Ashford Borough Council
SAFEGUARDING CHILDREN AND CHILD PROTECTION

PROCEDURES

1.
APPLICATION

The guidance given in these procedures is designed to assist all staff who work with, or have contact with children and young people, in implementing the Council’s Safeguarding Children Policy and Procedures.  It describes the standard procedures to be followed by staff who come into contact with children and young people under 18 years of age and statemented (“vulnerable”) young people under the age of 25.   However, they may be supplemented by additional procedures, where necessary, as required by an individual service’s operational needs.

All staff whose work involves contact with children and young adults must be aware of, and have been provided with, or have access to, a copy of the Safeguarding Children Policy and Procedures and Policy and Procedure for the Management of Staff Employed with Children and Vulnerable Adults, and any other associated policy’s and procedures.

In addition, for the purposes of these procedures, each service area involved in contact with, or work with children and young people should identify a Safeguarding Representative (“the Representative”) to whom child protection issues should be referred, and their name and contact details should also be notified to staff.

The Representatives will be suitably trained in child protection and will assist the Council’s Safeguarding Adviser (“the Adviser”, Appendix A), Head of Personnel and Heads of Service to maintain a record of all child protection related documents and reports, as well as for the actions set out in these procedures.

The Representatives will be members of a Safeguarding Children Champion Team, chaired by the Adviser. Its remit will be to oversee the working and the development of the policy and these procedures. It will meet at least three times per year and report annually to Senior Management Team. Its duration will be initially for two years, and its continuation will be decided by Senior Management Team at the end of that point.  

2.
PRINCIPLES

These procedures are based on the following key principles:

· the welfare of children is the primary concern

· all children, whatever their age, culture, disability, gender, language, racial origin, religious belief and/or sexual identity have the right to protection from abuse

· whilst it is not solely the responsibility of the Council to determine whether or not abuse has taken place (this is undertaken in liaison with external child protection professionals), it is everyone’s responsibility to report any concerns

· all incidents of suspected poor practice and any allegations made should be taken seriously and responded to swiftly and appropriately

· confidentiality should be upheld in line with the Data Protection Act 1998, the Human Rights Act 1998 and the Freedom of Information Act 2000, as well as the forthcoming Kent Information Sharing Protocol (as required under The Children Act 2004).

3.
PROMOTING GOOD PRACTICE WITH CHILDREN

All staff, children and young people should have clear guidelines on what is expected, and what is not acceptable, with respect to their behaviour.  The following are common sense examples of how to create a positive culture and climate:

· always work in an open environment (avoiding private or unobserved situations)

· treat all young people equally and with respect and dignity

· always put the welfare of each child first, before winning or achieving other goals

· maintain a safe and appropriate emotional and physical distance with children

· make activities enjoyable and promote fair play

· ensure that, if any form of manual or physical support is required, it is provided openly and appropriately.  Children should always be consulted and their agreement gained

· involve parents/carers wherever possible

· be an excellent role model 

· give enthusiastic and constructive feedback rather than negative criticism

· recognise the developmental needs and capability of children – avoid pushing them against their will

· keep a written record of any injuries that occurs, along with details of any treatment given.


Staff should never:

· engage in rough, physical or sexually provocative games, including horseplay

· share a room with a child

· allow or engage in any form of appropriate touching

· allow children to use inappropriate language unchallenged

· make sexually suggestive comments to a child, even in fun

· reduce a child to tears as a form of control

· allow allegations made by a child to go unchallenged, unrecorded or not acted upon

· do things of a personal nature for a child that they can do themselves

· take children to their home unsupervised

· apply sun cream – this could be deemed to be neglectful. Also need to secure parental agreement to ensure no allergies.

· administer medication unless specifically trained and authorised to do so

· take a child to the toilet unsupervised

· transport children unsupervised.

NB The above guidance should not be considered as exhaustive.  If staff have any concerns regarding the appropriateness of any practice/action they should contact their line/senior manager.

It may sometimes be necessary for staff to do things of a personal nature for children, particularly if they are young or disabled.  These tasks should only be carried out with the full understanding and consent of parents/carers and, where possible, the child for whom the task is being carried out.
4.
RECOGNITION OF POOR PRACTICE, ABUSE AND BULLYING

Even for those experienced in working with child abuse, it is not always easy to recognise a situation where abuse may occur, or has already taken place.  Whilst it is accepted that staff are not experts at such recognition, they do have a responsibility to act if they have any concerns about the behaviour of someone (an adult or a child) towards a child.  All staff have a duty to discuss any concerns they may have about the welfare of a child or young person immediately with their line manager, head of service, or the Adviser. 

Poor practice includes any behaviour that contravenes the guidelines set out in the Council policies, particularly the Child Protection Policy and Procedures, or which undermines or ignores the:

· rights – of the children and their parents/carers

· responsibilities – for the welfare of the child

· respect – for other children

4.2
Abuse

The effects of abuse can be damaging and, if not treated, may affect a person into adulthood.   It can take many forms but is usually divided into four categories:

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating or otherwise causing physical harm to a child.

It may also be caused when a parent / carer fabricates symptoms of, or deliberately induces illness in a child.

Emotional abuse is the persistent emotional ill treatment of a child such as to cause severe and persistent effects on the child’s emotional development, and may involve:

· Conveying to children they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person this can be verbally or via electronic and written communication

· Imposing developmentally inappropriate expectations e.g. interactions beyond the child’s developmental capability, overprotection, limitation of exploration and learning, preventing the child from participation in normal social interaction

· Causing children to feel frightened or in danger e.g. witnessing domestic abuse, seeing or hearing the ill treatment of another

· Exploitation or corruption of children.

Some level of emotional abuse is involved in most types of ill treatment of children, though emotional abuse may occur alone.

