Challenger Troop Child Safeguarding Policy 2016
Challenger Troop believes that it is always unacceptable for a child or young
person to experience abuse of any kind and recognises its responsibility to
safeguard the welfare of children and young people, by a commitment to practice which
protects them.
We recognise that:
•
•

•

the welfare of the child / young person is paramount
all children, regardless of age, disability, gender, racial heritage, religious belief,
sexual orientation or identity, have the right to equal protection from all types of harm
or abuse
working in partnership with children, young people, their parents, carers and their
agencies is essential in promoting young people’s welfare.

The purpose of this policy is:
•
•
•

•

To promote good practice throughout the organisation
To provide protection for the children and young people who receive Challenger
Troop’s services
To provide staff and volunteers with practical guidance on procedures they should
adopt in the event that they suspect a child or young person may be experiencing, or
be at risk of, harm.
To highlight key issues and recommend actions when dealing with an allegation.
These key issues include recruitment policies for those working with children and
young people, their induction and training, how to respond to disclosures, how to
make a referral, suspicions or allegations of abuse and the effective communication
of this policy and its aims.

We will seek to safeguard children and young people by:
•
•
•
•
•

Valuing them, listening to and respecting them
Adopting child protection guidelines through procedures and a code of conduct for
staff and volunteers
Recruiting staff and volunteers safely, ensuring all necessary checks are made
Sharing information about concerns with agencies who need to know, and
involving parents and children and young people appropriately
Providing effective management for staff and volunteers through supervision,
support and training

We are also committed to reviewing our policy and practice annually.
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Through our unique leadership and youth engagement programmes, we
motivate young people to achieve their potential by developing each
individual’s personal, learning and employability skills to help them become confident
individuals, effective learners and responsible citizens.
Challenger Troop has a legal duty of care to ensure that young people, for whom we have
responsibility, are safe from harm.
This policy is rooted in a range of legislation and guidance. Specifically:
•
•
•
•
•
•
•

Children Act 1989 and 2004 (resulting from Victoria Climbie)
United Nations Convention on the Rights of the Child 1991(to which the UK is a
signatory)
Data Protection Act 1998
Sexual Offences Act 2003
Local Safeguarding Children’s Board procedures
Working Together to Safeguard Children 2013
Disclosure and Barring Service guidance including the Protection of Freedoms Act 2012

This policy applies to all staff, including executives, senior managers and the board of
trustees, paid staff, work placements, volunteers and sessional workers, agency staff,
students or anyone working on behalf of Challenger Troop.
Identifying and avoiding child abuse
Child Abuse is a term used to describe ways in which children and young people are
harmed, usually by adults and often by those they know and trust. There are four main
areas of abuse of which adults working with young people should be aware:
Emotional Abuse: is the persistent emotional maltreatment of a child such as to cause
severe and persistent adverse affects on the child’s emotional development. It may involve
conveying to children that they are worthless or unloved, inadequate, or values only insofar
as they meet the needs of another person. It may include not giving the child opportunities
to express their views, deliberately silencing them or “making fun” of what they say or how
they communicate. It may feature age or developmentally inappropriate expectations being
imposed on children. May include interactions beyond the child’s developmental ability,
overprotection, limitation of exploration or learning, prevention of normal social interaction.
Seeing or hearing ill-treatment of another, serious bullying (including Cyber bullying),
causing children to frequently feel frightened or in danger, or exploitation and corruption of
children. Some level of emotional abuse is involved in all types of ill treatment of a child,
although it may occur alone.
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In our youth work, we will help to prevent emotional abuse occurring by NOT:
•
•
•
•
•

Providing repeated negative feedback
Repeatedly ignoring a young person’s efforts to progress
Repeatedly demanding performance levels above those of which the young
person is capable
Over emphasising the winning ethic
Ignoring when other young people may be causing emotional abuse, i.e. bullying.

