Commonword
Child Protection Policy

Commonword recognises that every child and young person taking part in our creative activities, workshops and development programmes has the right to do so in an enjoyable and safe environment. Commonword has therefore developed Guidelines for Good Practice when working with Children and Young People.

Commonword requires all its staff, volunteers and Management Committee to adhere to the Guidelines for Good Practice at all times.

Lines of Responsibility

All paid staff and volunteers are responsible for following the Guidelines for Good Practice when they are working with children and young people.
The Chief Executive is responsible to the Management Committee for ensuring that all of Commonword’s work is in adherence with the Guidelines and that staff and volunteers are fully aware of the Guidelines.     
The Management Committee is responsible for monitoring the implementation of the Child Protection Policy.

COMMONWORD
Guidelines for Good Practice when working with

Children and Young People

Commonword recognises its responsibility to create safe and enjoyable environments when working with children and young people, including a duty to provide proper health and safety measures.

Good practice applies to everyone, whether paid staff or volunteers, who work with children and young people.

For the purposes of the Good Practice Guidelines, “children” are identified as those who are under school-leaving age. “Young people” are those who are over school-leaving age.       

Children
Where Commonword is working with children the following guidelines will usually apply:

Parental consent

Parental consent forms will need to be used when:

· Activities involving more than usual risk are to be undertaken

· Children are to be involved in activities or events at which photography or filming is to take place.
General Safety and Security

· Ensure that children are safe in getting to the venue
· Ensure the timing of activities is appropriate
· Ensure that no unauthorised person can gain access to the activity. Visitors should be identified before gaining access
· Ensure that there is a register of all children attending the activity

· Ensure children and young people know who facilitators and/or leaders are

· Ensure that adequate insurance is in place.
Young People
When working with young people it is not necessary to gain parental consent, nor to abide by the specific guidelines set out above in relation to children. Due care and thought should be given, however, to ensuring that all activities are undertaken within a safe environment and that the young people will be safe getting to and from the venue.
Risk Assessment
The following guidelines relate to all work, whether with children or young people.

When undertaking an activity it is essential that consideration is given to the dangers and difficulties that may arise and that plans are in place to minimise them. Children and young people must not be placed in situations where they are exposed to unacceptable risk. At every activity/event it should be clear what roles and responsibilities each facilitator/leader has. The following should be considered:

· What are the risks?

· What needs to be done to reduce this risk?

· What safety measures need to be put in?

· What steps are in place in the event of an emergency?

Some examples of risks for groups to consider might be:

· Routes and methods of transport

· Seasonal conditions – weather and timing

· Emergency procedures

· Training or expertise required for the activity

· Communication arrangements

· First Aid requirements

Staffing

It is important to have sufficient ratio of adult supervisors (persons over 18 years of age) to children/young people.

· Factors to consider when choosing staff:

· Age and gender of group members

· Children or young people with special needs (e.g. medical needs or disability)

· First aid cover

· Nature of activity

· On or off-site activities
· All workers, including volunteers, who come into contact with children and young people within the course of their work, must consent to a Disclosure Check being carried out by the Criminal Records Bureau to check they have no relevant criminal convictions.  It is essential that all staff and volunteer workers have been through this process, especially when they are acting in a supervisory capacity away from the organisation.

· If there are volunteers supplementing the supervision ratio they should be carefully selected and ideally be well known to the group.  Any person who has not been through the vetting procedure must NEVER be left alone with children.

· Staff should reflect the gender balance of the group, especially if the activity is off-site or residential.

· Ideally you should have someone trained in First Aid.

· For specialist activities you must ensure you have trained experienced staff.

· All staff and volunteers should know what to do in the case of suspected or alleged abuse.

· There should be a trial period of three months for all new volunteers, at the end of which both parties should review the situation.

Ratios of adults to children/young people

Commonword usually works with older children and young people, however, its policy covers situations for work with younger children in the event that this should arise.

The following ratios (required under the Children’s Act 1989) are a minimum. It is always advisable to have at least one more facilitator/leader/volunteer than is required to allow for any emergencies to be dealt with safely and efficiently. Particular activities, journeys, or groups e.g. those with children or young people with special needs, may require a higher ratio.

For on-site activities:    For up to 20 children there should be 2 adults (preferably one of each gender). There should be one additional leader for every extra 1-10 children (i.e. there should be an extra leader even if the group size increases by only one extra young person).

For off-site activities:
For children aged 8-13 years, there should be 2 adult leaders for a group of up to 15 children, plus an additional leader for every 1-8 extra children.

