Tees Valley Wildlife Trust                                                                                 


CHILD PROTECTION PROCEDURES
These procedures are designed to implement Tees Valley Wildlife Trust’s Child Protection Policy.

RECRUITMENT PROCEDURE
PROCEDURES FOR CHECKING INDIVIDUALS WITH THE DISCLOSURE AND BARRING SERVICE
General
The Trust implements the approved disclosure procedure for criminal record checking for all staff and appropriate volunteers who work with children and vulnerable adults through the Disclosure and Barring Service (formerly CRB.)  In implementing this procedure the Trust will ensure that they comply fully with the DBS 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 TVWT’s DBS 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 

· 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 DBS will provide enhanced disclosures for all new staff and volunteers according to the level of contact with children. Enhanced disclosures will be sought for the following:

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

· All new volunteers leading children's activities as agreed with, and on behalf of, the Trust unsupervised at least weekly or four times in a thirty day period.

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 DBS disclosure for a member of staff or volunteer that has been completed within a two-year period prior to joining the Trust.

SYSTEM FOR DBS CHECKS AT TEES VALLEY WILDLIFE TRUST

1. Before any post or volunteer position is advertised the People and Wildlife Manager will risk assess whether the post should require Enhanced Disclosure or no Disclosure, liaising with other staff as necessary.
2. The People and Wildlife Manager will then ensure that the necessity for an Enhanced 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. This will be done online whenever possible.

4. If nothing is found on the DBS check the People and Wildlife Manager will receive notification of that from Disclosure Services.  This will be recorded on the staff/volunteer file and on a central list. If anything is found on the DBS check, the Chief Executive will be informed directly by Disclosure Services and he will inform the People and Wildlife Manager. 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 DBS check has been completely clear. In the event of anything appearing on the check, the Disclosure form may be kept on file and destroyed six months later.

TRAINING

New and established staff and volunteers will receive training in child protection and will read the Policy and Procedures. Update training will be arranged at the Trust every three years by the People and Wildlife Manager.
HEALTH AND SAFETY

All activities with children are risk assessed. Copies of those risk assessments are stored on staff computers with paper versions available in the education files. Copies are sent to schools booking visits, or they copy the appropriate assessments off the website. The assessments are reviewed regularly and discussed at staff supervision.
CODE OF CONDUCT

The code of conduct by which all education staff abides is shown below and sent to all schools with whom we work.

TEES VALLEY 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
Enhanced disclosures will be sought for the following:

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

· All new volunteers leading children's activities as agreed with, and on behalf of, the Trust unsupervised at least weekly or four times in a thirty day period.

At no time will a single child be alone with a Tees Valley 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 activities will have appropriate qualifications.  All activities are risk assessed regularly 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.  

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 responsibility seriously and expects all staff or volunteers representing it to do likewise.

All adults who are working with children on a regular basis are properly interviewed, trained and supervised.  References are obtained for all staff and regular volunteers and 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 Disclosure and Barring Service.  

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.  

School Visits

For any school party visiting Trust sites, 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.

Guidelines for Staff and Volunteers Working With Children in Any Capacity
· There should be where possible 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. 

· 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.

MAKING CLEAR RESPONSIBILITIES OF TVWT AND SCHOOL/PROJECT LEADERS
In particular when working with groups with behavioral issues, Trust leaders should discuss responsibilities with the leaders from the client group. Leaders should give clear indication of what we are providing/in charge of - chiefly the activities and the inspiration of the children with nature – and what the teachers/staff accompanying the students must take responsibility for – in particular the behaviour at the sessions and the overall improvement in pupil behaviour.    
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 Steve Ashton, People and Wildlife Manager is the Designated Officer for Child Protection. 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 TVWT’s Designated Officer Steve Ashton number below) at the earliest possible opportunity. If the complaint concerns the People and Wildlife Manager, contact the Trust Chief Executive.

In most circumstances, the initial point of call for the Designated Officer will be the Head of the school or organisation from which the child has come. Where the member of staff who has heard a disclosure thinks there is some urgency in the matter and knows the teacher/school well they may feel it appropriate to speak to the school directly and then report the matter to the Designated Officer as well, who will follow the matter up. (For example, this could apply a Forest School leader who has taught at a school for a long period.) If a leader has any doubts they should speak to the Designated Officer.  