Neglect: Is the persistent failure to meet a child’s basic physical and/or psychological
needs, likely to result in the serious impairment of the child’s health or development. It may
occur in pregnancy or as a result of maternal substance abuse. Once a child is born it may
involve a parent or carer failing to provide adequate food, shelter and clothing (including
exclusion from the home or abandonment), failing to protect a child from physical or
emotional harm or danger, failure to ensure adequate supervision including the use of
inadequate care-givers or the failure to ensure access to appropriate medical care or
treatment. It may also include neglect of, or unresponsiveness to a child’s basic emotional
needs.
In our youth work, we will help to prevent neglect occurring by NOT:
•
•
•
•

Leaving young people alone without proper supervision
Exposing a young person to unnecessary heat or cold without fluids or protection
Exposing a young person to an unacceptable risk of injury
Tolerating neglect by peers
Physical Abuse: may involve hitting, shaking, throwing, poisoning, burning or scalding,
drowning, suffocating, or otherwise causing physical harm to the child. Physical harm may
also be caused when a parent or carer fabricates the symptoms of, or deliberately induces
injury in a child.
In our youth work, we will help prevent physical abuse occurring by NOT:

•
•
•
•

Exposing young people to exercise or training which disregards the capacity of the young
person’s immature and growing body
Exposing young people to injury due to overplaying, over-training or fatigue
Exposing young people to alcohol, or giving them the opportunity to drink alcohol below the
legal age
Exposing young people to performance enhancing drugs and recommending that they take
them
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Sexual Abuse:
involves forcing or enticing a child or young person to take part in sexual activities, not
necessarily involving a high level of violence, whether or not the child is aware of what is
happening. The activities may involve physical contact, including penetrative (i.e. rape or
buggery or oral sex) or non-penetrative acts such as involving children in looking at, or the
production of, pornographic material, or watching sexual activities, or encouraging children
to behave in sexually inappropriate ways, or grooming a child in preparation for abuse
(including via the internet). Sexual abuse is not solely perpetrated by adult males. Women
can also commit acts of sexual abuse, as can other children. Young people aged 16-18
years cannot consent to a sexual relationship with an adult who is in a ‘position of trust’ to
them (for example a teacher, coach, instructor or residential social worker) and any such
relationship should be reported to the safeguarding authorities.
In our youth work, we will help prevent sexual abuse occurring by ensuring that leaders
avoid inappropriate contact with young people and take care to ensure that their contact
and language with young people can not misconstrued by them or those around them.
Recognising child abuse
There is no sure way of recognising children and young people who are at risk or living with
abuse. Instead there are factors, which although they may not be indicators of abuse, may
assist with making decisions about whether the issue should be referred to other
appropriate agencies. The following are some signs and indicators of abuse.
The child or young person:
•
•
•
•
•
•
•
•
•
•
•
•
•

Has an injury for which the explanation seems inconsistent.
Describes what appears to be an abusive act involving him / her.
Someone else (child or adult) expresses concern about the welfare of another child.
Shows unexplained changes in behaviour; e.g. becoming very quiet, withdrawn or
displaying sudden uncharacteristic outbursts of temper.
Shows inappropriate sexual awareness, including explicit language.
Shows sexually explicit behaviour.
The child is distrustful of adults, particularly those with whom a close relationship will
normally be expected.
Has difficulty making friends
Is prevented from socialising with other children.
Displays variations in eating patterns including over eating, loss of appetite etc.
Loses weight for no apparent reason.
The child is dirty, often in the same clothes and seems hungry all the time.
Self harms (including eating disorders)

It is NOT the responsibility of those working for Challenger Troop to decide
whether abuse is occurring, but it is our responsibility to act on any concern.
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How to respond to signs and suspicions of abuse
Communicate with the child or young person in a way that is appropriate to their age,
understanding and preference. This is especially important for disabled children and for
children whose preferred language is not English. Where concerns arise as a result of
information given by a child, it is important to reassure the child but not to promise
confidentiality. So:
•
•
•
•
•
•
•
•
•

