Child and Vulnerable Adult Protection Policy for The Courtyard 

Policy Statement – Amended 16th April 2010
The Courtyard has a duty of care to safeguard all children/vulnerable adults involved in activities run at the establishment, or under the auspices of its name, from abuse. 

Definitions
A child is defined as a person under the age of 18 (The Children Act 1989). 

A 'vulnerable adult' refers to any person aged 18 years and over who:

"...is or may be in need of community care services by reason of mental or other disability, age or illness and who is or may be unable to take care of himself or herself, or unable to protect himself or herself against harm or serious exploitation."

'Who Decides', Lord Chancellor's Department, 1997

Vulnerability is not a rigid, legally defined concept and should be considered in the context of an individual's capacity and can apply to a wide range of disabilities and situations.

The policy uses the term “abuse” to encompass either physical abuse, emotional abuse, neglect and/or sexual abuse.

Policy Aims

The aim of the Courtyard Child Protection Policy is to promote good practice and to: 


· Demonstrate that the welfare of children, young people and vulnerable adults is paramount.

· Provide children, young people and vulnerable adults with appropriate protection whilst in our care.


· Allow all employees to make informed and confident responses to specific child protection issues.


· Equip employees with guidelines for behaviour that will help to minimise the risk of false allegations being made against them.


For the purpose of this policy, the term “employees” is deemed to include all staff, freelance workers and volunteers.

The Courtyard will endeavour to ensure the safety and protection of all children/vulnerable adults involved in its activities by:


1) Ensuring all relevant staff are aware of, and adhere to, the Child Protection Good Practice Guidelines detailed below and that they sign a register to confirm that they have attended an awareness raising session.

2) Ensuring that we undertake Criminal Records Bureau Enhanced Disclosure checks on all employees who work in sole charge of, or whose work may at some stage involve, unsupervised contact with these groups (i.e. members of the education department, members of the technical team, all duty managers, chaperones and first aiders). In addition, all members of the senior management team, who may be required to supervise work experience placements etc will also be required to undertake an enhanced CRB check. 

3) Equipping all employees regularly working with children with copies of the Arts Council publication Keeping Arts Safe for their personal reference, and all members of the Senior Management Team with a copy for reference by any member of their department.

4) Raising awareness of current policies and issues of child protection during departmental meetings (as and when appropriate) to ensure that staff are aware of issues and operate within best practice guidelines.

5) Renewing CRB checks on relevant employees every 3 years (or as often as is currently recommended by the majority of advisory bodies), whichever amounts to the most frequent.

Good Practice Guidelines for Employees working with Children and Young People  


All personnel should be encouraged to demonstrate exemplary behaviour in order to protect themselves from false allegations. The following are common sense examples of how to create a positive culture and climate.

· Treat all young people/disabled/vulnerable adults equally, with respect and dignity.

· Promote a culture wherein young people treat each other with respect and dignity.

· Treat the possessions of young people with respect at all times. 

· Respect the privacy of young people. For example, employees should knock before entering dressing rooms where young people are changing.
· Where possible, always work in an open environment, avoiding private or unobserved situations and encouraging open communication. 

· Give enthusiastic and constructive feedback rather than negative criticism.

· It is understood that creative work in the rehearsal room may potentially bring adults and young people into direct physical contact. Physical contact should be kept to an appropriate level - what that level is in relation to a specific piece of work needs to be discussed by the adults concerned in advance of carrying out the work. The agreement of the participant should always be gained prior to any physical contact. It is understood that there may be emergency situations (e.g. when administering First Aid), when this may not be possible. In such situations, First Aiders should ensure that they talk the patient through the procedure and (if possible) avoid administering First Aid in an unobserved environment – however, it is accepted that ultimately the health of the patient is the priority.


· Ensure disabled participants are informed of, and comfortable with, any necessary physical contact.

· Ensure that theatre games and workshop/rehearsal activities are appropriate to the age group of the participants with reference to content, the risk of physical harm or the issues/ideas being explored.

