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1. Policy

All staff, Board members, contractors and volunteers of the Ivanhoe Girls’ Grammar School
community are responsible for creating, storing, disposing and archiving records in accordance with
the framework set out in this Policy.

The Policy follows the requirements as outlined in the following Public Records Office Victoria PROV
documents:
Creating, Managing and Retaining Records for Current or Future Child Sexual Abuse
Allegations (here)
Retention and Disposal Authority for Records of Organisational Response to Child Sexual
Abuse Incidents and Allegations (here)

2. Rational

Ivanhoe Girls’ Grammar School is committed to maintaining accurate, reliable and secure records
consistent with the guidelines set forth by the PROV. This commitment aligns with our overarching
objective of fostering a child safe culture and environment. As evidence of the School’s dedication to
a child safe culture and its responses to actual or potential risks of abuse or harm, these records play a
crucial role.

Furthermore, this Policy underscores our commitment to meeting the requirements of the Child Safe

Standards and Ministerial Order 1359 and it also provides clear guidelines for the creation, storage,
disposal and archival of school records relevant to child safety matters.
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3. Scope

This Policy applies to the following members of the School community including:

(a) Staff,

(b)  Volunteers (including Board Members), and

(c) Contractors.

4. Definitions

The School

Child
Safety

Record

Security of
Documents

Disposal of
Records

Ivanhoe Girls’ Grammar School

Child safety includes matters related to protecting all children from child abuse,
managing the risk of child abuse, providing support to a child at risk of child abuse, and
responding to suspicions, incidents, disclosures or allegations of child abuse

Information made or received by someone working for the School in the course of their
duties. Records can be either hardcopy or electronic

All electronic records are stored and backed up securely so that they cannot be lost,
damaged, altered or tampered with overtime. These records are stored confidentially
so that privacy is protected, and only duly authorised persons are aware of them or
can access them for legitimate purposes

Indicates the number of years records will be kept after the completion of the action
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5. Records to Keep

Type of Records & Details of Records Location of Records Document Security Record Disposal

Reportable Conduct DocMan - Synergetic Secure Data Storage 45 years
Training and Development: Records documenting the content of training programs Synergetic / ConnX / Synergetic - Secure 45 years
devised to instruct staff on how to respond to incidents of abuse that have occurred Schoolbox - hive Data Storage on

or alleged to have occurred. premise. ConnX /

Schoolbox — Secure
Cloud Storage

Records in respect to incidents or allegations of child sexual abuse: DocMan — Synergetic Secure Data Storage 99 years
on premise
Full and Accurate records must be created to document all aspects of the ROC (Record of P
allegation and investigation Communication
Identify and include supporting records, or a copy of them, in the incident Protocols are to be
record followed)

Contextual information about the supporting records should be included so
that their evidential weight can be considered, and further information
sought in the future
Carefully consider which records might reasonably be required in the case of
an allegation being made in the future.

o See Appendix for examples of records to be kept.
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Type of Records & Details of Records Location of Records Document Security Record Disposal

Personnel and work placement records, including results of Working with Children Checks
and Victorian Institute of Teaching Registrations:

- Employees

- Contractors

- Volunteers

Records in respect to incidents or allegations of child sexual abuse:
Full and Accurate records must be created to document all aspects of the allegation
and investigation
Identify and include supporting records, or a copy of them, in the incident record
Contextual information about the supporting records should be included so that
their evidential weight can be considered, and further information sought in the
future
Carefully consider which records might reasonably be required in the case of an
allegation being made in the future.

o See Appendix for examples of records to be kept.

Personnel and work placement records, including results of Working with Children Checks
and Victorian Institute of Teaching Registrations: Employees, Contractors, Volunteers

Employees: Synergetic /
Connx

Contractors &
Volunteers: LinkSafe

DocMan - Synergetic
ROC (Record of
Communication
Protocols are to be
followed)

Employees: Synergetic /
Connx

Contractors &
Volunteers: LinkSafe

Synergetic: Secure data
storage on premise

LinkSafe: Secure Cloud
Storage

Secure data storage on
premise

Synergetic: Secure data
storage on premise

LinkSafe: Secure Cloud
Storage

45 years

99 years

45 years
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Appendix

1. Related Policies
Child Safety and Wellbeing Policy
Code of Conduct
Complaints and Grievances Policy
Diversity Policy
Prevention of Child Abuse Policy
Privacy Policy
Responding to Child Abuse Policy
Student Anti-bullying and Anti-violence Policy
Student Gender Diversity Policy
Volunteers Policy

2. Examples of records which could form part of the allegation and

investigation record:
Letter or emails making allegation or in relation to allegations (if this occurs verbally, a

record should be made of this)

Incident reports, witness statements

Records, including notes, of meetings or discussions about the actual or alleged incident
Investigation records

Referrals to law enforcement authorities and briefs of evidence supporting cases
(includes evidence gathered for cases that do not proceed)

Reports received from medical practitioners, health professionals, psychologists, staff,
social workers, legal officers and case officers in relation to actual or alleged incidents
Records documenting support and remedial action i.e. claims, assessments, support,
counselling, compensation, redress

Records of cases or decisions by bodies, tribunals, courts

Enrolment, attendance, and absence records of children

Permission forms from parents and carers

Surveillance images and footage

Photographs
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