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This policy should be used in all 14-19 learning programmes, including work experience programmes.

This policy should be read in addition to and in conjunction with existing Herefordshire Council Safeguarding Children Policies and Procedures available at www.herefordshire.gov.uk/hscbSafeguardingChildrenProcedures
All providers of 14-19 learning with their own organisational safeguarding children/child protection policies should ensure that these are consistent with this policy.

Introduction
The Children and Young People’s Directorate 14-19 Team have adopted this policy in order to ensure that all young learners and their parents/carers in the county feel assured that their learning is carried out in a safe and caring environment. 

The policy seeks to be consistent with DCSF guidance and legislation and also the concepts inherent in Every Child Matters in that the personal development of each child is taken into account and meets the government’s aim for every child to:

· Be healthy 

· Stay safe 

· Enjoy and achieve 
· Make a positive contribution
· Achieve economic well-being

This is a most important area to consider, particularly when working with 14-16 year old learners. Anyone under the age of 16 is a ‘minor’ for the purposes of the law. Work with learners over 16 and learners with special needs may require assessment on a case-by-case basis. 

The purpose of the policy is to ensure

· That all 14-19 staff, sub-contractors and work place providers realise the importance of and understand child protection issues and their duty of care for young learners

· Common procedures across the county 

· Clear roles and responsibilities for staff that are understood

· Secure environments for young learners 

· Good communications between all participating providers

· Effective recording and evaluation procedures

The Children and Young People’s Directorate 14-19 Team will respond to and circulate any changes in legislation and guidelines to all providers

Key issues

1
The vulnerability of the learner may arise for a variety of reasons:

· Special Needs

· Age and level of maturity

· Personal circumstances of the learner

· Substance misuse

· Personal qualities of the learner

Providers need to take risk factors into consideration when placing learners on programmes or in placements and therefore must be informed by schools of any relevant information within the bounds of Data Protection legislation.

2
The specific circumstances of the programme/work placement need to be assessed and communicated to all partners:

· Learners working alone with a particular adult as part of a programme or placement (e.g. a sole trader, self-employed person)

· Learners working with individual staff or employees for long periods

· The length of time of one-to-one working

· The gender of the individuals involved

· The nature of the working environment (e.g. individual tuition or a decorator working alone relative to open classrooms, open plan offices, retail locations or large factories)

· Placements at a distance from learner’s home and/or overnight stays in the workplace or other accommodation. As a general principle, ‘minors’ are not allowed to undertake work experience outside the U.K. and it is inadvisable for post-16 learners.

3
Schools and providers must be able to show evidence that they have discharged their duty of reasonable care in relation to Child Protection and Health and Safety in accordance with DCSF guidance and relevant legislation.

4
Supervising staff should be suitable and hold an enhanced CRB (Criminal Records Bureau) check.
5
It is essential that school staff communicate closely with other provider and employer staff to ensure that difficult circumstances are avoided by the provision of relevant profiling and information about the learner within the bounds of Data Protection issues. A preparatory meeting, to exchange relevant information, should be held between partner providers before learners start partnership programmes or work experience placements. 

1
General Procedures
1.1
All organisations working with young learners in Herefordshire must officially adopt a Safeguarding Children Policy. This can be their own organisational policy or this one. In the former case, providers must ensure that their policy is consistent with this one. Schools already have a statutory duty to have a child protection policy.

1.2
A designated contact in all provider and employer organisations should be identified as a Safeguarding Coordinator with that responsibility articulated in their job description.  These members of staff should have close communication with staff responsible for work related learning and work experience programmes and be suitably trained in child protection and safeguarding.

1.3
Any staff members or employees in an organisation that have contact with young learners should be made aware that they have a duty of care for young people, understand child protection issues and procedures and be alert to possible problems.

1.4
All staff or employees working with learners under 18 will need an enhanced CRB check in accordance with current legislation. Staff who are not police checked should not have ‘substantial unsupervised access’ with young learners – discretion must be exercised in deciding exactly what this means in specific circumstances. Periods spent alone with a young learner can amount to substantial unsupervised access; time spent with young learners in an open area with others present may not be deemed to be substantial. Police checks should ideally be completed for all 14-19 staff including those at colleges, training providers and employers. It is a mandatory requirement that school staff are CRB checked.