Sexual abuse

Sexual abuse involves forcing or enticing a child / young person to take part in sexual activities, including prostitution, whether or not the child is aware of what is happening. The activities may involve physical contact, including penetrative and non-penetrative acts. Penetrative acts include ‘rape’ (intentional penetration of vagina, anus or mouth with a man’s penis) and ‘assault by penetration’ (intentional sexual penetration of the vagina or anus of a child with a part of her/his body or an object).  Sexual activities may also include non-contact activities, e.g. involving children in looking at, or in production of abusive images, watching sexual activities or encouraging them to behave in sexually inappropriate ways. This may include use of photographs, pictures, cartoons, literature or sound recordings e.g. the internet, books, magazines, audio cassettes, tapes, CD’s  Children under 16 years of age cannot provide lawful consent to any sexual activity, though in practice many are involved in sexual contact to which, as individuals, they may have agreed.

Neglect involves 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 and development. Neglect may occur during pregnancy as a result of maternal substance misuse. Once the child is born, neglect may involve failure to:

· Provide adequate food, clothing or shelter (including exclusion from home or abandonment)

· Protect from physical and emotional harm or danger 

· Meet or respond to a child’s basic emotional needs

· Ensure adequate supervision including use of adequate care-takers

· Ensure access to appropriate medical care or treatment

· Ensure that her/his educational needs are met

Indicators of abuse

The following is a list of signs and symptoms that may be consistent with abuse; some children can exhibit one or more of these signs for other reasons.  However, if there are concerns about a child displaying any of these indicators, discussions should be held as soon as possible with their line manager or head of service or the Adviser.

Physical abuse physical indicators

Unexplained bruises/welts/lacerations/abrasions:

· on face, lips, mouth

· on torso, back, buttocks, thighs

· in various stages of healing

· clustering forming regular patterns

· reflecting shape of article used, e.g. belt, buckle, electrical flex

· on several different surface areas

· regularly appear after absence, weekend or holiday

· bite marks or fingernail marks.

Unexplained burns:

· cigar or cigarette burns especially on soles, buttocks, palms or back

· ‘immersion’ burns, where hands, feet or body have been forcibly immersed in very hot water

· patterns like electrical burner, iron, etc.

· rope burns on arms, legs, neck or torso.

Unexplained fractures:

· to skull, nose, facial structure

· in various stages of healing

· multiple or spiral fractures.

Physical abuse behavioural indicators

· flinching when approached or touched
· reluctance to change clothes for sports activities
· wary of adult contact
· difficult to comfort
· apprehension when other children cry
· crying/irritability
· frightened of parents
· afraid to go home
· rebelliousness in adolescence
· reports injury caused by parents
· behavioural extremes – aggressiveness, withdrawal, impulsiveness
· regression to childlike behaviour
· apathy
· depression
· poor peer relationships
· panics in response to pain.
Neglect physical indicators

· consistent hunger

· poor hygiene

· inappropriate dress

· consistent lack of supervision, especially in dangerous activities for long periods

· unattended physical problems or medical needs

· abandonment.

Neglect behavioural indicators

· begging
· stealing food
· consistent fatigue, listlessness
· poor relationship with care-giver
· frequent delays in picking child up from activity sessions.
Sexual abuse physical indicators

· difficulty in walking, sitting down

· stained or bloody underclothing

· pain or itching in genital area

· bruising, bleeding, injury to external genitalia, vaginal and/or anal areas

· vaginal discharge

· bed wetting

· excessive crying

· sickness.

Sexual abuse behavioural indicators

· inappropriate sexual behaviour or knowledge for the child’s age

· promiscuity

· sudden changes in behaviour

· running away from home

· wary of adults

· feeling different from other children

· unusual avoidance of touch

· reporting of assault

· substance abuse (e.g. glue sniffing)

· emotional withdrawal through lack of trust in adults

· over compliance with requests of others

· frequent complaints of unexplained abdominal pains

· eating problems

· sleep disturbances

· poor peer relationships

· possessing money or ‘gifts’ that cannot be adequately accounted for

· inappropriate sexually explicit drawings or stories

· bedwetting or soiling

· frequent non-attendance.

Emotional abuse physical indicators

· failure to thrive
· delays in physical development or progress.
Emotional abuse behavioural indicators

· sucking, biting or rocking
· anti-social, destructive
· sleeping disorders, inhibition of play
· compliant, passive, aggressive, demanding

· inappropriately adult or infant

· impairment of intellectual, emotional, social or behavioural development.
4.3
Bullying

It is important to recognise that abuse is not always carried out by an adult on a child.  An abuser may be a young person, for example, in the case of bullying.  Bullying may be seen to be deliberately hurtful behaviour, usually repeated over a period of time, where it is difficult for those bullied to defend themselves.

Although anyone can be a target for bullying, victims are typically shy, sensitive and perhaps anxious and insecure.  Sometimes they are singled out for physical reasons – being overweight, physically small, having a disability or belonging to a different race, faith or culture.

Bullies come from all walks of life; they bully for a variety of reasons and may have been bullied or abused themselves.  Typically, bullies have low self-esteem, be excitable, aggressive and jealous.  Crucially, they have learned how to gain power over others. Bullying may be:

· physical, e.g. hitting, kicking, theft

· verbal, e.g. name-calling, constant teasing, sarcasm, racist or homophobic taunts, threats, graffiti, gestures

· emotional, e.g. tormenting, ridiculing, humiliating, ignoring

· sexual, e.g. unwanted physical contact, abusive comments.

The damage inflicted by bullying is often underestimated.  It can cause considerable distress to children, to the extent that it affects their health and development or, at the extreme, causes them significant harm (including self-harm).  There are a number of signs that may indicate that a child is being bullied:

· behavioural changes, such as reduced concentration and/or becoming withdrawn, clingy, depressed, tearful, erratic mood swings, reluctance to go to school, activities or sports clubs

· a drop in performance at school or standard of play

· physical signs, such as stomach aches, headaches, difficulty in sleeping, bed wetting, scratching, bruising, damaged clothes, and bingeing, for example on food, cigarettes or alcohol.

· A shortage of money or frequent loss of possessions.

5. 
RESPONDING TO A CHILD/YOUNG PERSON MAKING A DISCLOSURE OR ALLIGATION OF ABUSE

Action to be taken

A member of staff receiving information should:

· react calmly so as not to frighten the child 

· listen carefully 

· reassure the child that they are right to tell

· not make promises of confidentiality, but let them know that you will have to tell another adult

· take what the child says seriously, recognising the difficulties inherent in interpreting what is said by a child

· keep questions to an absolute minimum to ensure a clear and accurate understanding of what has been said.  Questions should not be leading and should consist of Who…? What…? When…? Where…?

