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SUSSEX WILDLIFE TRUST

CHILD PROTECTION PROCEDURES

These procedures are designed to implement Sussex Wildlife Trust’s Child Protection Policy.

RECRUITMENT PROCEDURES

Taken from SWT Health and Safety Working Instructions:

WORKING INSTRUCTION 10(b)

PROCEDURES FOR CHECKING INDIVIDUALS WITH THE CRIMINAL RECORDS BUREAU (CRB)

General

From Summer 2002 the Trust will implement the disclosure procedure for criminal record checking for all staff and appropriate volunteers who work with children and vulnerable adults through the Criminal Records Bureau. In implementing this procedure the Trust will ensure that they comply fully with the CRB Code of Practice and its obligations under the Data Protection Act and any other legislation pertaining to the safe handling, use, storage, retention and disposal of Disclosures and Disclosure information.

The Trust will also ensure that it complies with any legislation relating to the Rehabilitation of Offenders Act 1974 and the Human Rights Act 1998.

Disclosure Services acts as the umbrella body for SWT’s CRB applications.

Definition of Working with Children and Vulnerable Adults

The Trust will work within the definition of working with children and vulnerable adults as defined by the Criminal Justice and Court Services Act 2000. Under the terms of the Act, the Trust is not a "regulated establishment" (i.e., one that is exclusively or mainly for children), but may have a number of staff and volunteers working in "regulated positions". These will include:

· Education Officers/Staff and school volunteers 

· Wildlife Watch Leaders and Helpers

· Some project officers and conservation staff/volunteers if their work brings them into regular contact with under 18's or vulnerable adults.

Enhanced Disclosures

The CRB will provide enhanced disclosures for all new staff and volunteers according to the level of contact with children. The following levels of disclosure will apply:

Enhanced Disclosure

· All new staff working in the People and Wildlife Department.

· All new volunteers leading children's activities as agreed with, and on behalf of, the Trust.

· All staff and volunteers who have frequent or intensive contact with children or vulnerable adults (as defined in the Independent Safeguarding Authority Scheme).

Any potential education/school volunteer will be able to "shadow" a member of staff who has been previously checked, or until their disclosure has been completed. The Trust will accept an Enhanced CRB disclosure for a member of staff or volunteer that has been completed within a one-year period of joining the Trust.

Wildlife Watch CRB

Checks for Wildlife Watch Leaders will be carried out by the Trust via the Criminal Records Bureau.
 SYSTEM FOR CRB CHECKS AT SUSSEX WILDLIFE TRUST

1. Before any post or volunteer position is advertised the Personnel Officer or Volunteer Administrator will risk assess whether the post should require Enhanced Disclosure or no Disclosure, liaising with Head of Education if necessary. 

2. The Personnel Officer and Volunteer Administrator will then ensure that the necessity for a Disclosure will be put in the Job/Volunteer information. 

3. After the post is offered or person put on the full volunteer list, they will be given the details of the identity information required and a time arranged as soon as possible for them to have their identity checked and to fill in the form with Head of Education or Volunteer Administrator. This will be done online whenever possible.

4. If nothing is found on the CRB check the Head of Education will receive notification of that from Disclosure Services.  He will pass this on to the Personnel Officer or Volunteer Administrator and this will be recorded on the staff/volunteer file and on a central list If anything is found on the CRB check, the Chief Executive will be informed directly by Disclosure Services and he will inform the Head of Education who will then liaise with the Personnel Officer and Volunteer Administrator as appropriate.  The ultimate decision on employment will be made by the Chief Executive.  The final decision will be recorded on the staff/volunteer file.

5. After completing the noting process mentioned below, the Disclosure form or letter  from umbrella body should be immediately shredded if the CRB check has been completely clear. In the event of anything appearing on the check, the Disclosure form may be kept in P.O.’s locked cabinet if further consideration of the information is needed. She will make a diary note to destroy it in six months time maximum.

INDEPENDENT SAFEGUARDING AUTHORITY SCHEME

This will replace the CRB checking system for working with children or vulnerable adults progressively from October 2009.  Applications will be made for ISA membership in addition to CRB checks at a date yet to be announced by Government.  This will happen initially for new staff and volunteers, and in a phased 5-year roll-out for all others working with children and vulnerable adults.  This Working Instruction will be revised to reflect the new scheme, which has a clear legal framework.

