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Introduction
These guidelines have been developed in co-operation with Community Development Agency for Herts (CDA) and have been approved by the HACRO trustees. They apply to all staff and volunteers working with prison visitors. Some of the guidelines only apply to those supervising children directly in the Children’s Play Area, in which case CDA has responsibility for ensuring the Policy is followed. The Trustee with responsibility for the activities within prisons will notify the CDA. All activities are overseen by the Chairman.
These guidelines are due for review by January 2019.

HACRO and its partners create an environment in which children and young people are safe from abuse and in which any suspicion of abuse is promptly and appropriately responded to. In order to achieve this we will:

1. EXCLUDE KNOWN ABUSERS (applies to all staff and volunteers working in areas where children are routinely present, such as the Visitors’ Centre)
1.1 It will be made clear to applicants that the work we do is exempt from the provisions of the Rehabilitation of Offenders Act 1974.

1.2 All persons applying for work, whether voluntary or paid, who are shortlisted will be interviewed by a panel of at least two before an appointment is made. All applicants will be asked to provide at least two references. In the case of applicants with unexplained gaps in their employment history, or who have moved rapidly from one job to another, explanations will be sought.

1.3 All persons will be subject to Disclosure and Barring Service Checks prior to their employment or recruitment as volunteers. These will be at the enhanced level and subject to the annual update service for those working directly with children.
1.4 All persons appointed will be submitted to Health checks and will not be allowed unsupervised access to children until such checks are returned clear. 
1.5 All appointments, both paid and voluntary, for work supervising children (such as the Visits Hall play area) will be subject to a probationary period of 6 months and will not be confirmed unless CDA is confident that the applicant can be safely entrusted with children and young people.
2. PREVENT ABUSE BY MEANS OF GOOD PRACTICE 
2.1 Adults will not be left alone with individual children or with small groups. An adult who needs to take a child aside - for example, for time out after behaviour which needs improvement - will inform colleagues and where necessary leave doors ajar.

The remainder of these guidelines apply only to staff and volunteers directly supervising children – for example in a Visits Hall Play area (where the guidelines are applied by CDA)
2.2 Parental consent will be sought through the registration procedure for those, other than Staff, who leave their child in the care of another adult.

2.3 Adults who have not been registered as ‘fit persons’ as stipulated by the terms of the Registration with Social Services will not take children unaccompanied to the toilet.

2.4 Children will be encouraged to develop a sense of autonomy and independence through adult support in making choices and in finding names for their own feelings and acceptable ways to express them. This will enable children to have the self-confidence and the vocabulary to resist inappropriate approaches.

2.5 The projects will permit constant supervision of children.

3. SEEK OUT AND SUPPLY TRAINING (applies only to those supervising children)
3.1 Child supervisors will seek out training opportunities to ensure that they recognise the symptoms of possible physical abuse, neglect, emotional abuse and sexual abuse. 
3.2 Training will also aim to equip child supervisors with strategies to deal with abusive behaviour on all projects.

4 RESPOND APPROPRIATELY TO SUSPICIONS OF ABUSE
4.1 Changes in children’s behaviour will be investigated. Suspicions will be referred as appropriate to the Social Services department.

4.2 All such suspicions and investigations will be kept confidential, shared only with those who need to know. The people most commonly involved will be the member of Staff, the Project Co-ordinator and the Chief Executive of the relevant organisation and if necessary the Chair of the Board of Trustees of HACRO.

4. KEEP RECORDS
5.1 Whenever worrying changes are observed in a child’s behaviour, physical appearance or condition. A specific and confidential record will be set up, quite separate from the usual on-going records of children’s progress and development. The record will include, in addition to the name, address and age of the child, timed and dated observations describing objectively the child’s behaviour/appearance, without comment or interpretation; where possible, the exact words spoken by the child, the dated name and signature of the recorder.