· Report any suspicion that a child is the victim of/at risk of abuse to the Child Protection Officer immediately (currently the Learning, Participation & Programming Manager). Under current legislation, it is the duty of all citizens in the UK to report suspected child abuse to either the police/social services/NSPCC. The child protection officer (or in his absence, the Chief Executive) will always report instances of actual or suspected abuse to the appropriate authorities.

· If an employee feels uncomfortable about approaches made to him/her by a young person, they should discreetly make the young person aware of their discomfort and should inform the Child Protection Officer of the situation.

This is not intended to be an exhaustive list. In situations where an employee feels the need for further guidance, see page 15, Keeping Arts Safe, Arts Council 2003 (copies available on request from a member of the Senior Management team) or speak to the Child Protection Officer.

Practices to be avoided where possible


· Avoid spending excessive amounts of time alone with a child/vulnerable adult away from others. If for any reason an employee is supervising a young person on a one to one basis, this should ideally be done in a public area such as the foyer or canyon. It is accepted that this will not always be possible, and in such cases the door to the room should be kept open. If possible, the senior manager for the department (or another member of staff) should be made aware that such one to one supervision is taking place. 

In the case of Senior Youth Theatre, young people may be offered one-to-one tutorials to discuss their progression and/or rehearse pieces in a confidential environment. It is recognised that these tutorials are a valuable tool for the development of the young person’s skills, but they remain voluntary and any young person has the right to choose not to take up this opportunity or to ask for another adult to be present should they wish.
· Employees should put young people in a taxi rather than taking them home in their car if the young person has no other way of getting home – unless express parental consent has been gained in advance. If the young person is under 14 years of age, the employee should accompany the young person in the taxi, unless express parental consent has been given for the young person to travel unaccompanied.
If calling a taxi is not possible, and the employee does take the young person home in their vehicle, the employee should inform another person of the time they leave and where they are going. If only one young person is being transported, they should sit in the back of the vehicle.

Practices never to be sanctioned

· Never allow or engage in any form of inappropriate touching.
· Never allow children to use potentially offensive language unchallenged.
· Never make sexually suggestive comments to a child/vulnerable adult, even in fun.
· Never allow allegations made by a child/vulnerable adult to go unchallenged, unrecorded or not acted upon. Employees should not enter into agreements with a child or young person to keep disclosed information secret, but should inform the young person they will inform an appropriate employee (i.e the Child Protection Officer – currently the Learning, Participation & Programming Manager). 

· Employees in a position of trust should not enter into inappropriate relationships (i.e. relationships of an intensely personal or sexual nature) with young people involved in the work of The Courtyard. No relationships between employees in a position of trust and members of any Courtyard client groups involving young people/vulnerable adults are acceptable even though such members may be over the age of consent. Please note, pre-existing relationships are exempt (please see the document Working within the Sexual Offences Act 2003, stored on the G drive for further guidance).

A “client group” in this context is deemed to mean any young person/vulnerable adult falling within the work of the education and outreach department, members of youth theatre and other young people’s groups, students on placement or work experience – although this list is not exhaustive. It should be noted that a young person over the age of consent (i.e. 16) is still protected by the Children’s Act, and hence by the guidelines laid down in this policy, until they reach the age of 18. 

A “position of trust” in this context is deemed to mean an adult who has direct responsibility for the members of the client group or whose position means that they are likely to be perceived by young people as a “role model” or “teacher”. Examples would be:
All members of the Education and Outreach department
Chief Executive and Senior Management Team
Directors, choreographers, musical directors and performers working on productions involving these groups.
In-House Productions

A separate document exists with guidelines for the chaperoning of in-house productions recommends a ratio of 1:10, but it is recognised that the age of the participants needs to be taken into account. See guidelines for details.


A document recommending a similar ratio and procedure for hiring companies is under construction.

Responsibilities of Staff and Volunteers 

Once appointed, all staff and volunteers (whether permanent or contractual) should:

1) Analyse their own practice against the guidelines laid out in this policy in order to minimise the risk of false allegation.

2) Recognise that their position as a responsible adult requires them to report any concerns about suspected poor practice or possible abuse to the Child Protection          Officer (currently the Learning, Participation & Programming Manager).These concerns will always be taken seriously and the appropriate course of action followed.

