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1 SUMMARY OF CONTENTS 

 

Chapter 1 Introduction 

Beats Learning Limited values children, young people and vulnerable adults highly as equal partners on all 

projects.  The word ‘child’ generally refers to young people up to 18 years of age.  We also value the young 

people and parents with which we work.  We aim to ensure that our work with them promotes their 

emotional and mental health, welfare and development and we work to make sure that they are kept safe 

from harm while in our care.  

 

Chapter 2 Safeguarding Policy 

We guide those staff and volunteers who work with children so that they show respect for children’s and 

young people’s welfare in all that they do.  This Policy has been written to ensure that all children, young 

people and vulnerable adults who are involved in the work undertaken by Beats Learning are safeguarded 

and protected and that staff and volunteers on the project are guided through this policy in relation to how 

that can be ensured and maintained through their actions. 

 

Chapter 3 Scope of the policy       

The policy covers all staff and volunteers (paid and unpaid).  We recognise that the degree to which staff 

and volunteers interact with children, young people and  parents will vary according to the nature of their 

work but even those not directly working with children, young people or parents might have access to 

sensitive information or come across concerns.  Those who work directly with service users are subject to 

stringent selection and management procedures whilst those who might occasionally be asked to engage 

with children, young people or parents on behalf of Beats Learning will be expected to have a thorough 

knowledge of and adhere to a Code of Behaviour.  Agencies through which Beats Learning works are also 

expected to show that they operate stringent child and vulnerable adult protection procedures and we will 

work in partnership to ensure that the needs of children, young people and vulnerable adults are always of 

paramount importance. 

 

Chapter 4 What is significant harm?   

The Children’s Act 1989 introduced the concept of significant harm as the threshold that justifies 

compulsory intervention in family life in the best interests of the child/young person.  Whilst the definition 

of significant harm is open to interpretation, it is most often a compilation of significant events, which 

interrupt, change or damage a child’s or young person’s physical and psychological development.  There are 

four commonly identified categories of abuse, which constitute significant harm.  Beats Learning specifically 

works with young people between the ages of 16 up to the age of 25 yrs.  However, through outreach and 

conferences we will also be engaging with children, young people and vulnerable adults under 16 and 

parents of children, young people and vulnerable adults with mental health problems who may themselves 

be vulnerable.  We have a responsibility to ensure we are aware of the needs of vulnerable adults as well 

as young people and take their needs into account.  

 

Chapter 5 Procedures for protecting children, young people and vulnerable adults from harm, 

including dealing with discovery and disclosure of abuse 

Staff and volunteers working for Beats Learning should strive to prevent abuse occurring.  All complaints 

and allegations of abuse should be reported without delay.  A situation may occur where abuse is discovered 

or suspected by an individual or where a child or young person takes a member of staff or volunteer into 

their confidence, revealing that s/he has been abused.  This chapter covers procedures for reporting abuse 

and a brief outline of what will happen next.  The simple steps are: LISTEN, REASSURE, REPORT, RECORD.  

There is also a Beats Learning Child Protection Procedure available which will give you a step-by-step guide 

of what to do in an emergency or when a disclosure has been made.  
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Chapter 6 Code of Behaviour for staff and volunteers  

Every member of staff and volunteer who works with children or young people either on a regular or occasional 

basis needs to be aware of their roles and responsibilities and to have clear guidelines under which to operate.  

One way of achieving this is to have a Code of Behaviour, which clarifies what is acceptable and what is not 

acceptable. 

 

Chapter 7 Safeguarding Officers  

Beats Learning will ensure that relevant members of staff are designated Safeguarding Officers (SOs).  They 

will be responsible for ensuring that the policy and procedures are followed, for taking action where the 

Code of Behaviour is breached, and for reporting abuse to the statutory authorities.  One SO will adopt 

strategic responsibility for safeguarding issues at Beats Learning. 

      

Chapter 8 Staff and volunteer recruitment procedures 

Beats Learning will thoroughly check the suitability of all staff and volunteers recruited to work regularly 

with children or vulnerable young people.  This will include requesting criminal record checks (CRB checks/ 

enhanced CRB checks) where appropriate.  Volunteers in regulated roles will be required to attend a 

compulsory training programme and regular supervision.  The policy details the various steps in the 

recruitment processes for staff and volunteers.  Although these processes are similar, it should be noted 

that volunteers do not hold the same employment status as members of staff. 

 

Chapter 9 Monitoring the policy and procedures     

Beats Learning is committed to monitoring the effectiveness of the Safeguarding Policy and procedures to 

ensure that they achieve their objectives.  The monitoring will take two lines of approach: internal and 

external review. 

 

Appendix A - The legal framework 

The most relevant current legislation in the context of the charity’s work in England, Wales, Scotland and 

Northern Ireland are outlined.  Beats Learning will review this document periodically to ensure that it is kept 

up-to-date. 

Appendix B – Roles requiring Disclosures 

A list of roles requiring enhanced and standard Disclosures and/or documentation confirming, that an 

understanding of and adherence to the Code of Behaviour. 

Appendix C – Useful contacts 

List of useful telephone numbers and addresses is given. 

Appendix D – Incident reporting form 

Is a form on which details of each incident of suspected child abuse or disclosure must be recorded in order 

to ensure consistency of approach and retention of detail. 

Appendix E – Procedure for dealing with allegations of child abuse against a member of staff or volunteer 

The procedure is for detailing actions to be taken and areas of responsibility in the event that an allegation 

of child abuse, is made against a member of staff or volunteer. 

Appendix F – Policy on the handling of and safekeeping of Disclosure information 

Policy detailing how disclosure information will be handled, stored and destroyed. 

Appendix G – Four categories of child abuse and abuse of vulnerable adults  

Definitions of the recognised categories of abuse are given as well as possible signs of abuse. 

Appendix H – Code of Behaviour 

The full Code of Behaviour described in Chapter 6 is provided. 

Appendix I – Responsibilities of Safeguarding Officers 

A full list of responsibilities for the Safeguarding Officers is given for further information. 
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2 Beats Learning Safeguarding Policy 

 

Policy statement 

Beats Learning values children, young people and vulnerable adults, we recognise that whilst some children, 

young people and vulnerable adults are more vulnerable than others, all have equal rights to protection.  

We aim to ensure that our work with children, young people and vulnerable adults promotes their health, 

welfare and development and we recognise our duty to make sure that they are kept safe from harm while 

in our care.  We guide those staff and volunteers who work with children, young people and vulnerable 

adults so that they show respect for the welfare of children, young people and vulnerable adults in all that 

they do, and in doing so, we also protect the welfare of our staff and volunteers and the good reputation of 

Beats Learning.  

 

Beats Learning will endeavour to safeguard children, young people and vulnerable adults by: 

 

1 Making sure that our staff and volunteers who work regularly with children, young people and 

vulnerable adults are carefully selected, trained and supervised and have clear roles. 

2 Expecting staff and volunteers who have contact with children, young people and vulnerable adults 

to abide by a clear Code of Behaviour, and to report any breaches of the code by colleagues. 

3 Advising parents, carers, children, young people and vulnerable adults, staff and volunteers of the 

organisation’s Safeguarding procedures including details of how to report any concerns. 

4 Working collaboratively with parents, carers, children, young people and vulnerable adults, wherever 

possible when concerns are raised.  However, the safety of a child will always be of paramount 

importance and there may be times when it is necessary to seek advice and guidance with statutory 

agencies before informing parents, carers, children, young people and vulnerable adults of actions 

and concerns. 

5 Reviewing our policy and practice at regular intervals. 

6 Ensuring the presence of Safeguarding Officers, whose role takes primary responsibility for child 

protection concerns. 

 

Definition of ‘child’ 

For the purposes of this document, the word ‘child’ generally refers to young people up to 18 years of age.  

It is important to remember that young people over 18 may still be deemed vulnerable in certain 

circumstances. 

 

Why we have a Safeguarding policy 

There is an increasing awareness of the fact that some adults, through charity and voluntary work, 

specifically target children, young people and vulnerable adults in order to abuse them.  Abuse is often 

committed within communities by both family members and people that they know and trust.  As a general 

guideline, anyone who works with children, young people and vulnerable adults, whether paid or unpaid, is 

expected to act as a careful parent would. 

 

The Beats Learning Safeguarding policy has been drafted and updated in response to requirements laid 

down by the Department of Health (‘Working Together to Safeguard Children’ 1999 (due to be updated July 

2018) and ‘Co-operating to Safeguard Children’ 2000 and ‘No Secrets’ 2000), the Scottish Executive 

(‘Protecting Children – A Shared Responsibility’ 1998) the Department of Health, Social Services and Public 

Safety in Northern Ireland (‘Choosing to Protect’ 2005).  These documents set out some key principles, 

which are designed to help organisations in England, Wales, Scotland and Northern Ireland to consider how 

best to fulfil their duty to care for the children, young people and vulnerable adults with whom they come 

into contact.  This guidance states that any organisations providing activities or services for children, young 

people and vulnerable adults must have clear child protection guidance and procedures.  The policy also 

responds to existing legislation.  A summary of current relevant legislation is given in Appendix A.  
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Beats Learning ‘s Safeguarding policy aims to protect children, young people and vulnerable adults from 

harm while in our care and is complemented by a number of other policies and procedures within the 

charity, as detailed below.  In developing this policy, we have followed the advice of specialist childcare 

agencies and regulations laid down by government.  

 

This policy will periodically be brought to the attention of all new and existing staff and certain volunteers 

regardless of whether or not they hold or are applying for roles that are identified as having regular contact 

with children, young people and vulnerable adults, for example through an annual staff briefing. 

