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 Purpose and scope

This document is for all Grand Union Village Community Development Trust (hereafter known as GUV CDT) staff, trustees, volunteers and community groups managing projects, particularly those who have regular contact or work directly with children and young people. 

It is designed to guide you through the process of preventing and deterring any form of child abuse, and provides a clear reporting procedure whatever your work role.  

It is a legal requirement to report child abuse to the relevant authorities.  This document makes reference to other agencies (see Attached 3) that are better placed to deal with child abuse and also details what course of action the Grand Union Village Community Development Trust will take where there are allegations of child abuse against a member of its staff/service providers.

The procedures detailed in this paper are intended to safeguard the children and young people who use our services from all forms of abuse.  It is also intended to protect the GUV CDT as a charitable organisation by making sure regulatory and statutory requirements are met.  

Related documents:

· GUV CDT Equalities and Diversity policy

· GUV CDT staff handbook/Disciplinary procedure

· GUV CDT Complaints policy

Guidelines for good practice when working with children and young people

All GUV CDT staff, trustees, and volunteers should behave appropriately and professionally at all times in order to safeguard the children in their care at all times, and protect themselves from false allegations.  The following are common sense examples of how to do this.  Staff, trustees and volunteers must follow the guidelines below whenever an indoor or outdoor activity, event or project is planned.

	1
	Staff should be CRB (Criminal Records Bureau) checked as soon they begin their employment with GUV CDT.  (See attached)

	2
	Ensure the staff ratio of adults to young people is appropriate for the activity being undertaken.

	3
	Ensure that the roles and responsibilities of staff and volunteers are clear and understood by both the adults and the children/young people.

	4
	Keep a register of all attendees, including staff.

	5
	Carry out a risk assessment on the venue/equipment, etc. before each activity.

	6
	Record all accidents and/or incidents on relevant forms and report them to the appropriate individuals.

	7
	Ensure that safety procedures for the meeting place are fully understood, for example, where the nearest phone is, who should take charge in an emergency, who is the qualified First Aid person, where the First Aid kit is kept, etc.

	8
	Be satisfied that a safety check and fully equipped First Aid kit is available for each activity/event/project.  At least one adult present must hold a current First Aid qualification for all activities.

	9
	Make sure all staff and volunteers are aware of safety and welfare policies and that they are expected to abide by them.

	10
	Ensure that all employees and volunteers are aware of GUV CDT Volunteering Policy (under construction).

	11
	Ensure that all adults, children and young people know what course of action to take in the event of an emergency.

	12
	Request and collect parental/guardian consent forms from all participants.

	13
	Write down and confidentially keep track of all relevant medical and dietary needs.

	14
	Ensure both male and female staff accompanies mixed gender groups where appropriate.  

	15
	Same gender adults must accompany single gender groups where appropriate.

	16
	Ensure start and finish times are clear and met for all activities.

	17
	Do not allow staff or volunteers to be left alone with a child or young person in private.

	18
	When it is appropriate to work one-to-one make sure that others are within earshot and preferably within vision.

	19
	Never touch a young person in a way that could be misunderstood.

	20
	Treat all children and young people equally with respect and dignity.  

	
	Remember you are a role model for young people.  Take care about what is said and also the way in which it is said.


1.0
Introduction

1.1
Statement and objectives

This policy is committed to actively preventing child abuse and setting out the course of action that should be taken if any member of staff, trustee or volunteer has any concerns relating to child abuse.  GUV CDT aims to take all responsible measures to secure the health, safety and welfare of children and young people involved in its work.

We have adopted set procedures for appointing staff and volunteers who work closely with children and young people and we lay down set guidelines for them to work to.  In addition, all members of staff employed to work with children and young people are police checked using the ‘Criminal Records Bureau’ (CRB) procedure before starting work with GUV CDT. (See Attached 4)
1.2
Developing a safeguarding culture

Children have a right to be safe and happy in the activities that they, or their parents and carers, choose to participate in.  Parents have a right to believe that the organisations to which they entrust their children are safe.  GUV CDT has a duty of care for the children and young people for whom it provides activities or services. 

Good practice in child protection safeguards not only the children and young people involved but also the staff, trustees and volunteers who are responsible for them.  This is called a safeguarding culture.  By following a set procedure, staff can reassure themselves and the parents and carers of children and young people, that GUV CDT is taking all responsible precautions to protect the welfare of their children.