1.5
All employers should be encouraged to complete CRB checks voluntarily through Herefordshire Council. 

1.6
Work Experience placements are of varying lengths of time. For short periods, CRB checks may be unnecessary, depending on the circumstances. However for longer periods (10 days or more) they will almost certainly be advisable.

1.7
Schools retain the overall duty of care for all their learners when they are on partnership programmes or work placements. School procedures need to ensure regular checks of their learners’ welfare and safety e.g. visits which allow individual discussion with the learner and telephone contact numbers given to the learner

CHILD CONCERN AND CHILD PROTECTION
These are the two sides to consider when safeguarding children to ensure that the ‘duty of care’ for the welfare of young people is fulfilled and they are safe and protected. Both are included in this policy and need to be considered from both the staff and the learner’s point of view.

2
Child Concern Procedures
2.1
Staff and employees must be appropriately trained to ensure that they are both competent and confident in working with young learners. 
2.2
Providers should follow the agreed local Safeguarding Children Policy and Procedures as approved by the Herefordshire Safeguarding Children Board and available on the website www.herefordshire.gov.uk/hscbSafeguardingChildrenProcedures
The CAF is now becoming standard practice across the local authority when working with individuals and assessing their needs.
2.3
Providers and employers must have a Health and Safety Policy

2.4
Health and Safety issues must be risk assessed by providers to ensure that appropriate facilities, equipment, information and supervision are provided to ensure learners are not at risk. Records must be kept of risk assessments and available to all provider partners and parents/carers. See 14-19 EManual WEX Guidance
2.5
Learners should be recruited for programmes and placements that not only match their aspirations and skills, but also their personal circumstances e.g. learners should not be placed with employers where personal relationships might not be conducive to their welfare or achievement on the course

2.6
All partners involved in working with young learners need to ensure that appropriate profiling and information is made available to enable providers and employers to accommodate specific circumstances or vulnerable learners e.g. if a learner has a background of difficult relationships with small children, it is inappropriate to place them in a primary school or nursery setting. Work Experience co-ordinators should inform providers of particular circumstances in placements e.g. sole traders or vulnerable learners

2.7
A preparatory meeting should be held between partner providers before learners start partnership programmes or work experience placements to exchange relevant information. It is incumbent on school staff to communicate closely with other provider and employer staff to ensure that difficult circumstances are avoided by the provision of relevant profiling and information within the bounds of Data Protection issues.

2.8
Supervision of all programmes and placements should be undertaken by the work related learning coordinator in the school in partnership with the work based learning provider manager and/or the Education Business Link Manager for Herefordshire.

3
Child Protection Procedures
Young learners must be protected from abuse, but the signs can be difficult to identify. There are four standard categories of abuse as identified by the government and some indicators are listed below.

It is helpful to keep a record of your concerns for possible later use.  

Physical Abuse

Any form of non-accidental injury or failure to protect a child from injury.
This can involve hitting, shaking, throwing, poisoning, burning, scalding, drowning, and suffocating. It is against the law to discipline a child by deliberately doing any of these things. Physical abuse can also result when a parent or carer deliberately causes the ill health of a child in order to seek attention: this is called Fabricated or Induced Illness. Symptoms that indicate physical abuse include:

· Bruising, which reflect hard marks or fingertips from slapping or pinching. 

· Injuries that cannot be explained (or that an explanation does not fit with the injury) on any part of the body

· Finger mark bruising or grasp marks on the limbs or chest of a small child

· Bite marks, broken bones 

· Burn and scald marks; small round burns that could be caused by a cigarette

· Depression, withdrawn behaviour

· Large numbers of scars of different sizes or ages

· Children who have been physically hurt can be fearful of others. They may also wear inappropriate clothes in order to cover their injuries and be resistant to explaining how the injury happened.

