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Our Promise to
our families
At Grace Acting Studios we are committed to always providing a safe
and welcoming environment where our students feel comfortable to be
themselves, create freely, explore, discover and thrive artistically.
We promise to always support, encourage and protect every student
who is in our care as we ignite and celebrate the unique spark that they
bring to the world.

IN OUR STUDIO WE:
Encourage teachers and staff to have open communication with their students and
emphasis no secrets.
Ensure that every child is treated equally and with dignity and respect
Avoid (where possible) working in closed studio in a one-on-one situation with a child. If
this situation occurs, extreme care will be exercised
Ensure that the welfare of the child comes first
Ensure that teachers and staff are aware of the indicators or abuse and they know what
to do if this situation occurs
Ensure that teachers and staff are aware of their obligation to advise the studio director if
any concerns about the safety, welfare and wellbeing of any child that may arise
Ensure that teachers and staff are aware of mandatory obligations to report suspected
risk of significant harm and of the procedures for doing so
Ensure teachers DO NOT emotionally manipulate a child as a form of control
DO NOT make inappropriate remarks or sexually suggestive comments to a child, even in
jest.
DO NOT allow or engage in any form of inappropriate touching
DO NOT fail to act on, report, or record any allegations made by a child
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1.

Child Safe Policy
This Child Safe policy was developed on the 3rd of February 2017 and endorsed by all staff
present at a meeting held on Feb 5th 2017. The policy was last reviewed on the 19th of Jan
2021 and will be reassessed on or before the 19th of Jan 2023.
The policy was written to demonstrate the strong commitment of Grace Acting
management and staff to child safety. It provides an outline of the policies and practices
we have developed to keep everyone safe from any harm while participating in classes at
Grace Acting Studios.

COMMITMENT TO CHILD SAFETY
All Students that come to Grace Acting Studio have a right to feel and be safe. The
welfare of the students in our care will always be our first priority and we have a zero
tolerance to abuse. We aim to create a caring and friendly environment where students
feel safe and have fun.
This policy was developed in collaboration with our staff and applies to all staff, volunteers,
work experience students, students and individuals who may be involved on a casual basis
in our organization.

STUDENTS RIGHTS TO SAFETY AND PARTICIPATION

Grace staff encourage students to express their views. We listen to their suggestions,
especially on matters that directly affect them. We actively encourage all students who
use our services to ‘have a say’ about things that are important to them. We teach
students about what they can do if they feel unsafe. We listen to and act on any concerns
students or their parents raise with us.

VALUING DIVERSITY

We value diversity and do not tolerate any discriminatory practices. To achieve this we:
• Promote the cultural safety, participation and empowerment of students from culturally
and/or linguistically diverse backgrounds and their families
• Welcome students with a disability and their families, ensuring all of our facilities and
classes are designed in a way that allows them to thrive.
Welcome students of all sexual orientation and gender identity and ensure the our
studio supports and empowers them.
• Seek appropriate staff from diverse backgrounds
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RECRUITING STAFF
Grace Acting applies the best practice standards in recruitment and screening of staff.
We interview and conduct referee checks on all staff and require a Working With Children
Check for relevant positions.

SUPPORTING STAFF AND VOLUNTEERS
Grace Acting seeks to attract and retain the best staff and volunteers. We provide
support and supervision so that people feel valued, respected and fairly treated.
We have developed a Code of conduct to provide guidance to our staff and
volunteers, all of whom receive training on the requirements of the Code.

REPORTING A CHILD SAFETY CONCERN OR COMPLAINT
Sarah Grace has been appointed as Child Safety Person with the specific responsibility for
responding to any complaints made by staff, volunteers, parents or children. (See
Complaints Policy). In the event that Sarah is unavailable, Chloe Edwards or Michelle
Beattie will assume this role.

RISK MANAGEMENT

We recognise the importance of risk management approach to minimise the potential
for a child abuse or harm to occur and use this to inform our policy, procedures and
activity planning. In addition to general occupational health and safety risks, we
proactively manage risks of abuse to our children. (See: Identifying and managing risk)

REVIEWING THIS POLICY
This policy will be reviewed every two years and we undertake to seek views, comments
and suggestions from children, parents, carers, staff and volunteers.
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Code of Conduct - Staff
This code of conduct outlines appropriate standards of behaviour by an adult
towards children at Grace Acting Studios.
ALL GRACE STAFF ARE RESPONSIBLE FOR PROMOTING THE SAFETY AND
WELLBEING OF CHILDREN AND YOUNG PEOPLE BY:

Adhering to the Grace Acting Child Safe Policy
Treating other staff, students and their parents/carers with respect, including listening
to and valuing their ideas and opinions
Welcoming all children and their families/carers and being inclusive
Respecting cultural, religious and political differences and acting in a culturally
sensitive way.
Modelling appropriate adult behaviour
Complying with our guidelines on physical contact with a child
Considering the special learning needs of certain students when planning and
teaching classes.
Ensuring all students are familiar with the ‘Grace Acting Rules’ and encouraging
students to behave inline with these expectations at all times while attending the
studio
Respecting the privacy of children and their families, and only disclosing information
to people who have a need to know (eg. Studio director and other staff working with
the child).
Formally documenting any incident in which a child is injured by completing a Grace
Acting incident report
Reporting any breach of this Code of Conduct, complains and concerns to the Child
Safety Person or Acting Child Safety Person immediately.
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GRACE ACTING STUDIOS STAFF MUST NOT:

Seek to use children in any way to meet the needs of adults
Ignore or disregard any concerns, suspicions or disclosures of child abuse
Use prejudice, oppressive behaviour or language with children
Engage in rough physical games with children
Discriminate on the basis of age, gender, race, culture, vulnerability or sexuality
Initiate unnecessary physical contact with children or do things of a personal nature
that children can do for themselves eg. Changing clothes, toileting etc.
Develop ‘special relationships with specific children or show favouritism through the
provision of gifts or inappropriate attention
Exchange personal contact details such as phone numbers or email addresses with
children
Have unauthorised contact with children and young people online or by phone.
Be alone with a student at anytime. On the occasion of a private lesson, the session
should be taken in a classroom where video surveillance is active.

5.

Code of Conduct - Students
All students will be respectful and courteous to teachers, staff, peers and parents in
the classroom as well as out of the classroom.
Treat others how you would like to be treated and not bully, harass or intimidate any
other student.
Students are not to post photos, videos or messages on any form of social media
without the permission of the subject/studio or of a derogative nature in regards to
any student, teacher or visitors to our studio.
All students are to be supportive and helpful towards each other and not deliberately
exclude others during class

Code of Conduct - Parents/ Carers
All parents will be respectful and courteous to teachers, staff, peers and students in
the waiting areas as well as at performances and events.
Parents are to be respectful and courteous to our neighbours and must not obstruct
the entry into our neighbours properties during drop off and pick up times.
Parents are to trust in and support the studio curriculum as implemented by the
teachers.
Parents are to support students to comply with classroom expectations, behaviour
expectations and practice expectations as set out by the teacher.
Treat others how you would like to be treated and not bully, harass or intimidate any
other student, parent, teacher or staff member.
Parents are not to post photos, videos or messages on any form of social media
without permission of the subject/ studio or of a derogative nature in regards to any
students, teachers or visitors to our studio.
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Training Policy
At Grace Acting Studios we are committed tp regular team training and professional
development throughout the year. This includes team training days, individual
personal development training, workshops and guest speakers.
We place a big emphasis on child safety, leadership and the essential skills required
for 'effective teaching'
Each team training day is planned and constructed to cover various relevant topics
Training includes group discussions, role play, practical components, self-awareness
analysis and safe classroom practices.
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Recruiting and Interviewing Policy
When Grace Acting Studios is looking to employ new teachers, we include a very
comprehensive list of questions, expectation and criteria .
Adverting Descriptions:
1. Duties
2. Brief description of our studio and our values
3. Details of the role
4. Conditions of getting the job (eg, specific hours, days, pay rates etc)
5. Performance Criteria:
Qualifications
Knowledge /skills
Experience
Personal qualities
Availability
Relevant checks e.g. WWCC and references
Once the initial application has come through, the studio owner will contact the
applicant by phone and usually organise a face-to-face meeting
During the interview process, the studio owner will ask pre-prepared questions around:
1. Qualifications
2. Experience
3. Relevant child safety and criminal history checks
If they are deemed suitable at this point, the studio owner will check references, organise
an induction pack and book in a trial class time and day
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Supervising Policy
Sarah Grace, the studio owner delivers regular and thorough training throughout the
year. In each training session , teachers are presented with very clear expectations,
boundaries and guidelines. It is crucial to include a detailed session on child safety
within the studio.
Where possible, Sarah or a member of the management team will organise
unexpected visits or drop in's on classes.
If necessary Sarah will sit in on a class and assess the teacher, to ensure that they are
adhering to expectations as presented in training.
Once a quarter, Sarah will organise one-on-one meetings with staff so that they can
discuss any wins, concerns or issues. This also gives the teacher a chance to raise any
problems or concerns with them.
Sarah and the management team will randomly ask students how they are going and
whether they are enjoying and learning from the teacher
Sarah and the management team will listen to, acknowledge and action feedback.