GUV CDT aims to minimise the potential for abuse of children and young people by having in place:

· A clear policy on how staff are recruited.  Posts attached  are subject to a Criminal Records Bureau check.

· Clear policies on how staff should behave.  These are set out in the GUV CDT Code of Conduct/Staff handbook for staff. 

· A Code of Practice on Confidential Reporting (i.e. a “whistle-blowing” policy for staff). 

1.3
Respect

This policy is about respecting children and having a child centred perspective.  It basically means that children and young people should be:

· Listened to and heard

· Valued and treated as individuals 

· Respected for their identity and uniqueness

· Encouraged, praised and involved in decisions as appropriate

GUV CDT is fully committed to adhering to the recommendations in the Children Act 1989 and the Home Office’s Safe from harm document.  (copy in CDT office)
1.4
Safe from harm

In 1993, the Home Office published Safe from harm: a code of practice for safeguarding the welfare of children in voluntary organisations in England and Wales.  Although now somewhat dated, this document continues to be the only Home Office guidance that is available to voluntary organisations in England and Wales and is therefore still of considerable value.  Its 13 key recommendations are outlined (attached), and have been used as a foundation for this document.

2.0
The basics of child protection

GUV CDT views its work with children and young people as an essential part of involving all of its local communities in the decision making process.

When working with children and young people, special consideration must be given to ensure their safety from possible abuse and harm.  It is vital that staff, trustees and volunteers are aware of what constitutes abuse and harm, and know how to react if they suspect a child or young person is being abused.  

Defining abuse isn’t always easy, and it is not the responsibility of GUV CDT to determine whether a child or young person has been abused or is at significant risk.  We do, however, recognise that we have a fundamental responsibility to act if we have any concerns.  

2.1
Who is a child?

In the Children Act 1989, ‘a child’ is defined as:

· A person under the age of 18

· A person aged 18, 19 or 20 who has been looked after by a local authority after the age of 16

· A person aged 18, 19 or 20 who has a learning disability.

2.2
What is abuse?

Abuse is the violation of a person’s human and/or civil rights by any other person or persons.  It may be a single act or repeated acts that may be physical, verbal or psychological.  It may be an act or failure to act, or may occur when a vulnerable person is persuaded to do something that he/she has not consented to or cannot consent to.

2.3
What is child abuse? 

Child abuse occurs when a child or young person, male or female, as defined in section 2.1, suffers a violation of their human and civil rights as outlined in section 2.2.  All children, whatever their age, culture, disability, gender, language, racial origin, religious beliefs and/or sexual identity, have the right to be protected from abuse.  The needs of disabled children, children with learning difficulties and others who may be particularly vulnerable must be also taken into account.

Child abuse can occur when an adult in a position of trust or authority takes advantage of this position.  The adult may be the parent or guardian of the child or young person, or indeed anyone who is known to them.  A child or young person can also suffer abuse from a stranger or even his or her own peers.

3.0
How to recognise child abuse

The Children Act 1989 makes provision for the care and protection of children and young people at risk from significant harm.  The following definitions of abuse are included in this Act:

a. Emotional abuse – Actual or potential severe effects on the emotional and behavioural development of a child/young person.  This may be caused by continuous ill treatment or rejection.

b. Physical abuse – The actual or possible physical injury to a child or young person, this aspect also includes failure to protect the child or young person from such injury.

c. Sexual abuse – The sexual exploitation of a child or young person. 

d. Neglect – Failure to protect a child or young person from risk of any form of danger.  This can include failing to address essential aspects of care, such as starvation.

3.1
Examples of abuse 

The lists below are not exhaustive but provide a basic guide to what can be considered as abuse.  It is important to remember that many children and young people will exhibit some of these indicators at some time, and that the presence of one or more should not be taken as evidence that abuse is occurring.  There may well be other reasons for changes in behaviour, such as a death, birth of a new baby in the family, relationship problems between parents, etc.

	Form of abuse


	Possible physical signs
	Possible changes in behaviour

	Emotional abuse can be difficult to measure, and often children who appear well cared for may be emotionally abused by being taunted or belittled.  They may receive little or no love, affection or attention from their parents or carers.  Emotional abuse can also take the form of children not being allowed to mix/play with other children.


