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Paddington Farm Trust 

Safe Guarding Children Policy and Procedures 
Please note: 
Visiting Group Leaders are, in addition, expected to have their own organisational 
Safe Guarding Children Policy in place and to abide by it when using the facilities of Paddington Farm Trust.

Paddington Farm Trust

PFT aims to improve the quality of life and well-being for socially disadvantaged people from London by enabling access to rural green open spaces.  We provide outdoor, educational and healthy-living activities to broaden people's horizons and build their confidence - strengthening community spirit and environmental citizenship within London.
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Safe Guarding Children Policy Statement

We believe that every child regardless of age has at all times and in all situations a right to feel safe and protected from any situation or practice that results in a child being physically or psychologically damaged. If we have suspicions about a child's physical, sexual or emotional well-being, we will take action. If the situation brought to our attention is clearly an urgent case or we have very serious doubts about a child's safety, we will contact Social Services or Police immediately. If our concerns are more general about a child's welfare, then we will discuss these with the Visiting Group Leaders and supervisors, who would then make a referral. It is the responsibility of the PFT Director to ensure that all discussions and referrals are accurately documented.
As defined in the Children Act 1989, anyone under the age of 18 years should be considered as a child for the purposes of this document.
PFT will:

1. Take all reasonable precautions to ensure safety and security of visiting children.
2. Take appropriate steps to minimise the likelihood of unauthorised persons from entering the residential facilities

3. Ensure that emergency access to a telephone is available at all times

4. Provide rooms for Visiting Group Leaders in the same building as children’s dormitories

5. Establish appropriate booking procedures with the aim of ensuring that no one without a prior booking is allowed to stay at Paddington Farm

6. Will inform other persons with permission to be at Paddington Farm of the issues of child protection and make it explicit that they must not have unsupervised access to visiting children 
7.     PFT will address recruitment & selection of its employees and volunteers as below:

1. It is our responsibility to ensure that all PFT staff and volunteers with substantial access to children have been appropriately vetted 

2. We will undertake a criminal records (CRB) check for every member of staff and any volunteer who has unsupervised access to children.  We will also ask for a self-declaration form to be completed in the first instance if a CRB check is unlikely to be completed in time.  Please note however that Paddington Farm Trust does not consider it appropriate to seek Disclosure Certificates from the CRB in all cases where new volunteers do not have contact with children. 
3. We will register with the Independent Safeguarding Authority (ISA) for the purposes of The Vetting and Barring Scheme (VBS). PFT will run background checks for every member of staff and any volunteer who has unsupervised access to children. 
4. In the case of new employees we will ask for the names of two referees who will be prepared to provide a written reference

5. If the job involves substantial access to children we will follow up each reference with a telephone call or personal contact during which we will discuss the applicant's suitability to work with children. A record of this discussion will be kept in the applicant's file

If child abuse is suspected

It is important that all staff and volunteers, whether PFT or external, communicate concerns accurately.

To this end, all PFT staff and volunteers will follow the procedures below should any child protection matter be brought to PFT’s attention:

1. Upon the receipt of any information from a child or suspicions, staff should record what has been seen, heard or known accurately at the time the event occurs and store this information in a confidential and secure place
2. Staff should share their concerns with the Visiting Group Leader and agree any action to take

3. Staff should always REFER never INVESTIGATE any suspicions or allegations about abuse.  See the Referral Tree below for details of who to first refer matters to.

 If we have concerns we must act.

Referral Tree

Please refer any suspicions and allegations to the people below rather than investigating them yourself.  PFT will then decide how to approach the relevant authorities.  Try contacting the first person on the list and if you are not successful try the second, and so on.  
However in serious circumstances (i.e. criminal) the group leader must refer the matter directly to the police as we cannot guarantee that the people below will be available at all times.
1. PFT Director (Tiffany Kearton) 07855 328979
2. PFT Farm Managers (Michael Lowe and Tanya Dawson) 07956 432948
3.
Local police - 01823 337911, or in emergency dial 999
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Responsibility of Visiting Group Leaders

It is a condition of booking that PFT is satisfied that the visiting organisation or group has proper policies and procedures in place for Child Protection, Health & Safety and Risk Assessment, and that these will be properly implemented. The primary responsibility for the supervision of children residing at Paddington Farm rests with Visiting Group Leaders.  