 

Other relevant policies and procedures 

 

Equal Opportunities Policy.   

Beats Learning recognises that discrimination does occur and can affect anyone regardless of factors such 

as gender, race, colour, nationality, ethnic origin, disability, long term medical conditions, age, sexual 

orientation, religion or belief and social class.  We acknowledge that children, young people and vulnerable 

adults have equal rights to protection from harm and although all children, young people and vulnerable 

adults may be vulnerable to abuse some will be more so that others (e.g. children, young people and 

vulnerable adults with disabilities).  There may also be certain difficult barriers to reporting abuse that staff 

and volunteers working with children, young people and vulnerable adults will need to be aware of, 

including race and issues relating to faith. 

 

Disciplinary Procedures for staff and volunteers.   

These procedures create a system for regulating behaviour and provide clarity for staff, volunteers, parents 

and children, young people and vulnerable adults regarding what action will be taken in the event that the 

safeguarding policy and Code of Behaviour are not adhered to. 

 

Health and Safety Policy.   

As well as adhering to the charity’s own health and safety policy, it is essential that the policies of other 

organisations whose services we use (e.g. venues for meetings) are checked for consideration of standards 

of premises, equipment, fire precautions, etc.  This will be done by the manager responsible for the activity.   

 

Public interest disclosure (‘Whistleblowers’) Policy.   

It is important that staff and volunteers feel that they are able to share in confidence concerns that they 

have about a colleague’s behaviour.  If consistently ignored, this behaviour may cause a culture to develop 

whereby staff, volunteers and young people are ‘silenced’.  Beats Learning‘s Complaints/ Whistleblowers 

Policy provides support and protection to Whistleblowers in an attempt to remove some of the barriers to 

reporting concerns about colleagues where there are suspicions of child abuse. 

 

Recruitment of ex-offenders policy.   

Anyone applying for a job with Beats Learning, including those with past convictions, will be given a fair and 

equal opportunity with regard to gaining employment.  At the same time, the project has an obligation to 

make every effort to protect the health and welfare of children, young people and vulnerable adults, with 

whom certain staff and volunteers have regular contact.  This policy outlines procedures for checking the 

suitability of applicants, which must be followed throughout the recruitment and selection process for 

specific posts. 

 

 

 

 

The Prevent Strategy: 
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• Responds to the ideological challenge we face from terrorism and aspects of extremism, and the 

threat we face from those who promote these views; 

• Provides practical help to prevent people from being drawn into terrorism and ensure they are 

given appropriate advice and support; and 

• Works with a wide range of sectors (including education, criminal justice, faith, charities, online 

and health) where there are risks of radicalisation that we need to deal with. 

 

Prevent covers all forms of terrorism and extremism and some aspects of non-violent extremism. 

The Home Office works with local authorities, a wide range of government departments, and community 

organisations to deliver the Prevent strategy.  The police also play a significant role in Prevent, in much the 

same way as they do when taking a preventative approach to other crimes. 

 

Prevent uses a range of measures to challenge extremism including: 

 

• Supporting people who are at risk of being drawn into terrorist or extremist activity through the 

Channel process, see the “What is Channel” section to find out more about this 

• Working with and supporting community groups and social enterprise projects who provide 

services and support to vulnerable people 

• Working with faith groups and institutions to assist them in providing support and guidance to 

people who may be vulnerable; and 

• Supporting local schools, local industry and partner agencies through engagement, advice and 

training. 

 

Prevent is measured locally and nationally to make sure the Prevent programme provides value for 

money. 

 

3 SCOPE OF THE POLICY 

 

The policy covers staff and volunteers who come into contact with children, young people and vulnerable 

adults to varying degrees through their work.  

 

This includes those positions described as ‘regulated’ under the Criminal Justice and Court Services Act 

2000.  The Act defines a regulated position as one whose normal duties include caring for, training, 

supervising or being in sole charge of children, young people and vulnerable adults.  Staff and volunteers 

whose roles fall into this category will qualify for a criminal record check, known as a Disclosure under the 

Police Act (1997) Part V.  The extent of contact that a role has with children, young people and vulnerable 

adults will determine whether the Disclosure required is enhanced or standard.  

 

Certain members of staff and volunteers might occasionally be asked to engage with children, young people 

and vulnerable adults on behalf of Beats Learning and these people will be expected to have a good 

knowledge of and adhere to the Code of Behaviour described in Chapter 6 and set out in Appendix H and 

to declare information about themselves that might affect their involvement with Beats Learning.  It is 

possible that anyone working on behalf of Beats Learning (e.g. at a Beats Learning project) may come into 

contact with children, young people and vulnerable adults and therefore be subject to disclosures or 

information that raises concerns about abuse.  It is therefore important that all staff and, where 

appropriate, volunteers are made aware of the key issues outlined in the policy and carry out a duty to 

report any infringements of the policy or Code as well as any disclosure or suspicion of abuse. 

 

Appendix B identifies paid and voluntary roles within the charity currently requiring an enhanced or 

standard Disclosure along with those where a thorough knowledge of and adherence to the Code of 
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Behaviour is required and those where staff and volunteers are required to complete a self-declaration 

listing past convictions, cautions and other relevant information. 

 

When new posts are created, they must be checked by the Human Resources department at Beats Learning 

who will determine whether they fall into one of the categories requiring an enhanced or standard 

Disclosure.  The same process will be followed for volunteer roles, which should be checked by the Child 

Protection Officer.  Managers are required to inform the HR Department should a staff or volunteer role for 

which they have responsibility evolve to the extent that it falls into one of these categories.  This will ensure 

that the organisation is able to invoke the relevant procedure relating to Disclosures. 

 

Work with children, young people and vulnerable adults through agencies 

At Beats Learning, we sometimes work through third parties in pursuit of our aims, for example, working 

with other adults at participation conferences, we will require written assurance that the adults directly 

involved with the children, young people and vulnerable adults have gone through checks that are 

comparable with those used by the charity in relation to its staff and volunteers.  

 

Gaining such reassurances is the responsibility of the relevant manager or member of staff organising the 

activity, with guidance from a Safeguarding Officer if necessary. 

 

Beats Learning will ensure that lead agency participants in such activities are informed by the member of 

staff responsible about our safeguarding policy and that the key points are highlighted, including the 

requirement that none of our staff or volunteers should ever be left alone with a child and contact details 

for those at Beats Learning with responsibility for child and young people’s protection issues.  Consent to 

abide by the charity’s policy by the third party agency will be stated on entering into a contract with Beats 

Learning. 
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4 WHAT IS SIGNIFICANT HARM? 

 

The term significant harm, introduced under the Children’s Act 1989, relates to the threshold that justifies 

compulsory intervention in family life in the best interests of a child and gives local authorities a duty to 

make enquiries to decide whether they should take action to safeguard or promote the welfare of a child 

who is suffering, or likely to suffer significant harm.  Whilst the definition of significant harm is open to 

interpretation, it is most often a compilation of significant events, which interrupt, change or damage a 

child’s physical and psychological development – certain factors, such as the degree and extent of physical 

harm and the frequency and duration of abuse and neglect, will be taken into consideration to determine 

whether this is the case.  This is not to say that a single traumatic event, e.g. a violent assault, may not 

constitute significant harm.  

 

Sometimes children, young people and vulnerable adults are abused by other children, young people and 

vulnerable adults or by adults who are trusted by them, or placed in a supervisory position in relation to 

them e.g. a teacher, foster carer, staff member at a children’s home etc.  

 

Child protection professionals identify four categories of abuse, contributing to significant harm. In reality, 

the experience of many children, young people and vulnerable adults who have suffered significant harm 

will include more than one aspect of abuse.   

 

The four main categories are: 

 

• Physical Abuse 

• Neglect 

• Sexual Abuse 

• Emotional abuse 

 

In addition, No Secrets has identified the following categories of abuse of vulnerable adults: 

 
• Psychological abuse,  

• Financial or material abuse  

• Neglect and acts of omission  

• Discriminatory abuse  

 

 

Further details about each category are included in Appendix G. 

 

It may happen that a child or young person feels able to tell one of our staff or volunteers about abuse they 

are suffering - this is known as ‘disclosure’.  Guidelines on dealing with disclosures can be found in Chapter 

5. 
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6 PROCEDURE FOR PROTECTING CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS FROM 

HARM INCLUDING DEALING WITH DISCOVERY AND DISCLOSURE OF ABUSE  

 

Please also refer to Beats Learning Safeguarding Procedures, which is a step by step guide of what to do 

in a safeguarding situation and gives you clear timescales about what should happen at each stage. 

 

In terms of Child Protection, the paramount duty and responsibility of staff and volunteers for Beats 

Learning is to prevent abuse occurring and report any abuse that is discovered, suspected or disclosed.  

Therefore, if a member of staff or volunteer receives a complaint about a colleague, an allegation about 

themselves or a disclosure of abuse from a child or young person, they should report their concerns without 

delay as outlined below.  These guidelines apply equally to any member of staff or volunteer who suspects 

that a child or young person in their temporary care is suffering abuse of any kind.  Details of possible signs 

of child or young person abuse are outlined in Appendix G. 

 

It is not the responsibility of our staff or volunteers to investigate or to decide whether a child or young 

person is being abused – merely to report discovery or suspicion of abuse, following the procedures given 

in this document.  

