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1. PURPOSE
This Procedure explains how Make AI Movies Workers must respond when they:
· receive a disclosure from a child;
· observe concerning behaviour;
· suspect a child may be at risk of harm;
· become aware of a breach of the Code of Conduct;
· receive a complaint;
· become aware of possible inappropriate conduct by another Worker.
The primary objective is to protect children and young people from harm.

2. CORE RULE
If you are concerned about a child's safety, do not ignore it.
Take the concern seriously and report it.
Workers are not expected to investigate allegations themselves.

3. IMMEDIATE DANGER
If a child is in immediate danger:
1. prioritise the child's immediate safety;
2. seek emergency assistance where required;
3. do not leave the child in an unsafe situation;
4. notify the responsible Make AI Movies representative as soon as possible;
5. record what occurred.





4. WHEN A CHILD MAKES A DISCLOSURE
If a child tells you something concerning:
DO
· remain calm;
· listen carefully;
· take the child seriously;
· allow the child to speak in their own words;
· tell the child they did the right thing by speaking up;
· explain that you may need to tell someone who can help keep them safe;
· make factual notes as soon as possible.
DO NOT
· panic;
· express shock or disbelief;
· investigate;
· interrogate the child;
· ask unnecessary leading questions;
· promise secrecy;
· pressure the child to repeat their story;
· confront the alleged person.

5. WHAT TO RECORD
As soon as possible, record:
· date;
· time;
· location;
· names of people involved;
· what you observed;
· what the child said, using their own words where possible;
· actions taken;
· people notified.
Records must be factual.
Do not include speculation, personal opinions or conclusions.

6. INTERNAL REPORTING
Workers must report child safety concerns promptly to the designated Make AI Movies Child Safety Contact.
Designated Child Safety Contact:
Name: _Matthew Donaldson
Position: _Founder / Director
Phone: _ 0431817956
Email: _matthew@makeaimovies.com.au
If the concern involves the designated Child Safety Contact, the Worker must report directly to:
Alternative Contact:
Name: ______________________________
Position: ___________________________
Phone: _____________________________
Email: _____________________________

7. CONCERNS ABOUT A WORKER
If the concern relates to a Worker, contractor, volunteer or other person associated with Make AI Movies:
· do not attempt to investigate the matter yourself;
· report it immediately through the designated reporting process;
· take reasonable steps to protect children from immediate risk;
· preserve relevant information or evidence;
· maintain appropriate confidentiality.
The person raising the concern must not be punished or disadvantaged for making a genuine report.






8. IMMEDIATE RISK MANAGEMENT
When a concern is received, Make AI Movies must assess whether immediate action is required.
Actions may include:
· increasing supervision;
· changing a Worker's duties;
· preventing unsupervised contact;
· temporarily removing a Worker from child-related duties;
· changing access arrangements;
· increasing monitoring;
· contacting appropriate authorities.
Risk management is not a determination that an allegation is true or false.
It is a precautionary process designed to protect children.

9. EXTERNAL REPORTING
Depending on the circumstances, concerns may need to be reported to:
· Queensland Police;
· child protection authorities;
· the Queensland Family and Child Commission;
· Blue Card Services;
· another regulator or professional body.
Workers must follow applicable legal and organisational reporting requirements.
Where there is uncertainty about whether a matter should be reported externally, Make AI Movies should seek appropriate professional or legal guidance rather than delaying action where a child may be at risk.










10. REPORTABLE CONDUCT
Where Make AI Movies is subject to Queensland's Reportable Conduct Scheme, concerns about Worker conduct towards children must be assessed and managed in accordance with the applicable legislative requirements.
If a reportable allegation or conviction is identified, the responsible head of the organisation must ensure that:
· immediate risks to children are assessed and managed;
· required notifications are made;
· appropriate investigation processes are undertaken;
· records are maintained;
· outcomes and risk controls are reviewed.
Reportable Conduct Scheme obligations do not replace other legal reporting obligations.

11. CONFIDENTIALITY
Information about child safety concerns must be handled carefully.
Workers must not:
· discuss allegations unnecessarily;
· share information for gossip;
· post about incidents online;
· contact unrelated people about the matter.
Information may be shared where necessary to:
· protect a child;
· comply with law;
· make a required report;
· conduct an authorised response or investigation.









12. SUPPORT FOR CHILDREN
Where appropriate, Make AI Movies will consider what support a child may require following a concern or incident.
This may include:
· providing a trusted adult;
· communicating with parents or carers where appropriate;
· adjusting participation arrangements;
· providing information about support services;
· making appropriate referrals.

13. SUPPORT FOR WORKERS
Workers involved in a serious child safety matter may also require support.
Make AI Movies may provide or facilitate appropriate support while ensuring that the child's safety and wellbeing remain the primary priority.

14. PROHIBITION ON RETALIATION
Make AI Movies prohibits retaliation against a person who raises a child safety concern in good faith.
Retaliation may include:
· intimidation;
· threats;
· exclusion;
· disadvantage;
· bullying;
· termination or reduction of opportunities because a person raised a genuine concern.









15. FOLLOW-UP AND REVIEW
Following a child safety incident or concern, Make AI Movies will consider whether improvements are required to:
· policies;
· training;
· supervision;
· technology controls;
· risk management;
· communication;
· recruitment;
· program design.
The purpose is not only to respond to an individual concern but, where appropriate, to reduce the likelihood of future harm.

16. RECORD RETENTION
Child safety records must be:
· securely stored;
· protected from unauthorised access;
· retained in accordance with applicable legal and organisational requirements.
Records must not be destroyed, altered or concealed inappropriately.

17. WORKER RESPONSIBILITY
Every Make AI Movies Worker must understand:
See something concerning — report it.
Hear a disclosure — listen, reassure and report.
Believe a child may be at risk — take action.
Never ignore a child safety concern.
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