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INTRODUCTION

The Ernest Foundation (TEF) identified a gap in relation to Child Welfare awareness
for staff and volunteers who regularly came into contact with children. As a result of
this gap having been identified, and following a period of both internal and external
consultations, it was agreed that everyone working within TEF would benefit from the
production of Child Safety and Welfare Guidelines in keeping with those produced by
all organisations and agencies which have regular contact with children. In line with
legislation this has been extended to include Vulnerable Adults.

TEF wants children to enjoy their involvement with us whether on a work experience
placement or as a visitor to one of our properties. It may be that your particular area
of work rarely, if ever, brings you into contact with children but, they are entitled to be
safe with you and may look up to you as a role model. Staff accompanying school
groups operate within their own child protection policies and this guidance is
designed mainly to cover situations where children are unaccompanied by an adult.

TEF expects the behaviour of everyone who works with us to be absolutely above
reproach in this respect. This policy and the accompanying guidelines are intended
to help us all to honour that. While primarily intended to safeguard children and
vulnerable adults, our Child Welfare Policy is also meant to protect staff — and others
working with us including contractors and consultants — from any false allegation of
improper conduct in that regard. With both these purposes in mind, the guidance
given here is intended to help you understand how the policy is meant to be applied
in practice.

We cannot cover every possible eventuality in these guidelines, but hopefully they
do cover most situations that you are actually likely to encounter.

In support of this policy and to provide advice to staff and volunteers there would be
Designated Officers within TEF. The policy is revisited yearly to ensure meeting all
government updates.
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POLICY STATEMENT

We will endeavour to ensure that children and vulnerable adults are protected
from harm while they visit our properties. We will do this by:

1.

2.
3.

10.

Making sure our staff and volunteers are carefully selected and CRB
checks carried out before taking on the appointment.

Providing appropriate training for staff in issues of child protection.

Taking all reasonable steps to ensure the health, safety and welfare of
any child or vulnerable adult in contact with TEF.

Not physically, emotionally or sexually abusing any child or vulnerable
adult in contact with TEF.

Taking all reasonable steps to prevent any staff member, persons working
for us or member of the public from putting any child or vulnerable adult in a
situation in which there is an unreasonable risk to their health and safety.
Taking all reasonable steps to prevent any staff member, persons working
for us or member of the public from physically, emotionally or sexually
abusing any child or vulnerable adult.

Reporting to a Designated Officer any evidence or reasonable suspicion that
a child or vulnerable adult has been physically, emotionally or sexually
abused in contact with TEF.

Referring to statutory authorities all incidents reported to Designated
Officers.

Implementing this policy in conjunction with our Health and Safety guidelines
already in place.

Ensuring that signage is displayed at all visitor centres, indicating that TEF
has a policy for Children and Vulnerable Adults, and where copies can be
obtained.

DEFINITIONS OF ABUSE

Neglect:

The actual or likely persistent or significant neglect of a child or vulnerable
adult, or the failure to protect a child or vulnerable adult from exposure to any
kind of danger, including cold or starvation, or persistent failure to carry out
important aspects of care, resulting in the significant impairment of the child's
or vulnerable adult's health or development, including non organic failure to
thrive.

Physical injury:

Actual or likely deliberate physical injury to a child or vulnerable adult, or
willful neglectful failure to prevent physical injury or suffering to a child or
vulnerable adult.

Sexual abuse:

Actual or likely sexual exploitation of a child or vulnerable adult. The
involvement of children and adolescents in sexual activities they do not truly
comprehend, to which they are unable to give informed consent or that violate
the social taboos of family roles.
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Emotional abuse:

Actual or likely persistent or significant emotional ill treatment or rejection
resulting in severe adverse effects on the emotional, physical and/or

behavioural development of a child or vulnerable adult. All abuse involves
some emotional ill treatment.
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CHILDREN AND VULNERABLE ADULTS SAFETY AND WELFARE
GUIDELINES

These guidelines apply to:

e Any situation involving children and young people up to age 18, whether or
not accompanied by adults. TEF also recognise that vulnerable people of any
age will benefit from similar safeguards. Whenever the guidelines refer to
children, this broader meaning applies.

o All staff, volunteers, contractors and consultants working in/on TEF property.
In the case of contractors and consultants it is incumbent upon the Co-
ordinator/Head of Function of the contracting functional unit to ensure that
they are made aware of these guidelines.