 

What to do to report abuse 

There are simple rules about reporting abuse and dealing with disclosures.  The fundamental rule is that 

prompt action is paramount – doing nothing is not an option when any kind of abuse is suspected or 

disclosed.  A list of useful contacts for reporting purposes or for further advice is given in Appendix C.  These 

simple steps should be followed: 

 

Steps to take before reporting abuse: 

 

• LISTEN / OBSERVE 

• REPORT 

• RECORD 

 

Steps to take if a child or young person discloses to a Beats Learning member of staff or volunteer: 

 

• LISTEN 

• REASSURE 

• REPORT 

• RECORD 

 

LISTEN / OBSERVE (and LISTEN) 

Where a child or young person discloses to a member of staff or volunteer, the following important points 

should be remembered: 

 

Do not: 

• Interrogate.  Accept the child or young person’s disclosure calmly, do not interrupt and listen 

closely. 

• Make false promises.  At the outset, clarify that the information provided by the child or young 

person cannot be kept secret and must be passed onto an appropriate person. 

• Allow yourself to be left alone with a child or young person.  Even if a child or young person requests 

privacy in order to disclose something, there should always be two people visible at all times.  

 

 

Do: 
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• Be honest.  Tell the child or young person that they may need to repeat the disclosure within the 

course of a child or young person protection investigation. 

• Gather contact details where possible.  Staff and volunteers who are given information from 

someone whom they suspect may be guilty of abusing a child or young person in their care (e.g. 

Adviceline calls from parents or carers) should attempt to gain the individual’s contact details.  

• Take notes.  Comprehensive notes should be taken either during or immediately following any 

conversation, using an incident reporting form, which can be found in Appendix D. 

 

REASSURE 

Where a child or young person takes a member of staff or volunteer into their confidence, they should be 

reassured calmly and gently that the confidence has been heard, and that they have done the right thing in 

speaking to someone.  They should be told what will happen next, i.e. that people who can help the child 

or young person will be informed.  Once again, no promise of confidentiality should be made. 

 

REPORT 

 

1. Action to report suspected abuse or disclosures should be taken immediately.  Information should 

be recorded using an incident reporting form to ensure consistency (Appendix D). 

2. The incident should be reported to a Safeguarding Officer (SO) and the incident report form 

forwarded to the SO within 24 hours.  The form will normally be completed by the person reporting 

the incident. 

3. Once a member of staff or volunteer has reported suspected abuse or a disclosure to a Safeguarding 

Officer, the latter will make the decision whether to inform Social Services (equivalent in Scotland 

and Northern Ireland) and the involved parents (depending on the nature of the incident).  

4. On the occasions where it is appropriate to approach the child or young person, parents or carer to 

clarify the situation, the approach must be made by someone trained in child protection and fully 

aware of all the issues.  In most circumstances, parents or carers will be informed of the charity’s 

decision to contact social services, unless it is thought not to be in the best interests of the child or 

young person to do so.  In all cases, advice from the relevant social care authorities will be sought 

before contact with parents or carers is made. 

5. Beats Learning makes every effort to ensure that a Safeguarding Officer is contactable by 

telephone, however if none of the Safeguarding Officers are available, the local Social Services 

department Child Protection Team or for an over 18 year old the local POVA team should be 

contacted direct - prompt action is paramount.  If, the matter is of a criminal nature, the local police 

station should be contacted.  Some useful contact details can be found in appendix C. 

 

No promises of confidentiality should be made if suspected abuse is being reported to a Beats Learning 

member of staff or volunteer by a third party as action must be taken to report the information to the 

relevant authority.   

 

Other than this action, however, the information should be kept confidential and under no circumstances 

be discussed with others.  

RECORD 

A full written record of what was said, heard and/or seen should be made right away using an incident 

reporting form (Appendix D).  The actual words spoken by a third party or a child or young person should 

be used as much as possible, rather than an interpretation of what was said.  Specific facts relating to named 

people, dates, places etc. should be recorded accurately.  Records can be typed or handwritten but must 

be signed and dated by the person hearing the disclosure. 
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What will happen next  

Each Local Authority has interagency arrangements to deal with child or vulnerable adult protection. These 

primarily include specialist staff of the Local Authority Social Care Department, the Police and specialist 

Community Child Health doctors.  A referral to Social Services will be dealt with through these 

arrangements.  Social Care departments have staff on duty round the clock.  Professionals in these agencies 

have special training in the issues and work closely together, so that a referral to one of the agencies will be 

shared with the others.  

 

The investigating Social Care department may wish the person reporting suspected abuse to attend 

meetings either with or without the child or young person concerned.  Beats Learning Safeguarding Officers 

will offer advice and support to the member of staff or volunteer who has reported the suspected discovery 

of abuse.  Safeguarding Officers will also endeavour to feed back to the member of staff or volunteer who 

made the initial report on what actions have been taken by Beats Learning. 

 

In the event that allegations made in the form of a disclosure by a member of staff or volunteer are shown 

by the investigation to be unfounded, and to have been malicious, disciplinary action will be taken 

immediately against the person(s) involved under the charity’s disciplinary procedure.  However, those who 

have genuine concerns relating to a child or young person or the behaviour of others should not feel 

deterred from reporting these for fear they may be unfounded. Beats Learning Public Interest Disclosure 

Policy provides information on the protection provided to people who report genuine concerns requiring 

investigation. 

 

Although the way in which allegations of child abuse against a member of staff or volunteer are partly dealt 

in this section of the policy, a detailed procedure for dealing with such allegations is detailed in Appendix 

E.  
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6 CODE OF BEHAVIOUR FOR STAFF AND VOLUNTEERS 

 

Every member of staff and volunteer who works with children, young people and vulnerable adults needs to be 

aware of their role and responsibilities and have clear guidelines under which to operate.  One way of achieving 

this is to have a Code of Behaviour, which clarifies what is acceptable and what is not acceptable.  All staff and 

volunteers who work with children, young people and vulnerable adults, whether on a regular unsupervised or 

occasional supervised basis will be required to sign a copy of the Code of Behaviour to confirm that they have 

received it and understand their responsibilities under it.  Appendix B contains a list of staff and volunteers who 

are required to sign the Code of Behaviour and those who are required to have an Enhanced, Standard Disclosure 

or Disclosure and Barring Service Certificate. 

 

All agreements and Codes of Behaviour will be stored securely by the charity for a period of five years following 

the termination of employment or volunteer relationship, which is the current legal requirement. 

 

The Beats Learning’s Code is based on the following principles: 

 

• everyone is treated with respect 

• boundaries between staff/ volunteers and young people must be respected and maintained (e.g. no 

exchanging of personal details, no contact outside of a working relationship, no contact on social networking 

sites etc.) 

• the best interests of the child or young person are paramount over any other concern 

• our environment must be such that children, young people and vulnerable adults feel safe and valued 

• adults should be sensitive to child protection issues in all that they say and do 

• no infraction of the safeguarding policy and procedures will be tolerated 

• all staff and volunteers should protect Beats Learning ‘s good reputation by following these procedures at 

all times. 

 

Separate guidance in relation to specific activities run by Beats Learning (e.g. Participation Conferences or Focus 

Groups) is issued to staff, volunteers, parents, carers and children, young people and vulnerable adults when 

appropriate. 

 

Breaches of this code will be dealt with through The Beats Learning’s Disciplinary Procedures for staff and 

volunteers.   

 

The Code of Behaviour guidelines in Appendix H should be followed at all times. 
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 7 SAFEGUARDING OFFICERS (SOs) 

Beats Learning will ensure that relevant members of staff are designated Safeguarding Officers (SOs).  The 

aims of the SOs are to safeguard the welfare of children, young people and vulnerable adults in the care of 

Beats Learning and protect the reputation of the project and its personnel by ensuring that the Safeguarding 

Policy and Procedures are followed.  Their responsibilities along with relevant contact details are listed in 

Appendix I.  

 

One SO will take strategic responsibility for safeguarding issues and as such will normally be a member of 

the Executive Team. This SO will have an additional responsibility for ensuring that safeguarding is 

considered where relevant in relation to organisational developments and activities, for being the liaison 

between the monitoring group and for facilitating appropriate organisational support for the other SOs 

including keeping them up to date with changes in legislation and Best Practice. 

 

SOs ideally will not be employed in positions where regular work with children, young people and vulnerable 

adults is a feature, although they will undergo the most stringent checks, including an Enhanced Disclosure.  

They will also receive relevant training to enable them to carry out their role.  There will be a minimum of 

two SOs at all times; this number to be reviewed from time to time to reflect adequately the numbers of 

staff, volunteers, children, young people and vulnerable adults and activities.  SOs may work through other 

members of staff, for example, the Participation Manager or other members of human resources, in order 

to carry out their role. 

 

Guidelines for Safeguarding Officers  

SOs are responsible for keeping abreast of developments in relation to Child Protection and Safeguarding 

so that they can provide accurate, appropriate advice to others on these issues.  At Beats Learning a key 

part of their role is deciding when a child abuse referral to the authorities is required; not all requests for 

their help will necessitate referral to the authorities, as in minor breaches of the Code of Behaviour.  

 

The SO should not undertake any direct investigation into the matter with the child(ren) concerned.  They 

should receive information, refer as necessary and be guided by the authorities.  If there is any doubt about 

whether or not to pass a concern to the authorities, SOs should err on the side of making the referral. 

 

In cases where a referral is to be made, the duties of the SO will generally be: 

• to contact the Social Care department of the Local Authority in which the child lives, asking to discuss a 

child protection issue and following up in writing within 48 hours 

• to record the name of the person to whom the report is given 

• to give a full report, without filtering, interpreting or withholding anything 

• to be guided by the social care authorities with regards to continued communication and any action 

that needs to be taken 

• to prepare a confidential file, recording carefully all conversations and actions taken since receipt of the 

allegation or disclosure  

• to provide support to the person reporting the abuse within guidelines given by the social care 

authorities 

In certain circumstances, i.e. where a criminal activity is identified or suspected, it may be more appropriate 

for the SO to refer to the police (or equivalent in other parts of the UK).  The guidelines above will apply 

irrespective of the authority to which referral is made.  