	Physical signs may include:

· A failure to thrive or grow, particularly if the child has put on weight in other circumstances e.g. in hospital or away from parents’ care

· Sudden speech disorders

· Developmental delay, either in terms of physical or emotional progress
	Changes in behaviour can include:

· Neurotic behaviour e.g. hair-twisting, rocking

· Being unable to play

· Fear of making mistakes

· Self-harm

· Fear of parent being approached regarding their behaviour



	Physical Abuse
Most children will collect cuts and bruises in their daily life.  These are likely to be in places where there are bony parts of their bodies such as knees and shins.  Some children however, will have bruising which can almost only have been caused non-accidentally.  An important indicator of physical abuse is where bruises or injuries are unexplained, or the explanation does not fit the injury, or when it appears on parts of the body where accidental injuries are unlikely, e.g. cheeks or thighs.  A delay in seeking medical treatment when it is obviously necessary is also a cause for concern.  Bruising may be more or less noticeable on children with differing skin tones, or from different racial groups, and specialist advice may need to be taken in these cases.
	Physical signs may include:

· Unexplained bruising, marks or injuries on any part of the body

· Bruises which reflect hand-marks or fingertips (from slapping or pinching)

· Cigarette burns

· Bite marks

· Broken bones

· Scalds


	Changes in behaviour may include:

· Fear of parents being approached for an explanation

· Aggressive behaviour or severe temper outbursts

· Flinching when approached or touched

· Reluctance to get changed, e.g. wearing long sleeves in hot weather

· Depression

· Withdrawn behaviour

· Running away from home



	Sexual Abuse
Adults who use children to meet their own sexual needs abuse both girls and boys of all ages, including infants and toddlers. Usually, in cases of sexual abuse, it is the child’s behaviour which may cause you to become concerned, although physical signs can also be present.  In all cases, children who talk about sexual abuse do so because they want it to stop. It is important therefore, that they are listened to and taken seriously.


	Physical signs may include:

· Pain or itching in genital/anal areas

· Bruising or bleeding near genital/anal areas

· Sexually transmitted disease

· Vaginal discharge or infection

· Stomach pains

· Discomfort when walking or sitting down

· Pregnancy
	Changes in behaviour can include:

· Sudden or unexplained changes in behaviour e.g. becoming aggressive or withdrawn

· Fear of being left with a specific person or group of people

· Having nightmares

· Running away from home

· Sexual knowledge beyond the child’s age or developmental level

· Sexual drawings or language

· Bed-wetting

· Eating disorders

· Self-harm or mutilation, sometimes leading to suicide attempts

· Saying they have secrets they cannot talk about

· Substance or drug abuse

· Sudden and unexplained sources of money/material possessions

· No friends (particularly in adolescence)

· Acting in a sexually explicit way towards adults

	Neglect can be a difficult form of abuse to recognise, yet can have some of the most lasting and damaging effects on children.

	Physical signs may include:

· Constant hunger, sometimes stealing food from other children

· Constantly dirty, dishevelled or ‘smelly’

· Loss of weight, or being constantly underweight

· Inappropriate dress for conditions


	Changes in behaviour may include:

· Constant complaining of  tiredness

· Not requesting medical assistance and/or failing to attend appointments

· Having few friends

· Mentioning being left alone or unsupervised




4.0
Reporting abuse or suspected abuse

4.1
What to do if you think a child or young person is being 
abused

If you suspect abuse then that child or young person may be vulnerable or in physical danger: their safety and welfare should be your only concern.  

However, be aware that if a child or young person is being abused, they might be apprehensive about being approached by staff, and afraid, distressed or confused.  Staff should therefore be cautious and reassure the child or young person of confidentiality, while taking a sensitive but objective approach. 

If you are having concerns about a child or young person but are unsure how or whether to proceed, talk to a trusted colleague/manager about the situation first.  This may help you put things into perspective and decide on what to do next.  Bear in mind the extremely sensitive nature of this sort of situation and make sure that anything you say to another person is treated with the strictest confidentiality and not spread around the workplace.  This could cause untold complications whether or not abuse is actually occurring.  

If you suspect a child or young person is being abused, the following steps should be taken:

1. Inform your line manager or supervisor within 24 hours.  A copy of the referral form (attached) must be completed providing as much detail as possible to support the allegation of abuse.  

