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Child Protection Policy  
Taken from Firstcheck, NSPCC 2006  
 
Our child protection policy  
This policy applies to all this working with the company including senior managers, the board 
of trustees, paid staff1, volunteers, students or anyone working on behalf of AmaSing.  
 
The purpose of this policy is to:  

• protect children, young people and vulnerable adults2 who receive AmaSing’s 
services. This includes the children of adults who use our services  

• provide staff and volunteers with the overarching principles that guide our approach 
to child protection 

 
AmaSing believes that a child or young person should never experience abuse of any kind. 
We have a responsibility to promote the welfare of all children and young people and to keep 
them safe. We are committed to practice in a way that protects them.  
 
We recognise that:  

• the welfare of the child / young person is paramount  
• all children, regardless of age, disability, gender, racial heritage, religious belief, 

sexual orientation or identity, have the right to equal protection from all types of harm 
or abuse  

• working in partnership with children, young people, their parents, carers and other 
agencies is essential in promoting young people’s welfare.  

 
We will seek to keep children and young people safe by:  

• valuing them, listening to and respecting them  
• adopting child protection practices through procedures and a code of conduct for 

staff and volunteers  
• providing effective management for staff and volunteers through supervision, support 

and training  
• recruiting staff and volunteers safely, ensuring all necessary checks are made  
• sharing information about child protection and good practice with children, parents, 

staff and volunteers  
• sharing concerns with agencies who need to know, and involving parents and 

children appropriately.  
 
We will ensure that all relevant members of the staff team (including fee 
paid/freelance artists) will have had an advance CRB check within the last 5 years 
 
We are committed to reviewing our policy and good practice annually 
 

                                                             
1 Includes fee paid artists 
2 All child protection policies and procedures apply equally to all those that may be described as 
children young people or vulnerable adults, even where not specified 



 
In addition the Child Protection Officer and Board Safeguarding Lead discuss safeguarding 
matters on a monthly basis, including where there are no concerns, and seek to ensure that 
practice is informed by emergent issues and national and local guidance. 
This policy was last reviewed formally on:  5th May 2020 
 
 
The policy should be read in conjunction with the following accompanying documents: 
 
 

DOCUMENT Page 
number 

Procedure for children at possible risk of abuse 3 
Form for reporting concerns about a child 7 
Dealing with allegations made against another child 10 
Behaviour code for adults working with children 17 
Photography policy 19 
Social Networking Guidance 21 
Substance Misuse Policy 23 
Away Trips 24 
Parental consent form for off-site visit 26 
Role description for named person for child protection 28 
Whistle-blowing procedure 30 
  
  

  



 
 

Procedure for children at possible risk of abuse  
This procedure applies to any paid member of staff or volunteer who may be concerned 
about the safety and protection of a child.  
 
Purpose and aim of this procedure  
We aim to ensure those children who attend AmaSing and any other children who may come 
to our attention receive the protection and support they need if they are at risk of abuse.  
 
This procedure provides clear direction to staff and volunteers at AmaSing if they have 
concerns that a child is in need of protection.  
 
Different types of abuse  
Physical abuse is violence causing injury or occurring regularly during childhood. It 
happens when:  

• a child is hurt or injured by being hit, shaken, squeezed, thrown, burned, scalded, 
bitten or cut  

• someone tries to drown or suffocate a child  
• someone gives a child poison, alcohol or inappropriate drugs  
• someone fabricates the symptoms of, or deliberately induces, illness in a child.  

 
In some cases the injuries will be caused deliberately. In others they may be accidental but 
caused by the child being knowingly put at risk.  
 
Sexual abuse occurs when someone uses power or control to involve a child in sexual 
activity in order to gratify the abuser’s own sexual, emotional or financial needs or desires. It 
may include:  

• forcing or enticing a child to take part in sexual activities, whether or not the child is 
aware of what is happening  

• encouraging children to behave in sexually inappropriate ways  
• showing children pornographic material or involving them in the production of such 

material  
• involving children in watching other people’s sexual activity or in inappropriate 

discussions about sexual matters 
 
Emotional abuse is persistent or severe emotional ill-treatment of a child that is likely to 
cause serious harm to his / her development. It may include:  

• persistently denying the child love and affection  
• regularly making the child feel frightened by shouts, threats or any other means  
• hurting another person or a pet in order to distress a child  
• being so over-protective towards the child that he / she is unable to develop or lead a 

normal life  
• exploiting or corrupting a child, eg by involving him/her in illegal behaviour  
• conveying to a child the message that he / she is worthless, unlovable, inadequate, 

or his/her only value is to meet the needs of another person. This may or may not 
include racist, homophobic or other forms of abuse 

 



 
Neglect involves persistently failing to meet a child’s physical, psychological or emotional 
needs. It may include:  

• failing to ensure that a child’s basic needs for food, shelter, clothing, health care, 
hygiene and education are met  

• failing to provide appropriate supervision to keep a child out of danger. This includes 
lack of supervision of particular activities or leaving a child alone in the house 

 
Ways that abuse might be brought to your attention  

• a child might make a direct disclosure about him or herself  
• a child might make a direct disclosure about another child  
• a child might offer information that is worrying but not a direct disclosure  
• a member of staff might be concerned about a child’s appearance or behaviour or 

about the behaviour of a parent or carer towards a child  
• a parent or carer might make a disclosure about abuse that a child is suffering or at 

risk of suffering  
• a parent might offer information about a child that is worrying but not a direct 

disclosure 
 
Talking to a child who has told you that he / she or another child is being abused  

• reassure the child that telling someone about it was the right thing to do 
• tell him/her that you now have to do what you can to keep him / her (or the child who 

is the subject of the allegation) safe 
• let the child know what you are going to do next and who else needs to know about it 
• let the child tell his or her whole story. Don’t try to investigate or quiz the child, but 

make sure that you are clear as to what he / she is saying 
• ask the child what he/she would like to happen as a result of what he/she has said, 

but don’t make or infer promises you can’t keep 
• give the child the ChildLine phone number: 0800 1111 

 
Helping a child in immediate danger or in need of emergency medical attention  

• if the child is in immediate danger and is with you, remain with him/her and call the 
police 

• if the child is elsewhere, contact the police and explain the situation to them 
• if he/she needs emergency medical attention, call an ambulance and, while you are 

waiting for it to arrive, get help from your first aider 
• if the first aider is not available, use any first aid knowledge that you may have 

yourself to help the child 
• you also need to contact your supervisor / manager or named person for child 

protection to let them know what is happening.  
 