 

Please see Safeguarding Procedure for details of Beats Learning current SO’s.
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8 STAFF AND VOLUNTEER RECRUITMENT PROCEDURES 

 

Policy Statement 

When recruiting staff and volunteers who will be working with children, young people and vulnerable adults, 

Beats Learning will thoroughly check the suitability of all successful applicants.  

 

Procedures 

These procedures aim to ensure that: 

• potential abusers are deterred from joining the project and the risk of harm to children, young people 

and vulnerable adults in our care is therefore reduced 

• applicants are well informed about posts and about child protection and safeguarding issues  

• children, young people and vulnerable adults and their parents and carers can have confidence in our 

staff, whether paid or voluntary 

• Beats Learning can make a fair assessment of the applicants’ suitability for the post 

• Beats Learning complies with regulations and agreed good practice.  

 

Recruitment publicity  

From the outset, job and volunteer applicants will be informed if the role that they are interested in involves 

contact with children, young people and vulnerable adults and associated checking procedures.  This will 

enable them to make an informed choice as to whether to pursue their interest and, in the case of potential 

job applicants, apply for the post, being aware of the checking procedures with which they will be asked to 

comply.  

 

The pack for job applicants will contain the job profile and selection criteria, such as the skills, knowledge 

and experience required to perform the job.  The pack for volunteer applicants will contain details about 

the responsibilities of the volunteer role and the selection criteria, such as the skills and personal traits 

required to perform the tasks.  Information on the charity’s safeguarding and recruitment of ex-offenders 

policies will also be sent where relevant. 

 

It is not Beats Learning’s policy to recruit volunteers under the age of 16 whose role it will be to give talks 

in the community unless venues are restricted to the volunteer’s own school, youth or community group.  

Young people aged between 16 to 18 years will be permitted to give talks at a variety of venues on the 

condition that they are chaperoned by a responsible adult (i.e. parent or guardian).  These restrictions will 

be explained in relevant recruitment publicity. 

 

Application details 

Job and volunteer applicants will be asked to supply their full name, current and recent addresses, date of 

birth and a full account of their employment history alongside any voluntary experience.  Job applicants will 

be asked to give details of posts held and reasons for leaving or intending to leave.  This information will be 

collected on application and self-declaration forms.  All forms must be signed and dated confirming that the 

information supplied is true. 

 

Declaration of criminal convictions 

Regulated positions, which are described in Chapter 3 as those where normal duties include caring for, 

training, supervising or being in sole charge of children, young people and vulnerable adults, are exempt 

from the provisions of the Rehabilitation of Offenders Act 1974.  Those applying for a regulated position will 

be asked to complete a form listing all convictions and cautions, and whether any child they have been 

responsible for has been placed on a Child Protection Register, or has been the subject of a court order 

imposing restrictions relating to contact with a child or young person.  This form must be returned with the 

application form, but should be in a separate envelope marked ‘confidential’ and addressed to the 

Managing Director so that any disclosures can be treated in strict confidence.  Such disclosures will not 
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necessarily disqualify the person from being considered for a job vacancy or volunteering as the context will 

be taken into account.  The Managing Director will make a decision as to whether any information disclosed 

is relevant to the role.  Applicants will have the opportunity to speak to the Managing Director in confidence 

about this aspect of the recruitment process should they wish to. 

 

Staff and volunteers whose work is likely to involve occasional contact with children, young people and 

vulnerable adults will also be asked to complete a self-declaration (as described above) in relation to any 

convictions, cautions or disqualifications from working with children, young people and vulnerable adults.  

Completed self-declarations from these individuals should be returned in a sealed envelope marked private 

and confidential to the Managing Director. 

 

Interviews for job applicants 

Shortlisted candidates for roles involving regular work with children, young people and vulnerable adults 

will be interviewed following satisfactory clearance through the above procedures.  Interviews will be 

conducted by a panel, one member of which will have been trained in child protection and safeguarding 

issues.  Applicants will be asked about previous experience of working with children, young people and 

vulnerable adults and about their attitude towards this type of work.  They will be asked to account for any 

gaps on their application forms and to give details of what they were doing if not in employment or 

volunteering.  The remainder of the interview will focus on the job profile, person specification and the 

application form and will include discussion of the Charity’s Safeguarding Policy. 

 

Verification of Identity 

Job and volunteer applicants for regulated roles or safeguarding positions must bring photographic proof 

of identity and documents which confirm their full name, date of birth, current address and signature to 

their interview or meeting with a Beats Learning representative.  Where relevant, qualifications should also 

be verified through the provision of certificates, diplomas, degrees etc. 

 

References 

At least two references will be required in respect of both job and volunteer applicants for regulated 

positions.  Beats Learning reserves the right to repeat references for volunteers who periodically work for 

them in regulated roles every three years.  Referees will be informed that the role is exempt from the 

provisions of the Rehabilitation of Offenders Act and asked for their views on the candidate’s ability to 

undertake work with children, young people and vulnerable adults including whether they have any 

knowledge of an applicant’s previous convictions, or know of any other reasons why the candidate is 

unsuitable to work with children, young people and vulnerable adults.  

 

It will be made clear on the application form or in guidance notes that Beats Learning may contact any 

previous employers or voluntary organisations mentioned on the form. 

 

Job applicants 

References will be taken up once a provisional offer of employment has been made.  One referee should be 

the candidate’s present or last employer, if they have been working.   

 

Volunteers 

References from family members will not be accepted.  Where possible, referees should be a person in 

authority from either a current or recent employer, school or voluntary group with which the prospective 

volunteer has been involved.  One referee should have first-hand knowledge of the potential volunteer’s 

previous contact with children, young people and vulnerable adults.   
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Disclosures (criminal record checks) 

During the referencing process, successful job and volunteer applicants for regulated roles or safeguarding 

positions will be asked for their consent for a check to be undertaken via the Criminal Records Bureau 

(England and Wales), Disclosure Scotland (Scotland) or the Protection of Children Service (Northern Ireland), 

where relevant, to disclose any convictions or cautions.  The Disclosure and Barring Service (DBS) has 

replaced the Criminal Records Bureau (CRB) and Independent Safeguarding Authority (ISA).  Comprehensive 

information about Disclosures, the process for undergoing one and guidance notes on completing 

Disclosure application forms are sent to all potential employees and volunteers with offer/acceptance 

letters.  This information is available from human resources on request. 

 

A refusal to give consent for these checks will jeopardise the offer of a job or a voluntary role with Beats 

Learning. 

  

Beats Learning Ltd has an Equal Opportunities Policy and a policy on the recruitment of ex-offenders and 

only convictions of relevance to the responsibilities of the role will preclude a job applicant or potential 

volunteer from being accepted.  While each case will be considered on its merits, offences considered to be 

relevant will include sexual offences against adults, crimes of violence and those identified in Schedule One 

of the Rehabilitation of Offenders Act (see also the Rehabilitation of Offenders Act 1974 (Exclusions and 

Exceptions) (Scotland) Order 2003) and the Rehabilitation of Offenders (NI) Order 1978). 

 

Consideration will also be given to when the conviction took place and what has happened since then.  

Advice will be sought from professionals who are/were involved in the case when the risk is being assessed.  

 

The cost, if any, of the Disclosure will be met by Beats Learning.   

 

Where a Disclosure reveals that a job or volunteer applicant has a relevant conviction, that person will be 

informed that they are unacceptable for a specific post or chosen voluntary role with Beats Learning: 

 

Staff and volunteers who require a Disclosure and have applied for one that has not been returned before 

the commencement of an activity involving children, young people and vulnerable adults will be allowed to 

attend on the condition that they have provided a satisfactory self-declaration form and are supervised at 

all times.  This is also conditional on all paperwork being in order (including, where relevant, an application 

form, references and signed Code of Behaviour) and on attendance at a relevant training event. 

 

When working with other organisations that supply their own volunteers to carry out work on behalf of the 

charity (e.g. youth organisations), it is essential that the key points of Beats Learning ‘s Safeguarding Policy 

are highlighted, including contact details for staff at Beats Learning with responsibility for child protection 

issues.  A copy of the organisation’s Child Protection or Safeguarding Policy should be requested by the 

relevant manager or member of staff and reassurance sought that Disclosures on the volunteers in question 

have been carried out where relevant within an appropriate time frame to enable them to carry out a 

specific role. 

 

Audit  

Beats Learning Ltd will repeat Disclosures at least every three years to ensure that information remains up-

to-date.  Following guidance issued by the Disclosure and Barring Service (DBS), Disclosures undertaken 

whilst the individual is working for another employer will no longer be accepted regardless of how recently 

these have been undertaken.  Where a role has changed or an individual has increased access to children, 

young people and vulnerable adults, a new Disclosure should be sought. 

 

Any member of staff or volunteer who acquires a relevant conviction is expected to disclose this to the 

charity.  The actual circumstances will dictate whether it is appropriate for Beats Learning to try to redeploy 
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the person in another role; the utmost care will be taken and specialist advice sought, e.g. from a person 

who has an understanding of the behaviour associated with the conviction in question. 

 

In circumstances where an existing member of staff is unsuitable for a post which has evolved, every effort 

will be made to redeploy them except where a deliberate attempt to deceive Beats Learning has been made.  

In that case, the relevant disciplinary procedure will be invoked which will normally result in the individual’s 

employment or voluntary association with the charity being terminated.  

