Child Protection 

Your child protection procedures should include:

· The purpose of the procedures

· What is child abuse? Different categories of abuse; physical abuse, emotional abuse, sexual abuse and neglect.

· Recognition of abuse: signs and indicators which cause concern.

· Response to any signs or suspicions of abuse: i.e. the lines of responsibility, designated person role and actions to be taken.

· Response to allegations of abuse against a member of staff, other worker or volunteer: i.e. the lines of responsibility and actions to be taken 

· Response to a child disclosing abuse i.e. the importance of listening, reassuring, recording and identifying support. 
· Response to allegations of abuse against someone not working in the organisation, this could be a parent or carer, service user, another child or anybody else.

· Recording information i.e. what information should be recorded and by whom and time scales for passing on information.

· Confidentiality policy: confidentiality should be maintained for all parties concerned when an allegation has been made and is being investigated.

A designated person

It is good practice for all organisations working with children to identify at least one person who is responsible for dealing with allegations or suspicions of abuse. Everyone in your organisation should know who this is and how they can contact them. 

The role of the designated person is to:

· Obtain information from staff, volunteers, children or parents and carers who have child protection concerns and to record this information. 

· Assess the information quickly and carefully and ask for further information as appropriate. 

· They should also consult with a statutory child protection agency such as the local social services department or the NSPCC to clarify any doubts or worries. 

· The designated person should make a referral to a statutory child protection agency or the police without delay. 

The designated person should have the contact numbers for the local Area Child Protection Committee and other statutory agencies. Your designated person should also attend child protection training. 

Recording Information

It is important to record the details of an allegation or reported incident. You should record:

· The date and time of the incident or disclosure

· All parties involved

· What was said or done and by whom

· Action taken by your organisation to investigate the incident

· Any further action e.g. suspension of the worker

· Where appropriate why there was no referral to a statutory agency

· Names of people reporting and to whom they reported

This record should be kept in a secure place and only shared with those who need to know about the incident. 

Recruitment and Vetting Applicants

It is important that your organisation takes all the necessary steps to prevent unsuitable people working with children. You need to develop very good recruitment and selection procedures.

You should consider the following:

· Define the role: think about the tasks and responsibilities involved and the type of person most suitable for the job.

· Selection criteria: put together a list of essential and desirable qualifications, skills and experience.

· Application form: all applicants should apply in writing and their application should cover their personal details, previous and current work/volunteering experience. You should always send a copy of your child protection policy with the application pack.

· Short listing: Make sure you measure the application against the selection criteria described above.

· Declaration: All applicants need to sign a declaration stating that there is no reason why they should be considered unsuitable to work with children. The Rehabilitation of Offenders Act (1974) requires that people applying for positions which give them” substantial, unsupervised access on a sustained or regular basis” to children under the age of 18 must declare all previous convictions which are then subject to police checks. They can then only be offered a job subject to a successful police check. This includes potential employees, volunteers and self-employed people such as sports coaches. They are also required to declare any pending case against them. It is important that your applicant in this particular category understands that all information will be dealt with confidentially and will not be use against them unfairly.

· Identification: you should ask for photographic evidence to confirm the identity of the applicant e.g. passport

· Qualifications: You should request to see documentation of any qualifications detailed by the applicant.

· Selection tools:  You should always interview your candidates, ask for two references and police check.

· Interview: You should have at least two people from your organisation on the interview panel. The interview is an excellent opportunity for you to discuss attitudes to working with children and your child protection policy.

· References: You should request two written references who are not family members or friends and who have knowledge of the applicant’s experience of working with children. You should ask the referee to also comment on their suitability for working with children. You should also try and follow up written references with a telephone call.

· The same principles apply to young people who have been involved with the organisation and have become volunteers. 

· Criminal Records Bureau Check: You need to ensure that your successful applicant obtains an Enhanced Criminal Record Certificate (ECRC) from the Criminal Records Bureau. They will need to show the ECRC before you can confirm them in post. The applicant will also need to get a co-signature from a registered body.

Supervision, Training and Support

Your volunteers and staff need to be supported, trained and supervised to minimise their involvement in actions which could lead to harm or misunderstanding or lead to possible false allegations made against them. Ways your organisation could develop good practice in this are:

· An induction period for new members of staff and volunteers: their induction could include sessions on the child protection policy and a code of conduct. You may also include other polices you have in place such as health and safety and equal opportunities.

· Probationary period: you should make any new appointment conditional on completion of a successful probationary period, this could be six months. 

· Supervision and support: The purpose of supervision is to provide guidance of day-to-day work, to develop best practice and to encourage personal and professional development. You should organise regular supervision sessions  with staff and volunteers, at least every 4-6 weeks. You should record these sessions and keep the records in a secure place and kept confidential. 

· Training: A training programme will encourage the professional development of your staff and volunteers. Training can include child protection training.

Complaints Procedure

Your organisation should also have a procedure for dealing with complaints from a child, worker, volunteer, parent or carer. This procedure should include:

· The responsibilities of staff in relation to allegations

· How a child can voice their concern

· Who a complaint can be made to

· What constitutes a complaint

· The provision of support and advocacy for the people involved

· Medical assessment

· Action to protect children

· Appropriate involvement and information with parents and carers

· Timescales to resolve the complaint

· Ways of recording the complaints process
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