GENERAL DUTIES OF ALLTEF STAFF/VOLUNTEERS in regard to the safety
and welfare of children and similarly vulnerable people to:

take all reasonable steps to protect children from hazards;

take appropriate action if an accident occurs;

strictly observe the code of behaviour given here;

take all reasonable steps to prevent abuse of children in contact with TEF;
report any incident or suspicion of abuse.

ADMISSION POLICY

Children are welcome at all TEF properties. However, unaccompanied children are
at greater risk and staff and volunteers will need to exercise discretion. Where
practicable contact details for unaccompanied children should be obtained at the
point of entry in case of accident, the main factors to consider are:

e the nature of the site;

e age and understanding.
It would be unwise for instance, to let a young child roam unsupervised on a site with
lots of water features, tempting heights or hiding places. If you are worried on that
account, it is fully acceptable to refuse admission — in a friendly manner — but explain
that the children will be welcome another time if accompanied. In line with the
general policy on children entering TEF buildings such as Visitor Centres, if they are
under 16 they should be accompanied by a responsible adult.

CODE OF BEHAVIOUR for all TEF staff and Volunteers

People working with TEF must always observe the following requirements where
children, young people or similarly vulnerable people are concerned.

Do’s and Don’ts for Working with Children
DO:

_ Remember the child comes first
_ Behave professionally



The Ernest Foundation (TEF) — Child/Vulnerable adult Protection Policy

_ Treat everyone with respect

__ Communicate on their level

_ Listen to children

_ Be aware of policy and procedures

_ Report any suspicions within TEF guidelines
_ Be aware, approachable and understanding

DO NOT:

_ Touch inappropriately

_ Use inappropriate language

__Harm a child or frighten a child

_ Be alone if possible e.g. on a site visit

_ Threaten or be aggressive, shout

_ Mistreat, demean, ignore, make fun of

_ Force a child to do something they do not want to do

_ Let a child expose him/herself to danger

_ Take photos of children without permission i.e. site visits

Do’s and Don’ts for Working with Vulnerable Adults

DO:

_ Be respectful and professional

_ Listen, communicate

_ Use common sense; be caring, attentive and aware
__Act in an appropriate manner

_ Be sympathetic to their needs

_ Be aware of your responsibility

_ Be aware of policy and procedures

_ Know the appropriate contacts and act appropriately
_ Be responsible — report and support

_ Constantly review and update all parties — positively feed into policy/procedures

DO NOT:

_ Treat as children

_ Be aggressive

_ Physically restrain

_ Do anything of a personal nature they can do for themselves
_ Re-enforce negative emotions/behaviours

__Engage in inappropriate behaviour

_ Place yourself in a vulnerable position

You have a strict duty never to subject any child to any form of harm or abuse.
Failure to honour this will be treated as gross misconduct. This means that it
is unacceptable for example to:

e distress a child by shouting at them or calling them derogatory names;

e slap a child;

¢ hold a child in such a way that it causes pain, or to shake them;
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e physically restrain a child except to protect them from harming themselves or
others;

e take part in horseplay or rough games;

¢ allow or engage in inappropriate touching of any kind;

¢ do things of a personal nature for children that they can do for themselves or
an accompanying adult can do for them; this includes going to the toilet with a
child unless another adult is present;

e allow or engage in sexually suggestive behaviour within a child’s sight or
hearing, or make suggestive remarks to or within earshot of a child;

e give or show to a child anything which could be construed as pornographic;

e seek or agree to meet children anywhere beyond normal visitor areas or off
TEF property without the full prior knowledge and agreement of their parents
or guardians.