 

Beats Learning acknowledges that, while obtaining Disclosures is a valuable tool in identifying unsuitable 

people, it is not fool-proof since, for example, many sex offenders have never been convicted, and those 

who have can find ways of avoiding detection, e.g. by giving a false name. Disclosures therefore form only 

part of the thorough selection process for staff and volunteers. 

 

Confidentiality and data protection  

In order to protect individuals’ civil liberties the charity undertakes to keep Disclosures securely and to 

dispose of them after use according to the regulations in force.  Beats Learning ‘s policy on the handling and 

safekeeping of Disclosure information, which can be found in Appendix F of this policy, provides guidelines 

concerning the correct and safe handling, storage, retention and disposal of this type of information. 

 

Probation for staff members 

A provisional offer of employment will be made to successful interview candidates, but will not be 

confirmed until all checks, including Disclosures, have been completed.  Beats Learning operates a six-

month probationary period, and this will be extended if necessary until all checks are complete. During this 

time, the post-holder will be closely supervised and duties, especially access to children, young people and 

vulnerable adults, will be restricted.  Beats Learning will revoke a provisional offer of employment if the 

outcome of a Disclosure reveals relevant offences. 

 

Restricted duty for volunteers 

The voluntary role may only commence in a carefully controlled way and with close supervision by an 

experienced and fully screened person until all checks, including Disclosures, have been completed.  Beats 

Learning will revoke a provisional offer of voluntary work if checks reveal relevant offences. 

 

Supervision and training 

Consideration of child protection issues will be included in training sessions for members of staff once an 

applicant has been offered a post that involves working with children, young people and vulnerable adults.  

Compulsory training programmes that include consideration of child protection issues, will be provided for 

volunteers who will also have the opportunity to discuss and review child protection compliance at periodic 

supervision sessions.  

 

Supervision sessions with the line manager or supervisor will monitor understanding of and adherence to 

the Safeguarding Policy.  Failure to comply with safeguarding procedures, or to provide the required level 

of care and attention to children, young people and vulnerable adults are grounds for disciplinary action 

and may ultimately lead to dismissal or termination of any volunteering arrangements.  Employees and 

volunteers will be able to use Beats Learning’s existing staff or volunteer grievance procedures to contest 

decisions. 

 

 

 

9 MONITORING THE POLICY AND PROCEDURES 
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Beats Learning Ltd is committed to monitoring the effectiveness of the safeguarding policy and procedures 

to ensure that they achieve their objectives.  The monitoring will take two lines of approach: internal and 

external review. 

 

Internal review 

Each objective of the policy is reviewed regularly as follows: 

 

1 Making sure that our staff and volunteers are carefully selected, trained and supervised and have 

clear roles 

 

• A register is kept (Appendix B to this policy) of all posts identified by the Director/ HR as including 

work with children, young people and vulnerable adults and therefore subject to the safeguarding 

procedures. 

• A checklist is created for each successful applicant for a post that has been so designated to ensure 

that each stage of the recruitment procedure is completed.  This is the responsibility of the Human 

Resources Department.  

• All posts classified as ‘regulated’ will have a job profile or volunteer role description, which is 

periodically reviewed. 

• Training levels are agreed with the manager/supervisor responsible for the post-holder or volunteer 

and reviewed at least annually by the SOs.  

• All staff and volunteers will be informed of their responsibilities including the extent of their 

involvement with children, young people and vulnerable adults so that the expectations of the 

individual concerned and the charity are clear. 

 

2 Expecting staff and volunteers who have contact with children, young people and vulnerable adults 

to abide by a clear Code of Behaviour and to report any breaches of the code by colleagues.  

 

• All relevant staff and volunteers are provided with a copy of the Code and sign to testify that they 

have one in their possession. 

• Familiarity with the Code of staff and volunteers fulfilling regulated positions is checked during their 

induction period and regularly at annual appraisal or during refresher training / supervision 

sessions.  

• Senior managers, including SOs, work to consolidate a culture where the welfare of children, young 

people and vulnerable adults is treated as paramount. 

• Anyone who observes a breach of the Code of Behaviour will bring this to the attention of an SO or 

relevant volunteer supervisor.  In certain circumstances, the volunteer supervisor or SO may decide 

that the individual breaching the code requires further guidance or clarification over 

appropriate/inappropriate behaviour, followed by observation to ensure that the behaviour has 

improved.  If no improvement is seen, or the breach seems of a serious nature, the person will be 

reported to an SO.  Action appropriate to the severity of the infringement must be taken; for 

example, the person responsible undergoes a training session and is closely supervised for a defined 

period; serious infringements will cause the relevant disciplinary procedure to be invoked.  It is 

important that all breaches of the Code are reported to an SO to enable monitoring information to 

be accurate.   

 

 

 

 

3 Telling parents, children, young people and vulnerable adults, staff and volunteers how to report any 

concerns to us. 
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• Information about the Safeguarding Policy is provided to all staff and volunteers working in 

regulated positions.  

• Parents, children, young people and vulnerable adults and carers are sent guidance notes about the 

Safeguarding Policy in relation to specific activities.  The full policy is available to them in easy access 

format.  Particular attention is paid to giving details of how to contact the SOs. 

• The knowledge of those staff and volunteers who work in regulated positions is checked through 

the appraisal system / volunteer supervision.  

 

4 Reviewing our policy and practice at regular intervals. 

 

• A safeguarding monitoring group exists, chaired by the Managing Director and consisting of the SOs 

and other relevant staff where necessary.  This group meets quarterly to oversee monitoring 

arrangements and reports to the Company Directors. 

• SOs participate in periodic reviews of the Safeguarding Policy to ensure it is up-to-date and complies 

with regulations and good practice. 

• SOs will have the opportunity to feed into a review of incidents to check that these have been dealt 

with appropriately and to flag the need for improvements where relevant so that prompt action 

can be taken.  Constructive feedback is given where procedures were not followed accurately. 

• Information is monitored, e.g. how many staff or volunteers were rejected at the screening stage 

etc. Implications for future procedures are clarified. 

•  central register of complaints, incidents or concerns as documented on the incident report form, is 

maintained by the Managing Director and discussed as and when new concerns arise by the 

safeguarding monitoring group on a quarterly basis.  A summary of incidents will be given to the 

Lead Safeguarding Officer, Company Secretary or Operations Manager and Director. 

 

External review 

Independent review of the Safeguarding Policy and Procedures by a specialist external agency is carried out 

at least every three years.  Revisions will also be made intermittently in accordance with changes in 

legislation and best practice. 

 

Other Beats Learning Activities 

Staff involved in developing activities or events that have a direct impact on children, young people and 

vulnerable adults will consult with the SOs in order to ensure compliance with the ethos of the safeguarding 

policy and procedures.   

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX A – The legal framework 

 

Anyone working with children, young people and vulnerable adults, whether paid or voluntary, is under a 

legal duty of care to act as a careful parent would. Children, young people and vulnerable adults are also 
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protected by the general law of assault.  The Human Rights Act, introduced in October 2000, also impacts 

on a child’s right to protection and on agencies’ responsibilities towards children, young people and 

vulnerable adults. 

 

Government has introduced a range of legal measures to protect children, young people and vulnerable 

adults, including a facility to check criminal records by means of Disclosures.  Being able to check the 

background of job and volunteer applicants enables organisations to establish whether someone has a 

history that would make them unsuitable for specific posts.  

 

The most relevant current regulations in the context of Beats Learning ‘s work are set out below, focusing 

on those that apply in England and Wales.  In some cases separate, but by and large equivalent, legislation 

applies in Scotland and Northern Ireland.  In Northern Ireland the functions of the Department of Health 

are exercised by the Department of Health, Social Services and Public Safety, and those of local authorities 

by Health and Social Services Boards.    

 

The Children Act 1989, the Children (Scotland) Act 1995 and the Children (NI) Order 1995.  These acts 

resulted from a wide recognition that various pieces of legislation concerning the welfare of children needed 

to be updated and brought together.  They deal, among other things, with the requirements applying to 

those who act as child minders or provide day-care facilities.  Part V of the Children Act 1989 relates to the 

protection of children and says that in addition to social services, only the police and the NSPCC have the 

legal right and responsibility to investigate concerns about child abuse.   

 

The Children Act 2004 provides further legislation aimed at encouraging local authorities and their partners 

to undertake integrated planning, commissioning and delivery of services for children.  This will aid the 

delivery of ‘Every Child Matters: Change for Children’, a government programme aimed at transforming 

children’s services across England. 

 

The Every Child Matters Policy.  

This was an outcome of the Children Act.  It applies to children and young people from birth to the 

age of 19 and is based on the idea that every child should have plenty of support throughout their 

life – regardless of their individual circumstances or background.  Everyone who works with children 

in any capacity - teachers, social workers, social services, foster carers, hospitals, children’s 

homes, the police and voluntary groups or charities who work with children – should remember and 

put into action the principles of the policy.  

 

 

 

 

 

 

 

 

 

 

 

Five Outcomes 
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The five outcomes are universal ambitions for every child and young person, whatever their 

background or circumstances. 

They are mutually reinforcing e.g. children and young people learn and thrive when they are 

healthy, safe and engaged; and the evidence shows clearly that educational achievement is the 

most effective route out of poverty 

 

1. Be Healthy 

• Physically healthy 

• Mentally and emotionally healthy 

• Sexually healthy 

• Healthy lifestyles 

• Choose not to take illegal drugs 

Being healthy is not just about eating lots of fruit and drinking 8 glasses of water each day. It's about 

young people enjoying a healthy lifestyle, feeling good about themselves and having good 

emotional and mental health. 