A decision will need to be made about who should inform the child’s family and the local 
authority children’s social care department, and when they should be informed. If you have 
involved the police and / or the health services, they should be part of this decision. Consider 
the welfare of the child in your decision making as the highest priority 
 
Issues that will need to be taken into account are:  

• the child’s wishes and feelings  



 
• the parent’s right to know (unless this would place the child or someone else in 

danger, or would interfere with a criminal investigation)  
• the impact of telling or not telling the parent  
• the current assessment of the risk to the child and the source of that risk  
• any risk management plans that currently exist 

 
Once any immediate danger or emergency medical need has been dealt with, follow the 
steps set out in the flowchart that follows. 
 
Keeping a record of your concerns  
Use the example reporting form to record the concern and how it is dealt with. The relevant 
sections of the form should be completed and signed at each stage of the procedure. It can 
be used to forward information to the statutory child protection authorities if a referral to them 
is needed. The form should be signed and dated by all those involved in its completion and 
kept confidentially on the child’s file. The name of the person making the notes should be 
written alongside each entry.  
 
Useful contact details  
Supervisor / manager:  Rachael Borman Director – 07832139647 rach@amasing.org.uk 
 
Named person for child protection and safe guarding lead: Rachael Borman Director – 
07832139647 rach@amasing.org.uk 
 
 
Local police:  
 
Local authority children’s social care department:  
NSPCC Helpline: 0808 800 5000 or help@nspcc.org.uk  
 
ChildLine: 0800 1111 (textphone 0800 400 222) or www.childline.org.uk  
 
Reporting child protection concerns  
If a child is in need of emergency medical attention or in immediate danger, follow the 
procedure set out in on the section on helping a child in immediate danger or in need of 
emergency medical attention.  
 
You should then take the steps set out in the flowchart below to ensure the concern is dealt 
with.  
 
Once any immediate danger or emergency medical need has been dealt with, follow the 
steps set out in the flowchart at the end of this document.  
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

 
Member of staff has concerns about a 
child’s safety or welfare 

 
Member of staff makes notes of their concerns 
using the reporting form, and discusses them with 
supervisor / manager. The named person for child 
protection should also be involved in discussion. 

 
If the child’s family does not already know about the concern, the 
member of staff or manager discusses it with them unless:  

• a family member might be responsible for abusing the child  
• someone may be put in danger by the family being informed  
• informing the family might interfere with a criminal 

investigation 
 
If any of these circumstances apply, discussions with the family should 
only take place after this has been agreed with the local authority 
children’s social care department 

 
If there is still uncertainty about the concerns, 
the named person (or supervisor / manager if 
named person not available) can discuss with 
children’s social care department or with NSPCC 
Helpline without disclosing the identity of the 
child/family 

 
Concerned  
Named person refers to local authority 
children’s social care department and 
confirms in writing within 48 hours 

 
No longer concerned  
No further child protection action needed. 
Staff member and supervisor / manager 
decide whether to discuss the initial concern 
with other services (eg school) to ensure that 
the child’s needs are being met elsewhere 



 
 
 
 

Form for reporting concerns about a child  
 
Details of child and parents/carers  
 
Name of child:  
Gender:  Age:  
Ethnicity:  Date of birth:  
Additional needs: 
 
Name(s) of parent(s)/carer(s):  
 
Child’s home address and address(es) of parents (if different from child’s):  
 
 

 

Your details 
 

Your name: 
 
 

Your position: Date and time of incident: 

 
Report  
 
Are you reporting your own concerns or responding to concerns raised by someone else? (delete as 
appropriate): 
 
Reporting own concerns                            Responding to concerns raised by someone else  

If you are responding to concerns raised by someone else, please provide their name and position 
within the club/organisation/group:  
 
 
Please provide details of the incident or concerns you have, including times, dates, description of any 
injuries, whether information is first hand or the accounts of others, including any other relevant 
details:  
 
 
 
 
The child’s account / perspective:  
 
 
 
 
Please provide details of anyone alleged to have caused the incident or to be the source of any 
concerns:  



 
 
 
 
Provide details of anyone who has witnessed the incident or who shares the concerns:  
 
 
 
Please note: concerns should be discussed with the family unless:  

• the view is that a family member might be responsible for abusing the child  
• someone may be put in danger by the parents being informed  
• informing the family might interfere with a criminal investigation 

 
If any of these circumstances apply, consult with the local authority children’s services department to 
decide whether or not discussions with the family should take place.  
 
Have you spoken to the child’s parents / carers? If so, please provide details of what was said. If not, 
please state the reason for this.  
 
 
Are you aware of any previous incidents or concerns relating to this child and of any current risk 
management plan/support plan? If so, please provide details:  
 
 
Summary of discussion with supervisor/manager:  
 
 
Has the situation been discussed with the named person for child protection?  
Yes / No (delete as appropriate)  
 
If so, please summarise the discussion:  
 
 
 
 
After discussion with the supervisor/line manager and named person, do you still have child 
protection concerns?  
Yes / No (delete as appropriate)  

Have you informed the statutory child protection authorities?  
Police: Yes / No  
Date and time:  
Name and phone number of person spoken to:  
 
Local authority children’s social care: Yes / No  
Date and time:  
Name and phone number of person spoken to:  
 
Action agreed with child protection authorities:  

What has happened since referring to statutory agency(ies)? Include the date and nature of feedback 
from referral, outcome and relevant dates:  



 
 
 
If the concerns are not about child protection, details of any further steps taken to provide support to 
child and family, and any other agencies involved:  
 
 

 

 

Signed: 
 

Name and position: Date and time 

 
 

  

 
 

  

 
 

  

 
 

  

 

  



 
 
 

Dealing with allegations made against another child  
This procedure explains what to do if child protection allegations are made against another 
child involved with the organisation.  
 
