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ES15A: Checklist for Managing Allegations of Sexual Misconduct 
Applicable to Community Language Schools SA and all member schools.

Note: These steps are not necessarily sequential. Different circumstances will dictate a variation in the sequence of actions. It is assumed school principal will delegate responsibilities to ensure they are undertaken in a timely fashion. Many of the actions are undertaken under advice from SA Police or ESASA

1. Receive report of allegation 
a. Record the allegations making notes of the complaint (ES15C: Record of Allegation of Sexual Misconduct)     						  		              ❏
b. Attend to immediate welfare needs of victim.					 	 ❏ 
2. Call SA Police on 131 444 to report allegations 	 					 ❏ 
3. At the same time, notify CARL on 131 478.							 ❏ 
4. Inform the school principal 								              ❏
5. Preservation of evidence (if applicable)						 	 ❏
6. Inform the Executive Officer of CLSSA Then liaise with SA Police to obtain appropriate police contact number for parents to use, and seek advice re steps a, b and c		                           ❏ 
a. If SA Police approves, take steps to preserve evidence. 				 ❏ 
b. Following SA Police/sector office advice, prevent accused person from having access to children and young people. 							                           ❏
c. Following SA Police advice, contact parents of victim, taking into consideration victim’s views. 						    			                                        ❏
7. Inform victim and victim’s parents of counselling and support options. Inform social worker if victim is under the Guardianship of the Chief Executive Department for Child Protection. Document allegations, meetings and support and safety plan. 			  		                           ❏ 
8. Inform the accused person of them/their immediate work requirements. 	                           ❏ 
9. Reporting and managing the misconduct
a. Consider the support needs of relatives of the accused person who work or are enrolled at the site and who identify their needs.     				                                        ❏ 
b. Consider the support/advice needs of staff, in particular those closely associated with the accused person. 								                           ❏ 
c. Provide written offer of counselling support to victim and victim’s family and formalise the support and safety plan for the victim. 				                                                     ❏ 
d. Inform staff and governing authority, in consultation with the sector office and in accordance with guideline 								                           ❏ 
e. Write letters to parents, in consultation with sector office and SA Police, and in accordance with the guideline. 							                                        ❏ 
f. If appropriate, hold meeting of parents as outlined in the guideline. 		              ❏ 
g. Inform site community, staff and governing authority of progress of the prosecution. This is especially important if there is an acquittal. 					              ❏ 
10. Ensure all documentation is stored in a locked, confidential file and copies are provided to sector office as required. 								                         ❏
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