Make a clear distinction between what is fact, opinion or hearsay.  Include details of witnesses to the incident(s) as well as the child’s account of what has happened where possible.  Don’t attempt to investigate the allegations yourself– this can result in misunderstandings and make a situation worse. 

2. Also inform the Trust Director or Chair of the GUV CDT within 24 hours, providing copies of the completed referral form (see point 1, above).  

3. If the information provided suggests abuse, the Trust Director or Chair will report the concerns to the relevant Social Services Department immediately.  In an emergency the referral will be made by telephone but followed up in writing.  In all other cases the referral will be made in writing and a copy of the referral form will be provided.  A copy of the referral letter and form will be held on a central file maintained by GUV CDT. 

4. The Trust Director or Chair will be responsible for liaising with the Social Services Department.  If the referral has not been followed up or no response has been received, they will refer the case to a more senior member of the Social Services Department.  This process will continue until there is evidence of appropriate action being taken.  This may include a decision by the Social Services Department that there is insufficient evidence to take any legal action.  

5. Copies of all letters, emails, faxes and details of any telephone conversations with the Social Services Department must be kept on file and stored securely.  

6. In the case of an emergency where a child or young person needs immediate medical assistance:

· Telephone for an ambulance

· Inform the parents/guardian if appropriate so that they can accompany the child/young person to hospital

· Accompany the child/young person and the appropriate adult to the hospital

· Inform the police

· If, for whatever reason, you find that you need to take a child/young person to hospital, always inform your line manager

Notes:

· It is important to remember that the parents/guardians still have legal responsibilities and must be involved in the situation as soon as possible – unless they are the ones responsible for or suspected of causing the abuse.

· You may also have concerns regarding a particular child or young person without there being any specific evidence.  If in any doubt you should record your suspicions and discuss them with your line manager within 24 hours.

· If you are uncertain about any aspect relating to abuse you should contact the Trust Director or Chair and report or any of the listed Social Services Department Child Protection Units for further advice (Attached 3).
4.2
Allegations against GUV CDT staff/Trustees/volunteers

Child abuse can and does take place outside of the family environment.  It can occur within institutions and different settings such as sports clubs and other social activities.  It is therefore crucial that those involved in such activities are aware of the possibilities for abuse and that any allegations are taken seriously, and acted upon quickly.

4.2.1
Reporting a colleague

Where a GUV CDT staff member or volunteer is suspected of abusing a child/young person, the procedure below should be followed:

1. If you suspect a colleague of abusing a child or young person, complete the referral form (attached) and hand it to your line manager within 24 hours.  

2. If you suspect that your line manager is the abuser or is colluding with the abuser then you should pass your completed referral form to the next tier line manager (Chair of the Trust).  

3. The manager will carry out a brief, preliminary investigation.  

4. The manager must inform the Chair within 24 hours and provide them with a copy of the referral form and written details of any other relevant information.

5. The Chair will take the following action depending on the nature of the staff member’s employment with GUV CDT.  The Chair will also report the incident to the statutory authorities and/or the police where it is suspected that a criminal offence has occurred.

· If the staff member is an agency temp, their assignment will be terminated.   

· If the staff member is directly employed by GUV CDT, the staff member may be suspended during a disciplinary investigation. The Board of Trustees may seek legal employment advice. If the suspected abuse is criminal, the disciplinary investigation will also take account of any police investigation that is occurring. An assessment of all individual cases under the appropriate disciplinary procedures will determine whether a member of staff or volunteer can be reinstated and how this can be sensitively handled with other staff or volunteers. This may be a difficult decision, particularly where there is insufficient evidence to uphold any action by the police. In such cases, GUV CDT Board must reach a decision based on the information available whether the allegation is true. The welfare of the child should always remain paramount.

· If the staff member is employed by a user group of the community facilities or partner agency/contractor, the Trust Director will be notified.  They must report the incident within 24 hours to the organisation responsible for employing the individual and will require them to ensure that the individual in question is not used again. Confirmation of this will be required from the partner agency/contractor in writing. The lead officer will arrange a review meeting where an action plan will be agreed.