For children aged 13 years and over, there should be 2 adult leaders for a group of up to 20 young people, plus one additional leader for every 1-10 extra young people.

For young people over school leaving age, the appropriate staff ratio will be agreed by staff with the Project Leader.
Insurance

Workers are covered for legal liability under the terms and conditions of the organisation’s insurance policy. Any variations from the normal programme or venue may require additional insurance premiums to be arranged.

First Aid

· Ideally at least one facilitator/worker present should have some basic training in First Aid

· Provide an adequate and appropriately equipped First Aid Box, which is clearly located and recognisable. Keep it properly stocked
· Make sure that an Accident Book is available, properly used and that all incidents are dealt with correctly
· Ensure all information regarding any trained First Aiders is readily accessible. Make sure ALL are aware where the responsibility for First Aid lies
Fire Safety
· All users of the building should be made aware of and asked to comply with the emergency procedures.

· There should be an accessible, clear and up to date record of all people who are present. This record would be used for a roll-call in the event of an emergency.

Transport

There are many factors to consider when planning transport for trips and outings, such as:

· Type of journey, including journey time and distance

· Passenger safety

· Traffic conditions

· Weather conditions

· Arrangements for emergencies and breakdowns

· Appropriate insurance cover

· Stopping places

· Supervision – N.B. the driver should not be included as a supervisor

It is important to ensure:

· The children and young people know what their responsibilities are, the expectations of them and any rules and boundaries for the trip.

· The leaders know what their responsibilities are, the expectations of them, and rules and boundaries for the trip.
· There are adequate staffing ratios.

· The suitability of the vehicles, i.e. road worthiness, size, seat belts, proper current documentation and adequate insurance cover.
· Drivers have the required credentials.
· Regular head counts are done.
· You have accurate lists of all participants and relevant personal details.
· You have parental consent forms where appropriate.
Code of Conduct for Children / Young People

When working with children and young people it is important to set clear boundaries and agreed ways of behaving. The children/young people should be fully involved in the drafting of this.  It should be clearly displayed and made known to all children and young people using the group, any new members to the group, parents/carers and facilitators/staff/volunteers. It can be revisited and adjusted regularly as appropriate.

It should include details of:

· Ways of behaving with each other that are expected, e.g. respect, friendliness, sharing equipment, not excluding anyone etc.

· Ways of behaving that are not acceptable, e.g. bad language, racist/sexist comments, bullying, fighting etc.

· Any regulations set by the venue, e.g. respecting the property and out of bounds areas etc.

· When and where they are free to leave, and any procedures for doing so.  

· Expectations for participation.

· Where appropriate, details about the use of drugs/smoking/alcohol.

· Boundaries and appropriateness of relating to staff.

· Personal property,
· Any sanctions that will apply in the event that the code of conduct is broken.

Code of Conduct for Staff and Volunteers

· Try to avoid meeting one-to-one unless it is a public place.
· Always notify the appropriate project staff that you are meeting. 
· When working with children and young people you should avoid the trap of becoming a ‘parental figure’. This tends to create an excessive emotional attachment for all parties.

· You should be aware of the ‘power’ of your role and position.

· Ensure that all children, young people and vulnerable adults feel equally valued.  Favouritism causes feelings of alienation and can be misunderstood.

· Provide an example of good conduct you would like others to follow. Think and act sensibly to avoid situations that could lead to difficulties of embarrassment or accusation. Be mindful of what is responsible and appropriate behaviour for someone in a trusted position of authority.

· Ensure that there is more than one adult present during your organisation’s activities with children and young people.

· Staff and volunteers must be aware of relationship boundaries. Your priority is to meet the needs of the child or young person, not your own. Be aware of touch and language that could be misinterpreted as inappropriate.

· Respect a child or young person’s right to personal privacy.

Be aware that physical contact with a child, young person or vulnerable adult may be misinterpreted, therefore:

· Any physical conduct should only take place in public.

· Physical contact should reflect the child, young person or vulnerable adult’s needs, not the worker's/volunteer’s.

· Physical contact should be age-appropriate, and initiated by the child, young person or vulnerable adult, not the worker/volunteer.

· Team members should be able to help each other by pointing out anything that could be misunderstood.

· If a worker/volunteer persists in inappropriate touch with a child, young person or vulnerable adult this must be challenged. If there are concerns about a worker/ volunteer’s contact, advice must be sought. It is the duty of all staff and volunteers to report to the Project Leader, Chief Executive and/or the Chair of the Management Committee any concerns they may have about the behaviour of any other staff member or volunteer, without delay.
Dealing with disclosure
Procedures for alleged/suspected child abuse: Physical, Emotional and Sexual

All young people must be notified in their first one-to-one session with a member of staff about the confidentiality and child protection policy of Commonword.