9.

Complaints Management Policy
At Grace Acting Studios...
1) Everyone in our studio should be confident that complaints will be dealt with honestly and
fairly.
Everyone in our studio should be confident in reporting inappropriate behaviour around kids
Everyone in our studio should report concerns about the safety and welfare of a child or young
person immediately
2. All complaints should be reported. This includes
- Disclosure of abuse
- Inappropriate behaviour around kids
- Suspicion of abuse or harm to a kid
3. All complaints must be reported to the Child Safety Contact Person, Sarah Grace on
52 212439. A child or young person, or any staff member/volunteer/student can make a complaint,
or raise a concern, directly to the Child Safety Contact Person at any time. In the event that Sarah
Grace is unavailable /on leave, Chloe Edwards and Michelle Beattie are to step in as an acting
Child Safety Contact Person. Both Chloe and Michelle are trained to manage this role with care
and professionalism. They will then notify Sarah of the complaint and the measures that have
been taken following the complaint being made.
4. The child Safety Contact Person will take the following action:
- Listen to the person making the complaint and make a record of the complain using the
'Complaint Record Form.'
- Offer support to the child, parents, person who reports and the accused staff member or
volunteer
-Initiate internal processes to ensure the safety of the child, clarify the nature of the complaint
and commence disciplinary process (if required).
- Decide, in accordance with legal requirements and duty of care, whether the
matter should/must be reported to the police or Child Protection and
make a report as soon as possible if required.

10.

Listening, Communication and Privacy Policy
STATEMENT
We commit to listening to our students and ensuring any concerns or complaints are dealt
with accordingly.
We encourage all of our students to have a voice and keep the lines of communication
open between teachers, staff and each other.
The ways in which we protect our student's information include:

1) Personal information is collected in the correct manner and for a specific purpose
2) Ensure we ask permission prior to obtaining personal information
3) We ensure that after we have collected student information, it is stored securely.
4) Personal information can only be accessed by an authorised person ( eg. management
team and studio director)
5) Ensure personal records aren't altered or forged
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Additional Safety Procedures
1. Physical Safety

1.1 Drop off and Pick Up Policy
All students are to be dropped off at the studio no earlier than 15 minutes before their class begins. Parents are responsible
for ensuring that their child reaches and enters the studio doors safely upon arrival to class.
Parents/Carers of our 'KIDS' (grade 1-3) are required to come into the studio to collect their child at the end of class.
'
TWEENS' (grade 4-6) and 'TEENS' (year 7 +) are able to exit the front door and wait for parents on the driveway. They are
not permitted to leave the premises until they can see their parent/guardian. If the student can not see their
parent/guardian from the driveway they will be asked to wait inside until they arrive .
** Please note, while social distancing requirements are in place due to Covid19 the drop of and pick up policy contained in
our Covid Safe Handbook will override our usual policy. You are able to view this policy via our website.

1.2 Use of props

Studio props are to be handled with care at all times. Props should only be used or accessed with the permission of a
teacher. Once props are used that are to be placed back in the prop room safely and neatly.

1.3 Movement in the space
Students are required to walk at all times in the hallways, foyer and filming room at the studio. In improvisation students
should listen closely to the teacher and their instructions when moving around the space and ensure that they are always
moving safely. Teachers are required to stop any activity immediately if its participants are not moving in a safe manner.

1.4 Use of Technical Equipment
Students must be supervised by a teacher or tech when using cameras, switchers and other technical equipment. All cords
must be safely covered using the mats provided. All extension cords must be tagged and tested. All stands and cameras
are to be secured using sand bags. Any equipment that is deemed faulty must be reported to tech supervisors Luke
Saliba or Jayden Course immediately and removed from the space. Additional equipment located in the tech room
should only be used in Master Classes or with the permission of the studio director and under the supervision of a senior
tech.