TRAINING

New and established staff and volunteers will receive training in child protection and will read the Policy and Procedures.

HEALTH A ND SAFETY

All activities with children are risk assessed. Copies of those risk assessments are stored in the Education drive and the Public Directory, and paper copies for reference in the classroom at Woods Mill and the Pump Barn office at Seven Sisters. Copies are sent to schools booking visits, or they copy the appropriate assessments off the website. The assessments are reviewed every January and all staff and volunteers are reminded of them at February training sessions prior to each season.

CODE OF CONDUCT

The code of conduct by which the Education Department abides is shown below and sent to all schools with whom we work.
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SUSSEX WILDLIFE TRUST

SCHOOL VISITS CODE OF PRACTICE

Our aim is to give all children a positive experience during their school visit. It is important that every child should be valued and encouraged to contribute to the best of their ability. Where possible all children will be given opportunities to be included and participate fully in all activities. We aim to create an environment in which everybody is respected and feels safe and secure.

In order to achieve this we aim to:

Provide access for all

When planning and delivering activities thought will be given to enabling children with a range of mental and physical abilities to participate.

Encourage mutual respect

By our friendly approach and group ethos we hope to create an atmosphere in which everybody is respected.

Value every child

While encouraging the individual to do their best, our aim is to engender a spirit of co-operation rather than competition. 

Provide a safe and secure environment

All staff and volunteers are CRB checked.  At no time will a single child be alone with a Sussex Wildlife Trust adult.

We ensure all employed staff working with children are trained in First Aid; the school, however, is ultimately responsible for their own First Aid.  Any incident or accident will be recorded in the notes on the planning sheet and in the Accident Book. 

Risk assessments for individual activities are available on the Trust website or on request. The Trust has £10 million Public Liability cover.

Provide trained staff

All employed staff running our centres will have appropriate qualifications.  All activities are risk assessed annually in accordance with our Health & Safety Policy.  Leaders are suitably qualified to work with a class; volunteers are trained to work with groups of up to 15 children. The Education team have a regular professional training programme.  

Taking Care of Sussex  www.sussexwt.org.uk 

SAFE SUPERVISION

Guidance on keeping children safe, on visits and holiday clubs is shown below, first from SWT Working Instructions, then the reminder sheet which is given to all staff and volunteers at Woods Mill.
WORKING INSTRUCTION 10(a)

WORKING WITH CHILDREN AND SCHOOL PARTIES

General
The Trust is aware of the regulations regarding working with children under the Children Act 1995, its implications for all authorities and organisations who are responsible for looking after children.  

The safety of other people's children has to be an overriding preoccupation of all staff and volunteers working with children.  The Trust takes this repsonsibility seriously and expects all staff or volunteers representing it to do likewise.

All adults who are working with children on a regular basis should be properly interviewed, trained and supervised.  References should be obtained for all staff, Watch leaders and regular volunteers; these should particularly explore previous work with children.

All new staff who join the Trust and work with children, and volunteers who work with children on a regular basis will be checked by the Criminal Records Bureau.  The procedure for this is given in Working Instruction 10(b).

All leaders should:

· Ensure an adequate level of adult supervision

· Become familiar in advance with the environment into which you are going, including carrying out a Risk Assessment for the site and the activity.

· Decide on a 'lost' procedure that everyone knows and understands

· 'Count heads' regularly

· Where responsibility for First Aid lies with the Trust - carry a First Aid kit at all times.  See Working Instruction 3.

Visits by Groups of Children
Only staff or volunteers who are registered with the Trust may assist with visits by or activities for young people.

Responsibility for the group remains with the nominated person in charge of the party.

All groups must be met by an employee of, or volunteer nominated by, the Trust.

The group organiser should be reminded of any specific hazard on the reserve or in the area.

The nominated person should know the details of the group’s itinerary and timetable.

The nominated person should check that there is adequate supervision for the party, that the group organiser has a First Aid kit, and that they are adequately equipped and clothed for their intended activities.  If the nominated person believes the group is inadequately organised access to the reserve may be refused.