Listen carefully
Clarify if necessary asking open questions
Stay calm and reassure the child
Do not jump to conclusions, speculate or accuse anybody
Take the allegation by the child seriously. The child should be reassured that they
have done the right thing and have not done anything wrong
Do not make promises that you will be unable to keep, for example, "I won´t tell
anyone else what you have told me......"
You should explain to the child what you will do next
Make accurate notes using the child’s own words (immediately after being told)
using the Child Protection Incident Form. (Appendix 4)
Inform the Designated Safeguarding Officer (Simon Dean) or in their absence your
line manager or trustee with a responsibility for Child Protection (Bob Law)

Reporting to the Designated Safeguarding Officer
It is important that only those people within the organisation who need to know are involved
in any discussions or decisions about when or if to refer a child protection concern in order
to respect confidentiality. If you are in doubt, you should seek assistance from your
Manager or the Designated Safeguarding Officer (Simon Dean). However the general rule is
that it is better to report, however small the concern, than to ignore it.
It is not your role or responsibility to decide whether the allegation is true or not. A
false or unlikely allegation may be an indication that the child and or family need
help.
Allegations of abuse against fellow colleagues or workers
The Chief Executive (Simon Dean) is Challenger Troop’s appointed Designated
Safeguarding Officer. Where there is a formal complaint or allegation of abuse against a
member of our staff, (paid staff, leaders, instructors or volunteers), the member of staff will
be suspended from work. This action is a neutral act designed to ensure that no-one is
placed in a position which could cause further compromise. There may be any one of three
types of investigation:
(a) An internal disciplinary or misconduct investigation
(b) A Social Services led child protection investigation
(c) a Police led criminal investigation
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The results of any Police and Social Services investigation may well influence
any internal disciplinary investigation.
When an allegation is made against a member of staff, the Chief Executive must consult
with the LADO (Local Authority Designated Officer) Each Local Authority must now have a
Designated Officer (LADO) responsible for ensuring that allegations are managed in a
proper way. This is a legal requirement under Challenger Troop’s Duty to Refer to the
Disclosure and Barring Service.
If there are concerns about the behaviour of a member of staff, instructor, coach, contractor
or volunteer, this should be raised in the first instance with the Challenger Troop Person in
Charge who will discuss this with their line manager. If, following consideration, the
allegation is clearly about poor practice, then the Person-in-Charge, Line manager or Chief
Executive will deal with it as an internal matter.
If the allegation is about poor practice by the Challenger Troop Person in Charge, or where
the matter has been handled inadequately and concerns remain, then this should be
referred directly to the Chief Executive. The Chief Executive will decide how this will be
dealt with and whether or not to initiate a formal course of action. He may wish to discuss
this with the Chairman or other professional organisation as part of that consideration.
Where any formal complaint is received, Challenger Troop would ask for this to be put in
writing (see complaints procedure)
Any suspicion that a child has been or is being abused by a member of staff MUST be
reported to the person in charge who will take such steps as he or she considers necessary
to ensure the safety of the child in question and any other child who may be at risk.
The Chief Executive should refer the allegation to the Local Authority Designated Officer
(LADO) who may involve the Police. The Chief Executive will determine who should deal
with any media enquiries.
In most cases the parents or carers of the child should be contacted as soon as possible by
the Chief Executive following advice from the Local Authority Designated Officer. This will
depend on them being sensitive to the needs of the young person.
Every effort should be made to ensure that confidentiality is maintained for all concerned.
If the Person in Charge is the subject of the suspicion / allegation, the report must be made
to the DSO/Chief Executive, who will then be responsible for taking the action outlined
above. The Chairman and Chief Executive should jointly make an immediate decision as to
whether any individual accused of abuse should be temporarily suspended pending further
Police or Social Services inquiries. If the allegation is against the Chief Executive, direct
contact should be made with the Chairman. If the Chairman or any Trustee is the subject of
an allegation, the matter should be reported to the Chief Executive.
Irrespective of the findings of the Social Services or Police, the Chief Executive and /or
Chairman must assess all individual cases under the appropriate disciplinary / misconduct
procedure, to decide whether a member of staff can be reinstated and how this can be
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sensitively handled. This may be a difficult decision, particularly where there
is insufficient evidence to uphold any action by the Police. In such cases the