Support in exercising your best judgement

If you witness or suspect abusive behaviour towards a child, you should use the
procedural guidelines that follow. We all appreciate that this may call for fine
judgement and even courage. As long as you honour this Code of Behaviour and the
other guidance given here, you will have the practical, moral and legal support of
senior colleagues in any situation where you have to rely on your own judgement. If
you are in any doubt as to what to do then you should contact the TEF Co-ordinator
who will be able to provide you with the necessary advice.

PHOTOGRAPHING CHILDREN

Photographs of children should only be used if written consent has been obtained
from a parent, guardian or, if referring to school groups, relevant school authority.
General group photographs may be used if no individual can be identified by reason
of any attached data.

Permission should be obtained firstly to take the photograph and secondly for
permission if the photograph is to be reproduced.

If the photographs are to be stored with other personal data then the Data Protection
Act will apply and the TEF will have to act accordingly. Further information on the
Data Protection Act may be obtained from the TEF Office Manager.
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GUIDELINES: WHAT TO DO IN PARTICULAR CIRCUMSTANCES

1. Protecting children from hazards or rash behaviour

We recognise that it is impossible to ensure that no child/vulnerable adult ever
comes to harm on TEF property. What we collectively and you as an individual
must do is take all reasonable steps to protect children/vulnerable adults from
likely risks arising from the nature or condition of particular sites or events. To this
end you should ensure that you carry with you the radio equipment supplied i.e.
walkie-talkie, when leaving your base station to for example, patrol the grounds. This
will provide you with re-assurance for any situation you may encounter when you
may for example be alone with a child/vulnerable or out of public view. You should
also at all times be alert to potential dangers, taking swift appropriate action to
ensure safety, for example, getting repairs done, new warning notices, altering
barriers etc. ‘Reasonable’ and ‘likely’ are the operative terms here.

This means allowing for factors such as the following, especially when children
are unaccompanied by adults:-

e Children are usually smaller than adults. So, for example, something set at a
reasonable height for an adult may be dangerous for a child or above their
sight line.

e Children are usually less strong than adults, which may affect the design of
doors or gates.

e Children are primed to explore or play games. This means that we have got
to do our best to anticipate adventurous behaviour and assess the risks
involved.

e Children have less experience of danger than adults. They can be unaware or
heedless of dangers you can clearly recognise. Even when aware of danger,
they may act through bravado.

You have a duty to prevent young people from coming to harm through their
own rash actions.

You need to judge carefully how to intervene.

e Often the best course is to guide them into a safe course of action, rather
than just telling them to stop what they're doing — and it is better to give
positive rather than negative instructions (e.g. “Walk on the grass, please”
instead of “Get off the wall”.) or it may work to distract them from something
dangerous.

e If you have to tell them to stop what they're doing try to be clear and definite
about it. It helps to take a deep breath before you say anything!

e Avoid being officious or challenging. You need to exert your authority not
‘prove’ it.

o If, despite your efforts, a young person persists in jeopardising their own or
other people’s safety, get help if you can or consider asking them to leave the
site.

e If they are in serious danger and you cannot persuade them away from it, you
should treat this as an emergency and contact the emergency services.
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Restraint: If you think it is necessary to restrain a child from doing something, try
nonphysical approaches — e.g. by talking to them, by asking them not to move if they
are injured, by standing in the way. If you do have to use physical restraint, it should
be the minimum necessary for their safety. If they are in imminent danger, you might
need to hold them by their clothing. Whatever the circumstances, physical restraint
must be appropriate and reasonable. Otherwise, it may be regarded as assault.

Alcohol & lllegal Drugs: If there appears to be illegal drinking in or around one of
our properties, or you see anyone apparently taking drugs, giving them to others or
being given them you should:

e not try to stop them, but;

e notify the Police — and try to keep an eye that they don’t otherwise endanger
themselves. Police involvement does not mean necessarily that they will be
charged with any offence, but it does alert the Police and should result in
experienced handling of the situation.