In addition, where a leader has concerns about a school/group with which they have been working (including concerns about actions of children and adults accompanying the group,) they should speak to the lead teacher/group leader and report it to the Trust Designated officer. If they have concerns about speaking to the school, they should contact the Designated Officer who will make the contact on their behalf. 

In the case of holiday clubs and home educator groups there is no-one in the same position as a school Head to contact, and so all reports should go to the Designated officer who will go direct to the Child Protection team.  
Urgent medical attention
If the child or young person is suffering from a serious injury, medical attention must be sought immediately by calling an ambulance.

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 endeavor 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
TVWT has nominated a senior member of staff to take responsibility for Safeguarding. The Designated member of staff is the People and Wildlife Manager.  In their absence, another senior manager will take responsibility.

Steve Ashton, People and Wildlife Manager
Work 01287 636382
Home 01740 620559   Mobile 07713985450
If unable to contact Steve on the above numbers, please contact TVWT Office 01287 636382 and speak to Chief Executive or Finance Manager
Contact numbers for Designated Officer to use (or Senior Staff absence)
	Authority
	Office hours contact
	Out of hours contact
	Email

	Middlesbrough
	01642 726004
	08702 402994
	firstcontact@middlesbrough.gcsx.gov.uk 

	Hartlepool
	01429 523872
	08702 402994
	dutyteam@hartlepool.gcsc.gov.uk

	Redcar & Cleveland
	01642 771500
	08702 402994
	cat@redcar-cleveland.gcsx.gov.uk 

	Stockton on Tees
	01642 527764
	08702 402994
	first.contact@stockton.gcsx.gov.uk


	

	
	
	

	
	
	

	
	
	

	
	
	


NSPCC National Helpline

Tel: (0808) 8005000
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 People and Wildlife Manager 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 a TVWT event or visit, they should initially contact the member of staff in charge who will pass the complaint on to the People and Wildlife Manager. Alternatively, the complainant may contact the People and Wildlife Manager directly. If the complaint concerns the People and Wildlife Manager the complaint should go to the Chief Executive.  They will investigate the complaint and reply to the complainant within three 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 RDG group. She/he would appoint a panel of at least two members of the group (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.
DEALING WITH ALLEGATIONS AGAINST STAFF
The Trust takes steps to ensure staff and volunteers are not vulnerable to false allegations, chiefly by ensuring that staff/volunteers do not work alone with one child. However, if allegations are made against staff they must be taken seriously and dealt with appropriately.
In the event of an allegation of inappropriate behaviour towards a child being made direct to the Trust, the Complaints Procedure above will commence and, if appropriate, the Trust’s disciplinary procedures will be instigated. If the People and Wildlife Manager considers that the allegations are of such a serious nature that they could result in criminal prosecution, he will contact the police and local Child Protection service. In consultation with them and the Chief Executive, he will decide whether to delay the Trust’s disciplinary procedure whilst police investigations are carried out and whether to suspend the member of staff/volunteer, on full pay if employed. (For example, if the allegations relate to serious harm or gross misconduct, the member of staff/volunteer will be suspended.) Similarly, if the Trust is contacted by the police investigating an allegation about a volunteer or member of staff, the People and Wildlife Manager will decide in liaison with the Chief Executive whether to instigate the Trust’s disciplinary procedure and suspend the Trust employee/volunteer pending the outcome of the investigation. 
In all investigations of complaints and allegations, whether internal or by external bodies, staff and volunteers are required to give all assistance to the investigations, however personally difficult that may be, remembering that the protection of children is the most important consideration. 

Following the investigation, should it be decided that no abuse occurred, this will be communicated in writing within five days to both the member of staff and complainant and the person will return to work/volunteering immediately. A copy of all correspondence will remain on the person’s file.

Should the investigation decide that the allegation be upheld, the Trust’s Disciplinary Procedure (and legal procedure if relevant) will be invoked, and the complainant informed of this course of action and outcome.

REFERRALS TO DBS

In the event of action resulting in dismissal of a member of staff or banning of a volunteer, the People and Wildlife Manager will inform the DBS in accordance with DBS regulations. This will also happen in the event of resignation prior to investigation of an allegation or concerns that could have led to dismissal or banning.