· tell them what you will do next and with whom the information will be shared 

· make a full written record of what has been said, heard and/or seen as soon as possible using the child’s own words on an Incident Report form (see Appendix B). Note the date and time, any names mentioned and to whom the information was given. Ensure that you sign and date this record. 

Actions to be avoided

The person receiving information should not:

· panic

· allow their shock or distaste to show

· probe for more information than is offered

· speculate or make assumptions

· make negative comments about the alleged abuser

· approach the alleged abuser

· make promises to keep secrets

· discuss the issue with anyone other than the line manager or head of service or the Adviser.

Responding to suspicions of abuse

Staff are not responsible for deciding whether or not child abuse is taking place.  However, there is a responsibility to act on any concerns and to protect children in order that appropriate agencies can then make enquiries and take necessary action to protect the child.

Sharing concerns with parents

The Council is committed to working in partnership with parents or carers where there are concerns about their children.  Therefore, in most situations, it would be important to talk to parents or carers to help clarify initial concerns.  It is essential, therefore, that the Adviser, the line manager or head of service undertakes this liaison.

However, there are circumstances in which a child might be placed at even greater risk if concerns are shared (e.g. where a parent or carer is the alleged abuser or is not able to respond to the situation appropriately).

6.
REPORTING PROCEDURE

· Staff responding to a suspicion of abuse or poor practice should complete and Incident Report form (see Appendix B).
· The incident should be reported in the first instance to the line manager or head of service and then the Adviser.

· The manager and Adviser informed will assess the incident, decide what appropriate action needs to be taken and contact the KCC Child Protection Team or the Police where necessary.

· The Council will co-operate fully with any resulting investigation carried out by external child protection agencies or the police.

The Reporting Procedure for Child Protection Flow Chart (see Appendix C) illustrates the above process for staff when reporting concerns.

6.1
Information

Information passed to the external child protection agencies or police must be as helpful as possible, hence the necessity for making a detailed report at the time of the disclosure/concern.  Information included in this report should include:

· the nature of the allegation

· a description of any visible bruising or other injuries

· the child’s account, using the child’s words, if it can be given, of what has happened and how any bruising or other injuries occurred

· witnesses to the incident(s)

· any times, dates or other relevant information

· a clear distinction between what is fact, opinion or hearsay.

· Date and time of record.

Reporting the matter to the KCC Child Protection Team or the Police should not be delayed in an attempt to obtain more information.

A record should also be made of the name and designation of the KCC Child Protection member of staff or to the police officer to whom the concerns were passed, together with the time and date of the call, in case any follow-up is needed.  A note of any crime report number should also be taken.

6.2
Allegations against staff

Any person working on behalf of the Council who suspects that a colleague may be abusing a child or young person must act on their suspicions. Action should also be taken if it is felt that colleagues are not following the codes of conduct. This action will serve not only to protect children but also colleagues from false accusations. 

Employees are often the first to realise that there may be something seriously wrong within their own working environment. However, they may not express their concerns because they feel that speaking up would be disloyal to their colleagues or the Council and that there is a possibility that their concerns are unfounded. They may also fear harassment or victimisation. In these circumstances it may be easier to ignore the concern rather than report what may be a suspicion of malpractice. 

The Council acknowledges that this is an extremely sensitive issue and assures all employees and persons working on its behalf that it will fully support and protect anyone, who in good faith reports a concern or an allegation that a colleague is, or may be, abusing a child. 

Any concerns for the welfare of a child arising from abuse or harassment by a member of staff must be reported immediately in accordance with the Council’s Safeguarding Children Policy and Procedures and Policy and Procedure for the Management of Staff Employed with Children and Vulnerable Adults.  
6.3
Action if bullying is suspected

The same procedure should be followed as set out for Responding to Suspicions of Abuse if bullying is suspected.

Action to help the victim and prevent bullying

· All signs of bullying should be taken seriously

· All children should be encouraged to speak and share their concerns

· The victim should be helped to speak out and tell the person in charge or someone in authority.

· An open environment should be created.

· All allegations should be investigated and action taken to ensure the victim is safe.  The victim and bully(ies) should be spoken to separately.

· Staff should reassure the victim that they can be trusted and will help them, although they cannot promise not to tell anyone else.

· Records should be kept of what is said.

· Staff should report concerns to their line manager(s) 
Action towards the bully(ies)

· The situation should be explained to the bully(ies).

· An effort should be made to get the bully(ies) to understand the consequences of their behaviour.

· An apology to the victim should be sought.

· The parents of the bully(ies) should be informed.

· Any borrowed items should be returned to the victim.

· Appropriate sanctions should be imposed as necessary.

· Encouragement and support for the bully(ies) to change their behaviour should be offered.

· Meetings should be held with parents to report on progress.

· All appropriate staff should be informed of action taken.

· A written record of action taken should be kept.
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Appendix A

The Senior Officer (The Adviser) has a strategic role with operational responsibility to whom allegations/concerns should be reported (and a deputy for absences or if s/he is the subject of an allegation) with overall responsibility for: 

· Ensuring the organisation has a policy and operates procedures in accordance with Kent & Medway child protection procedures.

· Resolving any inter-agency issues.

· Liaising with the KSCB on the subject.

· Advising department managers what minimum training staff should receive.

· Provide advice/support when required or requested.