You must also take all reasonable steps to ensure that no other member of
staff, or member of the public compromises the health and safety of any
child/vulnerable adult in contact with TEF. For example, someone might move a
barrier that has been placed with children in mind, or overlook the likelihood of
children being at an event, or suggest an activity that is inherently risky.

e This means intervening directly to prevent this, or reporting the situation to
someone with more authority to intervene.

¢ In dealing with the person, bear in mind that the situation is more likely to
arise through enthusiasm or thoughtlessness than willful negligence.

2. What to do if an accident happens

e Depending on your judgement of the situation, go to the scene immediately if
possible and/or summon First Aid assistance and/or contact the emergency
services.

e With children/vulnerable adults it can be hard to tell whether they have been
injured or whether an injury is serious. If you have any doubt about this, you
should err on the side of caution and contact the emergency services. Even if
a child is accompanied and you think an accident is not being treated
seriously enough, get medical assistance on your own initiative if necessary.

e The normal accident recording and reporting procedure applies, as in the Site
Manual or Health & Safety Manual.

First Aid

e Unless there is good reason, First Aid should not be administered without the
permission of the child’s parent, teacher or accompanying adult. A child
cannot give consent. If the parent is not on site, get their phone number, if
possible. However, if a child is alone and say, unconscious, the situation
should be dealt with as for any other visitor.

o If at all possible, treatment should only be given by a trained First Aider or
Appointed Person.
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Provided this does not in itself put the child/vulnerable adult at risk, always try
to administer First Aid within sight and sound of other adults.

Always tell the child/vulnerable adult exactly what you are doing and why.
Unless it is irrelevant, ask the child/vulnerable adult if they use medication
(e.g. for asthma, diabetes, and epilepsy) or have any allergies. Some
children/vulnerable adults have allergic reactions to stings. Unless it is a first
occurrence, a staff or volunteer should know of any such conditions.

For minor injuries, it is all right to use a non fluffy cloth, but you may not offer
any medication, including antiseptics or pills of any kind. If you have any
doubts about helping someone to use their own medication, phone National
Health Service Direct on 0845 4647 or the emergency services (Appendix
B).

Any treatment should be as little as necessary without threatening the
child/vulnerable adult’'s well being. If a child/vulnerable adult comes to you
for comfort because of a minor accident or fright, it is perfectly in keeping
with the Code of Behaviour to hold their hand or put your arm around them.
Just make sure:

you know about any injury and do nothing to make it worse.

physical contact is what the child/vulnerable adult wants, and the kind of
contact between you is appropriate to their age and stage of development.
you do your best to stay in sight of other adults.

If a child/vulnerable adult needs a doctor or hospital, call the emergency
services.

It is nearly always best to stay on site with them and wait for the ambulance. You
should only take the risk of bringing in the child/vulnerable adult yourself if the
emergency services ask you to do so because of exceptional circumstances.

3. What to do if a child/vulnerable adult is unattended or lost

If you see a child/vulnerable adult who seems unattended or who is definitely
lost, introduce yourself, find out their name, and try to establish whom they
are with and where they last saw them. Ask them to come with you to the
reception point /main entrance /designated meeting place. Remember that
the adult(s) will be looking for the child too, so stay within obvious places. If
you come across a child who is definitely lost, try to keep them from getting
distressed — perhaps by distracting them with something interesting or giving
them a ‘job’ to do. Make sure to keep the child/vulnerable adult in your sight,
and if you have to leave them, only pass them on to someone you can rely
upon to look after them.

If a child/vulnerable adult is reluctant to come with you, explain that you are
going to look for their accompanying adult — but try to keep them in sight
while you do so. Don'’t try to force a child to come with you. If necessary, call
for help or stay with the child until they have been reunited with someone that
the child recognises and is willing to be with.