1.5 First Aid
It is recommended that teachers hold a certificate in level 2 first aid, renewing their qualification every 3 years. At least 1
team member at each premises must hold this qualification during every shift.
First Aid Kits
The first Aid kit (including epipen) is located in the white cupboard in the office at studio 1 and in the filing cabinet bottom
draw at studio 2
Calling an ambulance
If a child is in urgent need of care, (unconscious, server bleeding, serious accident, difficulty breathing, suspected
anaphylaxis, sever pain) ensure the situation is safe and call an ambulance immediately.
Calling Parents
If a child is feeling unwell report to the office and an admin will contact the child's parents to collect them
Incident reports
The Incident reports folder is located under the whiteboard in the office at studio 1 and under the front desk at studio 2.
Teachers must create an incident report as soon as possible (straight after class) for any injuries that were incurred by a
child.
The report must be signed by the studio director or manager on duty, the teacher and the parent/
guardian of the child.
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1.6 Allergies, Medical Conditions and Action Plans

The studio is a nut free zone.
When bringing food onto the premises teachers and students are asked to ensure it is always nut free.
Reporting allergies and Medical Conditions
Parents are required to report all allergies and medical conditions upon enrolling their child at the studio. If
necessary they must also provide an action plan for the management of the condition.
Information for teachers on allergies and Medical conditions
Teachers can find all relevant medical information for students in their class on their electronic jackrabbit roll. If
a management plan has been provided it will be posted on the wall in the office at studio 1 and in the kitchen
at studio 2.
Management of Student medication
Student medication should be kept in the office on the desk under the whiteboard at studio 1 and on top of the
filing cabinet at studio 2. Students can keep their medication in their bag if parents prefer, however it must be
clearly visible and labeled. Parents must let the teacher know if a child has medication of any sort with them in
class.
Use of epipen
The studio has an Epipen for emergency use. If an epipen is administered (either the studio epipen or a
students') an ambulance should be called immediately.

2. Emotional Safety
2.1 Behaviour Management
At Grace Acting Studios we recognise that the management of unsatisfactory behaviour is imperative to the
creation of a safe supporting learning environment where all students are able to flourish grow. Unsatisfactory
behaviour is defined as any behaviour that is in breach of the studio rules (see studio rules). The following steps
will be taken to ensure that all students are given the opportunity to thrive in class
1) Initial disruption
A friendly reminder given by the teacher, about the studio rules and what is expected in class
2) 2nd disruption
An official warning given to the student. The student is reminded that this is their last warning before there will
be consequences for their actions
3) 3rd disruption
The student will be asked to remove them self from the classroom and report to the office at studio 1 or to the
other classroom at studio 2. They are to spend 5 minutes on the 'chill out' chair, collecting their thoughts and
getting centred to reenter the class. The teacher will speak to the parent at the end of class about the
behaviour.
4) 4th disruption
Parent will be called to collect the child. A senior member of staff, the teacher and parent will work together to
develop a behaviour management plan for the child before the next class.

