APPENDIX B

Three Rivers District Council Safeguarding Children Young People and Vulnerable Adults Policy

Policy Statement

Three Rivers District Council takes seriously the issue of safeguarding children, young people and vulnerable adults. Within the course of providing our services, or contacting local residents, we have the opportunity to make positive impacts in improving children’s lives and protecting them, and vulnerable adults from injury and abuse. The Victoria Climbie case highlighted the necessity for all agencies to be vigilant for child abuse, to recognise their duty of care, and to ensure that any concerns are acted upon, recorded and followed through.

The Council’s Commitments

We will seek to tackle the following responsibilities:-

· Our role as a ‘duty to co-operate partner’ under the Children Act.

· We can influence other organisations to improve children’s and vulnerable adults’ lives.

· We will avoid employing people or recruiting volunteers who are a risk to children or vulnerable adults.

· We provide some services which could aggravate or resolve child or vulnerable adult safety issues e.g. ASB investigations.

· We have opportunities to identify potential risks to children and vulnerable adults and to directly influence children’s and vulnerable adults’ lives through the services the Council provides.

· High profile cases (including that of Victoria Climbie) have implicated District Councils. We need to ensure that we learn from these lessons.

· Our officers, volunteers or members could be placed in situations where they may be accused of inappropriate behaviour towards children or vulnerable adults.

· Our officers, volunteers or members could potentially misuse Council facilities for accessing child pornography.

· We will ensure that our concerns and warnings to other agencies do not go unheeded.

Who are we safeguarding and what are we safeguarding against?
· Anyone under the age of 18

· Young adults over the age of 18 who cannot protect themselves against harm or exploitation

· Vulnerable adults

Against What

· Physical Abuse

· Sexual Abuse (by adults or other children)

· Neglect

· Bullying (including psychological abuse)

· Risk of injury
How will we go about it?

· Have clear Child and Vulnerable Adults Protection policies and procedures for employees, volunteers and Members.

· Ensure that other Council policies reflect processes and sanctions related to child and vulnerable adult abuse.

· Have (and promote to staff, volunteers and Members) clear communication channels in case of suspicions about child or vulnerable adult abuse, or other risks.

· Appreciate and advise officers, volunteers and Members that we can be held to account for Child and Vulnerable Adult Safety issues.

· Appreciate and advise that we will have a role in preparation of Serious Case Reports if we have been involved with the child or vulnerable adult concerned.

· Appreciate that we may be involved in Joint Area Reviews (J.A.R.s) of Children’s’ services.
· Engage with the issue, and also engage with local/County arrangements (e.g. Local Safeguarding Children Board, Children’s Trust, Children’s Centres and Adult Care Services).
· Reflect Child and Vulnerable Adult Protection issues in our Risk Management approaches.
· Have a formal process for notifying and recording warnings to other agencies about potential child or vulnerable abuse.

How might TRDC become involved in children’s issues?

· Providing homes (e.g. Housing provision, adaptation and allocation).

· Running services that assist or intervene in family matters (e.g. Benefits, Environmental Health, Housing allocations).

· Grounds maintenance staff in areas where children play.

· Letting or operating public venues where children or vulnerable adults will visit (e.g. leisure venues and museums).

· Providing specific children’s services or facilities (e.g. playschemes, crèches, play parks).

· Running Council services that children or vulnerable adults may need to use (either on their own behalf or on behalf of parents, guardians or siblings – NB children as carers).

· Officers or Members visiting homes under any circumstances (e.g. Planning enforcement, Environmental Health, waste collection, rent collection, housing repairs, canvassing, responding to complaints, conducting surveys or inspections).

· Inspecting, Licensing or auditing other agencies who may come into contact with children or vulnerable adults (e.g. Environmental Health, Building Control, Safety Officer, Contract Managers, Licensing|).

· Monitoring the role of Officers, Disciplinary or Grievance roles, legal reviews.

· Council IT systems and child pornography risks.

· Misuse of film or photography of children.

What is the legal and national guidance framework?