The Ernest Foundation (TEF) — Child/Vulnerable adult Protection Policy

CONTACT WITH UNACCOMPANIED CHILDREN

Try to avoid situations where you are alone with children, especially anywhere
you are unlikely to be seen or heard. This is as much to protect yourself from
suspicion as to protect the child. If you can’t avoid being alone with a child,
you should take prudent precautions, for example;

e try to move with the child to a place where there are other people;

e avoid unnecessary physical contact;

e if you do have to touch the child, make sure to get their agreement

beforehand, and try not to be over-familiar.

¢ If whomever the child is with has not been found after a reasonable time, you
should notify the Police. You have to judge how long to wait before doing this;
it depends on the child and the circumstances. (If the police have been
notified, it is important also to let them know if a lost child has been re-united
with whoever accompanied them.)

e If you find a child in distress, do your best to comfort and re-assure them
without compromising their dignity or privacy. Again, it may help to distract
them while you take practical steps to help them, but be careful that what you
do is openly in their best interests.

e |f you come across a lost child who doesn't speak English, they probably
have been accompanied and other visitors may be able to help find whoever
that is.

Key details if reporting a lost child:

Child’s name

Child’s age

Accompanying person’s name

Child’s address or name of school/group

Physical description of the child (height, colour of hair, distinctive
clothing)

Where the child is now

e Where & when the child was last seen

4. What to do if someone is being violent to a child/vulnerable adult

If you come across someone hitting, hurting or violently shouting at a
child/vulnerable adult, you should try to prevent the abuse, if you can do so without
unreasonable risk to the child/vulnerable adult or yourself.

[1You have to judge whether it is a fleeting incident, which warrants showing your
disapproval or a threat of actual harm that requires someone to intervene.

{1 You also have to judge whether intervening is likely to stop the abuse or to inflame
the situation. This can be even more complicated if one child is being abused by
another.

10
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[1So long as you are mindful of the child/vulnerable adult’s welfare, you are entitled

to intervene by:

- asking or telling the perpetrator to stop.

- explaining that such behaviour is not acceptable on TEF properties.

- restraining a child/vulnerable adult from abusing another.

- saying that you will report the incident — as a matter of fact, not a threat.

- summoning help.

- notifying the National Society for the Prevention of Cruelty to Children (NSPCC) or
the police.

- asking the perpetrator to leave the property.

- other organisations we work with will need to be informed of the offence

1 While you have to be firm, it can only help if you are calm and un-antagonistic.

Bear in mind that you are properly dealing with an upset or angry adult as well as a

distressed child.

1 Never use or threaten physical force as this could inflame the situation and result

in further violence.

711f you have any doubt about what to do, consult one of the Designated Officers or

one of the following:

- 24 hour NSPCC Protection Helpline;

- Metropolitan Police;

- the Child Protection Service, there is normally a duty social worker available at all
times. (See Appendix B for details of contact numbers.)

[ If you are worried about any incident, you should record the details and report it to
a Designated Officer. The same principles apply if there is a ‘flasher’ on site or
someone behaving suspiciously towards children.

5. If you suspect a colleague or receive an allegation of child abuse

We hope that you will never encounter any situation of child abuse while you are
with TEF. However, you must know what to do if you discover an incident of abuse,
suspect a colleague of abuse or receive an allegation of abuse.

If you suspect a colleague

It is your duty to report your suspicions to the TEF designated officer. It is not
your responsibility to investigate your suspicions. Nor should you concern
yourself with looking for evidence of abuse. This requires expertise you are not
expected to have; your role is to respond appropriately.

If an allegation is made to you about a colleague
It is not your responsibility to investigate any allegation. Nor should you concern
yourself with looking for evidence of abuse. This requires expertise you are not

expected to have. Your role is to respond appropriately and to report what you have
been told to the TEF designated officer.

11
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If a child/vulnerable adult makes a disclosure to you about abuse not involving
TEF staff

It is not your responsibility to investigate any disclosure. Nor should you concern
yourself with looking for evidence of abuse. This requires expertise you are not
expected to have. Your role is to respond appropriately and to report what you
have been told to the NSPCC, Met Police or the Child Protection Service. You
should also inform the TEF designated officer.