If abuse is alleged:-

· Listen carefully to what the child/young person is telling

· Re-assure the child/young person that we will support them through the disclosure process.
Any member of staff who suspects or is told of abuse has responsibility to formally report this to the Project Leader and/or Chief Executive.

Advice about how to deal with concern about significant harm to a child/young person can be obtained from:- 

Manchester Children’s Services

Quality Assurance and Performance Management Unit

0161 203 3232

If a child/young person is at risk of significant harm, this must be referred to Manchester Contact Centre

0161 255 8250

Procedures must be followed where there is concern that a child/young person may have suffered or be at risk of suffering or harm from:
· A parent or carer

· A person known to the child/young person such as a relative or family friend

· Another child

· People in positions of authority
Any member of staff who notices possible signs of abuse or who is approached should make it possible for a child to explain an injury, speak of personal experiences or make a disclosure in a non-threatening environment.

They should be reassured that they are believed and be told that further action may be taken. Care must be taken to reassure the young person that they are not to blame and that they are right to report the matter.

It is not staff responsibility to interview the child about the abuse, this is the role of the Police or Social Services.  

The person who initially listened to the child should record what the child said using the same language. Leading questions should be avoided, the child needs to express themselves freely.

The child/young person should be informed that you will need to discuss this with the Project Leader, Chief Executive or members of the Board.

If it is decided that a referral has to be made then:-

Where possible, and provided this will not put the child at harm, discuss concerns with the family and seek their agreement before making a referral to Childrens Services. 

Do not delay a referral because a parent is not in agreement with the course of action.

The welfare of the child is paramount and takes precedence over issues of confidentiality or maintaining good relationships with families.

The degree of confidentiality to be maintained is determined by the need to safeguard a child’s welfare. If in doubt apply the test ‘Will withholding this information prejudice the welfare of the child?’  If the answer is ‘yes’, the information needs to be shared.

Summary of actions

· Address immediate danger
· Listen to and reassure the child
· Do not ‘grill’ or put words into the child’s mouth
· Discuss concerns with Project Leader
· Record concerns
Definitions of Abuse
Physical Abuse

Any form of physical injury to a child/young person where there is knowledge or reasonable suspicion that the injury was intentionally inflicted or not prevented. Some examples include:-
· Slapping

· Punching

· Cigarette or burn marks

· Scratching

· Kicking

· Pulling of hair

· Beating with objects
Sexual Abuse

The involvement of a child/young person in unwanted sexual activities, physical and online, whether by force or persuasion, and to which they are unable or unwilling to give informed consent. It relates to abuse by a carer, a significant adult, a family member, another child, and other adults in family and friend networks. It can also include circumstances where the significant carer/adult has failed to protect the child/young person from sexual abuse. This aspect of abuse includes:-

· Rape

· Child Sexual Abuse

· Incest

· Pornography

· Child prostitution

Emotional Abuse

The severe adverse effect upon the behaviour and development of a young person which is caused by persistent coldness, hostility, rejection or over protection on the part of the perpetrator towards the child/young person.  Some examples include:-

· Verbal abuse

· Shouting and screaming

· Over critical – putting the child down

· Taunting

· Humiliating punishments

All staff working with children and young people whether paid or voluntary have a duty to follow Child Protection procedures
A flow Chart for Child Protection Procedure
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NB: Record all actions including phone calls using Continuation Recording Sheet

NB:  If this has been an allegation of abuse against a member of staff, you must inform the Project Leader, Chief Executive or a Board Member who will then follow the steps above.  Record in Records of Concern Form.

Staff member or volunteer has concerns about the welfare of a child or young person


Records concerns using Record of Concern Form








Staff member reports concern to Project Leader 





If original referral was by telephone, then written referral needs to be submitted as confirmation within 48 hours – using referral proforma and supporting records











Continue to monitor the situation.  Make referral via Manchester Contact Centre if any future concerns











Is this a serious concern?








Yes








No





Manchester Contact Centre must be notified so that advice is obtained and, if appropriate a referral can be made over the phone


0161 255 8250











No further child protection action required. May need to act to involve other services. Record on Sharing of Information form. Discuss support package with parent/carer








Referral made





Contact Centre will acknowledge receipt of referral and decide appropriate form of action within 1 working day
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