3) Draw attention to any situations in which they feel there could be improvement with regards to the emotional or physical health and safety of children/young people/vulnerable adults. Suggestions regarding such situations will be welcomed and, wherever practicable and appropriate, directly addressed. 

4) Respond to concerns expressed by a child/young person/ vulnerable adult by informing the Courtyard Child Protection Officer (currently the Learning, Participation & Programming Manager) immediately. If the concerns are regarding the Child Protection Officer, the Chief Executive should be informed.
Employees should not enter into agreements with a child or young person to keep disclosed information secret, but should inform the young person that they will inform an appropriate employee (i.e the Child Protection Officer – currently the Learning, Participation & Programming Manager).

Management of Sensitive Information

All registration forms for participatory classes at The Courtyard request permission for the taking of photographs and video photography for promotional, educational or merchandising purposes for the duration of their membership. Any parent or guardian wishing to request a copy of the child protection policy is prompted at this stage to do so, should they require further information. 

Parents have the right to refuse (or later withdraw) consent and in these circumstances the workshop leader will be informed that the child should not be included (in a recognisable fashion) in any photography or videoing that takes place.

With regard to the usage and storing of such photographs/images, it is The Courtyard’s policy that:


· Digital photography (in workshop situations etc) or video photography will be taken only by members of staff who have enhanced CRB status or (in the case of productions, for example) by a Courtyard-approved professional photographer. 


· The only exception to this may be when videoing takes place by other children (aged 7 –11) as part of The Courtyard’s media club programme. Media Club is supervised by a director with enhanced CRB status. In this instance, the footage will be stored on equipment kept in a locked cupboard. 


· Where express parental permission has been granted for the child/young
person’s image to be used, The Courtyard may choose to video
in -house productions which may be sold to parents as a memento of the production.


· Photographs will be stored in a password protected folder on the server, with access limited to a small number of CRB checked employees.

Social Networking Sites

Employees and volunteers are advised not to ‘add’ a young person they know through the organisation (e.g. Youth Theatre or productions) as a ‘friend’ on social networking sites (such as Facebook), unless they are a relative or would be considered a family friend. 

For social networking sites such as Twitter, where a person can ‘follow’ you without requesting, employees and volunteers are advised to ‘block’ the young person. 

It is advised that staff that are in regular contact with young people (i.e. Education Officers and Youth Theatre Leaders, production chaperones etc) should briefly discuss that they have been advised by The Courtyard not to ‘add’ them as a friend. It is also the responsibility of the production chaperones to ask the young people to not add any cast members or production team for the same reason. 
Review and Evaluation of Policy

The policy is a working document enabling The Courtyard to respond to Child Protection issues as and when they arise and as such is subject to ongoing amendment.

GUIDELINES FOR THE CHILD PROTECTION OFFICER (OR, IN THEIR ABSENCE, THE CHIEF EXECUTIVE)

RESPONDING TO ALLEGATIONS OR SUSPICIONS

It is not the responsibility of anyone working at the Courtyard to decide whether or not child abuse has taken place. However, there is a responsibility to act on any concerns through contact with the appropriate authorities.

The Courtyard will assure all staff/volunteers that it will fully support and protect anyone who in good faith reports his or her concern that a colleague is, or may be, abusing a child.

When there is a complaint against a member of staff there may be three types of investigation:

· A criminal investigation

· A child protection investigation

· A disciplinary or misconduct investigation

Actions if there are concerns

1. Concerns about poor practice:


· If, following consideration, the allegation is clearly about poor practice, the Courtyard Child Protection Officer (currently Learning, Participation & Programming Manager) will deal with it as a misconduct issue.


· If the allegation is about poor practice by the Courtyard Child Protection Officer (currently Learning, Participation & Programming Manager), or if the matter has been handled inadequately and concerns remain, it should be reported to the Chief Executive who will decide how to deal with the allegation and whether or not to instigate disciplinary proceedings.

2. Concerns about suspected abuse:


· Any suspicion that a child has been abused by a member of staff should be reported to the Courtyard Child Protection Officer (currently Learning, Participation & Programming Manager), who will take such steps as may be necessary to ensure the safety of the child in question and any other child who may be at risk.