· Monitor progress of a case, either fortnightly or monthly depending on its complexity, by way of review management planning meetings or liaison with police, Children’s Social Care, or the employer as appropriate.
Senior Officer Contact


Deputy Officer Contact



Name: Christina Fuller


Name: Rebecca Wilcox
Location: Cultural Services Floor 2
Location: Housing Department Floor 1

Telephone: 01233 330228

Telephone: 01233 330233

Mobile telephone: 07818 077221
Mobile: 07899 062205

Senior Manager Contact

Senior Manager Contact

Name: Mark Carty



Name: Tracey Kerly

Location: Cultural Service Floor 2
Location: Housing Department Floor 1 

Telephone: 01233 330477

Telephone: 01233 330607

Mobile Telephone: 07788 568434
Mobile Telephone: 07771 943 720

KCC Local authority designated officer (KCC LADO)
KCC has appointed a designated officer/s (LADO) to: 

· Be involved in the management and oversight of individual cases 

· Provide advice and guidance to employers and voluntary sector

· Liaise with the police and other agencies 

· Monitor the progress of cases to ensure that they are dealt with as quickly as possible consistent with a thorough and fair process.

KENT COUNTY COUNCIL District Office

County Duty Services

Civic Centre

Tannery Lane

Ashford

Kent

TN23 1PL
08458 330 29 67


Above number to be used for Referrals and Consultations with Ashford Duty Office and out of hours concerns






  





Appendix B

AN INCIDENT FORM (Child Protection)
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Signature:

To be completed by The Adviser (or Head of Service/Line Manager)

Date/Time report received:

Referral made to:

Action taken/Outcome:

Signature:

Print Name:

Date:

Appendix C

Reporting Procedure for Child Protection
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ASHFORD BOROUGH COUNCIL

POLICY AND PROCEDURE FOR THE MANAGEMENT OF STAFF EMPLOYED WITH CHILDREN AND VULNERABLE ADULTS

1. 
POLICY STATEMENT

Ashford Borough Council (herein called the Council) recognises the need to ensure the welfare of children, young people and vulnerable adults when they come into contact with the services we provide. 

The Council will work with Kent County Council and other agencies to ensure the safety and wellbeing of people in these categories. The Council will put into place checks and safeguards to ensure that staff directly employed with these customers are of a suitable character and have been trained in recognising abuse. The Council will also develop strategies to eliminate abuse. The Council will have a robust system whereby complaints of abuse against staff are handled quickly and appropriately.

This policy applies to customers and staff regardless of their race, colour, gender, family/marital status, age, disability, religious beliefs, sexual orientation, social background or other personal characteristics.

Whereas the wellbeing of children, young people and vulnerable adults is a prime concern this needs to be balanced with the employment and human rights of staff.

Employees who are directly involved with children, young people and vulnerable adults will receive training in identifying and preventing abuse and in how to conduct themselves to avoid accusations of abuse against them.

Heads of service are responsible for ensuring that all staff and volunteers involved with children, young people or vulnerable adults have access to appropriate supervision and support.

Staff should not become personally involved in the private lives of their clients/customers or put themselves in a position where they are vulnerable to accusations which cannot be verified by either side.

2. 
SCOPE

This policy and procedure applies to all Council staff and volunteers whose duties bring them into regular contact with children, young people or vulnerable adults.

This policy is concerned with the HR management of staff and includes:

Recruitment and selection

Induction and further training

Complaints against staff

Management of children under 18 on work experience

Issues of operational management are covered in a separate policy

3. 
PREAMBLE

Research has shown that paedophile rings can be set up in an organisation by a lead paedophile in a position of authority where s/he may recruit other paedophiles. It is an aim of this procedure to eliminate such opportunities.

It should also be understood that abusers of children, young people and vulnerable adults are not exclusively male and vigilance must be maintained when recruiting and managing both men and women. 

4. 
ACCOUNTABILITY

Ultimately, accountability for safeguarding and protecting children, young people and vulnerable adults falls to the Chief Executive. However, responsibility is delegated in accordance with the operational policy. In addition, all staff are responsible for ensuring that the activities in which they are involved during the course of their work are carried out in accordance with this policy and with the approved protection procedures relating to it. 

The Heads of Cultural Services and Housing are required to agree and appoint a senior manager with duties (as summarised in Appendix A) to advise the Council on issues relating to the protection of children, young people and vulnerable adults (The Adviser) on behalf of the whole Council. 

The Head of Personnel will be responsible for ensuring that there are procedures in place to minimise the chance of recruiting unsuitable staff and for managing complaints against staff in a sensitive manner.

5. 
THE LAW

The Law makes it an offence for anyone to seek work or accept work in a regulated position knowing they are included on the protection of children or protection of vulnerable adults lists. It is also an offence for an employer to offer work or to employ anyone in a regulated position knowing they are on these lists. 

Recruitment panels should be aware that this is both a corporate and personal responsibility.
6. 
RECRUITMENT

The Head of Personnel and Development is responsible for ensuring that there are procedures in place to ensure that recruitment and pre-employment checks do not allow unsuitable applicants to be appointed to posts covered by this policy.

It is the responsibility for the recruiting manager to ensure that the shortlisting and interviewing panels follow the procedures described in this policy.

6.1 
Job description and person specification

There must be a comprehensive job description (JD) and person specification that specify that the post is covered by this policy for all posts covered by the policy.

The wording in the JD must include the following

This post has regular contact with Children*/young adults*/vulnerable adults*(delete as appropriate) and will be subject to the Council’s Policy on the Protection of Children, young Adults and Vulnerable adults.

The postholder must maintain at all times a satisfactory report from the Criminal Records Bureau

The post is exempted from the provisions of the Rehabilitation of Offenders Act.

The wording in the person specification must include as an essential requirement:

A satisfactory report from the Criminal Records Bureau.

6.2 
Advertising

All posts must be advertised as a minimum internally within the Council.

6.3 
Application Forms

All applicants must complete a Council application form.

6.4 
Shortlisting and interviewing panels

The whole interviewing panel should be involved in the shortlisting and panel members must have an equal say in the scoring.

6.5 
Interview panels

Interview panels must consist of at least two people. At least one person on the panel should be from another department (eg personnel)

Members of the panel should have received training in interviewing for selection and protection of children, young people and vulnerable adults.

6.6 
Interviews

No person may be appointed to a post covered by this policy unless they have attended a formal interview. This applies to permanent, temporary, casual staff and volunteers.
It is up to the panel to decide the form of interview, which should be in line with normal procedure at the Council and best HR practice.

Interviews should be of sufficient depth to allow the panel to form an opinion as to the suitability of the candidate.