· Running away from home

· Reluctance to get changed

Emotional Abuse

Emotional abuse happens when a child’s need for love, security, praise and recognition is not met. Some level of emotional abuse is involvement in all types of ill treatment of a child. Emotionally abusive behaviour occurs if a parent, carer or authority figure is severely or persistently hostile, rejecting, threatening or undermining. It can also result when children are prevented from social contact with others, or if developmentally inappropriate expectations are imposed upon them. Symptoms that indicate emotional abuse include:

· Excessively clingy or attention-seeking behaviour

· Very low self esteem or excessive self-criticism

· Excessively withdrawn behaviour or fearfulness

· Anxious behaviour, such as rocking, hair twisting or self harm

· Lack of appropriate boundaries with strangers; too eager to please

· Eating disorders and failure to thrive and grow

· Exhibiting self harm behaviour

· Sudden speech disorders

Neglect

Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, causing damage to their health and development. It may involve a parent or carer failing to provide adequate food, shelter or clothing, failing to protect a child from harm or danger, or failing to access appropriate medical care and treatment when necessary. It can exist in isolation or in combination with other forms of abuse. Symptoms of physical and emotional neglect can include:

· Inadequate supervision; being left alone for long periods of time

· Constantly hungry, may look too thin, too fat and/or undernourished

· Constantly dirty or in an unkempt, unwashed state

· Lack of stimulation, social contact or education

· Inadequate nutrition, leading to ill-health – a child may look too thin, too fat and/or undernourished

· Failure to seek or to follow medical advice such that a child’s life or development is endangered

· Repeated wearing of inappropriate clothing for the weather

Sexual Abuse

of the child by any person, whether or not that child is aware of what is happening The actually or likely sexual exploitation.  

Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities. This may include physical contact, both penetrative and non-penetrative, or involve no contact, such as watching sexual activities, harassment or looking at pornographic material. Encouraging children to act in sexually inappropriate ways is also abusive. Under the Sexual Offences Act 2003, any sexual activity – contact or non-contact – with a child under the age of 13, is a crime. Symptoms of sexual abuse include:

· Allegations or disclosure

· Genital soreness, injuries or discomfort

· Sexually transmitted diseases; urinary infections

· Excessive preoccupation with sex; inappropriately sexualized play, words or drawing

· A child who is sexually provocative or seductive with adults

· Older children and young people may additionally exhibit:

· Depression

· Drug and/or alcohol abuse

· Eating disorders; obsessive behaviours

· Self mutilation; suicide attempts

· School/peer/relationship problems

· Some members of our communities hold beliefs that may be common within particular cultures but which are against the law in England, such as forced marriage or female genital mutilation. 
To these may be added domestic violence that can cause emotional or physical harm and leave young people vulnerable to other forms of abuse or bullying.

3.1
Any cases or allegations of suspected or identified abuse must be considered and pursued 

3.2
If a learner needs urgent medical attention, 999 should be called and the police and parents/ carers informed

3.3 If a learner needs immediate protection, he/she should be removed to a place of safety and the parents/ carers informed

3.4
All other concerns that a young person may be suffering, or at risk of suffering, abuse or neglect should be reported to the nominated Safeguarding Coordinator or line manager who will refer it to the Children’s and Young People’s Directorate Safeguarding Officer. (See 5 Making a Referral) who will seek to clarify the nature of the concern and whether immediate action is needed to make the young person safe from harm.

3.5
The member of staff or the coordinator should not discuss the matter with the parent/carer until the Children and Young People’s Directorate Safeguarding Officer has been consulted.

3.6
Where there is a clear allegation or strong suspicion or evidence of abuse, there must be no delay in making a referral to the Directorate.

Where there is no clear evidence or allegation but suspicion exists that abuse may have occurred, a preliminary consultation with the Children and Young People’s Directorate Safeguarding Officer or Social Care (Children) Duty Team should take place without delay.

Where the level of risk remains unclear consultation should be sought with the Children and Young People’s Directorate Safeguarding Officer or Social Care (Children) Duty Team to discuss whether a referral is appropriate.

3.7
Within 24 hours the referrer should learn from the Children and Young People’s Directorate what, if any, action will be taken. A written statement by the referrer within 2 working days must follow up the telephone information to the Children and Young People’s Directorate Safeguarding Officer

3.8
Confidentiality must be maintained at all times by all members of staff involved in a case. 

3.9 Under no circumstances should a member of staff attempt to carry out any investigation into allegations or suspicions of abuse. It is the task of the Children and Young People’s Services Safeguarding Officer to investigate the matter under the Children’s Act 1989.

3.10
Referrals may lead to:

· No further action

· Directly to the provision of services or other help and/or

· A fuller assessment of the needs and circumstances of the young person, which may lead in turn to child protection enquiries

· Emergency action to safeguard the young person

· Safeguarding enquiries being undertaken

4
Recording and Reporting Child Concern and Protection Issues
4.1
The member of staff should inform their nominated Safeguarding Officer about their concerns without delay. Should the child protection coordinator not be available, a nominated deputy or line manager should be contacted and they will make the referral.