· The Courtyard Child Protection Officer will refer the allegation to the social services department, who may involve the police, or go directly to the police if out of hours or if a child is considered in immediate danger.


· The parents/carers of the child will be contacted as soon as possible following advice from the social services department.


· If the Courtyard Child Protection Officer is the subject of the suspicion/allegation, the report must be made to the Chief Executive.

Confidentiality

Every effort should be made to ensure that confidentiality is maintained for all concerned and information should be stored in a secure place with limited access to designated people, in line with data protection laws. 

The Courtyard Child Protection Officer should seek social services advice on who should approach the alleged abuser.
There are legal whistle-blowing guidelines/procedures to protect anybody who reports suspected abuse and their identity remains confidential where possible.
Internal Enquiries and Suspension

· The Courtyard Child Protection Officer, in consultation with the Chief Executive, will make an immediate decision about whether any individual accused of abuse should be temporarily suspended pending further police and social services inquiries.
· Irrespective of the findings of the social services and police inquiries, the Courtyard Disciplinary Committee will assess all individual cases to decide whether a member of staff or volunteer can be reinstated and how this can be sensitively handled. The welfare of the child should remain of paramount importance throughout.
PROCEDURAL GUIDELINES ON RECEIPT OF A DISCLOSURE FROM A CHILD/YOUNG PERSON

1) If the alleged abuse is of a nature requiring the involvement of social services or police, do so immediately.

2) When collecting information for Social Services or the police about suspected abuse, ensure that a detailed record is made at the time of the disclosure/concern. 
Where possible, include the following:

· The child’s name, age and date of birth.

· The child’s home address and telephone number.

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

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

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

· A description of any visible bruising, if relevant, or any indirect signs of abuse, such as behavioural changes.

· Details of any witnesses to the incident(s).

· The child’s account, if it can be given, of what has happened.

· A record of whether the parents have been contacted and, if so, what has been said.

· A record of whether anyone else has been consulted and, if so, what has been said.

· A record of who has been alleged to be the abuser, if this has been specified.

3) Ensure that advice is sought from social services about who should approach the alleged abuser.

4) Referral to the police or social services should be confirmed in writing within 24 hours and the name of the contact who took the referral should be recorded.

Further guidance is available from the NSPCC Child Protection Helpline on 0808 800 5000 or Childline 0800 1111.

Recruitment of Staff and Volunteers

The Courtyard recognises that anyone may have the potential to abuse children/vulnerable adults in some way and that all reasonable steps should be taken to ensure unsuitable people are prevented from working with them. 

· Pre-appointment checks for permanent or contractual staff (whether paid or voluntary) who may, either frequently or occasionally, have unsupervised access to children will include the following steps:

1) The applicant will complete an application form which will elicit information about the applicant’s past, including a responsibility to declare any criminal record.


2) Consent will be obtained from an applicant to seek information from the Criminal Records Bureau and an Enhanced Disclosure check will then be undertaken. Applicants will provide evidence of identity (passport or photo driving licence) and address as part of the Enhanced Disclosure check process.


3) The applicant will provide two confidential references regarding previous work with children. These references will be taken up and confirmed through telephone contact and followed up in writing.


· For permanent appointments where unsupervised access to children is not anticipated to be likely, the pre-appointment checks will include the following steps:


 1) The applicant will complete an application form which will elicit information about   
  the applicant’s past, including a responsibility to declare any criminal record.

 2) The applicant will provide two confidential references.
       
 3) Successful applicants will provide evidence of identity (passport or photo driving 
  licence) and address.

       

· For cast members and crew of in-house productions featuring children:


1) A self-declaration about any criminal record regarding children/vulnerable adults will be requested. 

2) Procedures to make sure that artists do not find themselves alone with children or vulnerable adults should be a standard part of production planning. Children will be assigned a CRB checked chaperone who will be responsible for them from the point of signing in for each performance.

    3) At the start of the rehearsal process, the Child Protection Officer will equip the      
   cast members with a copy of the Child Protection Policy and discuss the good 
   practice guidelines highlighted therein.
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