The chair of the interview panel is responsible for obtaining an explanation from the candidate for any gaps in employment history.

6.7 
Offers of employment

Verbal offers may be made following the interview provided it is expressly clear that the offer is subject to the pre employment checks described below and that should the checks not be satisfactory to the Council then the conditional offer will be withdrawn.

All verbal offers will be followed up in writing within 2 working days.

6.8 
Seasonal and temporary staff

Particular care and vigilance must be taken when employing seasonal workers, eg students for summer holiday schemes. Recruitment to these positions should be made in advance, eg during the Easter holidays or summer term, to allow for the pre employment checks to be undertaken. 

7. 
PRE-EMPLOYMENT CHECKS

The following checks must be undertaken before the employee starts with the Council

7.1 
Verification of identity
Verify the identity of prospective employees by checking one of the following: valid passport, UK driving license, valid photo ID card (EU countries only).

7.2 
Qualifications

Qualifications relevant to the position applied for should be verified once a job offer is made.

7.3 
Criminal Records Bureau (CRB) checks

All appointments to posts covered by this policy are subject to an Enhanced CRB check. Appointments can be made on a provisional basis, pending the outcome, provided the employing manager has undertaken a risk assessment and ensures proper supervision.

7.4 
References

Two professional references must be obtained. One must be from the current or latest employer and the other should be from a previous employer or another manager at the current employer.

For students the references should be from their head tutor and another tutor.

Personal references are not acceptable.

7.5 
Occupational health checks

All staff must have a pre-appointment health assessment. This is normally a check of the information submitted on the health questionnaire but may involve a consultation with the OH department at William Harvey Hospital where OH decide this is necessary.

7.6 
Discrimination

To avoid discrimination these checks must be applied to all candidates.

7.7 
Recording checks

A record of all of the checks will be held on the employee’s personnel file.

8. 
INDUCTION AND TRAINING

8.1 
Corporate Induction Course

The corporate induction course will include a session which explains the Council’s roles and responsibilities in providing services for children, young people and vulnerable adults and individual employee’s responsibility for safeguarding this group.

8.2 
Job training

The Council’s Adviser will advise department manager what minimum training staff should receive. The departmental manager will be responsible for ensuring that their staff receive the necessary training and for making allowance for the training in their training budget allocation.

Personnel and Development will be responsible for identifying corporate training needs and commissioning delivery of training where appropriate.

9. 
MANAGING COMPLAINTS AGAINST STAFF
Where there are allegations of abuse against employees the matter needs to be dealt with sensitively. Whereas the needs of the child, young person or vulnerable adult are of prime concern any action taken must take into account the employee’s employment law and human rights.

Where an allegation of abuse is made against an employee the matter must be reported confidentially to the employee’s Head of Service, the Council’s Adviser and Head of Personnel and Development who will appoint a manager to investigate the allegation. An Incident Form (see Appendix B) must be completed.

The Head of Service will take the necessary steps to remove any risk to the child, young person or vulnerable adult and others.

As a general rule the matter should be investigated internally before outside agencies are involved to protect the employee from malicious and false accusations. Managers must be aware that involving the police or KCC before it has been established that there is substance to the allegation and the employee is subsequently cleared may amount to a breach of contract.

The investigating manager will undertake a preliminary investigation to determine whether there is sufficient evidence to warrant a full investigation into the allegation and report his/her findings, within 48 hours, to the employee’s Head of Service, the Council’s Adviser and Head of Personnel and Development who will decide whether:

1. To require a full in depth investigation

2. The employee should be suspended during a full investigation

3. To involve other agencies e.g KCC, police.

4. There is no substance to the allegation

Any investigation and disciplinary action must be conducted in accordance with the Council’s Disciplinary Procedure and the employee given the right to be accompanied by a trade union representative, where a member, or a workplace colleague in any formal action.

Where an investigation shows that there is a case to answer and the matter has been reported to either KCC or the police the investigating manager will co-operate with them in their investigations.

Where an allegation is made and subsequently proved to be unfounded or no action is taken the Head of Service and Head of Personnel and Development will offer support to the employee to enable them to continue to work within the Council.

10.
WHISTLEBLOWING

Where an employee either has evidence or belief that a colleague is abusing a child, young adult or vulnerable adult they may raise the matter with the Head of Service, the Council’s Adviser or Head of Personnel and Development. The matter will be dealt with confidentially and where the complainant wishes to remain anonymous this will be honoured as far as it is possible.

11. 
WORK EXPERIENCE AT THE COUNCIL

The Council will continue to offer work experience to school pupils as part of their normal curriculum or as a specific requirement. Generally pupils are employed in departments where there is always other staff around and the risk or opportunity for abuse is small.

Pupils should not be offered experience in small departments where they are likely to be left with only one other member of staff and should not accompany staff on visits unless accompanied by at least two employees.

Staff should not become involved in the private life of pupils or make arrangements to meet them outside work without the express knowledge of the pupil’s parents.

Safeguarding Contacts    
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Named Senior Officer (The Adviser)

The Senior Officer (The Adviser) has a strategic role with operational responsibility to whom allegations/concerns should be reported (and a deputy for absences or if s/he is the subject of an allegation) with overall responsibility for: 

· Ensuring the organisation has a policy and operates procedures in accordance with Kent & Medway child protection procedures.

· Resolving any inter-agency issues.

· Liaising with the KSCB on the subject.

· Advising department managers what minimum training staff should receive.

· Provide advice/support when required or requested.

· Monitor progress of a case, either fortnightly or monthly depending on its complexity, by way of review management planning meetings or liaison with police, Children’s Social Care, or the employer as appropriate.
Senior Officer Contact


Deputy Officer Contact


Name: Christina Fuller


Name: Rebecca Wilcox
Location: Cultural Services Floor 2
Location: Housing Department Floor 1
Telephone: 01233 330228

Telephone: 01233 330233
Mobile telephone: 07818 077221
Mobile: 07899 062205
Senior Manager Contact

Senior Manager Contact
Name: Mark Carty



Name: Tracey Kerly
Location: Cultural Service Floor 2
Location: Housing Department Floor 1 
Telephone: 01233 330477

Telephone: 01233 330607
Mobile Telephone: 07788 568434
Mobile Telephone: 07771 943 720

KCC Local authority designated officer (KCC LADO)
KCC has appointed a designated officer/s (LADO) to: 

· Be involved in the management and oversight of individual cases 

· Provide advice and guidance to employers and voluntary sector

· Liaise with the police and other agencies 

· Monitor the progress of cases to ensure that they are dealt with as quickly as possible consistent with a thorough and fair process.