 

2. Stay Safe 

• Safe from maltreatment, neglect, violence and sexual exploitation 

• Safe from accidental injury and death 

• Safe from bullying and discrimination 

• Safe from crime and anti-social behaviour in and out of school 

• Have security, stability and are cared for 

 

3. Enjoy & Achieve 

This outcome is about enabling learners to make good progress in their work and personal 

development and to enjoy their education (Guidance for Inspectors of Schools). 

 

• Ready for school 

• Attend and enjoy school 

• Achieve stretching national educational standards at school 

• Achieve personal and social development and enjoy recreation 

 

 

4. Make a Positive Contribution 
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• Engage in decision making and support the community and environment 

• Engage in law-abiding and positive behaviour in and out of school 

• Develop positive relationships and choose not to bully and discriminate 

• Develop self-confidence and successfully deal with significant life changes and challenges 

• Develop enterprising behaviour 

 

5. Achieve Economic Wellbeing 

• Engage in further education, employment or training on leaving school 

• Ready for employment 

• Live in decent homes and sustainable communities 

• Access to transport and material goods 

• Live in households free from low income 

 

 

The Sex Offenders Act 1997, this Act requires persons convicted of certain sexual offences, particularly 

against children and women, to register their name and address, and any changes to these, with the police.  

The Act came into force on 1 September 1997.  

 

Sex Offenders Orders, introduced in 1998, is aimed at sex offenders living in the community.  If they seem 

to pose a significant threat, they are prohibited from doing whatever is causing concern and required to 

register their whereabouts with the police.  This provision came into force in December 1998.   

 

Under the Sexual Offences (Amendments) Act 2000, it became an offence for a person aged 18 or over who 

is in a position of trust over someone who is under 18 years of age to engage in sexual activity with or 

directed towards that person.  The Sexual Offences Act 2003 represents a major overhaul in the sexual 

offences framework, and gives children the greatest possible protection against sexual abuse.  The aim of 

the act is to protect the rights and interests of young people and to make it easier to prosecute people who 

pressure or force others into sexual activity.  Whilst the legal age of consent remains 16, specific provisions 

have been introduced to protect young people between the ages of 16 and 18.  The Act also increases the 

effectiveness of notification requirements (register of sex offenders) under the Sex Offenders Act 1997 with 

the intention of assisting the police and probation services in the management of sex offenders and those 

who pose a risk of sexual harm. 

 

Under the Protection of Children Act 1999, the Protection of Children (Scotland) Act 2003, and the Criminal 

Justice and Court Services Act 2000, it is an offence for any organisation to offer employment in relation to 

a regulated position (i.e. one whose normal duties include caring for, training, supervising or being in sole 

charge of children and a manager or supervisor of someone in a  regulated position) to anyone who has 

been convicted of certain specified offences, or included on lists of people considered unsuitable for work 

held by the various relevant authorities throughout England, Wales and Scotland.  It is also an offence for 

people convicted of such offences to apply for work with young people.  Employers are therefore required 

to take sufficient steps to check an employee/potential employee working with children.  Under the 

Protection of Children and Vulnerable Adults (NI) Order 2003, similar requirements apply although only 

childcare organisations have a statutory duty to carry out a check on all regulated positions.  However, 
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because it is an offence to employ someone in a paid post or involve them as a volunteer in a regulated 

position if disqualified, and the only way to discover is someone is disqualified or not is to carry out an 

official check, all non-childcare organisations also have an implicit requirement to carry out appropriate 

checks on all regulated posts.   

 

The Rehabilitation of Offenders Act 1974 (in Scotland, the Rehabilitation of Offenders Act 1974 (Exclusions 

and Exemptions) (Scotland) Order 2003 and in Northern Ireland, the Rehabilitation of Offenders (NI) Order 

1978) is designed to protect the rights of those who have been convicted of criminal offences.  It limits their 

duty to disclose convictions when applying for paid or voluntary work.  In particular, after specified periods 

of time have elapsed, convictions are considered to have been 'spent' and generally do not need to be 

disclosed thereafter.  Regulated posts, however, are exempt from the provisions of the Act.  Employers may 

therefore require applicants for positions that involve regular work with children to disclose any previous 

cautions or convictions, including those that have been spent.  

 

The Police Act 1997 enables organisations in England, Wales and Scotland to obtain criminal record 

information (known as Disclosures) about prospective employees and volunteers from centralised sources 

known as the Criminal Records Bureau (CRB) in England and Wales and Disclosure Scotland in Scotland.   

 

Following the implementation of the Protection of Children and Vulnerable Adults (NI) Order 2003, since 

November 2005, organisations in Northern Ireland have been able to apply for appropriate checks through 

the Protection of Children (NI) Service (POC NI).  

 

The CRB and Disclosure Scotland are able to provide three different levels of Disclosure. There is currently 

only one level of disclosure available through the POC (NI) Service. 

 

• The Basic Disclosure contains details of convictions held at a national level that are unspent under the 

Rehabilitation of Offenders Act 1974 and is provided to individuals who are required by organisations 

to obtain one prior to commencing employment.  This type of Disclosure is not job-specific or job related 

and may be used more than once. Basic Disclosures can be obtained on line. 

 

• The Standard Disclosure applies to posts exempted under the Rehabilitation of Offenders Act and 

relates to sensitive areas of employment such as jobs involving access to children, young people and 

vulnerable adults.  The Disclosure includes details of spent and unspent convictions, cautions, 

reprimands and final warnings held on the Police National Computer.  It will also include details of 

inclusion of the applicant on relevant lists, e.g. individuals disqualified form working with children, 

young people and vulnerable adults in accordance with the Protection of Children (Scotland) Act 2003, 

which also enables Disclosure Scotland to access similar lists held in England and Wales.  In England and 

Wales, relevant lists might include the Government’s Protection of Children Act List or information held 

by the Department for Education and Skills under Section 142 of the Education Act 2002 (formerly 

known as List 99).  Applications for Standard Disclosures must be countersigned by a registered person 

on behalf of a registered body. 

 

The DBS are responsible for: 

• processing requests for criminal records checks 

• deciding whether it is appropriate for a person to be placed on or removed from a barred list 

• placing or removing people from the DBS children’s barred list and adults’ barred list for England, Wales 

and Northern Ireland 

• Enhanced Disclosure applies to posts involving greater contact with children, young people and 

vulnerable adults or vulnerable adults and contains the same information as a standard disclosure along 

with non-conviction information from local police records if deemed relevant to the position by Chief 
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Police Officers.  Applications for Enhanced Disclosures must be countersigned by a registered person on 

behalf of a registered body. 

 

Checks on addresses outside of the UK will be possible through the National Criminal Intelligence Service 

link to Interpol.  

Independent Safeguarding Authority 2 July 2010 

In its recent document ‘The Coalition: Our programme for government’, the Government set out its aim to 
‘review the criminal records and vetting and barring regime and scale it back to common sense levels’.  In 
order to deliver this promise and carry out the remodelling, the Vetting and Barring Scheme will be halted.  
The first phase of registration was due to commence on 26 July 2010. 

Although the Scheme is halted whilst the Government undertakes its review, new safeguarding regulations 
introduced in October 2009 continue to apply.  These include: 

A person who is barred from working with children or vulnerable adults will be breaking the law if they work 
or volunteer, or try to work or volunteer with those groups. 

An organisation which knowingly employs someone who is barred to work with those groups will also be 
breaking the law. 

If your organisation works with children or vulnerable adults and you dismiss a member of staff or a 
volunteer because they have harmed a child or vulnerable adult, or you would have done so if they had not 
left, you must tell the Independent Safeguarding Authority. 

In October 2009, the right to ask for an enhanced CRB disclosure was extended to all those who employ or 
use volunteers in types of activity called ‘Regulated Activity’.  This right remains, and you should continue 
to carry out appropriate pre-recruitment checks, including CRB checks where appropriate or required by 
law. 

The Independent Safeguarding Authority will continue to carry out its work as an independent decision 
making body as well as continuing to maintain the barred lists.  They will also continue to accept referrals 
and provide full guidance. 

 

The Human Rights Act 1998, which came into force in October 2000, gives people a clear, legal statement 

of their basic rights and fundamental freedoms.  Children, young people and vulnerable adults living away 

from home have additional rights under the Act to ensure that they are being treated fairly and their needs 

are being met.  For example, Article 3 states that the best interests of the child or young person must be a 

primary consideration when decisions concerning them are being made.  The Act is also concerned with the 

way those suspected or convicted of crimes are treated. 

 

Information on the act can be found on the Department of Trade and Industry web site (www.dti.gov.uk). 

The Data Protection Act 2018 is the UK’s implementation of the General Data Protection Regulation (GDPR), 

regulate what information about people may be kept by an organisation and with whom this may be shared.  

All records are required to be kept securely with access by certain people only.  If any information held 

relates to a child protection concern, it cannot be withheld as this would not be acting in the best interests 

of the child. 

 

The Health and Safety at Work Act 1974 gives all organisations a legal responsibility to prevent injuries and 

ill health to employees and others, including members of the public.
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APPENDIX B – Roles requiring Disclosures (criminal record checks) 

 

Guidance has been issued by the Home Office enabling organisations to identify which level of Disclosure is 

most appropriate for different members of staff or volunteers whose roles involve working with children, 

young people and vulnerable adults.  Anyone whose role does or is likely to involve working with children, 

young people and vulnerable adults will be asked to complete a code of behaviour and a self-declaration 

relating to criminal convictions, cautions and disqualification information. 

 

Enhanced Disclosures 

The criteria used at Beats Learning to identify positions requiring Enhanced Disclosures are as follows: 

▪ Does the position involve one-to-one contact away from the vulnerable adult/child’s home? 