· Chief Inspectors Reports on arrangements to Safeguard Children (2002 and 2005).

· Victoria Climbie Inquiry Report.

· Every Child Matters.

· 2004 Children Act.

· National Service Framework for Children, Young People and Maternity Services.

· UN convention of the Rights of the Child.

Steps for officers, volunteers and Members to follow to avoid putting themselves or children or vulnerable adults at risk

We must

· Ensure that all officers, members and volunteers who may deal with children, young people or vulnerable adults in any capacity are CRB (Criminal Records Bureau) checked.

· Either avoid working or being alone with a child, young person or vulnerable adult in a private or unobserved situation or if this is unavoidable ensure that the line manager is informed.

· Avoid unnecessary physical contact with a child, young person or vulnerable adult.

· Protect information on, and images of, children being misused.

Advice on avoiding problems

· Do not use verbal or physical chastisement that could be classified as abuse, (including shaking, hitting and shouting, swearing, or humiliating behaviour).

· Do not enter any premises at the invitation, or with the acquiescence, of a child or young person unless an adult householder is also present

· Maintain a safe and appropriate physical distance.

· Do not allow a child, young person or vulnerable adult to make close physical contact with you.

· Ensure that if any form of a manual/physical support is required it should only be provided when absolutely necessary in relation to the activity.

· Do not take a child in a vehicle under any circumstances.

· Do not film or photograph children or young people, or allow others to do so, or use the images without expressed and recorded permission from their parent or guardian (sample form at Appendix 1).

· Do not use general photographs of children unless they are appropriately dressed. (It is also preferable that they are in groups and engaged in an activity).

· Do not do things of a personal nature that the child, young person or vulnerable adult is able to do themselves.

· Ensure that services for children are provided in areas where children cannot be taken away, where adults are in sight of other adults, (and you should encourage children to report concerns).

· Do not use physical restraint except as a last resort to prevent the child, young person or vulnerable adult causing damage or injury to themselves or another person.

· Do not publish information about children that could lead to them being identified or traced.

Action to be taken by employees, members and volunteers if they feel that a child, young person or vulnerable adult is at risk

· In most working circumstances within the Council it is unlikely that employees, members or volunteers will be in a position to assess whether or not a child or vulnerable adult has been abused. However in certain areas, there is closer working with children or vulnerable adults and it is possible that abuse may be suspected. In general terms employees should be alert to any suspicion of abuse. Any concerns held by staff, volunteers or members should be raised immediately with the relevant section head.

· All staff, volunteers and members who may have contact with children or vulnerable adults should be given copies of the reporting concerns procedure in Appendix 3.

· Any concerns regarding a child, young person or vulnerable adult should be documented by the relevant staff, volunteer or member using the form in Appendix 2. This completed form should be handed to the relevant section head. 

· The Section Head should provide reassurance to the reporting member of staff, volunteer or Council member that the situation will be dealt with sensitively. The section head will decide in conjunction with their service head, or the Head of Leisure, on the appropriate course of action following the procedure in Appendix 3. 

· Support will be provided to any staff or volunteer reporting concerns, and their safety considered when deciding whether to share information with parents or carers.

· Copies of all documents must be kept securely regarding any concern and given to Corporate Development for central confidential storage. 

· If an employee, volunteer or Member suspects another employee, volunteer or Member of inappropriate behaviour towards a child, young person or vulnerable adult, it should be reported immediately to the relevant section head (employees and volunteers), or Chief Executive (for members). Such concerns should be put in writing using the form in Appendix 2. The service head will decide in conjunction with the appropriate officer or the Head of Leisure, on the appropriate course of action following the procedure in Appendix 3. Action should be taken to remove any member of staff or volunteer against whom an allegation has been made from any contact with children, young people or vulnerable adults pending an interview and/or relevant investigation. 

Out of hours services

All services providing out of hours services must ensure that clear service procedures are in place to manage any child or vulnerable adult protection concerns so that they can be responded to immediately and out of hours referrals made to Children Schools and Families, Adult Care Services or the Police on the same day. 