4.2
An accurate written record should be made as soon as possible by the member of staff involved. Records should be in words as close to the exact words that were used, without leading or prompting, and include the questions asked. 

4.3
The referrer, usually the Safeguarding Officer, will telephone the Children and Young People’s Directorate Safeguarding Officer who as appropriate, will inform appropriate service officers for the area where the young person lives and relate the information. The written statement should be made available as part of the referral to the Children and Young People’s Directorate Safeguarding Officer.

4.4
A written referral will need to be made to the Children and Young People’s Directorate Safeguarding Officer within 2 working days of the telephone referral.

4.5

The member of staff and the coordinator may be required to participate in related multi-agency strategy meetings and child protection case conferences.

4.6
The written statement and all official records should be kept in a safe and secure place, separately from other young persons’ records, preferably in the Manager’s room in a locked cabinet. They are not open to parents/carers or other staff to examine. 

4.7
These procedures will be reviewed annually and amended as necessary by the 14-19 Strategy Manager in discussion with the Safeguarding Officer and will be circulated as an update to the 14-19 Manual. Where there is an emergency change that needs to be disseminated, the 14-19 Strategy Manager will call an emergency meeting.

5
Making a referral 

5.1

The Children’s and Young Peoples Directorate must be contacted before parents / carers are informed about any concern of sexual abuse or any other situation where a judgement is made that informing parents/carers is likely to place the young person at greater risk of significant harm.

Staff will be advised by the Children’s and Young Peoples Directorate whether or not to inform the parents/carers prior to a referral being formally made. This will take into account any immediate danger that the young person might be placed in.

5.2

The referral may be made by the Safeguarding Officer of the provider organisation involved or by 14-19 Team staff members as appropriate.

5.3

Referrals must be confirmed in writing using the following headings within 2 working days of the initial telephone contact. 

· Young person’s name, address, phone number, date of birth, school
· Details of other family members known
· Name, job and contact details of referrer
· Details about concerns and how and why the referrer has become concerned
· Current whereabouts of the learner
· The written statement from the member of staff involved including date, time, what the referrer was told and by whom, what they heard or observed and what they did
· Details of any agencies believed to know the young person or family
· Name of the General Practitioner and Health Visitor where known
· Nature of the learner’s and family’s relationship with the referrer
· The learner’s past and current circumstances and behaviour
· The learner’s and family’s race, religion, culture, language and whether an interpreter might be needed
· Any disability that the learner or parent/carer might have and any communication help needed
· The referrer’s view about the needs of the learner and the family
Do not delay making the referral even if all the information above is not available. 

NB. If a Safeguarding Coordinator does not agree or pursue a concern, it may be appropriate for staff members to contact Children’s Services directly.
5.4

The Children’s and Young Peoples Directorate should decide on the next course of action within 24 hours of the referral. This will normally follow discussion with the referrer.  Existing records and information from other agencies, including the Police will be considered.

5.5

The Children’s and Young Peoples Directorate will respect wishes for anonymity by members of the public, where they have made concerns known. However the Directorate will need to know their identity, contact details and relationship with the young person. Personal details about the informant will only be disclosed with the referrer’s/informant’s consent. However it is possible that the circumstances of the referral will make it difficult to protect anonymity. 

5.6

If a case is referred to the Safeguarding Service that may constitute a criminal offence against the young person, police may be informed. But this will normally take place during a Strategy Discussion meeting. If it is clear that a serious criminal offence has been committed, the Children’s and Young Peoples Directorate should inform the police on receipt of the referral.

5.7

If the Children’s and Young Peoples Directorate decides to take no further action at this stage, the referrer must be informed of the decision.

5.8

A Safeguarding Case Conference will be convened by the Children’s and Young Peoples Directorate if necessary.

6

Guidelines for Staff Members Responding to an Allegation from a Learner or Informant
General

· Record important points in a written statement as soon as possible after the interview

· Keep calm – do not appear shocked or disgusted

· Accept what the learner or informant says without passing judgement (however unlikely the disclosure may sound)

· Do not interrogate, but try to understand the context of the disclosures

· Keep eye contact

· Be honest

· Let them know that you will need to tell child protection officers. Do not promise confidentiality.