Aims and purpose of procedure  
The aims of this procedure are to:  

• ensure that children who attend AmaSing, and any other children who may come to 
the attention of AmaSing are protected and supported following an allegation that 
they may have been abused by another child or young person involved with AmaSing  

• ensure that there is a fair, consistent and robust response to any allegations of this 
nature so that the risk posed to other children by the child /young person in question 
is managed effectively  

• facilitate an appropriate level of investigation into allegations, whether they relate to 
recent alleged activity, said to have taken place during the time that the child/young 
person in question has been involved with AmaSing, or whether they relate to abuse 
which allegedly took place prior to the child’s / young person’s involvement with 
AmaSing  

• ensure that AmaSing continues to fulfil its responsibilities towards children and young 
people who may be subject to such investigations and are in need of support  

• ensure that there is an appropriate response in situations where allegations are 
unfounded or deemed to be malicious in origin 

 
The purpose of the procedure is to provide a clear direction to staff that are called upon to 
deal with such allegations and to manage investigations and care plans which may result 
from them.  
 
This procedure applies to:  

• any member of staff (including fee paid artists), volunteer or trustee to whom an 
allegation of abuse has been made which suggests that another child or young 
person is responsible  

• anyone in a managerial position, including the named person for child protection, line 
managers and supervisors, who may be required to deal with such allegations and 
manage investigations and care plans that result from them 

 
Different types of abuse  
Types of abuse that one child might inflict upon another are most likely to be either physical 
abuse or sexual abuse.  
 
Physical abuse is violence causing injury or occurring regularly during childhood. It 
happens when:  

• a child is hurt or injured by being hit, shaken, squeezed, thrown, burned, scalded, 
bitten or cut  

• someone tried to drown or suffocate a child  
• someone gives a child poison, alcohol or inappropriate drugs  
• someone fabricates the symptoms of, or deliberately induces, illness in a child  



 
 
In some cases the injuries will be caused deliberately. In others they may be accidental but 
caused by the child being knowingly put at risk.  
 
Sexual abuse occurs when someone uses power or control to involve a child in sexual 
activity in order to gratify the abuser’s own sexual, emotional or financial needs or desires. It 
may include:  

• forcing or enticing a child to take part in sexual activities, whether or not the child is 
aware of what is happening  

• encouraging children to behave in sexually inappropriate ways  
• showing children pornographic material or involving them in the production of such 

material  
• involving children in watching other people’s sexual activity or in inappropriate 

discussions about sexual matters.  
 
Emotional abuse is persistent or severe emotional ill-treatment of a child that is likely to 
cause serious harm to his/her development. It may include:  

• persistently denying the child love and affection  
• regularly making the child feel frightened by shouts, threats or any other means  
• hurting another person or a pet in order to distress a child  
• being so over-protective towards the child that he / she is unable to develop or lead a 

normal life  
• exploiting or corrupting a child eg by involving him / her in illegal behaviour  
• conveying to the child the message that he / she is worthless, unlovable, inadequate, 

or only valuable insofar as they meet the needs of another person. This may or may 
not include racist, homophobic or other forms of abuse.  

 
Neglect involves persistently failing to meet a child’s physical, psychological or emotional 
needs. It may include:  

• failing to ensure that a child’s basic needs for food, shelter, clothing, health care, 
hygiene and education are met  

• failing to provide appropriate supervision to keep a child out of danger. This could 
include lack of supervision of particular activities or leaving a child alone in the 
house.  

 
Ways that allegations might be made against another child / young person 
involved with (name of group / organisation)  

• a child or parent/carer might make a direct allegation against another child or young 
person 

• a child or parent / carer might express discomfort with the behaviour of another child 
or young person that falls short of a specific allegation 

• another child, member of staff or volunteer may directly observe behaviour from one 
child/young person towards another that gives cause for concern 

• AmaSing may be informed by a parent or by the police or another statutory authority 
that a child or young person is the subject of an investigation 

• a child or young person may volunteer information to AmaSing that he/she has 
harmed another child or is at risk of doing so, or has committed an offence against or 
related to a child 



 
 
Child protection or bullying?  
When faced with a situation of one child or young person behaving inappropriately towards 
another, a decision needs to be made about whether the problem behaviour constitutes 
bullying or a child protection concern. This is a decision that needs to be reached by the 
named person for child protection, in consultation with the staff member responsible for the 
child, the staff member’s manager / supervisor and, if necessary, the local authority 
children’s social care department.  
 
If the conclusion is that the behaviour is an example of bullying, and if both children attend 
the group/organisation, it needs to be dealt with under the anti-bullying policy and procedure.  
 
If it is behaviour that could be described as child abuse and has led to the victim possibly 
suffering significant harm, then it must be dealt with under child protection procedures. This 
should include all incidents of sexual assault and all but the most minor incidents of physical 
assault.  
 
This checklist can be used to help inform the decision:  
 
Bullying  

• the difference of power between the bully and the person being bullied is relatively 
small 

• the bullying behaviour may be from a number of children/young people acting in a 
group rather than from one child acting alone 

• it may also, but not necessarily, be directed towards a group of other children rather 
than an individual child 

• the behaviour involves teasing or making fun of someone, excluding a child from 
games and conversations, pressurising other children not to be friends with 
someone, spreading hurtful rumours or circulating inappropriate 
photographs/images/drawings, cyberbullying eg through Facebook, Twitter or text 
message, shouting at or verbally abusing someone, stealing someone’s possessions, 
making threats, or harassment on the basis of race, gender, sexuality or disability 

• the behaviour has not previously been a concern and the bully or bullies may have 
been responding to group pressure 

• the behaviour is perceived as bullying by the victim 
 
Please note: physical or sexual assault, or forcing someone to do something embarrassing, 
harmful or dangerous is also included in the list of bullying behaviours, but are the most 
likely to constitute a child protection concern if the victim suffers significant harm as a result 
of the behaviour.  
 