No child should be left on their own with an adult.  There should be at least two adults working with every group though this may include adults coming with the children.  Visiting groups will be reminded that they must comply with their own organisation’s requirements with regard to the ratio of adults to children.

Holiday Playschemes, Out Of School Clubs and Wildlife Watch 

At all events run by the Trust, and including Wildlife Watch, all children under 6 must be accompanied by an adult.

No child should be left on their own with an adult.  There should be at least two adults working with every group.  At Woods Mill a group should not exceed 16 in number.The ratio of adults to children will be higher for higher risk activities.

For Watch events at least one registered Group Leader plus one registered adult helper should be present during any activity.

For Watch activities or other events (other than school visits) where parents will not be on site details of each child should be obtained on a Parental Consent Form - see page 31- before the start of the session.  These should be kept near the First Aid kit.  

School Visits

For any school party visiting Woods Mill, Seven Sisters Country Park or any other Trust Centre or Reserve, the School is responsible for First Aid, which is clearly stated in the booking procedures.  Our staff are trained in First Aid as a back-up.

Particular attention is drawn to potential dangers at Seven Sisters Country Park.  Staff and volunteers should be aware of the dangers and must notify all parties, especially relating to the tides when visiting the shore.

All staff and volunteers at Seven Sisters must be aware of the emergency procedures agreed with the South Downs Joint Committee.

Guidelines for Staff and Volunteers Working With Children in Any Capacity
· There should be a minimum of two adults (staff/volunteers/parents) at every session.

· A child should never be physically punished.

· There should be no smoking in the presence of children.

· Children should be told not to eat or drink without washing with soap first or after use of handwipes when distant from facilities.  They must also be told not to put their fingers in their mouths when working outside. 

· As roller towels must not be used it is important to have paper towels/warm air dryers available wherever children are washing their hands.

· If an adult needs to go away from the group (e.g. for supervision of toilet trip) they should always take more than one child with them.

LEAFLET GIVEN TO STAFF – ON EDUCATION DRIVE UNDER HEALTH AND SAFETY

Child Safety at Woods Mill and for Holiday Club 

· When moving around the reserve ensure that one leader is in FRONT of the group and one leaders BEHIND at all times 

· One adult should never be ALONE with only one child.  

Always ensure there are either at least two adults to one child or one adult and more than one child

 
E.g. when a child wished to go to the toilet, ensure that you take their friend also.

· Never allow a child to LEAVE THE GROUP without adult supervision.

This includes going to the toilets, Reception or anywhere else on the reserve. Even if they ask /know the reserve/ are related to another member of staff or volunteer.

· If a child has gone MISSING FROM YOUR GROUP you must leave at least one leader with the rest of the children and return to the main building ASAP to contact your line manager / Head of Department/ Reception .

· Never leave a group of children in your care alone with an adult who is not CRB CHECKED.  

This includes members of staff at WM.


A list of CRB checked staff will be available on the wall in the classroom.

· At the end of the day, you are responsible for the children until they have been collected by their parents/ left on the school coach.  Do not leave children unattended whilst others are signed out/ equipment packed.  Make it clear to the children that they must stay with your nominated leaders until their parents have collected them.  Make sure at least two of your leaders are responsible for this role.  If no one comes to collect the children 10mins after the club has finished please take the child to Reception. 

· Ensure you have read all the RISK ASSESSMENTS relevant to the site and the activities you are due to under take.  They are to be found in the holiday club file, on the public directory and in the classroom. Make sure that all your team are  UNDERSTAND  the actions required to reduce risks 

IF ABUSE IS OBSERVED OR SUSPECTED

Guidance on what staff and volunteers should do if they observe or suspect abuse, or receive a disclosure is shown on the briefing sheet below. It also confirms that Nigel Flynn (Head of Education) is the Designated Officer for Child Protection. For guidance on details about further procedures and liaison with Children and Young People’s Services, see the Sussex Safeguarding Board booklets stored by Nigel Flynn. In the event of any further investigation, the Trust will follow the procedures laid down by the appropriate local authority and will be led by them.
CHILD PROTECTION & SAFEGUARDING CHILDREN

GUIDANCE FOR STAFF & VOLUNTEERS ON ABUSE

	Definition of Child abuse

‘Child abuse and neglect’ is a generic term encompassing all ill treatment of children or young people; including serious physical and sexual assaults as well as cases where the standard of care does not adequately support the child’s health or development needs.