6. If a member of staff suspects that a child/young person is being abused in any way by a member of staff employed by another organisation with which GUV CDT has no contractual relationship, they should still report their concerns to their line manager within 24 hours by completing a referral form (Attached).  The line manager must report these concerns to the organisation responsible for employing the alleged abuser within 24 hours.  The line manager must refer upwards until there is evidence of the organisation taking appropriate action, e.g. a formal written acknowledgement or letter from them. 

4.2.2
Action taken relating to concerns regarding work practice

Should concerns centre on allegations of poor conduct and practice this will be dealt with as a misconduct issue through the organisation’s disciplinary procedures invoked by the line manager.

For example, where a job description outlines a clear responsibility for a specific post and the post holder fails to comply, this would be a breach of their contract that may lead to poor conduct and practice.

4.2.3
Steps taken for allegations concerned with poor practice

All concerns about colleagues must be discussed with your line manager.  If the concerns are in relation to a line manager, however, these must be discussed with the next tier line manager, i.e. Chair of the Board of Trustees.  

Where there is suspicion of abuse relating to poor practice, for example, where a staff member works with a child or young person in isolation such as conducting an interview where others cannot observe what is going on, details must be recorded and reported to the Trust Director as soon as possible. 

4.2.4
Allegations of previous abuse

Allegations of abuse may be made some time after the event. Where such an allegation is made, GUV CDT should follow the procedure outlined above. It is essential that this course of action is taken as other children or young people, either within or outside the activity or event concerned, may still be at risk. Anyone who has a previous criminal conviction for offences related to abuse is automatically disqualified from working with children/young people. This is reinforced by the Children Act 1999.

4.2.5
Confidentiality

Every effort should be made to ensure that confidentiality is maintained for all concerned. Information should be handled and disseminated on a need to know basis only.

4.3
Support for reporter of suspected abuse

It is recognised that the discovery of a staff member/Trustees/volunteer who may be abusing a child will cause concern among colleagues.  This will also present difficulties when reporting such matters.

Support will be available throughout the reporting process, including counselling where required, to minimise worry, guilt, sleeplessness or any other symptoms of stress arising from the situation. 

GUV CDT assures all staff and volunteers that it will support and protect anyone who, in good faith (without malicious intent), reports his or her concerns about a colleague’s professional conduct and practice, or the possibility that a child or young person is being abused.  

Staff should also refer to the GUV CDT’s Code of Practice/Staff Handbook on Confidential Reporting.  This includes a very relevant example of when the whistle-blowing procedure should be used, i.e. where a staff member abuses or neglects vulnerable people or behaves in an unethical manner towards them.

4.4
Support to deal with the aftermath of abuse

GUV CDT will consider what support might be appropriate for children/young people, parents and guardians, and members of staff.  Use of help lines, support groups and meetings will maintain an open culture and help the healing process.  Consideration will also be given as to what kind of support may be appropriate for the alleged perpetrator of the abuse. 

Information should be stored in a secure place with access limited to designated people, in line with data protection laws (e.g. that information is accurate, regularly updated, relevant and secure).

5.0
Promoting good practice

5.1
Risk management

GUV CDT aims to monitor its work to minimise situations where it may be possible for children and young people to be abused.  It is essential that as a deliverer as well as a strategic partner of projects, we take all possible steps to ensure that we safeguard children and young people from discrimination and abuse.  These steps include:

· Making sure all staff who come into contact with children and young people undergo a CRB check prior to starting their employment with GUV CDT See Attached)
· Carrying out risk assessments 

· Assessing access to buildings/venues

· Minimising occasions where a single adult is in the company of a child or young person

· Ensuring that children and young people have access to both male and female adults at any one time where appropriate

· Following a rigorous staff selection, appointment and supervision procedure

· Observing the correct ratio of adults to young people

· Checking out any hazards on the site and recording observations

· Thinking carefully about a site, avoiding sites where children can get lost easily and activities that involve a lot of hanging around and waiting

· Training staff and volunteers in Child Protection.

5.2
Staff recruitment

All GUV CDT staff, trustees or volunteers who are in direct contact with children and young people are vetted as part of our commitment towards good practice. The vetting includes CRB checks, interviews, references and a trial period. Examples of staff or volunteers that would require a CRB check are defined as those whose work involves direct contact and communication with children and young people.
5.3
Clear roles and responsibilities 

The abuse of children and young people is most easily concealed where there is confusion amongst adults about roles and responsibilities. 