Chief Executive and /or Chairman must reach a decision based upon the information that is
available. The welfare of children and young people must always remain paramount.
Consideration should be given to what support may be appropriate to children and young
people, their parents and members of staff.
Where allegations are unfounded, the Chief Executive will work to ensure that the person
concerned is given appropriate support to continue his or her youth work.
All paid and voluntary staff will carry a child protection guidance sheet, which includes
relevant contact numbers. (Appendix 2 and 3)
Recording Incidents
Accurate record keeping is an essential part of good practice in all work with children and
young people. In matters of child protection in particular it can allow the building of a wider
picture and identify patterns of behaviour.
If a concern arises regarding child protection then the Safeguarding -Child Protection
Incident Form (Appendix 4) must be used to record details. All concerns however small,
should be recorded. Report only the facts not assumptions or opinions. Full details of
observable behaviours and conversations must also be recorded. Any opinions recorded
must be accompanied by evidence/explanations. It must also be stated that these are
opinions. The written record should be signed and dated.
If there are signs of physical abuse, staff and volunteers should also use a body map
(Appendix 1) to record site marks and should give a brief description of their size, colour etc.
They should not investigate markings or disturb any clothing. They should not further
investigate, i.e. asking friends etc. Details of any alleged marks should be recorded but it
must be stated whether or not they have seen them. They should state the source of any
allegations, i.e. a friend said they had seen a bruise. Where an injury is not visible then staff
and volunteers must not undress a child or young person in order to see if there are any
marks. Undressing the child/young person in these circumstances could constitute assault.
All completed paperwork which relates to a safeguarding child protection issue must be
passed to the Designated Safeguarding Officer (Simon Dean) who will pass to relevant
agencies and keep a copy for files.
Confidentiality
Staff and volunteers, should never guarantee a child or young person absolute
confidentiality.
Where there is a child protection issue the child or young person should be made aware of
the confidentiality boundaries of the service. If the decision is made to pass on information
the worker should attempt to obtain the child or young person´s permission to do so (failure
to obtain the consent will not constitute a reason for not passing on the information).
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When to pass on information
Children, young people and families need to feel reassured that their confidentiality is
respected. In most cases information will only be shared about them with their consent, but
there maybe circumstances when this needs to be overridden -for example:
a) Where there is a child protection issue
b) Where the life of the young person or a third party is at risk
In considering when to share information, it is important that practitioners give due
consideration to the following key points:
a) At the outset of any discussion with a child, young person or family, explain openly
and honesty what information will or could be shared, and why, and seek agreement except where doing so puts the child or others at significant harm.
b) The child´s safety and welfare must be the overriding consideration when making
decisions on whether to share information about them.
c) Respect the wishes of the children or families who do not consent to share
confidential information -unless in your judgement there is sufficient need to override that
lack of consent.
d) Seek advice from your Supervisor / Line Manager, or Challenger Troop
Designated Safeguarding Officer when in doubt.
e) Ensure information is accurate, up-to-date, and necessary for the purpose for
which you are sharing it, shared only with those who need to see it, and shared securely.
f) Always record the reasons for your decision -whether it is to share or not.
It is the policy of Challenger Troop that any matter in which there is a safeguarding issue, or
where life may be at risk, then information will always be disclosed using this Child
Protection Policy.
Implementation of Policy
All staff, volunteers and trustees will be given a copy of this policy as part of their induction
to the organisation. The policy will be managed from and available on teamworkpm which
all staff have access to and a copy must be included in the team’s day folder.
Safeguarding will be a regular item on the agenda at trustee board meetings and policies
and procedures will be reviewed annually.
Challenger Troop will ensure that all staff and volunteers will be trained in safeguarding
young people a minimum of once every year. The Designated Safeguarding Officer will
have specific training for their position, which will be updated and refreshed every three
years minimum.
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When the Designated Safeguarding Officer is away on leave or absent for
long periods due to sickness all concerns should go to the Director of Operations (Jo Morris)
Challenger Troop have in place procedures whether our activity or session is indoors or
outdoors. We will:
•

