Best Practice Guide on Protection of 
Vulnerable People v 2022.1 and the (REV2) Victorian Reportable Conduct Scheme 2020. 
 
VULNERABLE PEOPLE 
“Vulnerable person” means a child (under 18 years of age), or any adult who is unable to take 
care of or protect themselves (or their interest) against harm, abuse or exploitation by reason 
of age, illness, trauma, disability or any other reason. Vulnerability can be temporary or 
permanent.   
 
REPORTS OF ABUSE MAY INCLUDE: 
◼ A vulnerable person reporting a concern about a staff member or volunteer. 
◼ An adult (e.g., a worker or volunteer) reporting a concern about another staff or volunteer; 
or 
◼ A child or adult reporting a problem with a parent or carer, or someone else external to the 
organisation. 
 
IMPERATIVE 
For church to properly respond to ANY allegations of child abuse (or any misconduct) or when 
they form a REASONABLE belief that a child has been harmed or at a risk of being harmed to 
protect child safety and minimise risk of legal claim made against NCMAC or the C&MA.  
 
PRIVACY 
When responding to disclosures of alleged abuse, it is important to only inform relevant and 
appropriate people within your church and C&MA structures, on a ‘need to know’ basis. These 
include Ministry Coordinators, Senior Pastors, C&MA National Officers, and Statutory 
Authorities. Information should not be shared otherwise. 
 
WHEN TO REPORT 
◼ When you have REASONABLE concerns of abuse. 
◼ When a child personally discloses to you that they are being abused. 
◼ When someone else tells you of abuse occurring. 
Do not discuss your concerns with the child, the child’s family, the alleged perpetrator (if 
known) or the media. 
 
KEEP IN MIND THE 3Rs 
REASSURE – the child or young person that they did the right thing by telling you, they are not 
in trouble, you will tell someone who can help them, and they have a right to feel safe and 
protected 
RECORD – immediately record anything that you are told or what you observe. Include the 
date, time and parties involved then sign the record. See next section “Record details”  
REPORT – the incident immediately or as soon as practicably possible.  
USE COMPLAINANT’S OWN WORDS 
For instance, a six-year- old child is unlikely to say, “That man sexually assaulted me,” but they 
might say something like, “I don’t like the games that man plays with me. 
 
REPORTING HISTORICAL ABUSE 
It is an adult's right to choose if they wish to report abuse that happened to them as a child. If 
you, or someone you know, has experienced child sexual abuse in a religious or non-
government organization, we encourage you to report it. 
 
(REV2) MANDATORY REPORTING TO VIC CCYP (COMMISSION FOR CHILDREN AND YOUNG 
PEOPLE)  
◼ Report to CCYP within 3 business days of becoming aware of a reportable allegation. 
◼ 5 types of ‘reportable conduct’: 1) sexual offences committed against, with or in the 
presence of a child 2) sexual misconduct committed against, with or in the presence of a child 
3) physical violence against, with or in the presence of a child 4) any behaviour that causes 
significant emotional or psychological harm to a child & 5) significant neglect of a child. 
◼ Provide CCYP detailed info about reportable allegation and any action taken within 30 
calendar days. 
◼ Notify CCYP of investigation findings and disciplinary action taken. 
 

START 

Church leaders 

and/or volunteer 

workers: 

◼  Listen to raised 

concern/s. 

◼ Take seriously 

what he/she has 

to say and 

◼  Take action. 

 

 

ADVISORY COMTE 

ACTS QUICKLY: 

◼ Stand down 

accused staff 

member/volunteer 

or transfer them to 

position not in 

contact with 

children  

◼ Provide support 

to the child 

◼ Commence 

internal 

investigation. 

 

 

Advisory Comte 

Contacts 

immediately 

C&MA National 

Office who will 

refer the matter to 

Chair of National 

Sexual Abuse 

Complaints Comte. 

GUIDELINES: 

◼ Give the child or 

young person your 

full attention 

◼ Maintain a calm 

appearance  

◼ Reassure the child 

or young person it is 

right to tell 

◼ Accept the child 

or young person will 

disclose only what is 

comfortable and 
recognise the 

bravery/strength of 

the child for talking 

about something 

that is difficult  

◼ Tell the child or 

young person what 

you plan to do next 

◼ Let the child or 

young person take 
his or her time  

◼ Let the child or 

young person use 

his or her own 

words 

◼ Don't make 

promises you can't 

keep, such as not 

telling anyone  

◼ Don't confront 

the perpetrator. 

OBTAIN & 

DOCUMENT SPECIFIC 

DETAILS BY ASKING: 

◼ Can you tell me 

what happened from 

the start?  

◼ When and where 

did the incident 

occur?  

◼ Did anyone see 

the incident?  

◼ Who was there?  

◼ What was 

said/done?  

◼  Write down the 

details of the 

allegation using the 

complainant’s own 

words. (Especially if 

the complainant is a 

child, it is important 

to avoid jumping to 

conclusions without 

getting all the facts. ) 

REPORT ANY 

CONCERNS OF 

ABUSE OR RISK OF 

SIGNIFICANT HARM 

TO: 

1. The 

ministry/program 

leader in charge, 

then, 

2. Your Child Safety 

Officer/Team 

(including the 

pastor), then, 

3. The C&MA 

National Office 

4. External 

agencies, if 

required, including 

the Police and 

relevant child 

protection agency 

in your state. 

(REV2) External 

authorities in 

Victoria also 

include the 

Victorian 

Commission for 

Children and Young 

People  (CCYP) 

5. Keep written 

records of all 

disclosures and 

action. 

Any person who 

believes a child is in 

immediate danger 

should CONTACT 

the POLICE  
immediately 

Advisory Comte 

reports any 

suspicions to 

relevant external 

authority (To act 

otherwise may put 

a child in danger or 

you can be accused 

of cover up).  

END 

Child Safety 

Incident Report 

(NCMAC CSINC 

0201) 

ROSH Risk of 

Significant Harm 

form (NCMAC 

ROSH 0202) 
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