Child protection concerns  

• the difference of power between the child who is abusing and the person being 
abused is significant eg there is an age difference of more than two years, there is a 
significant difference in terms of size or level of ability, the abuser holds a position of 
power (such as being a helper, volunteer or informal leader) or the victim is 
significantly more vulnerable than the other child or young person 



 
• the behaviour involves sexual assault or physical assault (other than the most minor 

physical assault) 
• the child who is the victim of the behaviour may have suffered significant harm 
• the behaviour may not necessarily be perceived by the victim as abusive, particularly 

if it is sexual in nature 
• the behaviour is not a one-off incident and is part of a pattern of concerning 

behaviour on the part of the child or young person who is abusing 
• the behaviour, if sexual, is not part of normal experimentation that takes place 

between children and young people 
 



 
Sexual abuse or normal experimentation?  
All children and young people develop an interest in their own sexuality from a young age, 
and seek to learn about sex from their peers. It is important not to label normal, healthy 
behaviour as deviant or abusive. It is equally important not to allow sexually abusive 
behaviour perpetrated by one child or young person towards another to go unchecked, as 
this is harmful both for the victim and the perpetrator.  
 
There are ways of assessing whether sexual behaviour between children and young people 
is abusive or not. Indicators of abusive behaviour include:  

• there is a significant difference in age, dominance or understanding between the 
children/young people  

• the behaviour was accompanied by the use of threats or bribes  
• the behaviour was carried out in secret 

 
For the purposes of this procedure however, it is enough to say that if there is any question 
that the behaviour could be abusive, the matter should be discussed with the local authority 
children’s social care department or with the NSPCC Helpline (0808 800 5000).  This can 
initially take place without the names of the children or young people being disclosed, 
although such information will have to be provided if the view of the children’s social care 
department or the NSPCC is that the behaviour may constitute significant harm and that an 
investigation is needed.  
 
What to do if you have child protection concerns  
 
Is the child who has been allegedly abused, or the child who has allegedly perpetrated 
the abuse, in immediate danger or does either of them need emergency medical 
attention?  

• if either child is in immediate danger and is with you, remain with him/her and call the 
police if you are unable to remove the danger yourself 

• if the child is elsewhere, contact the police and explain the situation to them 
• if a child needs emergency medical attention, call an ambulance and, while you are 

waiting for it to arrive, get help from your first aider 
• if the first aider is not available, use any first aid knowledge that you may have 

yourself to help the child 
• you also need to contact your supervisor/manager or named person for child 

protection to let them know what is happening 
 
A decision will need to be made about when and who should inform the families of both the 
child who has been abused and the child who has allegedly perpetrated the abuse, as well 
as the local authority children’s services department.  
 
If the child who is the alleged victim is not known to AmaSing it is not our role to inform the 
child’s family.  Even if the child who is the alleged victim is known, the police and/or the 
health services should be part of the decision making process if they have been contacted.  
The paramount consideration should always be the welfare of the children and young people 
involved. Issues that will need to be taken into account are:  

• the children’s wishes and feelings  



 
• the parents’ right to know (unless this would place the child who has allegedly 

perpetrated the abuse in danger, or would interfere with a criminal investigation)  
• the impact of telling or not telling the parents  
• the current assessment of the risk to the child who has been abused and the source 

of that risk  
• the current assessment of any risk to the child who has allegedly perpetrated the 

abuse and the source of that risk  
• any risk management plans that currently exist for either child.  

 
Once any immediate danger or emergency medical need has been dealt with, the 
procedure set out below should be followed:  

  
1. The member of staff who has been informed of the allegation or who has the  

concern, should make notes of what he/she has been told or of his / her direct 
concerns using the reporting form, and should discuss these with his / her 
supervisor/manager within 24 hours. The named person for child protection should 
also be involved in the discussion.  

 
2. If both children / young people are known to (name of group / organisation) and if 
their  

families do not already know about the allegation or concern, the member of staff, 
manager or named person should discuss it with them unless:  
• the view is that someone (for example the child who has allegedly perpetrated  

the abuse) may be put in danger by the family being informed  
• informing the family might interfere with a criminal investigation 
 
If any of these circumstances apply, discussions with the families should only take 
place after this has been agreed with the local authority children’s social care 
department.  
 

3. If only the child who is alleged to have harmed another child is known to AmaSing, 
then, subject to the considerations set out in above, discussions with only this child’s 
family should take place.  

 
4. The child who is the subject of the allegation should also be informed of what has  

been said about him/her. However, if the view is that children’s social care or the 
police should be involved, the child should only be informed after discussion and 
agreement with these agencies. These agencies may have views about what 
information should be disclosed to the child / young person at this stage.  

 
5. If there is still uncertainty about whether the allegation or concern constitutes a child  

protection issue, the named person (or supervisor / manager if named person not 
available) should discuss with children’s social care department or with the NSPCC 
Helpline without disclosing the identity of either child / family.  

 
6. If, having discussed the situation fully and taken advice if necessary, the  

manager/supervisor and the named person concludes that the alleged behaviour 
does not constitute a child protection issue, then consideration should be given to 



 
whether the anti-bullying policy and procedure should be used (if both children are 
known to the organisation) and whether either or both children should be referred for 
other services.  

 
7. If the view is that the behaviour does indeed amount to a child protection issue, the  

named person should refer both children to the local authority children’s social care 
department and confirm the referral in writing within 24 hours.  

 
8. Pending the outcome of the referral to the children’s social care department and the  

possible investigation or assessment that may follow from this, any risk that may be 
posed to other children by the child who has allegedly harmed another child will need 
to be carefully managed. This should be done on an inter-agency basis in 
accordance with procedures developed by the local safeguarding children board for 
children who display harmful behaviour towards others.  
 

9. The named person should enquire of the children’s services department whether  
these procedures are being used and, if so, should ask to be involved in or at least 
kept informed of inter-agency decisions made in accordance with these procedures.  

 
10. If the procedures are not being used but AmaSing remains concerned that the 

child/young person could pose a risk to other children, then the named person and 
the manager should consider whether the child / young person can continue to be 
involved with AmaSing and, if so, on what basis. This is a situation that needs to be 
kept under regular review as the investigation and assessment conducted by the 
statutory agencies is carried out and reaches a conclusion. It may also need to be 
reviewed regularly following the conclusion of the assessment process, as the child 
or young person may be receiving support that should, with time, reduce the level of 
risk he / she presents.  

 
11. If the allegation is found to be without substance or fabricated, AmaSing will consider 

referring the child who was said to have been harmed to the children’s services 
department for them to assess whether he/she is in need of services (for example, 
the child may have been abused by someone else).  

 
12. If it is felt that there has been malicious intent behind the allegation, AmaSing will 

discuss with the police whether there are grounds to pursue any action against the 
person responsible  

 
What should I say to a child who says that he / she or another child is being abused 
by another child / young person?  

• reassure the child that he / she has done the right thing by telling someone about it 
• tell him/her that you now have to do what you can to keep him/her (or the child who is 

the subject of the allegation) safe 
• let the child know what you are going to do next and who else needs to know about it 
• let the child tell his / her whole story. Don’t try to investigate or quiz the child, but 

make sure that you are clear as to what he / she is saying 
• if possible, explain to the child’s parent / carer what has happened. Do this first 

without the child there, and then summarise it again in front of the child so that it is an 



 
open subject between parent/carer and child. This may enable them to talk about it 
together more easily 

• check out what the child would like to happen as a result of what he/she has said, but 
don’t make or infer promises you can’t keep 

• give the child the ChildLine phone number (0800 1111) 
• make sure that the parent / carer has support too 

 
What should I say to a child/young person who says that he/she has abused another 
child?  

• reassure the child that he/she has done the right thing by telling someone about it 
• tell him/her that you now have to do what you can to keep him/her and the child who 

has been abused safe 
• let the child know what you are going to do next and who else needs to know about it 
• let the child tell his / her whole story. Don’t try to investigate or quiz the child, but 

make sure that you are clear as to what he / she is saying 
• if there is no risk to the child from the child’s parent/carer, then explain to the 

parent/carer what has happened. Do this firstly without the child there, and then 
summarise it again in front of the child so that it is an open subject between parent / 
carer and child. This may enable them to talk about it together more easily 

• check out what the child expects to happen as a result of what he / she has said. 
Offer reassurance where appropriate but don’t make or infer promises you can’t keep 

• reassure the child that, with help, the problem can be sorted out and that what has 
happened does not make him / her an abuser for life 

• give the child the ChildLine phone number 
• remember that the child who has behaved in this way is a child in need of support 
• make sure that the parent / carer has support too 

 
Recording the concerns  
Use the reporting form to record (pp 7-9 of this document) the concern and how it is dealt 
with. The relevant sections of the form should be completed and signed at each stage of the 
procedure. It can be used to forward information to the statutory child protection authorities if 
a referral to them is needed.  
 
  



 
 

Behaviour code for adults working with children  
This has been taken from the Safe Network Are They Safe? Guide, and was originally 
adapted from policies developed by Leonard Cheshire Disability media project and NSPCC 
consultancy services. It should be read in conjunction with the policy on substance use. 
 
AmaSing behaviour code  
This behaviour code outlines the conduct expected of staff and volunteers from AmaSing, 
and staff from other organisations who engage with children and young people through 
AmaSing and its activities.  
 
It has been informed by the views of children and young people.  
 
Purpose  
Following this code will help to protect children from abuse and inappropriate behaviour from 
adults. It will also help staff and volunteers to maintain the standard of behaviour expected of 
them and will reduce the possibility of unfounded allegations of abuse being made against 
them.  
 
Upholding this code of behaviour  
All members of staff and volunteers are expected to report any breaches of this code to 
Rachael Borman (Director) under the whistle-blowing procedure or, if necessary, under child 
protection procedures.  
 
Staff and volunteers who breach this code of behaviour may be subject to AmaSing’s 
disciplinary procedures. Any breach of the code involving a volunteer or member of staff 
from another agency or organisation may result in them being asked to leave AmaSing.  
 
Serious breaches may also result in a referral being made to a statutory agency such as the 
police or the local authority children’s services department.  
 
The role of staff and volunteers  
When working with children and young people for AmaSing, all staff and volunteers are 
acting in a position of trust. It is important that staff and volunteers are aware that they may 
be seen as role models by children and young people and must act in an appropriate 
manner at all times.  
 
When working with children and young people, it is important to:  

• operate within AmaSing’s principles and guidance and any specific procedures  
• follow the AmaSing’s child protection policy and procedures at all times  
• listen to and respect children at all times  
• avoid favouritism  
• treat children and young people fairly and without prejudice or discrimination  
• value and take children’s contributions seriously, actively involving children and 

young people in planning activities wherever possible  
• ensure any contact with children and young people is appropriate and in relation to 

the work of the project  



 
• always ensure language is appropriate and not offensive or discriminatory  
• follow the ICT safety policy and report any breaches  
• always ensure equipment is used safely and for its intended purpose  
• provide examples of good conduct you wish children and young people to follow  
• challenge unacceptable behaviour and report all allegations/suspicions of abuse  
• ensure that, whenever possible, there is more than one adult present during activities 

with children and young people or if this isn’t possible, that you are within sight or 
hearing of other adults  

• be close to where others are working. If a child specifically asks for or needs some 
private time with you, ensure other staff should know where you and the child are  

• respect a young person’s right to personal privacy  
• encourage young people and adults to feel comfortable and caring enough to point 

out attitudes or behaviour they do not like  
• recognise that special caution is required when you are discussing sensitive issues 

with children or young people.  
 
You must not:  

• patronise or treat children and young people as if they are silly  
• allow allegations to go unreported  
• develop inappropriate relationships such as contact with children and young people 

that is not a part of the work of AmaSing or agreed with the manager or leader  
• conduct a sexual relationship with a child or young person or indulge in any form of 

sexual contact with a child or young person. Any such behaviour between an adult 
member of staff or volunteer and a child or young person using the services of 
AmaSing represents a serious breach of trust on the part of the staff member or 
volunteer and is not acceptable under any circumstances  

• let children and young people have your personal contact details (mobile number or 
address)  

• make sarcastic, insensitive, derogatory or sexually suggestive comments or gestures 
to or in front of children and young people  

• act in a way that can be perceived as threatening or intrusive  
• make inappropriate promises to children and young people, particularly in relation to 

confidentiality  
• jump to conclusions about others without checking facts  
• either exaggerate or trivialise child abuse issues  
• rely on your reputation or that of AmaSing to protect you  
• take unnecessary risks when common sense, policy or practice suggests a more 

prudent approach  
• adopt an attitude of complacency with regard to your own conduct.  

  



 
 

Photography policy  
Taken and amended from the Child Protection in Sport Unit website www.thecpsu.org.uk  
 
Avoid using children’s names (first name or surname) in photograph captions. If the child is 
named, avoid using his or her photograph. If the photograph is used, avoid naming the child.  
 
Use a parental permission form to obtain consent for a child to be photographed/videoed.  
 
Obtain child’s permission to use their image.  
 
Only use images of children in suitable dress to reduce the risk of inappropriate use. Some 
activities – swimming, drama, gymnastics and athletics for example – present a much 
greater risk of potential misuse.  
 
Address the use of images of children on the organisation’s website. Images accompanied 
by personal information eg this is X who likes dance – could be used by an individual to 
learn more about a child prior to grooming them for abuse.  
 
Issue written expectations of professional photographers or the press who are invited to an 
event, making clear the organisation’s expectations of them in relation to child protection.  
 
Do not allow photographers unsupervised access to children.  
 
Do not approve photography sessions outside the event/workshop/approved activity or at a 
child’s home.  
 
  



 
 
Consent form for the use of photographs and film (parents and children)  
 
AmaSing recognises the need to ensure the welfare and safety of all children.  
 
In accordance with our child protection policy we will not permit photographs, film or other 
images of children and young people to be taken without the consent of the parents / carers 
and children.  
 
AmaSing will follow the guidance for the use of photographs a copy of which is available 
from Rachael Borman 
 
AmaSing will take all steps to ensure these images are used solely for the purposes they are 
intended. If you become aware that these images are being used inappropriately you should 
inform AmaSing immediately.  
 
I (parent / carer - print name and sign)  
 
_________________________________________________________________________  
 
consent to AmaSing photographing or videoing  
 
(Name of child) 
 
_________________________________________________________________________  
 
Date: 
_________________________________________________________________________  
 
I (print child’s name and sign)  
 
_________________________________________________________________________  
 
consent to (organisation) photographing or videoing my involvement in (insert name of 
event/workshop / activity) 
 
_________________________________________________________________________  
 
 
Date: 
_____________________________________________________________________________  
 

  



 
 
Social Networking Guidance 
(informed by CWAC protocols) 

Recognise that this medium provides opportunities to effectively engage with a wide range of 
audiences, especially young people  

Understand the potential safeguarding of risks of using social media  

Provide good practice guidelines for the use of safe social media to assist the Child 
Protection Officers   with an existing presence on user interactive services to develop, review 
or update their policies and practice guidance. 

The guidance notes reflect good practice as postulated by the Home Office Task Force on 
Child Protection on the Internet. It is recognised that "technology" and its application is 
evolving at a fast pace, and safety tools are constantly developing.  

Who is this guidance for? 

Members of the Board / Child Protection Officers considering the use of social media, 
particularly:  

People responsible for promoting theatrical opportunities to children and young people  

People with designated responsibility for safeguarding children  

 

What is Social Media? 

Social Media refers to the latest generation of interactive online services such as blogs, 
discussion forums, podcasts and instant messaging. Examples  

social networking sites eg Bebo, Facebook, Piczo, Hi5, MySpace  

• micro-blogging services eg Twitter  
• video-sharing services eg YouTube  
• photo-sharing services eg Flickr  
• online games and virtual reality eg Second Life 

 

Social media is a dynamic, constantly-evolving form of communication that allows people to 
take part in online communities, generate content and share information with others. Users 
can now access interactive services across a multitude of services and devices, such as 
mobile phones, personal digital assistants (PDAs), games consoles and personal 



 
computers.  

 

Social media services are particularly popular with the young as it offers them the 
opportunity to be creative, connect with others all over the world and share interests. 

 

Policy for AmaSing: 

AmaSing have an important role in keeping children / young people safe. 

Therefore we such encourage safe and responsible use of such sites. 

It is paramount that we as an organisation use online protection / privacy. 

The Board must ensure that all people working for the company are made aware of all 
potential risks and take steps to keep all children / young people safe whilst interacting with 
our company on line. 

 

1. No friend requests from children under the age of 16. 
 
 

2. No personal details / information must be divulged – addresses / specific school to 
individual child. 

 

3. Our  website agency must pass safety checks - Safety Privacy Policy. 
 

4. Promote a culture of ‘Think before you Post’ and that we as a Board ensure all 
understand the concept of privacy to others. 
 

5. Risks associated with Social Networking: 

• Cyber bullying 
• Grooming 
• Racism  
• Plus many more. 

 

6. Reporting concerns - any concerns must be reported straight away to either Rachael 
Borman Director / Safeguarding lead.  Other bodies to whom concerns can be made 
are C.E.O.P. the child exploitation online protection. 

  



 
 

Substance Use Policy 
NO ALCOHOL, DRUGS, LEGAL HIGHS immediately before or during rehearsals, 
workshops, productions or associated meetings. 

AmaSing has a zero tolerance policy towards alcohol and drug use (including solvents, legal 
highs and misuse of prescribed drugs). This means that members, volunteers and paid staff 
will not be allowed to take part in activities if they are ‘under the influence’ (have used 
alcohol or drugs) when they arrive at sessions and that they must not use substances during 
rehearsals, performances, workshops and other meetings related to the production or 
company. The only exception will be if members aged 18 or over, and volunteers and paid 
staff attend promotional events where it may be appropriate to have a drink, but this must be 
with prior agreement / understanding and never to excess – particularly given that ‘members 
may be fulfilling an ‘ambassadorial role’.  

If members, volunteers or paid staff do attend under the influence they will be asked to leave 
and if necessary transport will be arranged or carers contacted to ensure that they get home 
safely. Similar action may be taken if anyone has a severe hangover or withdrawal 
symptoms. 

If any members are worried about their (or someone else’s) use of drugs and alcohol then 
they can talk to Rachael Borman (Director). If she thinks that it is necessary she will talk to 
the parents and / or one of the other safeguarding members on the Board.  

If members, staff or volunteers regularly present under the influence then they will be asked 
to leave the company. 

These measures are important because: 

1. Many of our members are under the age of 18. 
2. They are vulnerable to a range of risks. 
3. Other members can be affected, upset, feel unsafe, or pressured into joining in. 
4. If one person is drunk or has taken drugs there are health and safety risks for them 

as individuals and for the company as a whole.  
5. The quality of the performance can be adversely affected. 
6. The reputation of AmaSing could be compromised. 
7. Paid and unpaid staff and volunteers will be in breach of the safeguarding policy. 