Ensure the ratio of staff to young people is appropriate for the activity. This is based
on an informal needs assessment, taking into consideration among other things the
needs of the young people (including age, ability, and behaviour) and the venue.
Where a member of staff is unsure they should check with their line manager.

•

Ensure roles/ responsibilities of staff are understood by adults and young people.

•

Keep a register of members and session attendees.

•

Carry out prior risk assessments.

•

Record and report all incidents and accidents.

•

Ensure safety procedures are understood by all staff.

•

Maintain and have available a fully equipped first aid kit.

•

Ensure all adults and young people know what to do in an emergency.

•

Ensure details of all participants, contact numbers, venues, timetables etc are held
by another member of staff not involved with the activity.

•

Use parental/ guardian consent forms for all participants – these should be kept in
the team’s day folder.

•

Note and confidentially monitor relevant medical and dietary needs.

•

Ensure both male and female workers accompany mixed gender groups where
possible but at least on site.

•

Make clear start and finish times of activities.

•

Ensure at least one adult present holds a current first aid qualification.

•

Ensure that all medical, allergies, photo consent and health information is collated in
a summary matrix, by name, which is held at the front of the team’s day folder and
accessible to all staff working with the group.

Staff and volunteers working with children and young people should conduct themselves
in a way that safeguards the young people and promotes the aims of the organisation.
Good practice includes:
•

Always working in an open environment (e.g. avoiding private or unobserved
situations and encouraging open communication with no secrets). Personal Issue
radios are provided as a safeguarding measure to be in use at all times to cover this
point.

•

Treating all young people equally, and with respect and dignity.
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•

Provide an example of good conduct that you wish others to follow.
Remember – you are a role model for young people. You are accountable for the
way you act, what you say and how you say it.

•

Always putting the welfare of each young person first.

•

Building balanced relationships based on a mutual trust, which empowers children to
share in the decision-making process.

•

Keeping up to date with technical skills, qualifications and insurance.

•

Being an excellent role model-this includes not smoking or consuming alcohol in the
company of young people.

•

Where possible, giving enthusiastic and constructive feedback rather than negative
criticism.

•

Recognizing the developmental needs and the capacity of vulnerable young people.

•

If the need arises, to administer emergency first aid and/or other medical treatment.

•

Keeping a written record of any injury that occurs, along with the details of any
treatment given

•

Whilst respecting the need for privacy and confidentiality, never be alone with a
young person. When it is appropriate to work one-to-one, make sure that others are
within earshot and preferably within sight. There should always be a minimum of two
workers per project so that this can happen.

•

Respect a young person’s right to personal privacy

•

Be aware that physical contact with a young person may be misinterpreted and
therefore avoid behaviour that may be misconstrued. We recognise that physical
touch between adults and children can be healthy and acceptable in public places.
However our team members will be discouraged from this in circumstances where an
adult or child is left alone

•

Make sure young people stay in sight of workers

•

Using social media in an appropriate manner which means not inviting or accepting
young people as ‘friends’ on any personal profiles / pages. Privacy settings should be
set so that only invited friends (not young people) can view personal information,
images, comments etc.

•

Always operate within Challenger Troop’s policies and principles.

Use of Photographic/ Filming Equipment
•

Challenger Troop is vigilant when using cameras or video equipment for use in a
presentation capacity. Any concerns that arise would be raised with the Designated
Safeguarding Officer. The footage is only used for that specific purpose. At the
beginning of each course we make sure that there is parental / guardian consent for
all images taken and stored of the young people. These images are only used for
publicity, presentations or the company website.
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Use of Technology including on-line, web and mobile safety
•

As technology develops, the internet and its range of content services can be
accessed through various devices. Challenger Troop insists on candidates leaving all
mobile phones and other forms of mobile technology with their responsible adults at
the start of each session.