5.2 Such records will be kept secure in a separate file and will not be accessible other than the Staff and Chair.

5.3 Registration information will inform parents that such records will be kept.

5. LIAISE WITH OTHER BODIES
6.1 CDA operates in accordance with local Authority guidelines. Confidential records kept on children about whom the Project Managers are anxious will be shared with the Social Services Dept. if the staff feel that adequate explanations for the changes in the child’s condition have not been provided.

6.2 If a report on a child is to be made to the authorities, the child’s parents will be informed at the same time as the report is made.

6.3 The Project staff will maintain ongoing contact with the registering authority, including names, addresses and telephone numbers of individual Social Workers, to ensure that it would be easy, in an emergency, for the Staff and Social Services to work well together.

6.4 Records will also be kept of the local NSPCC contact, or others as appropriate.

6. SUPPORT FAMILIES
7.1 The Project staff will take every step in its power to build up trusting and supporting relationships between families and Staff and Volunteers.

7.2 Where abuse at home is suspected, the Project staff will continue to welcome the child and family while investigations proceed.

7.3 Confidential records kept on a child will be shared with the child’s parents. 

7.4 With the proviso that the care and safety of the child must always be paramount, the Project Staff will do all in its power to support and work with the child’s family.

There are many types of child abuse – physical and sexual, neglect and emotional abuse – and there

are abusers in every section of society. Concerns over child protection have come to the fore in recent years as the media has investigated cases, published articles and produced TV programmes and as professional bodies have recognised and acted upon the issue.

Abuse of children is not a new problem – society is now better informed about it, more able to recognise it and better equipped to deal with it. As a Project staff you may become concerned about the well being of a child – this policy and procedures have been drawn up to give you guidance about the action you should take.

ACTION CHECK LIST

1. IN AN EMERGENCY

􀀁Contact Parent/carer

􀀁Contact line manager

􀀁Write down what happened – what did you see and hear. LISTEN ONLY, DO NOT ASK QUESTIONS.

􀀁Consider whether the child’s carer should be informed – or the reasons why they

should not be informed.

2. WHERE THERE ARE GENERAL CONCERNS

􀀁Discuss with your co-worker – observing issues of confidentiality.

􀀁Write down what happened.

􀀁Write down what action you and your co-worker agreed upon or the decision that

you made.

􀀁If concerns have built up over a period of time you should discuss the issues with

line manager. In this instance, written notes should be taken over a length of time

as proof of your concerns. Always make copies as you will need to pass notes to

line manager and you need to keep a set for yourself. Please do not leave these

notes in any public area. Lock them away.

3. REMEMBER - the over-riding consideration is to safeguard and promote the welfare of children failure to discuss or record your concerns may endanger the child.

ACCIDENTS OR INJURIES OCCURRING ON THE PROJECTS

1. Apply first aid

2. Contact parent or carer of child

3. Consider calling an ambulance

4. Note in the Accident book

5. Ask the parent/carer to sign the record of the accident in the Accident book

6. Ensure that any Health and Safety measures, which may prevent a similar accident/injury, are recorded and remedied at the earliest opportunity.

REMEMBER –

- that the child remains the responsibility of the parent/carer and they should be given the

responsibility to choose the action/treatment to be given to the child. Advice may be given

by the first-aider.

- the over-riding concern is to safeguard and promote the welfare of children.

- it is important that all records are full and accurate.

1.     Principles:
The over-riding consideration is to safeguard and promote the welfare of children.

2.     Policy:

The role of the Project staff is to provide a place where children may play safely. 
3.      Procedures:

· Establish (by speaking to the parents or carers) which child is giving concern

· Write down as fully as possible what happened in the Project Log. (Several entries over a period of time may raise more concerns than one individual entry.

· Inform line manager

· Line manager will inform the local Social; Services department office, (and ask them to inform the local police).

.

The policies and procedures outlined in this document have been drawn up to provide guidance to support the implementation of our Child protection policy.
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