LAPIDUS

A Protection Policy for Children, Young People, and Vulnerable Adults

This policy statement outlines Lapidus’s Child Protection Policy for all workers (including staff, contractors, consultants, volunteers and Board members) who may have contact with young people, children and vulnerable adults. For the purposes of this policy the term ‘young people’ includes children, young people under 18 and vulnerable adults.

Philosophy and principles
· LAPIDUS is committed to the protection of young people.

· All young people must be treated with care, respect and dignity.

· Those working with young people need to remember the trust placed in them by those whom they meet in a working context, and must wholeheartedly respect and fulfil that trust.

· Communication with young people must be open and clear.

· In line with legislation, the welfare and safety of the individual young person is paramount.

· If a complaint or criminal proceeding occurs between a Lapidus worker and a third party, as a result of the Lapidus’s direct or indirect involvement, we will treat the situation with the utmost seriousness and urgency.

LAPIDUS’s Contact with Young People
LAPIDUS workers may have direct contact with young people through creative writing and reading projects and programmes, through training, and when working with young people to plan and develop projects and programmes.  Examples include:

· Special creative writing and reading events organised for young people in partnership with others;

· Working directly with young people to plan and develop events and promotions;

· Working in partnership with other agencies;

· Involving young people in specific training events;

· Questioning and surveying young people for project evaluations;

LAPIDUS will take steps to ensure workers do not have unsupervised contact with young people.

Risk assessment
Any contact with young people requires a risk assessment (see Appendix 1). The risk assessment form helps you assess risk and prompts any action required to ensure the young person’s protection.  Once completed and acted upon, risk assessments must be sent to the LAPIDUS administrator for archiving.

LAPIDUS has a responsibility to ensure that workers in contact with young people are not placed in situations where abuse might be alleged. Workers should not find or place themselves in situations where there is unsafe equipment or materials, inadequate partner staff support, or work for which they do not have enough training or experience. Project planning should ensure the skills of the worker match the needs of the situation.

Code of practice for LAPIDUS workers
This applies to all contact with young people

· Be clear who is responsible for child protection practice at the event/meeting

· Ensure a risk assessment is carried out 

· Plan so that there is no requirement for unsupervised contact. LAPIDUS requires young people to be supervised by at least one other responsible adult (e.g. teacher, health worker)

· Do not directly ask any young person for contact details or offer your own details.

· Where an exchange of details is required, always include a third party or partner in the exchange. 

· Avoid physical contact with young people except, in exceptional cases, for reasons of health and safety.

· Do not keep information longer than LAPIDUS needs. Shred personal details when they are no longer needed.

· Make sure you understand and comply with the contents of CILIP’s ‘A Safe Place for Children’ guidance on child protection issues.

Guidance on the separate requirements for working with partners and working on LAPIDUS-led projects is included in Appendix 2.

Disclosure

Workers who disclose that they have been convicted of any offence relating to children/young people or any related disciplinary sanction will not be permitted to work on any event which involves contact with young people.

Accidents and injuries
Accident recording is normally the responsibility of the partner organisation. Where LAPIDUS is the lead or sole organiser or young people are acting on LAPIDUS direction, any accidents must be recorded. This record must be counter-signed by the person with responsibility for the individual and archived by the LAPIDUS administrator.  

Implementation
LAPIDUS will ensure that all workers receive a copy of this policy, as part of their employment handbook and the LAPIDUS induction process.
LAPIDUS expects and requires all managers to support their staff in carrying out this policy.  

LAPIDUS will offer training to all relevant workers on the protection of young people by September 2007 in conjunction with ACE. 
Monitoring and review
This policy is the responsibility of all workers who have contact with children and their LAPIDUS managers. It will be reviewed annually in July by the Vice Chair of the Board who is the responsible person on the LAPIDUS management team.  Any substantive changes that are required will be submitted to the Board for discussion and approval.

Appendix 1: Risk Assessment  

Define actions, act and record:

Project name: 










Project leader:

Date produced: 

Participants:

Risks

Probability

High  ◍   Low  ◍
Impact

High  ◍   Low  ◍
Actions to reduce probability and/or impact

 Risk assessment prompt sheet (optional)

Issue:

Response:

Action if required:

Are you working in a room with other adult supervision?

Yes ◍   No  ◍  (Tick as appropriate) 
If you may have unsupervised contact with young people are you CRB registered?

Yes ◍   No  ◍ 
Does the organisation you are working with have a child protection policy?

Yes ◍   No  ◍
Is it clear who is responsible for the young people during contact time?

Yes ◍   No  ◍
Do you have contact with young people for more than 2 hours in one day?

Yes ◍   No  ◍
Will you meet with this group of young people more than 3 times?