If a disclosure or allegation is being made to you:

1. Listen carefully and sensitively, stay calm, and offer understanding and
reassurance.

2. Check your understanding of the situation, without being investigative.

3. Record what you have been told.

4. Alert a senior colleague at the earliest opportunity within 24 hours.

Guidance on responding to a disclosure of abuse
DO YOUR BEST TO

[] Stay calm

[ Receive the information

[l Listen, reassure

] Record the information

[1 Report to an appropriate colleague

1 Accept your own feelings and consider getting support for yourself

DO NOT

{1 Probe in an investigative way or ask leading questions.
1 Make a child repeat the story unnecessarily.
[ Promise confidentiality

If you become suspicious about the behaviour of a colleague or someone
associated with TEF where children are concerned, steps 2, 3 and 4 above also

apply.

If you think the situation is sufficiently serious and urgent, contact a Designated
Officer or, failing that the Police.

Don’t let anxiety that you might have jumped to a wrong conclusion deter you from
reporting any genuine worries that you have. Procedures put in place will be used to
follow up any such report, and we will not hold it against you should a well-
intentioned but mistaken report be made.

12
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If you feel you need expert support, because you come across child abuse while
working with us, we recommend that you discuss it with the TEF Designated Officer.

6. If an allegation of abuse is made against you

e If an allegation is made directly to you, you should advise the TEF
Designated Officer, even if you think it is trivial. If we receive an allegation
against you, we will inform you.

¢ All allegations of misconduct will be subject to standard United Kingdom Civil
Service disciplinary procedures.

e You are entitled to the moral and practical support of your line manager, the
personnel unit and senior colleagues if an unwarranted allegation of
misconduct is made against you. As long as your behaviour is in line with the
policy and these guidelines, we cannot envisage any allegation of misconduct
being justified.

e You may receive support from Welfare and Staff Care, the Employee
Assistance Programme provider.

e Any allegation will be scrupulously investigated, with due regard for
confidentiality. In itself this should not be interpreted as indicating culpability.
It is part of our duty to protect people working with us from any unfounded
allegation.

e |f your behaviour contravenes this policy and guidelines, it will be treated as
gross misconduct.

¢ If you have concerns about how an allegation against yourself or anyone else
is being dealt with, you should inform a colleague at the most senior level you
think appropriate.

13
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SUPPORTING THE POLICY

Confidentiality

We recognise that it is important for us all to feel that any information about alleged
or actual child abuse will only be disclosed where it is in best interests of the child to
do so. No such disclosure will be made without careful consultation.

Every effort shall be made to ensure that confidentiality is maintained for all
concerned. Information shall be handled and disseminated on a need to know basis
only. This includes the following people:

e The TEF child/vulnerable adult Designated Officer

e The parent/Guardian of the person who is alleged to have been abused

e The person making the allegation.

e Social services and organizations mentioned in the referral contact list in
appendix B

e The alleged abuser (and parents if the alleged abuser is a child/vulnerable
adult).

e We shall seek social services advice on who should approach the alleged
abuser.

Information shall be stored in a secure place with limited access to designated
people, in line with data protection laws.

Internal Enquiries and Suspension

The TEF child/vulnerable adult Designated Officer will make an immediate decision
about whether any individual accused of abuse should be temporarily suspended
pending further police and social services inquiries. Irrespective of the findings of the
social services or police inquiries the TEF Child Protection Committee (which is
made up of the TEF Child Designated Officer and two trustees) will assess all
individual cases to decide whether the member of staff or volunteer can be
reinstated and how this can be sensitively handled. In such cases, the TEF Child
Protection Committee shall reach a decision based upon the available information
which could suggest that on a balance of probability it is more likely than not that the
allegation is true. The welfare of the child/vulnerable adult shall remain of paramount
importance throughout.