We believe in all of our students and their ability to shine bright in our classes. In the extremely unlikely
instance that none of these measures result in an improvement in the child's behaviour, the family will be
asked to remove them from classes to preserve a safe learning environment for all student.
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2.2 Bullying
At Grace Acting Studios we have zero tolerance for bullying. Any reports of bullying from students or parents
will be acted upon immediately.
Bullying is an ongoing and deliberate misuse of power in relationships through repeated verbal, physical and/or
social behaviour that intends to cause physical, social and/or psychological harm. It can involve an individual
or a group misusing their power, or perceived power, over one or more persons who feel unable to stop it from
happening.
Bullying can happen in person or online, via various digital platforms and devices and it can be obvious (overt)
or hidden (covert). Bullying behaviour is repeated, or has the potential to be repeated, over time (for example,
through sharing of digital records).Bullying of any form or for any reason can have immediate, medium and
long-term effects on those involved, including bystanders.
Single incidents and conflict or fights between equals, whether in person or online, are not defined as bullying.
If a teacher/parents/students notices a suspected instance of bullying within the Grace community they are to
contact Child Safety Person (Sarah, Chloe or Michelle) immediately. Together we will formulate a
management plan that involves consulting the parties involved and their families and reaching a solution that
ensures that everyone feels safe, supported and happy within the Grace Community.
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2.3 Teaching Methods and Pedagogy
Use of Voice
To bring focus back to a room, teachers are encouraged to lower their voice to draw students attention as
apposed to yelling.
A signature symbol for focus
Teachers are encouraged to develop a signature symbol for the class that shows that they need to stop, look
and listen for instructions. eg teacher puts their hand in the air, the class copy this action and stop and listen
(but we can get a bit more creative than that!)
Highlighting positive behaviour
Teachers at Grace highlight students who are doing great things in the class, like being extra kind to others,
listening well and being respectful etc.
Displaying lesson plan for students
Many students who experience anxiety or who are diagnosed with ASD really benefit from knowing what to
expect in a class. Teachers are encouraged to write their lesson plan on the classroom white board for students
to see when they enter the class.
Establishing a clear routine an expectations
Teachers at Grace set up clear routines for their students. For example the way they wish for students to come
into the room and how they want them to assemble. eg, we always come in the door quietly and sit in a drama
circle joining in with the actions of the teacher.
Where possible, build students interests into the curriculum
Teachers at Grace take notice of the individuals in their class, what interests and excites them and where
possible try to build reference to this into the curriculum
Students are involved in the decision making in the classes and studio as a whole
Grace acting studios takes a student centred approach to learning and where possible teachers involve the
students in the decision making that happens in class, particularly relating to any performances or events that
are being planned throughout the year.
Teachers take time to Tune in at the beginning of class and Celebrate at the end of class
Teachers take time to 'tune in' connect and engage with the class at the beginning of the lesson, sparking their
interest in what is to come and also ensure that the lesson is concluded in a way that celebrates the success
and learning of the class.
Teachers structure a clear learning focus for each class and
scaffold students learning throughout the term
Teachers have a clear teaching focus chosen for every class.
This focus is aimed to build on students existing skills
and knowledge and is part of a broader term plan.
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2.4 Mental Health
Sometimes students will confide in teachers at the studio about things that are going on for them and feelings
they are having relating to their mental health. This means that the student feels comfortable and supported by
the staff member which is a good thing. However teachers can sometimes feel overwhelmed by this information
and responsibility. The following guidelines are in place at Grace Acting Studios to support staff in dealing with
these instances and insuring that we keep our students safe.
If a child turns to a staff member for help or to discuss anything related to mental health they should :
Show them care and give them your attention
The staff member should ensure that they are actively listening to the student, giving them their full attention.
A teacher may need to create space to hear the child. eg, if needed get the rest of class organised working
independently or call on the help of another staff member to supervise so that they can give them their full
attention.
Be non-judgmental, patient, calm and accepting
The student may be reluctant to talk about their problem because they don't want to upset anyone, but they
need to know they're doing the right thing by talking to someone.
Provide them options for getting help.
Encourage students to seek help. The following services are available to assist youth with their mental health:
KIDS HELPLINE
Age: All ages
contact: 1800 55 1800
website: kidshelpline.com.au
Free phone and online counselling service
for young people 24/7
HEADSPACE
Age: 12+
Contact: 5222 6690 (Geelong office)
Website: headspace.org.au
To talk to someone and get advice about
tough issues.
REACHOUT.COM
Age: 14+
website: reachout.com
Australia's leading youth mental health website.
Information, guidance & peer support for life problems
and mental health difficulties.
Report any incidents or concerns to the Child Safety Person
If staff have concerns about the mental health and wellbeing of a student or they have listened to and provided
advice to a student relating to an issue effecting their mental health they should report this to Sarah, the Child
Safety Person. If Sarah is unavailable they should report the concern or incident to Michelle Beattie or Chloe
Edwards. The Child Safety person will then develop a course of action to ensure the student is safe
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2.5 Positive atmosphere - Verbal instructions and Feedback
Knowing Students' Names
Teachers make a conscious effort to know and correctly pronounce the name of all students and to use
students names when addressing them in the classroom.
Common Phases Teachers and support staff use at Grace Acting Studios are:
- Well done!
- I love how you.......
- Hi James! It's so great to see you!
- Tell me about your week!
- You did it!
- I'm proud of you
- Do you mind if I....?
- I'm so happy to see that you have....
- I believe you can do it
- Let's make sure we...
- How are you feeling?
- What are your thoughts about that?
- What an fantastic accomplishment!
- That was so brave of you!
- I love that you took a leap out of your comfort zone there!

3. Artistic Safety
3.1 How we respond to mistakes
At Grace Acting Studios we embrace mistakes as an integral part of learning. Mistakes are met with
acknowledgement, discussion and praise in the knowledge that they will help our students grow.

3.2 Encouraging Artistic Risk Taking
At Grace Acting Studios we understand that achievements in the arts are directly related to students feeling
safe to take artistic risks within their class environment. Our students are encouraged to aim high and believe
in their ability to consistently improve their artistic skills. Our team always empower their students by
encouraging growth and expansion within their learning.

3.3 Freedom of Expression
All students at Grace Acting Studios are made to feel comfortable expressing their opinions artistically. Our
teachers applaud individuality the use of student ideas and collaboration as often as possible.

3.4 Building Resilience
At Grace Acting Studios students are taught to love the PROCESS of acting, not to get hung up on the end
result. We boldly celebrate our successes and those of others but we are most concerned with finding the joy
in the acting itself. It doesn't matter if you didn't get the part, what matters is that you had a ball in the
process and you are ready for the next opportunity when it comes your way!
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