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 5 Step Checklist for Employees in Response to Suspicion and or Concern of Abuse  
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Believe the Person: Take it seriously If are told or suspect abuse.  Don’t ask lots of questions it is not your role to investigate 
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Sexual 
Abuse 

Emotional 
Abuse 

Financial 
Abuse 

Contact your Manager. Your 
Manager will notify the CEO  

Attempt to preserve any evidence including clothing the individual was wearing or evidence of 
damage / breakage 

Financial Abuse  
Retain any documentation 
that could demonstrate the 

abuse 

REPORT: You need to report as close as possible word for word what the person/s have told you or what you have seen or heard. 
You are the first person they have reported to so you are an important witness. 

Document what you have seen  or heard in the relevant progress notes and in the Incident Report Form 

Physical Abuse Neglect  
Abuse 

Family 
Violence 
N l   

 

Grooming

Report Immediately  
• Call the Child Abuse Report Line (CARL) 131478 (for child related incidents) 
• During Business Hours: Contact the relevant area Manager 
• Afterhours Monday to Friday: Contact the CEO or their delegate 
• Weekends or Public Holidays : Contact the CEO or their delegate  