Providing services for children and vulnerable adults

Where we provide services that support children, young people, vulnerable adults or families we will comply with our legal requirements and also will co-operate, so far as is reasonable, with other partners to help them to discharge their duties.

Risk Assessment

Wherever an event or service is proposed for children, young people or vulnerable adults, the risks must be assessed in advance, and “safeguarding” issues and relevant matters addressed. Consent may also be required from parents (sample form at Appendix 4) for children to take part.

In particular the ongoing training needs of staff and volunteers in relation to child or vulnerable adult protection need to be considered as part of any risk assessment. This should include the refresh training needs of staff and volunteers who have already been trained.

We need to ensure correct adult/children ratios (see NSPC guidance) at events, and that suitable safety, security and sanitary facilities etc are available.

All Council initiatives and facilities shall be designed and risk assessed to ensure low risk of injury to children or vulnerable adults.

When hiring out any Council premises to other organisations working with children, young people or vulnerable adults the relevant officers need to ensure that evidence is obtained on the child and vulnerable adult protection procedures of the hiring organisation, including requirements for CRB checks of their staff. 

Criminal Records Checks

All staff, volunteers, members and contractors who have contact with children, young people or vulnerable adults will be required to have a Criminal Records check. This will be repeated on a three-yearly basis. When considering the feedback from the Criminal Records Bureau only relevant convictions, cautions, or spent convictions will be considered. Consideration should be given to those staff, volunteers or members who may have spent convictions for consensual offences, that would not be offences in the present day following equality based changes to offences. 

Inspecting and auditing other agencies who will deal with children, young people

and vulnerable adults

Where the Council audits, inspects or contract manages others, we should, where appropriate, ensure that their safeguarding children and vulnerable adult policies are robust, as their future activities may also reflect on the Council.

TRDC’s Safeguarding Children & Vulnerable Adults Policy may be used as a basis unless their work involves, or could involve close physical contact (e.g. sports training and management, housing scheme managers).

Support for Employees, Volunteers and Members

All employees and volunteers will receive familiarisation training with the corporate child and vulnerable adult protection policy as part of induction and as part of the corporate customer care training. Employees working closely with children, young people or vulnerable adults will receive more detailed training as part of their service induction process.

Employees and volunteers who have occasion to deal with incidents of abuse will be offered access to counselling services. Consideration of staff and volunteer safety will be paramount when considering whether or not to inform parent/s or carer/s prior to a referral to Children Schools and Families, Adult Care Services or the Police. 

Member induction training will include child and vulnerable adult safety issues.

Allegations against Employees, Volunteers or Members

If there is an allegation that an employee, volunteer or Member has not followed this policy it will be dealt with in accordance with the disciplinary procedure, or code of conduct procedure for Members.

If there is an allegation that an employee, volunteer or Member has abused a child, young person or vulnerable adult in the course of their employment the employee will be suspended immediately from activities involving children or vulnerable adults while an investigation takes place. There may be three types of investigation carried out:

· Criminal Investigation

· Child Protection Investigation
· Disciplinary Investigation (Code of Conduct procedure for Members)

If following any disciplinary action, the Council has a reasonable belief that an employee or volunteer did abuse a child, young person or vulnerable adult then this will be regarded as gross misconduct.

Outcomes

· Safer, assured working for Council officers, volunteers and Members.

· Clarity of approach and procedures.

· Improved and sensitive service delivery.

· Improved outcomes for children and vulnerable adults at risk.

· A further line of defence against child and vulnerable adult abuse being perpetuated.

Who is responsible for delivery?

· All officers and volunteers.

· All Members.

· A particular role for Section Heads (induction and providing a communication channel).

· A particular role for Section Heads and Service Managers (reporting concerns and allegations against staff).

· A particular role for the Chief Executive (allegations against Members).

Performance Monitoring

· The effectiveness of this policy will be monitored through the formal Joint Area review process and Local Safeguarding Children Board evaluation.

Policy Consultation

This policy has been reviewed with the help of staff, volunteers, Members, Children Schools & Families at Hertfordshire County Council, Adult Care Services and the Hertfordshire Safeguarding Children’s Board.