There are four main types of abuse:

· Neglect

· Physical abuse

· Sexual abuse

· Emotional abuse

Responding to abuse, or suspected abuse or disclosures of abuse

If you suspect abuse, or abuse is disclosed to you:

Stay calm and be sensitive

Record all observations and everything that is said

Contact your line manager or  SWT’s Designated Officer (Nigel Flynn, number below) at the earliest possible opportunity.

Urgent medical attention - If the child or young person is suffering from a serious injury, medical attention must be sought immediately from Accident & Emergency.

Ensuring immediate safety – The safety of children and young people is paramount in all decisions relating to their welfare. Any action taken by 
	staff should endeavour to ensure that no child is left in immediate danger.

Listening to the child – Responsibility for making enquiries and investigating allegations rests with Children and Young People’s Services and Police Child Protection Teams (CPT), along with other relevant agencies.

Where abuse is alleged, the initial response should be limited to listening carefully to what the child or young person says in order to clarify the concerns, offering re-assurance about how s/he will be kept safe and explaining what action will be taken.

The child or young person must not be pressed for information, led or cross-examined, or given false assurances of absolute confidentiality. Such well-intentioned actions could prejudice police investigations, especially in cases of sexual abuse.

Designated officers

SWT has nominated a Senior Officer to take responsibility for Safeguarding. The Designated Senior Officer is Nigel Flynn, Head of Education.  In his absence, another Head of Department will take responsibility.

Nigel Flynn Head of Education 

Work  (01273) 497509

Home (01798) 343558   Mobile  07742 409940 


	If unable to contact Nigel on the above numbers, please contact SWT Head Office (01273) 492630, and speak to a Head of Department. 

If you note a concern regarding a visiting school/youth Group etc, you must report that concern to the teacher/leader in charge, and follow this up with a report to Nigel Flynn. If you feel unable to do so, contact your line manager or Nigel Flynn who will make a report on your behalf

Contact numbers for Nigel Flynn to use (or HODs in absence)

Duty team for child protection:

West Sussex 0845 0751007

East Sussex (Hastings and Rother) 01424 724144

(Eastbourne Hailsham and Seaford) 01323 747373

B&H East 01273 295920

    Central 01273 294470

        West 01273 296527

Out of hours agreements

If you suspect abuse or abuse is disclosed to you outside normal office hours, contact the West Sussex Children and Young People’s Out-of-Hours Service directly on 01903 694422. They will contact other areas if necessary. This should be reported to our Designated Officers the next working day.




CONFIDENTIALITY

Information on any child protection issue must be regarded as confidential, passed on only as is necessary within the Trust. All information must, however, be shared with the relevant local authorities; staff must be careful not to make promises of confidentiality to children which cannot be kept. 
All information on concerns and referrals will be stored under lock and key by the Head of Education and access to it will be on a need-to-know basis only. 

In all such matters, the protection of the child is the most important consideration.

COMPLAINTS PROCEDURE

In the event of a child (or adult on behalf of a child) wishing to complain about anything that has happened at an SWT event or visit, they should initially contact the member of staff in charge who will pass the complaint on to the Head of Education. Alternatively, the complainant may contact the Head of Education directly. He/she will investigate the complaint and reply to the complainant within two weeks; if the nature of the complaint merited it, he/she would contact the local Child Protection Team as laid out in the Child Protection Procedures. If the complainant remains dissatisfied, they will be told that they may take their complaint to the Chair of the People and Wildlife Committee. (This would happen immediately if the complaint concerned the Head of Education.) She/he would appoint a panel of at least two members of the Committee (which may include herself/himself) to investigate the complaint. If the Chair considers the matter warrants it, he/she may appoint an appropriate person from outside the Committee to sit on the panel. The complainant will be contacted within four weeks of the appeal being made and told the decision of the panel. There will be no further appeal procedure.

�








