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Commonside Community Development Trust

SAFEGUARDING CHILDREN AND CHILD PROTECTION POLICY &
PROCEDURE

"The Welfare of the Child Is Paramount” The Children Act, 1989

At Commonside, the safety and welfare of children & young beople is given the utmost
importance. All our staff & volunteers have a duty to protect each child/young person from
abuse and to be alert to the possibility of abuse as well as how to deal with it.

The following Policy & Procedures have been adopted by the Board and have been set up
in accordance with the Merton Safeguarding Children Board (MSCB) Guidance and the
London Safeguarding Children Board, and the Charity Commission's Safeguarding Children
Guidance.

Definitions

Safeguarding has a broader meaning than "child protection' as it also includes prevention.
Safeguarding has been defined as:




'All agencies working with children, young people and their families taking all reasonable
measures to ensure that the risks of harm to children's welfare are minimised; and
Where there are concerns about children and young people's welfare, all agencies taking
appropriate actions to address those concerns, working to agreed local policies and
procedures in full partnership with other local agencies. (Safeguarding Children (2005)’ -
the 2nd Joint Chief Inspectors Report on Arrangements to Safeguard Children.

Child Protection relates to any child (under 18, and in some cases, eg disability, 24) who

has suffered from, or may be at risk of physical injury, neglect, and emotional or sexual
abuse. A full list of definitions is attached as Appendix |

Recognition

The first indication of concern about a child's welfare is not necessarily the presence of an
injury.
Concerns may be aroused by:
- a Bruises, bite marks, burns/scalds, scars or fractures on a child's body;
« Remarks made by the child, another child, a parent or another adult;
s« Observations of the child's behaviour or reactions;
¢ Unexplained changes in the child's behaviour or personality;
o Evidence of disturbance or explicit detail in a child's play, drawing or writing;

o Neglect - where lack of due care for a child is creating significant risk to their
health & wellbeing,

DESIGNATED PERSON FOR CHILD PROTECTION

Naomi Martin has the designated responsibility for child protection, as appointed by the
Board of Trustees, Anyone with any concerns about a child or young person should
contact Naomi Martin, on 020 8764 9582 Ext 207. If Naomi is not available they should
contact the deputy responsible for child protection —Jenny Allison on 020 8764 9582 Ext
202,

The Designated Person will:

. Work with the Police, Social Services, Merton Safeguarding Children Board and
any other relevant agencies on individual cases of suspected or identified child
abuse;

e ' Be responsible for co-ordinating action within Commonside on safeguarding

children issues;




. Ensure that all staff & volunteers are familiar with this document and fully
committed to its content and practice;

. Raise awareness about safeguarding and arrange training as needed.

SAFE RECRUITMENT PROCEDURES

Commonside's Recruitment Policy stipulates that all staff (paid or voluntary) must to
complete an application form, detailing past work history and references. Applicants will
be interviewed and references requested when needed. Only on receipt of satisfactory
references will a formal offer of employment or placement be made.

All staff and volunteers working directly with children, young people and/or adults at risk
are required to have an enhanced check through the Disclosure and Barring Service —
(DBS) before starting their work or placement. Whether or not a post and/or the person
doing the job are to undergo a DBS check will be determined by using the government
eligibility tool here: https://www.gov.uk/government/collections/dbs-eligibility-guidance .

Staff members (paid) are thus required to verify their DBS clearance using the government
procedures. The DBS document is then witnessed by the Designated Person responsible
for child protection and logged with a date so that it can be reviewed at suitable intervals.

Staff without completed DBS clearance can undergo training and induction whilst waiting
for the checks to clear, but cannot undertake any unsupervised face-to-face work until
satisfactory checks have been received. :

A risk assessment will be carried out in each case for any work to be carried out prior to
satisfactory DBS clearance being received

This training includes child protection awareness.

THE ROLE OF STAFF AND VOLUNTEERS

All staff & volunteers working for Commonside must raise concern about a child or young
person immediately with the Designated Person so that if necessary, a referral can be
made without delay. In urgent situations the police may be contacted on 999.



Individual staff or volunteers should not investigate concerns. This is the role of the
statutory agencies, However, if a child does say something, it is vital to listen carefully,
so that it can be reported accurately. The written account should use the child’s own
language (the reporter should not ‘tidy up’ or sanitise the language) and should be
passed to the Designated Officer as soon as practicable and at least before the end of
the shift.

CONFIDENTIALITY

Children & young people have. the right to expect that all staff and volunteers will deal
sensitively and sympathetically with their situation. It is important that the information
they share remain confidential and shared only with those who need to know.

Concern may arise from observations of the child (e.g. injury, behaviour, appearance and
nature of play or work produced) or as a result of something said by the child, another
child or an adult.

DO NOT DELAY!

+ Early referral gives more time to help the child and family before the situation
becomes severe or serious, When necessary, early referral gives more time for
others to protect the child/young person.

* Tell the Designated Person, or your line manager as soon as you can. See
emergency contact details, on page 7.

e Malke written notes

+ Staff or volunteers working with the children or young person should write
down their concerns and record the facts accurately on the Child Protection
Incident Form — see appendix 1},

* These notes must be given to the Designated Person immediately (or, as soon as
possible where this is necessary) and will help to ensure accuracy in recalling




events. Any notes should be kept in a secure location (ie locked filing cabinet or
restricted share drive on the computer system).

CONCERN ABOUT WHAT THE CHILD OR SOMEONE ELSE SAYS

Please follow these behaviours closely:

Listen - try not to ask questions or interrogate.

Try to remain calm when with the child or young person {even if you do not feel
calm inside). [If you seek shocked, upset or angry the child will sense this and it
may make them feel like they don’t want to carry on talking to you.

Do reassure the child/young person that they have done nothing wrong and that it
is OK to tallk to you, Reassure

Do not promise to keep any secrets -~ You must explain to the
child/young person that what they have said cannot be kept secret from
everyone and that you will tell somecne who can help.

Do not ignore concerns, even if these are vague. Your first responsibility is to the
child/young person.

CONTACT WITH THE FAMILY

Before speaking to the child's family, the staff/volunteer should talk to the
Designated Person, who may consult outside a professional in another service first.
In cases where a physical injury causes concern, it may be appropriate to discuss this
with the parent or carer. If the explanation suggests the injury was non-accidental
(or a failure to protect the child from harm), the parent or carer should be
informed of the need to refer the matter.

In cases of possible neglect or emotional abuse, the concern is likely to have built
up over a period of time. There may have already been discussion with the family
about sources of help (e.g. Social Services, NSPCC), but if the concerns persist,
there must be an immediate referral to Merton Children and Families Hub
(previously referred to as ‘the MASH'). -

Where there are suspicions of sexual abuse, the Designated Person will seek
immediate advice from the Children and Families Hub before discussing the matter
with the family.

Because of the particular nature of Commonside as a community-based charity,
and the nature of the some relationships, eg between employees/volunteers and
service users, all staff must follow the rule that they must not speak to the family
or friends of the family about anything disclosed/observed before taking advice
from the Designated Officer or Deputy. Loyalties may be strained and potentially
a child may need to be held awaiting Social Care or the Police away from a
collecting parent.

CONCERN ABOUT A STAFF MEMEER OR VOLUNTEER



Allegations or concerns about a member of staff or volunteer must immediately be
referred to the LADO (Local Authority Designated Officer). John Shelley is the LADO
for LB Merton

REQUESTS FOR ASSISTANCE FROM OTHER AGENCIES AND
AUTHORITIES

Commonside will always assist a local authority and/or the Police covering the relevant
area if they can when these agencies are making enquiries about the welfare of a child
or young person.

When such requests are received by telephone, staff/volunteers should exercise caution
and maintain security by checking the telephone listing before calling back. They should
also let the Designated Officer know about this contact.

No one working in an appropriate agency will be annoyed if the person receiving the call says
they have to check their ID before disclosing any info. The person taking the call should ask for
the name and department and then look up the phone number themselves to call them back.

The person receiving the call should neither confirm nor deny whether the child/adult is
a Commonside service-user until they have checked with their line manager or the
Designated Officer whether they can release any information and what information they
can share,

GOVERNMENT PREVENT STRATEGY

The Commonside Trust runs a busy community hub with a reputation for
trustworthiness. It hosts and provides of community learning, training, support and out-of-
school activities for children and young people from an ethnically diverse local area where
there are also high levels of deprivation. As such, due respect is paid to Government
policy by the charity in this area.”

Commonside promotes openness and respect, tolerance, cohesion and equality of
opportunity and treatment by:

+ Creating space for free and open debate by listening, valuing and respecting the
voices of all who participate;

* Breaking down barriers and supporting inter-faith and inter-cultural dialogue,
engaging all participant and ensuring that the charity tackle any complaints about
bullying, harassment or discrimination.

» Making sure that all staff, paid and unpaid, are aware of their roles and
responsibilities in preventing violence and extremism, and




*  Promoting the British Values of democracy, the rule of law, individual liberty and
mutual respect for and tolerance of those with different faiths and beliefs and for
those with no faith.

GENERAL ISSUES

All staff & volunteers must observe the above policy and procedures at all times and
adhere to the Trust's Child Protection Code of Conduct (appendix 4). Staff and
volunteers are encourage to ask questions to clarify there role whenever needed.

Parental Consent will be sought for all individual children & young people taking part in
activities/events, using Registration & Parental Consent Form (appendix 5).

As part of overall good practice, Risk Assessments are always conducted for all activities,
with relevant staff taking full responsibility for risk control measures. Further details are
contained in our Health and Safety procedures and these are reviewed and revised
annually.

CONTACT DETAILS FOR OTHER AGENCIES

Children and Families Hub

|2 floor, Merton Civic Centre
London Road, Morden
SM4 5DX

Telephone: 020 8545 4226 or 020 8545 4227
Outside normal office hours: 020 8770 5000

candfhub@merton.gov.uk

In an emergency, call the police on 999

NSPCC Child Protection Help line 0808 800 5000



Appendix |:

Commonside Community Development Trust

CHILD PROTECTION INCIDENT RECORD FORM
Your Name: '

Your Position:

Child's Name:

Child's Date of Birth:

Date and Time of any Incident:

Your Observations:

Exactly what the child said and what you said (Remember; do not lead the child — record actual
details. Continue on separate sheet if necessary)




Action Taken so far:

This section to be filled in by the designated worker External;
Agencies Contacted {Date& Time)




POLICE If Yes — Which Station & Officer:
Yes/No

Contact Number:

Details of Advice Received:
M.ASH. Team: Name:
Yes/No

Contact Number:

Details of Advice Received:
LOCAL AUTHORITY Name:

Contact Number:
Yes/No

Details of Advice Received;
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Other (e.g. NSPCC) Which:

Name:

Contact Number:

Details of Advice Received:

Print Name:

Signature:

Date:

¢ Remember to maintain confidentially on a need to know basis — share information
only if it will help to protect the child/young person.

» Do not discuss this incident with anyone other than those who need to know.

o A copy of this form should be sent to the Designated Child Protection Officer who
will forward it as soon as possible to the Children and Families Hub after making an
initial tefephone report to the Hub.
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Appendix 2

Commonside Community Development Trust

CHILD PROTECTION CODE OF CONDUCT

All children and young people must be treated with equality, dignity and respect. Any staff
member, paid or unpaid, any group or organisation working with children & young people
in the New Horizon Centre, must carry out the following practices.

Organisational Responsibilities:

+ All groups, volunteers, helpers and paid staff must be given a copy of these
guidelines and, if appropriate, a copy of the Child Protection Policy. All staff (paid &
unpaid) must follow the Trust's Recruitment Procedures and agree as per the
government eligibility guidance, to undergo a DBS check.

* There must always be at least two adults with enhanced DBS to supervise activities,
with children and young people, no matter how small the group. If a child or young
person is to be interviewed alone there should be two adults present or door left
open in view of a second adult (if the child/young person is more comfortable with
this}. VWhere possible the gender of the adults, in a working or supervisory

- position, should reflect that of the group worked with or interview to be carried
out. .

* No person under the age of 16 years of age should be left in charge of any children
of any age and no child or group of children or young people (under 18/24) should
be left unattended at any time.

* A register & record of attendance of children or young people attending activities

* e.g. youth club, créche or. should be kept for sessions or events.

* All volunteers, paid staff and helpers must respect confidentiality and receive training
in it prior to starting work.

* Visitors to the New Horizon Centre should be supervised either by having them
sign in, accompanying them throughout, or monitoring on CCTV, depending on the
situation

» First Aid and Accident procedures must be followed at all times. These are set out
in Commonside’s Health and Safety Procedures. These include details about Risk
Assessment.

Staff Responsibilities

» Staff should promote inclusive activities that are fun, enjoyable and
educational, ensuring fair play and challenging any bulling behaviour.

»  All allegations or disclosure by a child/young person will be treated seriously
and dealt with line with the Trust's Child Protection Policy.

* An adult should escort all children under the age of 8 years to the toilet.
The adult is to wait outside the toilet with the outer door held open.

Members of staff should, as part of their supervision of activity areas,

check the toilet areas from time to time.
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At no time should any occasional volunteer or helper, who has not yet been
appropriately DBS checked, be left alone with or in charge of any children
or young people. All staff members (paid and unpaid) should avoid being left
alone with any child for any significant period.

All staff {paid and unpaid) must not involve themselves in rough physical or
sexually provocative games and are to avoid inappropriate or intrusive
touching of any kind, and must control and discipline without using any
physical punishment,

All staff (paid and unpaid) must not swear or use abusive language and should
never make a sexually suggestive comment to a child or young person, even
in if they think they mean it ‘in fun’.

The child/young person should always be told when their behaviour is not
acceptable and the reasons for applying a particular sanction.
Parents/carers must be fully informed and asked to support whatever
sanction is applied.

17 Parents/carers should always be immediately informed if staff or volunteers
have had to do things of a personal nature for a child such as changing
clothing.

The leader in charge of any activities with children and young people must
be fully briefed with fire safety and evacuation procedures in the event of an
emergency and practice them at least once every six months.

All potential special needs should always be considered when running events
and activities, this includes the adapting equipment and activities to make
the activities as inclusive as possible.

Under no circumstances should any child or young person with prior
arrangements for being collected by a parent/guardian, be left alone at the
end of any session.

There should always be a copy of all consent forms with information about
next of kin of all children/ young people, voluntary helpers, leaders and paid
staff; left with an identified emergency contact person from the organisation.
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Appendix 3:

Child Protection
Registration & Parental Consent Form

Name (Parent/Guardian)

Name and Age | Address Phone
of Child Number

| give my permission for
my child to participate in
(name activity). | agree
to photos/videos being
taken of my child for
Commonside’s publicity
purposes.

Reviewed and revised November 2022
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