KENT COUNTY COUNCIL District Office
County Duty Services

Civic Centre

Tannery Lane

Ashford

Kent

TN23 1PL
08458 330 29 67

Above number to be used for Referrals and Consultations with Ashford Duty Office and out of hours concerns.





  





Appendix B

AN INCIDENT FORM (Child Protection)
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Signature:

To be completed by The Adviser (or Head of Service/Line Manager)

Date/Time report received:

Referral made to:

Action taken/Outcome:

Signature:

Print Name:

Date:
Appendix C
Reporting Procedure for Child Protection
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Ashford Borough Council

SAFEGUARDING CHILDREN POLICY AND PROCEDURES 

1.
INTRODUCTION

The Children Act 1989 states that the child’s welfare is paramount and that every child has a right to protection from abuse, neglect and exploitation. Statutory guidance on making arrangements to safeguard and promote the welfare of children under section 11 of the Children Act 2004 was published in August 2005. The guidance came into force on 1 October 2005. It details what is expected of District Councils, including: 

· Senior management commitment to the importance of safeguarding and promoting well being

· A clear statement of the Council’s responsibilities to children, made available to staff

· Clear lines of accountability for work on safeguarding and promoting well being

· Using the views of children and young people to help shape services

· Safe recruitment procedures for those coming into contact with children and young people

· Appropriate training for staff

· Effective working relationships within the Council and with other agencies to safeguard and promote wellbeing, and to share information effectively.

2.
POLICY STATEMENT

Ashford Borough Council delivers a range of services and activities to children and young people and recognises that these may have a very powerful and positive influence on them. Ashford Borough Council recognises the need to ensure the welfare of children and young people when they come into contact with the services we provide.

We will promote the safeguarding of children in all services that affect them, and will consult them on policy and service delivery so that they may help shape our services in accordance with Every Child Matters framework (DfES, 2004).

This policy and the accompanying procedure are designed to promote children’s welfare, to protect children from potential abuse – as well as to protect staff and volunteers from potential false allegations of abuse.

3.
SCOPE

This policy operates within the context of, and supports the, multi-agency Kent Safeguarding Children Board’s policies and procedures. Amendments may be made to this policy from time to time in the light of any future recommendations arising from the Kent Safeguarding Children’s Board.

In the Children Act 2004 and associated guidance, the phrase ‘safeguarding and promoting the welfare of children’ is defined as:

· protecting children from maltreatment

· preventing impairment of children’s health or development

· ensuring that children are growing up in circumstances consistent with the provision of safe and effective care

· undertaking that role so as to have optimum life chances and to enter adulthood successfully.
The policy and accompanying procedures apply to all staff who come into contact with children and young people under 18 years of age and statemented (“vulnerable”) young people under the age of 25. The term “staff” includes all who work with children and young people on behalf of Ashford Borough Council (herein called the Council) whether as a permanent or temporary employee, casual worker, volunteer, contractor or in any other capacity.

A number of services are easily identifiable as having direct responsibility for working with children. However, the Council recognises that there are many other occasions where staff may come into contact with children. This policy is for all staff who may come into contact with children in the course of their work, whether in someone’s home, on Council premises, or in the community.  
Where the Council works with, commissions or grant-funds other organisations which come in contact with children, they will be required to have safeguarding children arrangements in place that subscribe to the main themes in this policy and procedures.

4.
ACCOUNTABILITY

Ultimately, accountability for safeguarding and protecting children under this policy falls to The Chief Executive. However, responsibility is delegated in accordance with the management structure of the Council.

The Heads of Cultural Services and Housing are required to agree and appoint a Senior Officer to advise the Council on issues and procedures relating to the protection of children, young people and vulnerable adults (The Adviser, refer Appendix A) on behalf of the whole Council.

The Head of Personnel will be responsible for ensuring that there are procedures in place to minimise the chance of recruiting unsuitable staff and for managing complaints against staff in a sensitive manner.

Heads of Service are required to detail the specific responsibilities of their service in relation to safeguarding and promoting the welfare of children in their service plans.  They will ensure that existing and new service development and service improvement will consider:

· the impact of the service on the welfare of children;

· how children can be kept safe whilst using the service;

· how children and young people are involved in the development of the service.

Heads of Service and Senior Managers will ensure staff in that service are recruited and trained appropriately; ensure their service is working effectively with other internal services and external partners and make referrals to social services and the police as appropriate.  
In addition, all staff are responsible for ensuring that the activities in which they are involved during the course of their work are carried out in accordance with this policy and alongside any other approved child protection procedures relating to a particular service. Individual’s responsibilities will be detailed within their job descriptions.

As many staff are in regular contact with children and young people, they are in a position to observe outward signs of abuse and can and should alert others when such signs are observed.  
The Council’s staff have a responsibility to be proactive, and to refer suspected cases of abuse to Kent County Council Children’s Social Services or to the Police in accordance with the Safeguarding Children and Child Protection Procedures.  Staff are not responsible for deciding whether or not child abuse is taking place.  However, there is a responsibility to act on any concerns and to protect children in order that appropriate agencies can then make enquiries and take necessary action to protect the child.

The Council’s Safeguarding Children and Child Protection Procedures includes information on expected staff behaviour, the signs of abuse and bullying, responding to a child making a disclosure or allegation of abuse and the reporting procedure for staff if they have concerns about a child. 

In summary the reporting procedure states that:
· Staff responding to a suspicion of abuse or poor practice should complete the Incident Report form (see Appendix B).
· The incident should be reported in the first instance to their line manager or head of service and the Adviser.