  



 
 

Away Trips 
 
Additional information for trips away from home managed by AmaSing 
 
Ratio of adults to children (minimum): 
4-8 years old                       one adult to six children  
9-12 years old                     one adult to eight children  
13-18 years old                   one adult to ten children  
 
For children with disabilities the ratio may be increased depending on the requirements of 
the group 
 
Travel arrangements: 
When a minibus is hired: 

• Full insurance will be purchased and all drivers must have a full licence, compliant 
with UK legislation 

• For journeys of less than 50 miles there will be a minimum of one designated driver 
• For journeys in excess of 50 miles there will be a minimum of two designated drivers 
• Breaks will be taken on road journeys at 2.5 hour intervals (approximate, depending 

on locations of service stations etc) 
• No driver shall drive for more than 2 consecutive sessions 
• Designated drivers will not consume alcohol or use recreational / illegal drugs 

 
If travel is undertaken by rail, there will be at least two adults approved by AmaSing to 
accompany the children/young people.  At least one will be with the children/young people at 
all times 
 
Accommodation: 
If staying away, adults should sleep in separate but nearby sleeping quarters and attention 
needs to be given to adequate provision for each gender prior to the trip, together with the 
accommodation provider. 
 
Separate sleeping areas need to be provided for each gender and age group (under 8’s, 8+, 
13+) of children and young people.  Where this is not possible, arrangements need to be 
made to ensure adequate separation of the age groups within the sleeping accommodation. 
 
Safe access for the children / young people to adult leaders and to toilet facilities during the 
night will be ensured. 
 
Where possible, a floor plan and a set of dimensions of the accommodation needs to be 
obtained in advance, particularly if an advance visit is not possible. 
 
If children are staying with host families, both the children and the host family must know 
how to get hold of the adult leaders eg in case of emergency.  Children should be 
accommodated with families and in accommodation appropriate to their needs eg age, 
gender, disability. 
 



 
 
 
Consent forms: 
Parental consent forms must be obtained to include full details provided of relevant 
information eg dietary/medical requirements.  AmaSing will provide emergency information 
to the parents / guardians eg local hospital / health providers as well as their contact details 
 
Behaviour of adult leaders: 
Adult leaders will comply with the AmaSing Child Protection Policy and associated policies 
and procedures. 
 
While away with children / young people, adult leaders will not consume alcohol or use 
recreational / illegal drugs. 
  



 
 

Parental consent form for off-site visit  
 
1  Details of visit 
 
Visit to 
 

 

Description 
of activity 

 

From: 
date/time 

 

To: date/time 
 

 

Name of 
participant 

 

 
 
2  Medical information about your child  
 
Does your child have any condition 
requiring medical treatment, including 
medication? 
 

Yes / No (please delete as applicable) 

If yes, please give brief details, including 
medication to be taken and frequency 

 
 
 
 

Please outline any special dietary 
requirements your child has 
 

 

Please outline any type of medication your 
child may be given for pain/flu relief if 
necessary 

 

To the best of your knowledge, has your 
son/daughter been in contact with any 
contagious or infectious diseases in the last 
four weeks, or suffered from anything that 
might be contagious of infectious during 
that time?  

Yes / No (please delete as applicable) 

If yes, please give brief details 
 
 

 

Is your child allergic to any medication? Yes / No (please delete as applicable) 
 
 

If yes, please give brief details 
 
 

 



 
When did your child last have a tetanus 
injection? 
 

 

 
3 Declaration  

• I agree to my son/daughter receiving medication as instructed and to any emergency 
dental, medical or surgical treatment, including anaesthetic or blood transfusion, as 
considered necessary by the medical authorities present. I understand the extent and 
limitations of the insurance cover provided.  

• I will inform Rachael Borman as soon as possible of any changes in my child’s 
medical or other circumstances between now and the commencement of the journey 

• I agree to my son/daughter taking part in the visit and have read the information 
sheet 

• I agree to my son/daughter’s participation in the activities described 
• I acknowledge the need for my son/daughter to behave responsibly 

 
Name of parent/guardian (please 
print) 
 

 

Relationship to child 
 

 

Home address 
 
 

 

Contact telephone numbers: 
Home 
Work 
Mobile 
 

 

 
Name of alternative emergency 
contact (please print) 

 

Relationship to child 
 

 

Home address 
 
 

 

Contact telephone numbers: 
Home 
Work 
Mobile 
 

 

 
 
Signed (by parent / guardian)  _______________________________________________ 
 
Print name  _____________________________________________________________ 
 



 
Date  __________________________________________________________________ 
 
This form or a copy of it must be taken by the group leader on the visit. A copy should be 
retained by staff at the study support setting.  
This form should be distributed to parents with an information sheet giving full details of the 
visit.  
 

Role description for named person for child 
protection  
 
Role description  
 
Employer:  AmaSing  
Hours:  as required  
Location:  91 Woodlands Drive, Hoole, Chester, CH23QJ  
Reports to:   Director – Rachael Borman 
CRB requirement:  Appointment to this post is subject to a satisfactory enhanced CRB 
check  
 
Purpose of the role  

• To take the lead role in ensuring that appropriate arrangements are in place at 
AmaSing  for keeping children and young people safe 

• To promote the safety and welfare of children and young people using AmaSing  
 
Duties and responsibilities  
 
1. Make sure that all issues concerning the safety and welfare of children and young people 
who attend the youth club are properly dealt with through policies, procedures and 
administrative systems.  
 
2. Make sure that the workers at AmaSing, children / young people, parents / carers and the 
management committee are made aware of the procedures and what they should do if they 
have concerns about a child or children.  
 
3. Receive and record information from anyone who has concerns about a child who attends 
AmaSing workshops, events etc.  
 
4. Take the lead on dealing with information that may constitute a child protection concern. 
This includes assessing and clarifying the information, and taking decisions where 
necessary in consultation with colleagues, the chair of the management committee and 
statutory child protection agencies.  
 
5. Consult with, pass on information to and receive information from statutory child protection 
agencies, such as the local authority children’s services department and the police. This 
includes making formal referrals to these agencies when necessary.  
 
6. Consult with the NSPCC Helpline when such support is needed.  



 
 
7. Report regularly to the management committee.  
 
8. Be familiar with and work within local inter-agency child protection procedures developed 
by the local safeguarding children board.  
 
