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Make Safe Plan

Purpose of this document
This document records the immediate safeguarding controls required following completion of the safeguarding risk assessment. It is used for immediate make-safe planning only. It does not determine whether Gender-based Violence occurred, whether misconduct occurred, or whether any allegation is substantiated.
Case details
	Field
	Draft entry

	RiskWare reference
	

	Date/time completed
	

	Completed by
	

	Person supported
	

	Current stage
	

	Matter type
	

	Scope
	


Section A — Preconditions / gate check
	Requirement
	Status
	Action

	GBV classification completed
	
	


	Incident logged 
	
	


	Confidential handling applied
	
	


	Support coordinator allocated
	
	


	Conflict check completed
	
	


	Precautionary safeguarding basis confirmed, if classification remains uncertain
	
	



Section B — Immediate safety and risk screening
	Question
	Draft assessment

	B1. Immediate risk to physical or psychological safety?
	


	B2. Ongoing contact/proximity?
	


	B3. Power dependency / authority relationship?
	


	B4. Escalation / retaliation / vulnerability / power imbalance indicators
	


	B5. What actions are required today?
	






Section C- Confidentiality and information sharing
Information will be shared only with people who need to know for safety, support, legal, WHS, or process reasons. Before any substantive disclosure is made to individuals identified in the report, the University will complete a pre-disclosure risk assessment considering retaliation, confidentiality, psychological safety, procedural fairness and operational risk. Absolute confidentiality cannot be promised, but disclosure will be limited, purposeful and documented. Any proposed disclosure that may create retaliation, confidentiality, psychological safety, procedural fairness or legal risk should be escalated to the Case Owner / Safeguarding Lead and, where required, Legal / Governance before disclosure occurs.

Section D — Immediate Make-Safe Controls
	Item
	Draft entry

	Immediate safety concern?
	


	Immediate actions taken
	


	Contact boundaries required
	


	Reporting-line / supervision changes required
	


	Access restrictions / meeting controls required
	


	Non-retaliation controls required
	


	Other immediate controls
	


	Confidentiality protections required
	


	Triggers for review / escalation / re-triage
	


	Review date
	

















Section E - Case Role Allocation Table
Note: Immediate response roles are allocated by the GBV Incident Response Team at triage. This table records those allocations and any additional role separation or response functions required for implementation of the Make-Safe Plan, Support Plan, Safeguarding Action Plan and, where applicable, investigation.
	Role / function
	Purpose
	Key responsibilities
	Must be separate from
	Name / position to allocate
	Status

	Case Owner / Safeguarding Lead
	Overall coordination of the safeguarding response
	Confirm the case pathway; ensure immediate risk assessment is completed; allocate actions; coordinate case reviews; monitor timeframes; maintain oversight of controls, decisions, and escalation points; ensure relevant interfaces between WHS, HR, legal, and line management are managed
	Investigator; final decision-maker where possible
	
	☐ TBC

	Initial Risk Assessor
	Completes the immediate GBV safeguarding risk assessment, including psychosocial risk assessment and identification of urgent control needs
	Assess immediate safety risk, contact risk, power dependency, retaliation risk, confidentiality issues, psychosocial hazards, and urgent control needs; determine whether escalation is required; recommend immediate interim controls and psychosocial controls; and review dates
	Final decision-maker where possible
	
	☐ TBC

	WHS Psychosocial Risk Assessor
	Assesses work-related psychosocial hazards and controls
	Reviews work design, reporting lines, workload, role clarity, organisational justice, consultation, support needs and exposure to further harm; recommends psychosocial controls and review timeframes
	Investigator into misconduct allegations; respondent support person
	
	☐ TBC

	Make-Safe Plan Owner
	Owns implementation of interim safety controls
	Implement and monitor agreed controls, including contact boundaries, reporting-line changes, confidentiality protections, workload adjustments, access restrictions, non-retaliation measures, and review dates; escalate any control failures or new risks
	Investigator; respondent support person
	
	☐ TBC

	Support Coordinator — Discloser / Person Supported
	Provides support contact for the person who made the report
	Coordinate support; explain options, process, and available services; explain confidentiality expectations and limits; monitor wellbeing and safety concerns; coordinate reasonable adjustments and referrals; maintain support contact without taking over the investigation
	Investigator; respondent support person; final decision-maker
	
	☐ TBC

	Investigator / External Investigator
	Undertakes formal investigation if pathway is approved
	Confirm scope; gather and preserve evidence; interview parties and witnesses; test allegations; maintain investigation file; prepare factual findings in accordance with the approved scope; ensure procedural fairness requirements are supported
	Support coordinator; make-safe owner; final decision-maker
	
	☐ Not yet appointed

	HR Case Manager
	Manages employment-process interface
	Advise on employment obligations; coordinate reporting-line changes, workplace directions, leave or work adjustments; manage the interface between the employment process and respondents; ensure alignment between safeguarding actions and employment process requirements
	Sole support person for either party
	
	☐ TBC

	Legal Advisor
	Advises on legal risk, procedural fairness, privacy and disclosure
	Advise on confidentiality, disclosure obligations, privilege, evidence preservation, investigation scope, regulator exposure and legally sensitive decisions; review draft correspondence or process steps where required
	Investigator unless formally appointed in that role
	
	☐ TBC

	Alternative Reporting Line / Temporary Manager
	Provides safe work-direction pathway
	Manage day-to-day work instructions, approvals, workload, leave and escalation where the ordinary line manager cannot safely perform the role; implement agreed managerial controls
	Any person named in the report
	
	☐ TBC

	Non-Retaliation Monitoring Lead
	Monitors for adverse treatment or escalation
	Monitor workload changes, exclusion, performance action, communication tone, informal pressure, confidentiality breaches or other adverse treatment; escalate concerns promptly and ensure monitoring is documented
	Named parties / implicated local line
	
	☐ TBC

	Procedural Fairness Lead
	Ensures process fairness at the right stage
	Review timing and content of allegations put to respondents; confirm opportunity to respond; check support access, role separation and bias controls; ensure fairness steps are documented
	Discloser support coordinator
	
	☐ TBC

	Witness / Other Affected Persons Contact
	Provides safe contact point for witnesses or others referenced
	Make safe contact; explain support options and confidentiality expectations; provide referral pathways; avoid pressuring participation; escalate any safety or welfare concerns
	Investigator if support function is needed
	
	☐ TBC





Section F — Review and update
Review date: __________________
Reviewed by: __________________
Changes to immediate controls required:


Have current make-safe controls remained effective?
☐ Yes
☐ No
If no, what further immediate controls are required?


Has the matter been escalated to the Support Plan and/or Safeguarding Action Plan?
☐ Yes
☐ No




image1.png
Southern Cross
University