· The manager and the Adviser informed will assess the incident, decide what appropriate action needs to be taken and contact the KCC Child Protection Team or the Police where necessary.

· The Council will co-operate fully with any resulting investigation carried out by external child protection agencies or the police.

The Reporting Procedure for Child Protection Flow Chart (see Appendix C) illustrates the above process for staff when reporting concerns.

5.
ELECTED MEMBERS

Cllr Mrs Bell is the lead councillor for safeguarding and promoting the welfare of children – responsible for ensuring that councillors are aware of their safeguarding responsibilities.

The Criminal Records Bureau has stated that the position of elected member of a local authority is not in itself eligible for a disclosure. However, those who undertake roles that are exceptions to the Rehabilitation of Offenders Act 1974 would be eligible – so a disclosure could be done for a trustee of a children’s charity, for example.

Checks for Ashford Borough Council councillors will therefore be considered on a case by case basis. Awareness-raising sessions will be held for all councillors.

6.
RECRUITMENT

All Council staff will be appointed in accordance with the Policy and Procedure for the Management of Staff Employed with Children and Vulnerable Adults and its policy on Criminal Records Checks on Staff.  

In summary, managers appointing to these key posts will ensure that:

· enhanced Criminal Record Bureau checks are received before employees start in post

· specific questions are asked at interview exploring the candidate’s suitability for working with children

· at least one reference is obtained from previous employment where the candidate had contact with children, and specific questions are asked about their suitability to do so

· candidate’s employment history, health and physical capacity for the role are explored fully

· additional checks (such as List 99 and PoCA)
 are carried out as appropriate.

These are designed to provide a rigorous and thorough selection process and to carry out all necessary checks, particularly on individuals seeking to work with children and young people.
7.
DEALING WITH ALLEGATIONS OF ABUSE AGAINST MEMBERS OF STAFF
The Council has clear procedures for dealing with allegations against members of staff (refer Policy and Procedure for the Management of Staff Employed with Children and Vulnerable Adults) to ensure that staff are treated fairly and appropriately, and that the Council is complying with its duties under S47 of the Children Act 1989. 

The Council’s grievance and disciplinary procedures have also been reviewed to reflect this.
8.
TRAINING

Staff must accept and be able to recognise their responsibilities with regard to their own good practice and the reporting of suspected poor practice or concerns of possible child abuse.  Everyone with substantial access to children and young people shall have recognised and up to date training, such as:

· Child protection awareness

· Equality awareness

· First aid (where appropriate)

· How to work effectively with children.

Training needs and opportunities relating to child safeguarding and protection issues will be identified and addressed through the Council’s Induction and Appraisal Procedures, and in response to any changes in legislation.  Training may include internal courses/workshops, externally accredited courses/seminars or workshops organised by child protection agencies.

All staff will have access to Government’s guidance ‘What to do if you’re worried a child is being abused’ (2006) and specific training will include how to implement this guidance effectively.
9. 
SERVICE DEVELOPMENT TAKING ACCOUNT OF THE NEEDS OF CHILDREN AND YOUNG PEOPLE
All new service development and service improvement will consider:

· the impact of the service on the welfare of children

· how children can be kept safe whilst using the service

· how children and young people are involved in the development of the service

The service plan template reflects this requirement, the committee report template is being reviewed and management team have introduced a mechanism for checking safeguarding issues as a matter of routine.

The Council’s Cultural Services Team can assist with the engagement of children and young people in service development – through its consultation and coordination of the Ashford Youth Forum Trust and support for the local children’s partnerships. 
10.
THIRD PARTY SERVICE PROVIDERS 

There are numerous third party providers whose services are commissioned, procured or grant funded by the Council. There is an obligation on the Council to ensure that these service providers are also discharging their duties under s11 of the Children Act 2004.

All contracts and service level agreements will take account of the need for those service providers in contact with children to be responsible for discharging their duties for safeguarding children.  Grant application forms will also include a requirement for the organisation to supply evidence of their safeguarding policy if responsible for children.

Information about safeguarding and promoting the welfare of children will be distributed to all relevant service providers.

11.
INFORMATION SHARING AND PARTNERSHIPS

The Council supports the principle of the Kent Information Sharing Protocol, which is being developed by The Kent Children’s Trust under the Children Act 2004, and will participate fully in it when the protocol is agreed. 

The Council is committed to close working with all relevant partners in matters relating to safeguarding and protecting children and to the delivery of both Kent and district children and young people’s plans. 

The Council is committed to participating fully in ContactPoint that aims to support practitioners, local authorities and other organisations in fulfilling their duties to safeguard and promote the welfare of children. 

12.
LEGISLATION, GUIDANCE AND REFERENCE

This policy and accompanying procedure have been developed in line with the principles of The Children Act 1989 and The Children Act 2004, and with reference to the following:

· Working Together To Safeguard Children 2006
· What to Do If You’re Worried a Child Is Being Abused (2006)

· Every Child Matters 2004
· The NSPCC publication Sportscheck
· Kent & Medway Child Protection Procedures 2001 (These are currently being rewritten by the Local Children Safeguarding Boards for Kent and Medway).
This Policy and Procedures should also be read in conjunction with the following Council documents:

· Recruitment and Selection Policy and Procedures

· Criminal Records Checks on Staff Policy

· Corporate Equality Policy

· Code of Conduct

· Health, Safety and Welfare Policy

· Disciplinary Procedures.

· Complaints Procedure
· Information Sharing Policy
· Confidential Reporting Policy
· Policy for the use of the Internet
· Video and Photographic Policy
Oct 2009
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Named Senior Officer (The Adviser)

The Senior Officer (The Adviser) has a strategic role with operational responsibility to whom allegations/concerns should be reported (and a deputy for absences or if s/he is the subject of an allegation) with overall responsibility for: 

· Ensuring the organisation has a policy and operates procedures in accordance with Kent & Medway child protection procedures.

· Resolving any inter-agency issues.

· Liaising with the KSCB on the subject.

· Advising department managers what minimum training staff should receive.

· Provide advice/support when required or requested.