▪ Is the position unsupervised? 

▪ Is the situation an isolated one, i.e. the vulnerable adult , child or young person is away from his 

/her family? 

▪ Is there regular contact with the same vulnerable adult /young person? 

▪ Is the adult in a counselling role with the vulnerable adult /child or young person? 

▪ Does the role include a responsibility to act as a safeguarding officer? 

 

At the present time, the roles within Beats Learning that qualify as involving regular work with children, 

young people and vulnerable adults and/or require the post holder to have an Enhanced Disclosure are: 

▪ Staff and volunteers working in the Participation team 

▪ Staff who are designated safeguarding officers 

 

Standard Disclosures 

Those roles that have regular or occasional supervised contact with vulnerable adults, children, young 

people and vulnerable adults and require the post holder to have a standard Disclosure are: 

▪ Additional staff running focus groups involving children, young people and vulnerable adults 

▪ Members of the Press/Comms/ Media Team 

 

Code of Behaviour and Self-declaration form 

Those roles that have occasional contact with children, young people and vulnerable adults and do not 

require the post holder to have a Disclosure, but do require a thorough awareness of child protection issues 

acknowledged by submission of a signed Code of Behaviour and Self-declaration. 
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APPENDIX C – Useful contacts 

 

The following contacts are sources of support for staff and volunteers as well as Safeguarding Officers when 

unsure of what action needs to be taken. Please note, as a member of staff or volunteer, your first point of 

contact will always be one of Beats Learning’s Safeguarding officers, who will be responsible for liaising with 

social services local to the child/ young person’s home.  

 

Social services contact details for London: 

 

Child Protection Advice Line: 020 7364 3444 (9.00 – 17.00) 

 

Outside office hours - EMERGENCY ONLY: 

 

Children’s Social Care Emergency after 17.00: 020 7364 4079 

 

Other charities (24 hours/7 days a week): 

 

NSPCC Helpline (for adults with concerns about children)  0808 800 5000 

Childline (help for children, young people and vulnerable adults)  0800 11 11 

      http://www.childline.org.uk 

Beats Learning Designated Lead: 

John De Bono 

 

 

Safeguarding Officer/s: 

Ian Willard (Croydon) 

 

In writing: 

Beats Learning  
FAO: Safeguarding Officer/s 
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APPENDIX D - Incident Reporting form 

 

 

Please complete in your own handwriting and pass to the relevant person 

Name of person/child/young person : Address: 

 

 

 

 

Date of birth: Age: 

 

 

 

 

Name of parent(s) / carer(s): Telephone number: 

 

 

 

 

Disability: First language: 

Yes / No 

If yes please provide details: 

 

 

 

Are you reporting your own concerns or passing on those of someone else? Please give details: 

 

 

 

 

Brief description of what has prompted the concerns (including dates, times of any specific incidents): 

 

 

 

 

Are there any physical, behavioural or indirect signs? (please refer to section 4 of the child protection policy 

for further information if necessary) 

 

 

 

 

Have you spoken to the child? If so please give details of what was said: 
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Have you spoken to the parent(s) / carer(s)? If so please give details of what was said: 

 

 

 

 

Has anyone been alleged to be the abuser? If so please give details: 

 

 

 

 

Have you considered that the abuser could be someone else? If so please give details: 

 

 

 

 

To whom was the incident reported? Date of reporting: 

 

 

 

 

Name of person completing the form: Position: 

 

 

 

 

Signature of person completing the form: Today’s date: 

 

 

 

 

Further action (if any) taken by a Safeguarding Officer: 
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APPENDIX E – Procedure for dealing with allegations of abuse 

 

Procedure for dealing with allegations of abuse against a member of staff or volunteer 

 

▪ Member of staff receives the allegation and reports it to the Safeguarding Officer (SO).  The 

SO reminds member of staff of the need to maintain confidentiality.  The individual’s line 

manager will be informed of the situation so that they are able to offer support as appropriate. 

▪ The SO informs other SOs, relevant members of the Executive Team and other relevant staff 

to convene an emergency meeting within 24 hours.  The relevant staff will include staff 

member responsible for managing the person against whom the allegation has been made and 

a representative of the communications team.  The meeting should nominate one SO who will 

be the main point of contact for the following process. 

▪ A strategy meeting should be scheduled within one week of receiving the allegation. 

▪ The nominated SO contacts, social services for their advice before, or attendance at, the 

strategy meeting 

▪ The strategy meeting will be chaired by the nominated SO – the meeting should be split into 

3 areas 

1. Possible internal and/or disciplinary investigation into the volunteer/member of staff   

2. Possible police investigation where we are in process of deciding if a criminal offence has 

been committed 

3. Possible child protection investigation 

 

The meeting should also cover: 

• The allegation and how it was referred to the charity 

• The volunteer or member of staff background 

• Advice from the social services child protection team and whether, if not involved 

already, the police need to be informed 

• What are the next steps in dealing with the allegation following the Safeguarding Policy. 

This includes getting legal advice in dealing with the allegation* 

• Agree action points which are to be discussed at the next meeting 

• Preparing a draft external press release and a draft internal release (as appropriate) 

• Who should be made aware of the allegation internally and how** 

• How and where minutes of the meeting and actions taken should be stored 

• How to keep involved members of staff up to date with the incident – through a weekly 

meeting and email or ad-hoc briefings when necessary   

 

* The investigation should be carried out with the advice from social services and where appropriate 

the police 

** It is recommended that if the Executive Team become involved that they should contact each other 

directly rather than through their administrators 

 

▪ Relevant staff carry out their action points agreed at the meeting and report back to the 

meeting attendees.  A second meeting may need to be called. 

▪ Continue to hold weekly review meetings, agree action points and feedback until the incident 

is closed. 

▪ Once the incident has been closed: 

- Hold a review meeting to discuss ways of improving the procedure. 

- Feedback to the member of staff who took the initial allegation referral 

- Inform the accused volunteer or member of staff of the investigation and its findings. 
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- Where inappropriate behaviour under the safeguarding policy has been found, the 

disciplinary procedure may be invoked. In these circumstances, the individual concerned will 

be informed of the relevant process to be followed and of their right to appeal. 

 

APPENDIX F – Policy on the handling of and safekeeping of disclosure information 

 

Policy on the handling of and safekeeping of Disclosure information 

 

1 Policy statement 

1.1 Beats Learning is committed to complying with the Criminal Records Bureau’s Code of Practice 

and the Data Protection Act 1998 concerning the correct and safe handling, use, storage, 

retention and disposal of Disclosures and Disclosure information. 

1.2 This policy sets out the procedure for handling, using, storing, retaining and disposing of 

Disclosure information relating to the recruitment and selection process or current members 

of staff and volunteers. 

 

2 Storage and Access 

2.1 Disclosure information will be held separate from an applicant’s application form or on an 

employee’s or volunteer’s personal file.  It will be kept separately and securely in lockable, 

non-portable storage containers. 

2.2 Access to Disclosure information will be strictly controlled and limited to those who are 

entitled to see it as part of their duties. 

 

3 Handling 

3.1 In accordance with the Police Act, 1997, Disclosure information will only be passed to those 

who are authorised to receive it in the course of their duties. 

3.2 A record of all those to whom Disclosures or Disclosure information has been revealed is kept 

by human resources and Beats Learning acknowledges that it is a criminal offence to pass this 

information to anyone who is not entitled to receive it. 

 

4 Usage 

4.1 Disclosure information is only used for the specific purpose for which it was requested and for 

which the applicant, employee or volunteer’s full consent has been given. 

 

5 Retention 

5.1 Once a recruitment or other relevant decision has been made, Beats Learning will not keep 

Disclosure information for any longer than is absolutely necessary.  This is generally for a 

period of up to 6 months, to allow for the consideration and resolution of any disputes or 

complaints.  

5.2 If, in very exceptional circumstances, it is considered necessary to keep Disclosure information 

for longer than 6 months, the Managing Director will consult the Criminal Records Bureau, 

Disclosure Scotland of the Protection of Children Service (NI) and will give full consideration to 

the Data Protection and Human Rights of the individual subject before doing so. 

5.3 During this process, the usual conditions with regards to safe storage and strictly controlled 

access will apply. 

6 Disposal 

6.1 Once the retention period has elapsed, Beats Learning will ensure that any Disclosure 

information is immediately suitably destroyed by secure means (i.e. shredding, pulping or 

burning). 
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6.2 While awaiting destruction, Disclosure information will not be kept in any insecure receptacle 

(e.g. waste bin or confidential shredding tray). 

6.3 The charity will not keep any photocopy or other image of the Disclosure or any copy or 

representation of the contents of Disclosure.  However, a record may be kept of the date of 

issue of a Disclosure, the name of the subject, the type of Disclosure requested, the position 

for which the Disclosure was requested, the unique reference number of the Disclosure and 

the details of the recruitment decision taken or in the case of existing employees and 

volunteers, whether or not the outcome was satisfactory. 

 

7 Breach of policy 

7.1  Any member of staff or volunteer who is found to have breached the policy will be taken 

through Beats Learning‘s Disciplinary Procedure. 

 

APPENDIX G – Categories and signs of abuse 

The term ‘abuse’ is used to describe a range of ways in which people harm children, young people and 

vulnerable adults.  Abuse may be carried out by an adult or adults or another child or children, young 

people and vulnerable adults.  There are four commonly recognised categories of abuse, each of these 

is outlined below along with some of the signs that children, young people and vulnerable adults who 

are suffering from abuse might display.  