No confidential, personal information or data files are to be stored on Desk Top PC.
Flash Drives, Data Sticks, Laptop or portable Hard Drives and must be uploaded to
company official site like TeamworkPM. All portable equipment including laptops, data
drives, video recording or camera equipment is to be kept secure at all times and locked
away when not in use.
•

The use of personal phones is strictly prohibited whilst working with young people

Recruitment and training of staff and volunteers
Challenger Troop recognizes that anyone may have the potential to abuse children in some
way and all reasonable steps are taken to ensure unsuitable people are prevented from
working with children. Preselecting checks include the following:
All volunteers/ staff will complete an application form. The application form will elicit
information about the applicant’s ability, credibility and identity. This is a key factor in our
decision to appoint them. We also advise for self disclosure about any criminal record.
Consent is obtained from an applicant to seek enhanced information from the Disclosure
and Barring Service. Three confidential references, including one regarding previous work
with children. These references must be taken up and confirmed through telephone contact.
Evidence of identity (passport or driving license with photo) will be requested.
Staff will not to be responsible for candidates unsupervised until the checks are complete.
a. Interview and Induction
Applicant’s qualifications should be substantiated. The job requirements and responsibilities
are clarified using a job description and person specification. Child protection procedures
are explained and training needs are identified. All policies read by staff are to be signed
when read and understood.
b. Training
In addition to preselecting checks, the safeguarding process includes training after
recruitment to help staff and volunteers. Challenger Troop makes sure that the following is
carried out:
All staff will attend a recognized 2-hour safeguarding in practice and theory workshop. This
will include legislation, how to recognize, respond and record about abuse and how they
can protect themselves, plus training around the Child Protection Policy. This will ensure
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exemplary practice and to facilitate the development of a positive culture
towards good practice and child protection.
All regular staff meetings will include updates and changes to Child Protection and
safeguarding.
Trial period
Staff recruited to work at Challenger Troop will be on a trial period of 3-6 months depending
on their position. This trial is to establish their suitability for the role and observe their
working practice. On completion of this trial period they will have an appraisal and would
usually be offered a permanent position. This will be set out in their contract of employment.
Disclosure and Barring (DBS) Checks
All staff and volunteers working with young people who are eligible will be required to have
enhanced DBS checks where necessary. This will be done initially as part of the recruitment
process and thereafter every three years minimum.
The person responsible for ensuring these checks are done is Emma Ball
Where staff are not eligible for checks and are supervised this will be done by a member of
staff who has been checked at enhanced level and on the barred list. The risk assessment
for our activities will reflect this supervision. Where a new applicant has content on their
disclosure check, this will be assessed, discussed and risk assessments put in place where
necessary.
Bullying
Bullying will not be accepted or condoned. All forms of bullying will be addressed on
Challenger Troop activities and programmes.
Bullying can include:
•
•
•
•
•

Physical pushing, hitting, kicking, pinching, etc.
Name calling, sarcasm, spreading rumours, persistent teasing and emotional
torment through ridicule, humiliation and the continual ignoring of individuals
Sectarian / racial taunts, graffiti, gestures
Sexual comments and / or suggestions
Unwanted physical contact

Young people from ethnic minorities, disabled young people, gay and lesbian young people
and those with learning disabilities are more vulnerable to this form of abuse and may be
targeted.
Everyone has the responsibility to work together to stop bullying - the youth leader /
volunteer, the parent / guardian, the young person and the official.