· Monitor progress of a case, either fortnightly or monthly depending on its complexity, by way of review management planning meetings or liaison with police, Children’s Social Care, or the employer as appropriate.
Senior Officer Contact


Deputy Officer Contact


Name: Christina Fuller


Name: Rebecca Wilcox
Location: Cultural Services Floor 2
Location: Housing Department Floor 1
Telephone: 01233 330228

Telephone: 01233 330233
Mobile telephone: 07818 077221
Mobile: 07899 062205
Senior Manager Contact

Senior Manager Contact
Name: Mark Carty



Name: Tracey Kerly
Location: Cultural Service Floor 2
Location: Housing Department Floor 1 
Telephone: 01233 330477

Telephone: 01233 330607
Mobile Telephone: 07788 568434
Mobile Telephone: 07771 943 720

KCC Local authority designated officer (KCC LADO)
KCC has appointed a designated officer/s (LADO) to: 

· Be involved in the management and oversight of individual cases 

· Provide advice and guidance to employers and voluntary sector

· Liaise with the police and other agencies 

· Monitor the progress of cases to ensure that they are dealt with as quickly as possible consistent with a thorough and fair process.

KENT COUNTY COUNCIL District Office
County Duty Services

Civic Centre

Tannery Lane

Ashford

Kent

TN23 1PL
08458 330 29 67

Above number to be used for Referrals and Consultations with Ashford Duty Office and out of hours concerns.
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Signature:

To be completed by The Adviser (or Head of Service/Line Manager)

Date/Time report received:

Referral made to:

Action taken/Outcome:

Signature:

Print Name:

Date:
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Action taken





Reasons for Concerns/Details of Incident


(Give a clear and concise account of concerns/details





Date and Time of Incident





Location





Personal Details of Those Involved





Name





Date of Birth (where applicable)





Address





Telephone








Name





Position





Date/Time





Have the parents/guardians/carers been notified?   YES/NO





If yes, by whom?


(give name and position)





If no, please give reason





Are you concerned about a child/young person’s welfare, or concerned about the behaviour of a member of staff?





Complete an Incident form, noting dates, times, facts, observations





Report the concerns, allegations or incident, firstly to your Line Manager or Head of Service and then the Adviser immediately. Copy all correspondence to the Adviser.





The manager informed or Adviser will discuss the concerns, and if necessary, seek guidance (consultation) from the KCC Child Protection Team.





Still have concerns





No longer have concerns





No further action.  Ensure that all documentation is completed and filed appropriately.





Matter is referred to County Duty Services by the manager informed or the Adviser and to Head of Service and/or Head of HR if it involves an allegation against a member of staff.





Social Services acknowledge receipt of referral and decide on next course of action within one working day.





If the matter relates to a member of staff, the Head of Personnel will deal with the accusation in accordance with the Disciplinary Procedures.





Have the parents/guardians/carers been notified?   YES/NO





If yes, by whom?


(give name and position)





If no, please give reason





Name





Position





Date/Time





Personal Details of Those Involved





Name





Date of Birth (where applicable)





Address





Telephone








Date and Time of Incident





Location





Reasons for Concerns/Details of Incident


(Give a clear and concise account of concerns/details)





Action taken





Are you concerned about a child/young person’s welfare, or concerned about the behaviour of a member of staff?





Complete an Incident form, noting dates, times, facts, observations





Report the concerns, allegations or incident, firstly to your Line Manager or Head of Service and then the Adviser immediately. Copy all correspondence to the Adviser.





The manager informed or Adviser will discuss the concerns, and if necessary, seek guidance (consultation) from the KCC Child Protection Team.





Still have concerns





No longer have concerns





No further action.  Ensure that all documentation is completed and filed appropriately.





Matter is referred to County Duty Services by the manager informed or the Adviser and to Head of Service and/or Head of HR if it involves an allegation against a member of staff.





Social Services acknowledge receipt of referral and decide on next course of action within one working day.





If the matter relates to a member of staff, the Head of Personnel will deal with the accusation in accordance with the Disciplinary Procedures.





If the matter relates to a member of staff, the Head of Personnel will deal with the accusation in accordance with the Disciplinary Procedures.





Social Services acknowledge receipt of referral and decide on next course of action within one working day.





Matter is referred to County Duty Services by the manager informed or the Adviser and to Head of Service and/or Head of HR if it involves an allegation against a member of staff.





No further action.  Ensure that all documentation is completed and filed appropriately.





No longer have concerns





Still have concerns





The manager informed or Adviser will discuss the concerns, and if necessary, seek guidance (consultation) from the KCC Child Protection Team.





Report the concerns, allegations or incident, firstly to your Line Manager or Head of Service and then the Adviser immediately. Copy all correspondence to the Adviser.





Complete an Incident form, noting dates, times, facts, observations





Are you concerned about a child/young person’s welfare, or concerned about the behaviour of a member of staff?





Have the parents/guardians/carers been notified?   YES/NO





If yes, by whom?


(give name and position)





If no, please give reason





Name





Position





Date/Time





Personal Details of Those Involved





Name





Date of Birth (where applicable)





Address





Telephone








Date and Time of Incident





Location





Reasons for Concerns/Details of Incident


(Give a clear and concise account of concerns/details





Action taken





Are you concerned about a child/young person’s welfare, or concerned about the behaviour of a member of staff?





Complete an Incident form, noting dates, times, facts, observations





Report the concerns, allegations or incident, firstly to your Line Manager or Head of Service and then the Adviser immediately. Copy all correspondence to the Adviser.





The manager informed or Adviser will discuss the concerns, and if necessary, seek guidance (consultation) from the KCC Child Protection Team.





Still have concerns





No longer have concerns





No further action.  Ensure that all documentation is completed and filed appropriately.





Matter is referred to County Duty Services by the manager informed or the Adviser and to Head of Service and/or Head of HR if it involves an allegation against a member of staff.





Social Services acknowledge receipt of referral and decide on next course of action within one working day.





If the matter relates to a member of staff, the Head of Personnel will deal with the accusation in accordance with the Disciplinary Procedures.








� The Independent Safeguarding Authority is being established in late 2008 – it will reform vetting and barring systems.