Policy Review

This policy will be reviewed in 2 years by the Head of Leisure Services.

Related Policies and Strategies

Disciplinary Investigation Procedure

Disciplinary Procedure

Recruitment Procedure



Starting New Employee Procedure

Staff handbook




Whistle blowing policy

Child Protection Reporting Concerns Procedure

Appendix 1

Appendix 1
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	Details of where and when the image and or quotation was obtained

	Dates
	

	Venue
	

	Activity (please give description)
	

	
	

	May we please use photographs of you in  publications that are :

 
General public interest e.g. local press


Information about Leisure Development and Herts County Council


Three Rivers Youth Channel – Internet site


Exhibitions and Displays


Information about Leisure

Other specify: 

	
	

	CONSENT FOR USE AGREED



	Name of child
	Parent/Guardian Signature
	Date

	
	
	

	
	
	

	
	
	


FAILURE TO OBTAIN AND RECORD CONSENT IS A BREACH OF THE DATA PROTECTION ACT

Appendix 2

	~ ~ ~ ~  LOGGING A CONCERN  ~ ~ ~ ~


	Name of child/vulnerable adult  :



	Name of parent / carer:

Address (if known):



	Date  :





Time  :



	Your name  :





………………………………….

                      (Print)




(Signature)

	Position / job title  :



	Ask yourself why you are recording the incident.  Record the following factually  :

	Who  ?



	What  ?



	Where  ?



	When?



	Offer an opinion, if relevant.  (How and why might this have happened?)



	Note of any action taken by you  :

Name of person to whom your information is being passed  :



	Check to make sure that everything in your report is really clear – even to a stranger reading it in the future.


Appendix 3

CHILD & VULNERABLE ADULT PROTECTION 

REPORTING CONCERNS PROCEDURE 

PURPOSE

To inform all staff (permanent and casual), volunteers and members of the correct procedure for dealing with a Child & Vulnerable Adult Protection report.

Instructions

Any member of staff, volunteer or Council member may approach a section head with concerns about a child or vulnerable adult.

There are two main types of report that may be received by a section head.

1. An Allegation Involving the Protection of a Child or Vulnerable Adult

2. An Allegation against a Member of Staff 

Officers and volunteers should follow the relevant step by step procedures following any allegation.

An Allegation Involving the Protection of a Child or Vulnerable Adult
1. The member of staff or volunteer referring concerns should provide documented information and any statements from other members of their team on a ‘Logging a Concern Form’.

2. Ensure that all worries, ‘evidence’ and information is documented on this form.

3. The section head dealing with the disclosure should reassure the member of staff or volunteer that their concerns will be dealt with, and that the situation is being handled in a sensitive manner. 

4. Inform the member of staff or volunteer that they may be contacted for further information at a later date.

5. The section head involved must then contact their service head as soon as possible and discuss the information provided together, making a decision on the appropriate course of action. In the absence of the relevant service head, another service head should be approached. 

6. If appropriate, the Service Head should then contact the call centre at Children, Schools and Families or Adult Care Services. This may be for an immediate referral or if the Service Head is unsure if a referral is appropriate they may seek consultation with Children’s Social Care or Adult Care Services via a ‘what if’ conversation. The call centres are used to process all enquiries, so tell the telephonist that it involves a matter of child or vulnerable adult protection and you will be put through to a duty worker who will deal with your concerns, immediately and direct. 

7. If parent/s or carer/s have not been informed prior to referral, the Head of Service should inform them unless it is considered to do so might place the child or vulnerable adult at increased risk of significant harm. E.g. by:

· The behavioural response it prompts e.g. child or vulnerable adult being subjected to threats/forced to remain silent if alleged abuser informed.

· Leading to an unreasonable delay

· Leading to risk of loss of evidential material

· Placing staff from any agency at risk. 

8. Outside normal office hour’s advice can be obtained from the NSPCC or the police who can contact the CSF Emergency Duty Team if necessary.