Support to deal with the aftermath of abuse:

Consideration should be given to the kind of support that children/vulnerable adults,
parents and members of staff may need. Use of support groups and open meetings
will maintain an open culture and help the healing process. Consideration should be
given to what kind of support may be appropriate for the alleged perpetrator. Matters
to be considered will include:

14
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e Allegations of previous abuse

e Allegations of abuse may be made some time after the event (e.g. by an adult
who was abused as a child/vulnerable adult or by a member of staff who is
still currently working with children/vulnerable adults).

Where such an allegation is made, the TEF child protection officer will follow the
procedures as detailed above and report the matter to the social services or the
police. This is because other children/vulnerable adults may be at risk from this
person. Anyone who has a previous criminal conviction for offences related to abuse
is automatically excluded from working with children/vulnerable adults. This is
reinforced by the details of the Protection of Children’s Act.

Internal enquiries and suspension

e The Ernest Foundation(TEF) Child Protection Officer will make an immediate
decision about whether any individual accused of abuse should be
temporarily suspended pending further police and social services inquiries.

o lIrrespective of the findings of the social services or police inquiries the TEF
Disciplinary Committee will assess all individual cases to decide whether a
member of staff or volunteer can be reinstated and how this can be
sensitively handled. This may be a difficult decision; particularly where there
is insufficient evidence to uphold any action by the police. In such cases, the
TEF Disciplinary Committee must reach a decision based upon the available
information which could suggest that on a balance of probability, it is more
likely than not that the allegation is true. The welfare of the child should
remain of paramount importance throughout.

Support to deal with the aftermath of abuse:

o Consideration should be given to the kind of support that children, parents
and members of staff may need. Use of helplines, support groups and open
meetings will maintain an open culture and help the healing process. The
British Association for Counseling Directory is available from The British
Association for Counseling, 1 Regent Place, Rugby CV21 2PJ, Tel: 01788
550899, Fax: 01788 562189, E-mail: bac@bacp.co.uk, Internet:
www.bacp.co.uk .

o Consideration should be given to what kind of support may be appropriate for
the alleged perpetrator.

Information for social services or the police about suspected abuse
To ensure that this information is as helpful as possible, a detailed record should

always be made at the time of the disclosure/concern, which should include the
following:

15
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e The child's name, age and date of birth of the child.

e The child's home address and telephone number.

e Whether or not the person making the report is expressing their own
concerns or those of someone else.

e The nature of the allegation. Include dates, times, any special factors and
other relevant information.

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

e A description of any visible bruising or other injuries. Also any indirect signs,
such as behavioural changes.

o Details of withesses to the incidents.

The child’s account, if it can be given, of what has happened and how any

bruising or other injuries occurred.

Have the parents been contacted?

If so what has been said?

Has anyone else been consulted? If so record details.

If the child was not the person who reported the incident, has the child been

spoken to? If so what was said?

Has anyone been alleged to be the abuser? Record details.

o Where possible referral to the police or social services should be confirmed in
writing within 24 hours and the name of the contact who took the referral
should be recorded.

If you are worried about sharing concerns about abuse with a senior colleague, you
can contact social services or the police direct, or the NSPCC Helpline on 0808 800
5000, or Childline on 0800 1111.

The role of the Designated Officer

Their role is twofold: to serve as a centre for information and guidance on the policy,
and to support managers and staff in dealing with any suggestion of misconduct or
need for expert advice (see Appendix A).

Concerns about poor practice

If, following consideration, an allegation is clearly about poor practice; the TEF
child/vulnerable adult Designated Officer will deal with it as a misconduct issue. If the
allegation is about poor practice by the TEF child/vulnerable adult Designated
Officer, or if the matter has been handled inadequately and concerns remain, it
should be reported by the individual concern to the National Society for the
Prevention of Cruelty to Children via their help line.

Disseminating information about this policy

Everyone working or applying to work for TEF is to be made aware of our policy for
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children’s welfare. Furthermore, these guidelines are being issued to all staff and
other people who are likely to have contact with children as part of their work with us.
Copies of the policy and guidelines are available from the office of the foundation

45 Cardiff House, Peckham Park Road, London, SE15 6TT,

Queries or suggestions regarding the policy or guidelines should be channelled
through the Designated Officers.

