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ES15B: Checklist for Community Language School SA
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.
 
1. Receive information from SA Police.  					          	           	❏ 
2. Create file and appoint a person to supervise and manage the matter to its conclusion.     ❏ 
3. Assist school principal to manage the immediate placement of the accused person including preventing him/her from having access to children/young people as necessary.                  ❏ 
4. Meet reporting obligations to other authorities and information sharing with other sectors/ organisations in accordance with the guideline. 				                          ❏ 
5. Liaise with media unit.  					 		                          ❏ 
6. Conduct risk assessment drawing on SA Police information and decide whether letter should be sent to parents in accordance with guideline. 		                                                    ❏ 
7. Determine employment status of accused person. 				             ❏ 
8. Ensure school principal has met all responsibilities, including notification to CARL and offer of counselling to victim and parents of victim. The offer should be made orally and be confirmed in writing. 								                                       ❏ 
9. Assist school principal to support/advise relatives of the accused person, who identify their needs and staff who are friends of the accused person as appropriate. 		                          ❏ 
10. Check that relatives of the accused person who are employed or enrolled at different schools, and who identify their needs are supported as appropriate. 		                                       ❏ 
11. Work with school and SA Police to draft letter/s to parents. 			             ❏ 
12. Consider whether legal advice is needed on letter/s, especially if the matter is complex.    ❏ 
13. Collate notes of school principal and other staff and place copies of these and victim’s support and safety plan on central file. 						                          ❏ 
14. Assist school principal and other relevant child health professionals to facilitate a meeting with parents as relevant. 							                          ❏ 
15. Notify parents of children/young people of past years and other sites as relevant.              ❏ 
16. Monitor court proceedings and continue to consider the appropriateness of all actions as matters progress or new information comes to light. 				                          ❏ 
17. Inform school principal of the progress of the prosecution, and assist school principal in keeping staff, committee members of the incorporated body members and relevant parents similarly informed. 										❏ 
18. Continue to meet reporting obligations to other authorities. 			             ❏
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