CSF Call Centre: 01438 737500

Fax: 01438 737402

Adult Care Services Call Centre: 01923 471 400

Fax: 01438 737 402

Police CAIU: 0845 3300222 Mon-Fri 09:00-22:00 and 09-:00-17:00 Weekends

Out of Hours Police Referrals dial 999 

The referral and the identity of the person making it will be dealt with in the strictest confidence.

9. The Service Head must document any information they are given in a written report and retain it with other relevant documents.

10. The Service Head, the section head involved & any member of staff or volunteer may be invited to a Child/Vulnerable Adult Protection Conference where the parents/carers are likely to be present. All parties involved must be kept informed of any changes in circumstance.

An Allegation against a Member of Staff or Volunteer

1. If a member of staff or volunteer has an allegation made against them, it should be reported directly to the relevant Section Head.  

2. Any information presented in an allegation should be recorded on the ‘Logging a Concern Form’.

3. It MUST be dealt with immediately for the safety of the child/vulnerable adult and member of staff or volunteer involved.  It is essential that the member of staff or volunteer is treated with respect and that his/her safety is considered.

4. The Section Head receiving the report should contact their Service Head & together they must inform the member of staff or volunteer who should be immediately instructed to leave the site and attend an interview as arranged by the Service Head.  

5. If a service is still running a replacement member of staff must be sent immediately.

6. An interview should take place involving the member of staff or volunteer, the Section Head & the Service Head.  If there is any written documentation, this should also be presented at the meeting as well as writing detailed notes during the interview.

Following the outcome of the interview, the Section Head & the Service Head will:

· Contact the person who has made the allegations and arrange to meet them in order to discuss the situation.

Or

· Call CSF or ACS call centre – The Service Head must then say they want to make a ‘what if’ referral.  

This will be passed on to the duty worker and you will be asked to follow up the referral by fax.  The duty worker will then take suitable action and inform all parties of the procedure to be followed.

· If appropriate the member of staff or volunteer will be suspended on full pay pending further investigations.  (This is for the safety of the staff member as well as the child).

· Reports must be made by all parties and kept on file.

This Three Rivers Procedure is written in accordance with Hertfordshire Safeguarding Children Board, Child Protection Handbook – May 2007

Appendix 4 – Parental Consent Example Form

Activity / Event Booking Form (confidential)

If you require additional booking forms please contact Three Rivers District Council  on 01923 776611.

	Child’s Name:
	Child’s Name:

	Activity / Workshop
	Activity / Workshop

	Date(s)
	Date(s)

	
	

	
	

	Participant(s) personal details
	Participant(s) personal details

	Name 
	Name 

	Date of Birth
	Date of Birth

	Age
	Age

	Address


	Address



	Postcode
	Postcode

	Parent /carer
	Parent /carer

	Home tel:
	Home tel:

	Mobile tel:
	Mobile tel:

	
	

	Emergency Contact 1
	Emergency Contact 2

	Name
	Name

	Home Tel
	Home Tel

	Mobile Tel
	Mobile Tel

	Relationship to child
	Relationship to child


Medical information: please provide your child’s surgery details as well as information about any allergies or medication taken . 

	GP Name
	Medication/Allergy information

	Surgery Name
	

	Surgery Tel
	


Specific requirements: Please provide details of any dietary or religious requirements, impairments or behaviour traits that your child may have. This information will be treated in confidence and will help us to provide any support needed. 

Collection of children. At the end of the event all children under the age of 8 must be signed out by a parent / carer. Please give name(s) of no more than three authroised collectors OR sign the consent for the participants to sign themselves out.

	Authorised Collectors Names:
	OR Consent for participants to sign out

	1
	Signed



	2


	Date

	3


	(Parent / carer)


Parent /Carer Consent: All participants under 18 must have this form signed by a parent / carer

We respectfully ask all participants to ensure that they follow the instructions given by staff at all times. I consent to the named individual(s) taking part in the activity detailed. In case of injury I consent to emergency treatment being administered during the activity.

Signed:




Print:




Date: 

CONSENT FOR THE USE OF IMAGE 
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