Recruitment and training of staff and volunteers

TEF recognises that anyone may have the potential to abuse children/vulnerable
adults in some way and that all reasonable steps are taken to ensure unsuitable
people are prevented from working with children/vulnerable adults. Pre-selection
checks must include the following:

e All volunteers/staff should complete an application form. The application form
will elicit information about an applicant's past and a self disclosure about any
criminal record.

e Consent should be obtained from an applicant to seek information from the
Criminal Records Bureau and CRB checks to be carried out before the offer
of appointment.

e Two confidential references, including one regarding previous work with
children/vulnerable adults. These references must be taken up and confirmed
through telephone contact.

e Evidence of identity (passport or driving license with photo).

Interview and Induction

All employees (and volunteers) will be required to undergo an interview carried out to
acceptable protocol and recommendations. All employees and volunteers should
receive formal or informal induction, during which:

e A check should be made that the application form has been completed in full
(including sections on criminal records and self-disclosures).

Their qualifications should be substantiated.

The job requirements and responsibilities should be clarified.

They should sign up to the organisation’s Code of Ethics and Conduct.
Child/vulnerable adult protection procedures are explained and training needs
are identified.

Training

In addition to pre-selection checks, the safeguarding process includes training after
recruitment to help staff and volunteers to:
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e Analyse their own practice against established good practice, and to ensure
their practice is likely to protect them from false allegations.

e Recognise their responsibilities and report any concern about suspected poor
practice or possible abuse.
Respond to concerns expressed by a child/vulnerable adult.
Work safely effectively with children/vulnerable adults

Review
This policy shall be known and referred to as the TEF Child and vulnerable adult
Protection version-1. It will be reviewed and updated annually by the TEF Child

Protection Committee. Please pass on any comments you have to your line manager
to feed into the review process.
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Appendix A: The Role of the Designated Officer

The TEF Child and Vulnerable Adult Protection Policy must include the name(s) of
the Designated Officer(s), her/his role and responsibilities and how s/he can be
contacted.

TEF will promote awareness of the policy through the Induction Process.

The Designated Officer(s) should ensure that they are knowledgeable about child
protection and that they undertake any training considered necessary to keep
updated on new developments.

The Designated Officer(s) is the link between the members of the public, staff and
statutory agencies. They will take responsibility for monitoring and reporting to the
Board on how TEF policy impacts on children and TEF staff/Volunteers.

The Designated Officer(s) will have the following functions to:

e be an advisor to TEF staff/volunteers on best practice in regard to the child
protection policy;

e agree incident reporting procedures;

e keep records of incidents and reports, together with any other relevant
information;

e report incidents to the Statutory Authorities and ensure that appropriate
information is available at the time of referral and that the referral is confirmed
in writing, under confidential cover;

e ensure that individual case records are maintained of the action taken by
TEF.

The Designated Officer does not have the responsibility of investigating or validating
child protection concerns within TEF and has no counselling or therapeutic role.
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APPENDIX B: Referral Contact List England

National Health Service Direct 0845 4647

National Society for the Prevention of Cruelty to Children
(NSPCC) 24 HRS Protection Helpline 0808 800 5000
Metropolitan Police Service Scotland Yard (0207) 230 1212
Metropolitan Police Service — Southwark (0207) 378 1212
Children Protection Service — 020 7332 1224

social.services@cityoflondon.gov.uk.
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Appendix C: Designated Officer Contacts

Five Senior Personnel of the management committee have been nominated to help
support this policy and give specialist advice:

Ernest Nkrumah — 020 7635 9607

Anthony Fosu Mainooh — 020 7635 9607

Joe Kwaku Adomako - 020 7635 9607

Mrs. Ernestina Anim - 020 7635 9607

Ms Pauline M. Ansong — 020 7635 9607

Harris Ofasi Kwadzo — 020 8771 5263

ASANENENENEN

They are located at:
45 Cardiff House
Peckham Park Road
London

SE156TT
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