Paid workers have job descriptions that spell out clearly their responsibilities for the protection of children and young people. Volunteers will also have a clear idea of what is expected of them, with written guidelines and expectations of their role provided at the start of the volunteering period (under construction).

5.4
Training

This policy and procedure document will be included in the induction pack for all new GUV CDT staff, trustees, and volunteers, voluntary groups and managing projects.  In addition to our pre-selection checks, the safeguarding process now includes training after recruitment to help staff and volunteers understand their roles and responsibilities when working with children and young people.

Safe from harm

Safe from harm: a code of practice for safeguarding the welfare of children in voluntary organisations in England and Wales, Home Office 1993.

Recommendations:

1. Adopt a policy statement on safeguarding the welfare of children.

2. Plan the work of the organisation so as to minimise situations where the abuse of children may occur.

3. Introduce a system whereby children may talk with an independent person.

4. Apply agreed procedures for protecting children to all paid staff and volunteers.

5. Give all paid staff and volunteers clear roles.

6. Use supervision as a means of protecting children.

7. Treat all would-be staff and volunteers as job applicants for any position involving contact with children.

8. Gain at least one reference from a person who has experience of the applicant’s paid work or volunteering with children.

9. Explore applicant’s experience of working or contact with children in an interview before appointment. 

10. Find out whether an applicant has any conviction for criminal offences against children.

11. Make paid and voluntary appointments conditional on the successful completion of a probation period.

12. Issue guidelines on how to deal with the disclosure or discovery of abuse.

13. Train paid staff and volunteers, their line managers or supervisors, and policy makers in the prevention of child abuse.

Referral form

REFERRAL FORM

ABUSE /INCIDENT REPORT FORM

	This is to be completed by a member of staff upon witnessing, suspecting or receiving a report of alleged abuse.


Name

Address

Date






Time
Name of person making report

Location of incident (if known)

Nature of incident 

Other relevant details

Action Taken

Signed (person filling out this report)




Date:
Signed (line manager)






Date:


Social Services contacts


Social Services Department Child Protection Units

Ealing





020 8825 7970

Hillingdon




01895 250200
Police Child Abuse Investigation Unit 
0208 246 1901

CRB-checked posts


Posts subject to CRB checks:

· Trust Director
· Finance and Community Development Officer 
· Sessional Play and Youth Workers
Anyone who has direct contact with children and young people

Grand Union Village Community Development Trust 
Statement on Safeguarding Children and Young People

Grand Union Village Community Development Trust is concerned to safeguard the wholeness and the well-being of every person in our community, of whatever age. It is the responsibility of each one of us to prevent the physical, sexual or emotional abuse of every member of our community, and particularly the abuse of those most vulnerable 

among us, including children and young people. 

It is the duty of all those who work with children and young people to prevent harm and abuse of every kind, and to report any abuse discovered or suspected. 

It is the policy of Grand Union Village Community Development Trust that no-one shall work with children and young people within Grand Union Village Community Development Trust who:  has been convicted of or has received a formal police caution concerning an offence against children as listed in the First Schedule of the Children and Young Person’s Act 

1933; or has been convicted of or has received a formal police caution concerning sexual offences against children and young people. 

This means that all who work with children and young people under the auspices of Grand Union Village Community Development Trust will be required to be checked through the Criminal Records Bureau, and are expected at all times to conform with good practice in their work; and 

those responsible for the appointment of such workers must take all reasonable steps, including obtaining Disclosures from the Criminal Records Bureau, to ensure that persons who have been convicted or have received a formal police caution concerning sexual offences against children or young people shall not undertake work with children and young people under the auspices of Grand Union Village Community Development Trust. 

-------------------- 

Form of Declaration regarding Criminal Convictions and Consent to a Criminal 

Records Bureau Check 

I consent to a check being made with the Criminal Records Bureau (CRB) to determine whether there is any record of pending prosecutions, previous convictions, cautions, or bindovers against me. 

I am aware that details of spent convictions will be disclosed along with other relevant information which may be known to the CRB. 

Signed…………………………………….. 

Date…………………………






Original placed in file……………………………………………………………………………..


Copy to Trust Director……………………………………………………………………………..





Copy to Chair of Board of Trustees…………………………………………………………..
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