· Be aware that the learner or informant may have been threatened and fear reprisals for having spoken to you

· Never push for information as this can undermine any subsequent criminal investigation. If at any point the learner or informant decides not to continue, accept that and let them know that you are ready to listen should they wish to continue at any time.

Helpful things to say

· I take what you are saying very seriously

· I am pleased that you have told me. Thank you for telling me

· It isn’t your fault and you are not to blame

· I am sorry that happened to you

· I will help you

Things not to say

· Why didn’t you say anything before?

· I really can’t believe it 

· Are you sure this has happened?

· I am shocked!

· Don’t tell anyone else!

Concluding the conversation

· Reassure the learner or informant that they were right to tell you and that you will deal with it

· Tell the learner or informant what you are going to do next and tell them that you will let them know what is happening at each stage

7
Training for 14-19 Staff
Many staff members of 14-19 providers and the Children’s and Young Peoples Directorate may be dealing with a caseload that includes learners who have emotional or behavioural problems or other special needs and might find themselves in receipt of information about child abuse and would be termed ‘informants’.

Training should be made available to these staff. It is available from the Herefordshire Safeguarding Children’s Board. Managers should arrange for new and existing staff members and coordinators to undertake this training if needed during their appraisal.

8
Recruiting Staff Working with 14-19 Learners
8.1

Appointment of Staff and Recruitment issues

All staff working with 14 - 19 learners who have contact with or access to learners and their records are required to undergo the Criminal Records Bureau (CRB) enhanced check on appointment and have 2 references taken up. 

The CRB check covers 3 different areas of information

· A criminal record check indicating any convictions for the named adult

· A criminal intelligence check indicating any wider information that the police may hold on an individual, for example drug / alcohol misuse, mental health or domestic violence issues that have come to the notice of the police.

· A general registry check indicating any criminal investigation that has been conducted in relation to the named adult that has not resulted in prosecution. The lack of prosecution may be for a number of reasons, for example, the investigation may not have been presented to a court for lack of corroborative medical evidence. This is not unusual in sexual abuse situations where there has been no physical injury. This area is therefore particularly important in relation to the safety of young people. and does not mean the alleged abuse has not taken place. 

This check also highlights any intelligence about patterns of behaviour in relation to a named adult, for example where there is ‘grooming’ behaviour or whether certain age or gender would seem to have been targeted.

8.2

Advertising 14 - 19 posts 

Where appropriate, as in 14-16 posts, any materials, job descriptions or person specifications should explain that CRB checks will be undertaken and that any post will only be confirmed when the CRB check comes back clear. It is essential that all candidates for 14-19 posts undergo CRB checks if they have contact with or access to learners and their records.
8.3

Interviewing for 14 - 19 posts 

Interviewers should remind candidates at interview that enhanced CRB checks will be required if the candidate is selected and that two satisfactory references will be sought. It should be explained to ‘successful’ candidates that CRB checks do take several weeks (at least) to be returned and that candidates should ensure that all personal details and information given is correct and as full as possible to allow the check to be conducted more quickly.

8.4

Appointment of 14 - 19 staff 

A vetting and barring check should be conducted through the Children’s and Young Peoples Directorate as soon as the appointment is made.

All staff should be subject to a 6-month satisfactory probation period. Until the CRB check is returned, managers should arrange that new staff are not left in a position where they are left alone with individual learners for substantial periods of time. 

NB. For their own protection, staff members should take care not to make themselves vulnerable in any way for example by inviting a young person to visit them at home or by int6iating physical contact.
8.5

Work Placement and Sub Contracted Staff

It is incumbent on all provider staff and programme managers to ensure that all staff working with learners are subject to the policy and the procedures outlined in this policy. This is if absolutely essential where staff have one-to-one and/or substantial unsupervised access to learners.

9
Contacts and Guidance
Herefordshire Children’s Service 

In office hours: The Referral and Assessment Team 01432 261628

Out of office hours: The Emergency Duty Team 01905 768020

West Mercia Police 08457444888

Herefordshire Safeguarding Children Board 01432 260100

Safeguarding Children Policy and Procedures

NSPCC Helpline 0808 800 5000

Herefordshire PCT Safeguarding Advice 01432 363916

Herefordshire Council 

· Safer Recruitment Guidance for Educational Settings 

· Working Together
· What to do if 
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