Yes ◍   No  ◍
Will LAPIDUS be holding any information on the young people?

Yes ◍   No  ◍
Does LAPIDUS have a partnership agreement with the organisation you are working with? 

Yes ◍   No  ◍
Will you be using photography/film/video/ recordings or live broadcast and have the appropriate consents been sought?

Yes ◍   No  ◍
Health and Safety. Are there any risks that you can see in the space/activities planned for young people? 

Yes ◍   No  ◍
Are there any other follow up actions you are aware of that you need to take?

Yes ◍   No  ◍  

Appendix 2 

Guidance on the requirements for the protection of young people when working with partners or working on LAPIDUS-led projects

1. Working with and through partners

Most contact with young people is through partner organisations such as the health service, education or charities.

Our expectations of partners:

Wherever contact is through a partner, LAPIDUS requires the partner organisation to have in place policies and practices to protect the welfare of all young people involved.  

Partners are expected to: 
· Have a Child Protection policy in place;

· Use risk assessments and take action to ensure adequate protection of young people;

· Ensure contact is supervised by a responsible person (preferably with an up to date CRB check); 

· Understand their responsibilities and ensure safe practices that protect the welfare and safety of the young person at all times;

· Follow good practice guidelines e.g. CILIP’s ‘A safe place for children’ ;

· Understand their responsibility to conform with legislation on child/adult ratios and the registration of child care activities as appropriate.

This is included in all our standard LAPIDUS partnership agreements.

2. LAPIDUS-led projects

Where the contact is on behalf of LAPIDUS and not through a partner, the LAPIDUS project manager must ensure that contact complies with:

legislation on child/adult ratios and the registration of child care activities as appropriate, see CILIP guidance (as above).

The LAPIDUS worker must ensure that:

· A risk assessment is carried out at least four weeks in advance of the event or activity;

· Appropriate action is taken to mitigate the identified risks;

· Any necessary permissions are in place from the school, local council etc and letters/forms to parents etc. have been sent out in advance;

· Contact details for responsible adults are recorded for each child attending without a parent or parent-nominated minder;

· There is a qualified first aider and first aid equipment
· Staff-child ratios and all procedures conform with the guidance in ‘A Safe Place for Children’;
· Staff supporting the event have appropriate levels of CRB checks;

· All young people have left safely after the event.

Appendix 3

Photography

Any photographs of video/film footage for possible publication must put the welfare of the young person at its centre.  This means that either:

Photographs should be composed so that recognition of individual young people’s faces impossible;
Or
Individual permission must be obtained for the photograph/film to be published in the agreed formats and for specified purposes (parent’s or guardian’s permission required for young people under 18).

A photograph/film permissions form with all the relevant prompts is attached.

Completed permissions forms must be archived with the photographs by the responsible project manager, or must be sent to the LAPIDUS Administrator for archiving (See P.8.)

Photography/Film permissions letter and form 

Dear Parent / Carer,

[add introductory paragraph about the specific project in question]

We would like to capture positive images of children and young people........

To comply with the Data Protection Act 1988, we need your permission before we can photograph your child.  Our policy on using images of children is:

We will not use the personal details or names (which means first name and surname) of any child or adult in a photograph on our website or in any of our printed publications.

We will not include personal e-mail or postal addresses, or telephone numbers, on our website or in printed publications.

If we use photographs of individual children, we will not use the name of that child to accompany the article.

We will only use images of children who are suitably dressed, to reduce the risk of such images being used inappropriately.

______________________________________________________________

I have read and understood the conditions of use.

Parent or guardian signature:..............   Date.............

Parent or guardian name (in block capitals)...............

Child’s name:................................

Contact Phone No.:...............................

Address:...........................

Appendix 4

Broadcast  (adapted from BBC guidelines)

Interviews in school time: 

Parent or guardian must know in advance about their child’s broadcast.

If interviewing a child through a school, the head teacher is empowered to give parents details of the broadcast and sign a consent form on their behalf. In loco parentis.

If the subject is particularly contentious/sensitive, written parental consent will be needed in addition to that of the head teacher.

Before recording always check the child is happy to proceed and respect their wishes if they change their mind.

If you visit a school, ensure the head teacher has a written agreement which sets out the respective responsibilities of school and LAPIDUS for child protection and health and safety.

Complete a risk assessment - whether you are visiting a school or the children are visiting external premises.

Ensure you have consent forms and store them in a locked drawer. Shred them when they are no longer needed.  

Interviews out of school hours:

If children are interviewed out of school hours, individual written parental consent is required for each child.

Accompanying adults must stay on site for the duration of the broadcast.