9. Be familiar with issues relating to child protection and abuse, and keep up-to-date with 
new developments in this area.  
 
10. Attend training in issues relevant to child protection from time to time and share 
knowledge from that training with workers and management committee members.  
 
11. Attend team meetings, supervision sessions and management meetings as arranged.  
 
12. Work as flexibly as may be required and carry out any other reasonable duties. 
 

Whistle-blowing procedure  
 
This procedure applies to everyone who works for AmaSing, whether on a paid or voluntary 
basis.  
 
Aims and purpose of this procedure  
The aim of this procedure is to provide a clear and transparent way for anyone who works 
for AmaSing to raise genuine concerns about acts of wrongdoing or malpractice in the 
workplace. It also aims to ensure that any concerns are dealt with effectively and in a timely 
fashion.  
 
This procedure provides managers with steps to deal with allegations, ensuring that staff and 
volunteers are not penalised for raising genuine concerns, even if those concerns prove to 
be unfounded. It also provides the means for taking disciplinary action against anyone who 
is found to have raised false concerns with malicious intent.  
 
The procedure does not apply to child protection concerns or allegations about a member of 
staff or volunteer. Concerns or allegations of this nature should be dealt with following the 
relevant procedure. 
  
1. What to do if you wish to raise a concern about malpractice  

• Speak to your supervisor, manager, or another colleague (preferably someone you 
work with closely). If your concern relates to your supervisor / manager, you should 
speak to that person’s manager. If you choose to speak to a colleague, he/she may 
nominate another responsible manager to handle your concern 

• Your manager, or the responsible manager, will arrange to meet with you as soon as 
possible to discuss your concern. This meeting can take place away from the 
workplace if necessary  

• You will be told at the meeting, or as soon as possible afterwards, what action will be 
taken to address your concern. It may not be possible to tell you the full details of the 
outcome, as this could relate to confidential third party information. If no action is to 



 
be taken in relation to your concern, you will also be informed of this fact and given 
the reasons why 

• If you do not want the person you have concerns about to know your identity, you 
should make this clear to the responsible manager at the earliest opportunity. Every 
effort will be made to respect your wishes, but it cannot be guaranteed that your 
identity will not be disclosed. If this is the case, you will be informed and any issues 
you may have about this will be discussed with you 

• If you need support in raising your concern, you may bring a work colleague or trades 
union representative with you to the meeting with the responsible manager 

 
2. What to do if someone raises a concern with you about malpractice  

• If someone tells you they are concerned about the actions of another staff member or 
volunteer, you should arrange to meet him / her as soon as possible. If you are not 
the person’s supervisor / manager, you should establish why he / she has chosen to 
discuss the concern with you. You may suggest that the person speaks to another 
responsible manager if you wish, but should not refuse to hear what the person has 
to say 

• You should approach the situation sensitively, recognising the discomfort that the 
person may feel. Offer to meet him / her away from the office if he / she wishes, and 
allow him / her to bring a work colleague or trades union representative to the 
meeting. You should also remind the person with the concern about other sources of 
support available to him/her. Some are listed at the end of this document 

• If the person reporting the concern wants his / her identity to be kept confidential, you 
should explain that this will be done if possible, but that it may not be achievable 

• Make notes of your discussions with the individual, and check the accuracy of your 
notes with him/her 

 
Deciding what action to take  
Once you have established the nature of the concern, it may be of a relatively minor nature 
and you may decide to resolve it informally 
 
If the concern appears more serious, you must consider first whether any immediate action 
is needed to protect children or a vulnerable adult. If so, you should check the child 
protection procedures to consider what action to take.  
 
You should also consider whether there is a need to involve the police and / or other 
statutory services (eg health). If so, you should contact Rachael Borman (Director) to 
discuss the matter further. Where necessary the Rachael Borman will consult one of the 
other safeguarding members of the Board. 
 
If you are not the manager of the person who is the subject of the concern, you should refer 
the matter to the person’s manager, who will decide what action to take.  
 
Conducting an investigation  
Unless the matter is relatively minor and can be dealt with informally, the responsible 
manager should arrange for an investigation to be completed as swiftly as possible. The 
investigation should also be demonstrably thorough and impartial.  
 



 
The scope of the investigation will be determined by the nature of the concern. Witnesses 
may need to be interviewed and records may need to be scrutinised. It is also possible that 
advice may be needed from someone with specialist knowledge in human resources.  
 
Once the investigation is completed, a report should be produced summarising the nature of 
the concern, the investigation process and the outcome, including specific 
recommendations. Take measures to preserve the anonymity of the person who raised the 
concern, if this has been his / her wish. If the concerns are not upheld, this should also be 
made clear.  
 
If the concern is upheld and the person at the centre of it is found to have been culpable or 
remiss in some way, the report’s recommendations should be carried out using a clear plan 
of action. The plan may include the use of disciplinary action, training, coaching, counselling, 
the implementation of new policies or procedures for the whole workforce, or a referral to the 
Independent Safeguarding Authority.  
 
If it becomes apparent during the course of the investigation that a criminal offence may 
have been committed, the police should be informed. Your own investigation may have to be 
suspended on police advice, if they decide that they need to become involved.  
 
The person who raised the concern should be informed of the outcome, but not the details of 
any disciplinary action. It may be appropriate for the person who raised the concern to be 
offered support or counselling.  
 
If the concern is unfounded and the person who raised it is found, through the process of 
investigation, to have acted maliciously or out of a desire for personal gain, it may be 
appropriate to consider disciplinary action against him/her.  
 
Recording the concerns  
The responsible manager should make accurate notes of each stage of the process, 
including the discussions during meetings, regardless of whether the concern is dealt with 
formally or informally,  
 
Copies of these notes should be given to the person who is the subject of the concern. The 
person who raised the concern should also be given copies of notes from his / her 
discussion.  
 
Notes made during the investigation and the report of the investigation, together with any 
notes relating to the outcome, should be kept on the file of the person at the centre of the 
concern. If it was requested, these notes should not reveal the identity of the person who 
reported the concerns.  
 
Further information and advice  
 
The following details may also be useful:  
 
Charity Commission: 0845 300 0218  
Public Concern at Work: 020 7404 6609  
 



 
This procedure has been adapted from the NSPCC Speak Out  