 

Physical Abuse 

The physical injury to a child, or a failure to act to prevent physical injury or suffering, e.g. hitting, 

shaking, throwing, poisoning, drugging, burning.  This also includes situations where the injury may not 

be visible, e.g. drowning and fabricated induced illness (previously known as Munchausen syndrome) 

by proxy where a parent or carer feigns symptoms or deliberately causes ill health to a child in their 

care.  Recognising this possibility is particularly important where children, young people and vulnerable 

adults are receiving medication or have an illness, disorder or disability.  

 

Signs of physical abuse include: 

• Unexplained injuries 

• Inadequately treated or untreated injuries 

• Injuries on parts of the body where accidental injuries are unlikely 

• Cigarette burns, bite marks or scalds 

 

Neglect 

Neglect is defined as the persistent or severe neglect of a child, or the failure to protect a child from 

exposure to any kind of danger, including cold, starvation and lack of supervision.  It can also mean an 

extreme failure to carry out important aspects of care, resulting in a significant impairment of the 

child’s health or development including “non-organic failure to thrive” (the failure to develop 

physically, emotionally or mentally for reasons other than disability).  For example, providing them 

with an inadequate diet and clothing or denying proper health care, natural love and affection. 

 

Signs of neglect include: 

• Constant hunger, loss of weight, consistent fatigue, stealing food 

• Inappropriate clothing considering the weather  

• Untreated medical conditions 

Sexual Abuse 

Sexual abuse involves forcing or enticing a child, or young person over the age of consent, to take part 

in sexual activities that are inappropriate to their age, that they do not truly comprehend and to which 

they are unable to give their informed consent.  Activities may be physical or non-contact, such as 
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looking at or producing pornographic material, watching sexual acts or encouraging a child to behave 

in sexually inappropriate ways.     

 

Signs of sexual abuse include: 

• Stomach pains or discomfort when a child is walking or sitting down 

• Bruising or other injuries on areas of the body that are not normally seen 

• Overtly sexual behaviour (e.g. using language inappropriate to their age) and/or 

inappropriate relationships with adults/peers 

 

Emotional Abuse 

Emotional abuse exists where a child is persistently denied proper love and affection or where actions 

or omissions are likely to have a severe adverse effect on the emotional and behavioural development 

of the child.  This may include situations where the child is constantly shouted at or verbally abused, 

or where s/he is overprotected, leading to retarded social and emotional development.  It may also 

include racial and other forms of harassment that undermine a child’s self-esteem and prevent them 

from developing a positive self-image. 

 

Signs of emotional abuse: 

• Delayed physical or emotional development  

• Sudden speech disorders and/or compulsive nervous behaviour 

• Reluctance to have parents contacted 

• Lack of confidence and need for approval, attention or affection 

Staff and volunteers should be prepared for the various ways in which they could become aware of 

the actual or likely occurrence of abuse, using the above information as guidance.  The following points 

are also useful to remember: 

 

• A child may tell, or use alternative ways to communicate that they are being abused, such as 

drawing or acting out.  

• Particular sensitivity is required where children, young people and vulnerable adults have a 

disability or where their first language is not English. 

• There may be occasions where someone else may say that a child has told them, or that they 

strongly believe a child has been or is being abused.  It may be that an adult or child has observed 

one child abusing another. 

• Something disturbing about the behaviour of one of the adults or the way in which an adult relates 

to a child may alert you to the fact that abuse has taken place. 

As well as these forms of abuse, vulnerable adults may be abused by a wide range of people including 

relatives and family members, professional staff, paid care workers, volunteers, other service users, 

neighbours, friends and associates, people who deliberately exploit vulnerable people and strangers.  
 
The types of abuse could include: 

• sexual abuse, including rape and sexual assault or sexual acts to which the vulnerable adult has not 
consented, or could not consent or was pressured into consenting;  

• psychological abuse, including emotional abuse, threats of harm or abandonment, deprivation of 
contact, humiliation, blaming, controlling, intimidation, coercion, harassment, verbal abuse, 
isolation  

• or withdrawal from services or supportive networks;  

• financial or material abuse, including theft, fraud, exploitation, pressure in connection with wills, 
property or inheritance or financial transactions, or the misuse or misappropriation of property,  

• possessions or benefits;  

• neglect and acts of omission, including ignoring medical or physical care needs, failure to provide 
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access to appropriate health, social care or educational services, the withholding of the necessities  

• of life, such as medication, adequate nutrition and heating; and  

• discriminatory abuse, including racist, sexist, that based on a person’s disability, and other forms of 
harassment, slurs or similar treatment: 

• physical abuse, including hitting, slapping, pushing, kicking, misuse of medication, restraint, or 

inappropriate sanctions. 

 

Children, young people and vulnerable adults who abuse other children, young people and 

vulnerable adults 

It should be borne in mind that suspicious behaviour might equally arise when a child is being bullied 

by other children, young people and vulnerable adults.  Children, young people and vulnerable adults 

have reported (e.g. Blue Peter survey, 2006) that they are sometimes bullied; when ‘teasing’ causes 

distress to a child, adults should intervene to protect the bullied child and to explain to the offender 

why the behaviour is unacceptable.  Beats Learning has a zero tolerance approach to bullying.  It is 

important that children, young people and vulnerable adults who are suspected of abusing other 

children, young people and vulnerable adults are reported according to the procedures given in the 

policy as they are often victims of child abuse themselves and may require help and support. 

 

The information given above is not exhaustive and aims only to give an indication of the types of 

behaviour, which may give rise to concern.  

 

Furthermore, signs may be seen over a period of time and therefore raise concern cumulatively, 

making it important to report and record concerns however minor they may seem at the time.  

 

Many children, young people and vulnerable adults will demonstrate one or more of the behaviours 

described above at some stage, so it is important not to jump to conclusions.  Any member of staff or 

volunteer who is concerned in any way should ask for help and advice from one of Beats Learning’s 

Safeguarding Officers. 

 

APPENDIX H – Code of Behaviour 

CODE OF BEHAVIOUR 

 

No member of staff or volunteer will physically, sexually or emotionally abuse or neglect a child or 

young person or vulnerable adult and the following guidelines should be followed at all times: 

 

DO  respect a child or young person’s right to personal privacy 

DO  ensure that boundaries between staff, volunteers and children/ young /vulnerable people 

are clearly defined and there is no contact outside of these roles 

DO take seriously all allegations made by children, young people and vulnerable adults and act 

on suspicions immediately in accordance with Chapter 5 of the child protection policy 

DO encourage children, young people and vulnerable adults to approach an independent person 

to discuss any problems they may be having 

DO provide access for children, young people and vulnerable adults to talk to others about any 

concerns  

DO abide by Beats Learning’s policies and guidelines at all times 

DO encourage children, young people and vulnerable adults and adults to feel comfortable and 

caring enough to point out attitudes or behaviour they do not like 

DO remember that someone else might misinterpret your actions, no matter how well 

intentioned 
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DO recognise that caution is required even in sensitive moments such as counselling, dealing 

with bullying, bereavement or abuse 

DO plan activities so that they involve more than one person being present, or at least in 

sight or hearing of others 

DO maintain the confidential information of the organisation and of its clients. 

 

DO NOT contact children, young people and vulnerable adults outside the project or activity or swap 

correspondence or personal contact details 

 

DO NOT permit abusive youth peer activities like initiation ceremonies or bullying  

DO NOT allow or engage in inappropriate language, suggestive remarks, gestures or touching of a kind 

that could be misunderstood 

DO NOT show favouritism to any individual 

DO NOT allow yourself to be drawn into inappropriate attention seeking behaviour such as tantrums 

or crushes 

DO NOT exaggerate or trivialise child-abuse issues 

DO NOT deter a child from making allegations through fear of not being believed 

DO NOT allow yourself to be left alone with a child or young person at any time 

 

ALWAYS immediately share concerns on any of these matters with your manager/supervisor and 

Safeguarding Officer or if not contactable social services or, in the event that a criminal activity 

is suspected, the police. 

 

 

I agree to adhere to the guidelines in the code of conduct, during my involvement in Beats Learning’s 

work. 

 

 

 

 

 

Signed (Name):………………………………………………………. 

 

Printed (Name): ………………………………………………………. 

 

Date: ……………………………………………………….
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APPENDIX I – Responsibilities of Safeguarding Officers (SOs) 

 

The joint responsibilities of the SOs are: 

 

Safeguarding Policy 

• To ensure that the Safeguarding Policy is communicated throughout the organisation 

• To ensure that the Safeguarding Policy is regularly reviewed and kept up-to-date 

• To ensure that the Safeguarding Policy monitoring procedures are implemented 

 

Cases of allegation or disclosure of abuse  

• Take appropriate action to report complaints or disclosures to the authorities verbally and in 

writing and follow these up with the social care authorities as appropriate. 

• To investigate breaches of the Code of Behaviour and take appropriate action  

• To ensure that accurate records of any incident, disclosure or complaint in relation to child 

protection are maintained 

• To act promptly to protect the reputation of the charity, in consultation with the other SOs, 

invoking disciplinary action where appropriate in accordance with procedure 

 

Supporting staff and volunteers 

• To ensure that staff involved in recruitment are aware of child protection issues 

• To ensure that staff or volunteers reporting suspected abuse are appropriately advised and 

supported  

• To provide support to staff and volunteers accused of abuse along with the individual’s line 

manager and human resources, where appropriate 

• In conjunction with the relevant line manager/supervisor and human resources, to assist staff 

and volunteers who have been the victims of malicious or false abuse claims to reintegrate into 

their team/voluntary activities 

• To ensure that appropriate training is provided to staff and volunteers working with children, 

young people and vulnerable adults. 

 