Security - ensure the safety of the young person’s identity

On air, never give out information which would link a child to a particular address or venue at a particular time.   Beware of jigsaw identification during the course of a programme! 

Never leave children’s personal details lying around  and erase them as soon as they are no longer needed.

Performance Licences

Performance licences may apply to children of 16 years and under in full time education who have done a ‘performance’.  Young adults of 17 and over do not need a performance licence.

Appendix 5

Recruitment and CRB checks

As an organisation working to promote and develop reading, LAPIDUS has a position of trust when working with young people.  

Some LAPIDUS positions may be considered to grant those who hold them the kind of access to children, or the kind of influence and position which, if the holder of the position were unsuitable to work with children, could place children at risk. Such positions may provide privileged access to children and are therefore included even if contact with children is not a regular part of the position. (Protection of Children Act 1999).
LAPIDUS workers have varying levels of contact with young people. LAPIDUS will treat each case on its merits, employing one of the following solutions as appropriate:

•  Requesting a standard disclosure of the Criminal Records Bureau (CRB) through our “registered body” for workers who have contact in a position of trust with young people;

•  Ensuring that a worker whose role does not normally include working with young people, completes a personal disclosure form if their position may involve occasional supervised contact.

What is a Standard Disclosure?  

Standard disclosures show spent and unspent convictions and cautions.  ‘Disclosures are only available to applicants seeking paid or voluntary work or training in an occupation which is exempt from the Rehabilitation of Offenders Act 1974.  This includes paid or voluntary work with children less than 18 years of age.’

From June 2006 standard level CRB Disclosure checks will be part of the recruitment process for all (paid or unpaid) positions which involve contact with young people in a position of trust, including:

LAPIDUS Board Members 

Administrator, LAPIDUS

Management team posts within LAPIDUS

Specific posts (employed or volunteers) relating to major programmes of work with children and young people

Freelance work related to young people

Rights and confidentiality

If a complaint or allegation is made against a member of staff he or she will be made aware of his or her rights under both employment law and internal disciplinary procedures by the Administrator.

Appendix 6

What is abuse?
Abuse is ‘the violation of an individual’s human and civil rights by any other person or persons’. 

Suspicions

If LAPIDUS workers have reasons to suspect the possible abuse of a young person, they should: 

· make the person with legal responsibility for the child, young person or vulnerable person (e.g. the teacher, health worker) aware of the problem, 

· make their concerns known to another member of staff employed at the site if the person with legal responsibility is the subject of the suspicion

· make a written note of what was witnessed and the action taken

· make their line manager (or other relevant person, such as the project organiser) aware of the situation, in case there is follow-up

Disclosure of abuse

LAPIDUS staff should be aware of the Arts Council England guidance on what to do in cases where a young person, child or vulnerable adult discloses abuse.  Advice (adapted from ACE guidance, for this policy and for library settings) includes  

· Remain calm and in control but don’t delay acting.

· Listen carefully to what is said. 

· Allow the person to tell you at their own pace and ask questions only for clarification. 

· Don’t ask questions that suggest a particular answer.

· Don’t promise to ‘keep it a secret’. 

· Use the first opportunity you have to say that you will need to share the information with others. 

· Make it clear that you will only tell the people who need to know and who should be able to help.

· Reassure the child, young person or vulnerable adult that ‘they did the right thing’ in telling someone.

· Tell the child, young person or vulnerable person what you are going to do next.

· Speak immediately to the person on site who has designated responsibility for protection of children, young people or vulnerable adults. [This is likely to be the site librarian or senior library manager responsible for the event].   It is that person’s responsibility to liaise with relevant authorities, usually social services as soon as possible after the disclosing conversation.

· Make a note of what was said, using the child’s/young person’s/vulnerable adult’s own words. 

· Note the date, time, any names that were involved or mentioned, who you gave the information to. 

· Make sure you sign and date your record. 

· In confidence, make your line manager or other appropriate colleague (for instance the project organiser) aware of the situation.

Social services will liaise with the relevant departments on a ‘need-to-know’ basis and will, if appropriate, inform the police. It is the responsibility of the authorities to determine whether abuse has occurred.

Appendix 7
Further information
LAPIDUS holds further information and guidelines at its office.

CILIP -  “A safe place for children” 

www.cilip.org.uk/professionalguidance/sectors/youngpeople/safeplaceforchildren  

ACE guidance on child protection : Keeping Arts Safe (access via www.artscouncil.org.uk)

The Protection of Children Act 1999: A practical guide to the Act for all organisations working with children

www.info4local.gov.uk/searchreport.asp?id=26035&heading=e-mail+alert

Criminal Records Bureau website : 

www.crb.gov.uk   and information line : 0870 90 90 811

Disclosures service information: 

www.disclosure.gov.uk
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