CT CP POLICY AQYP Update released Nov 15 – review Oct 16

Page:

12

Challenger Troop Child Safeguarding Policy 2016
Anyone who reports an incident of bullying will be listened to carefully and
supported, whether it is an adult or the young person being bullied or the
young person who is bullying.
Any incident of bullying should be reported to the Designated Safeguarding Officer (Chief
Executive) who will decide if an investigation should take place. All incidents must be
recorded, however minor, in the team incident record book.
Appendix 1
Body Map:
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Appendix 2
If it is considered that a child may be at risk of suffering abuse or neglect in accordance with this policy
guidance, then the matter must be reported as soon as possible to the Designated Safeguarding Officer by
contacting:
Simon J Dean
CEO Challenger Troop
Challenger House
TA Centre
St John’s Road
Tunbridge Wells
Kent TN4 9UU
01892 543150
Email: simon.dean@challengertroop.org

Out of hours emergency: 07770 570012

Board of Trustees nominated representative Safeguarding Advisor

Mr Bob Law (Goldwyn Community Special School). 01233 622958
If it is considered that there is an immediate child protection concern and the child or young person “IS IN
DANGER” then the Police must be called on 999 and have a duty to respond!
If you cannot get hold of the Designated Safeguarding Officer then further assistance and advice about an
issue should be directed through your line manager and to the Board representative
Alternatively where there is an urgent need to make a referral please contact your DSO in the fist instance, if
there is an immediate emergency then please use the numbers below:
Police Child Protection Unit Dial: 101

Area
All
Kent
Essex

Designation
Dial Number (Day)
Police Intervention
101
Kent Social Services
03000 41 11 11
Protection for Children and - 0845 606 1212
Adults
Cheshire West
Children and Young People01606 275 099
Services
Cheshire East
Children and Families
0300 123 5012 (opt2)
Services
Met Police
Child protection
101
London Boroughs Please search by Borough of home child’s home
address as too many to list and anticipate
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a) Or the NSPCC (24-hour helpline): 0808 800 5000 ( www.help@nspcc.org.uk )

Appendix 3

Reporting Path from Team Level
Protecting Children and Young people

About a child, young person

Report the matter to the DSO
CT as soon as possible;
discuss your concern with
the school support staff

Do you have a
suspicion or
concern?

About the behaviour of staff,
a volunteer or other

Discuss with suitable
member of the Management
Team

All factors are
considered and
recorded
Make a note of all
actions and with whom
you spoke to when on
Twork occurrence log

Concern allayed

Concern on going

Incident fully recorded on
Teamwork log and
acknowledged by CT DSO

CT DSO formal investigation / action
and any disposition to LADO, Police
and Children’s Services as
appropriate

Statutory Assessment

No further action
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Place a copy of this framework in Team Field File. DSO: 07770 570012

Appendix 4 - Logging a concern about a child’s safety and welfare
Part 1 (for use by any staff)
Cadets Name:

Date of Birth:

Date and Time of Incident:

Date and Time (of writing):

Team:

Author Name:
……………………………………………………………..
…………………………………………………………….
Signature

Print

Job Title:
Record the following factually: Who? What (if recording a verbal disclosure by a child
use their words)? Where? When (date and time of incident)? Any witnesses?

What is the pupil’s account/perspective?

Professional opinion where relevant.

Any other relevant information (distinguish between fact and opinion). Previous
concerns etc.

Note actions, including names of anyone to whom your information was passed and
when.
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Check to make sure your report is clear to someone else reading it.

Please pass this form to your Designated Safeguarding Lead.
Part 2 (for use by DSL)
Time and date
information received ,
and from whom.
Any advice sought – if
required (date, time,
name, role,
organisation and
advice given).
Action taken (referral
to children’s social
care/monitoring
advice given to
appropriate staff/CAF
etc) with reasons.
Note time, date,
names, who
information shared
with and when etc.
Parent’s informed?
Y/N and reasons.
Outcome
Record names of
individuals/agencies
who have given
information regarding
outcome of any
referral (if made).
Where can additional
information regarding
child/incident be
found (eg pupil file,
serious incident
book)?
Should a concern/
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confidential file be
commenced if there is
not already one?
Why?
Signed
Printed Name
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