Visiting Group Leaders must:

1. Be appropriately experienced and qualified

2. Take all reasonable precautions to ensure safety and security of children in their care
3. Hold a register of every child who is part of the group including relevant medical details and have a contact name and number close to hand in case of emergencies, and keep this at Paddington Farm (PFT provides forms for this purpose)

4. Be trained in and capable of handling emergency situations and have a certified First Aid qualification
5. Be covered by their own Employer’s Liability insurance.
6. Ensure an adequate ratio of children/staff so that groups are properly and safely managed.
We also recommend that Visiting Group Leaders:

1. Visit Paddington Farm in advance of their stay to familiarise themselves with the property and potential risks, and do a proper Risk Assessment of any activities they plan to do.

2. Take appropriate precautions to look out for suspicions persons

3. Inform PFT of  local security issues which may affect safety of visiting children

4. Maintain proper control of entry and exit points of the residential centre (Farmhouse) using the keys provided

5. Take great care when allocating dormitories to minimise the risk of sexual embarrassment, harassment or assault.  Single sex dormitories are strongly recommended but group leaders should be aware that this does not eliminate the risk of sexual abuse.

6. Never sleep in the same room as visiting children (unless they are parents of the young children in the room).

APPENDIX

Good practice and Information for Visiting Group Leaders, PFT staff and volunteers

All Visiting Group Leaders, and PFT staff and volunteers if they are working directly with children, are encouraged to demonstrate exemplary behaviour.  
The following are commonsense examples of how to create a positive culture and climate:
· Always work in an open environment (avoid private / unobserved situations) 

· Maintain a safe and appropriate distance from children (e.g. it is inappropriate to share a room with a child) Where possible consider activities which involve more than one adult being present or at least within sight and hearing of others
· If any form of manual/physical support is required it should be provided openly and according to guidelines set down by carers. The view of parents must also be considered as they are becoming increasingly sensitive about manual support.
· Involve parents and carers wherever possible.

· Keep a written record of any injury that occurs, along with the details of any treatment given

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

· Put the welfare of each young person before achieving goals 

· Recognise the developmental needs and capacity of young people and disabled adults avoiding excessive competition and not pushing them against their will. 

· Give enthusiastic and constructive feedback instead of negative criticism. 

· Build balanced relationships based on trust empowering children to share in the decision making process 
· Be an excellent role model. This includes not smoking, drinking alcohol or swearing in the company of young people. 
· Remember that some issues are confidential

· Be aware that someone else might misinterpret their actions even if they are well-intentioned

· Respect a child's right to personal privacy

· Provide time for children to talk to you

· Encourage children to respect and care for others

· Take action to stop any inappropriate verbal or physical behaviour. 

· Do not photograph or video children, or publish their pictures, without the knowledge and consent of their parents.

· Do not communicate with children via private social networks such as Facebook.
Abusers have great difficulty operating in a well-run organisation with good quality management and training.

Practice never to be sanctioned.

The following should never be sanctioned.

· Engaging in rough, physical or sexually provocative games such as horseplay. 

· Sharing a room with a child or invite or allow children to stay with you at your room unsupervised. 

· Allowing or engaging in any form of inappropriate touching. 

· Making sexually suggestive comments to children, even in fun. 

· Allowing allegations made by a child to go unchallenged, unrecorded, or not acted upon. 

· Doing things of a personal nature for children or disabled adults that they can do for themselves. It may be necessary for group leaders to do things of a personal nature for children (e.g. dressing and undressing children, lifting), particularly if they are young or disabled. These tasks must only be carried out with full parental consent. Be responsive to the child's reactions. If they are fully dependant on you, talk about what you are doing and give choices where possible. Avoid taking on tasks that you are not appropriately trained for. 

Action

If any of the following occur they should be reported immediately to another colleague and the incident recorded. The parents of the child must also be informed.
· A child is accidentally hurt 

· A child seems distressed in any manner 

· A child appears to be sexually aroused by your actions 

· A child misunderstands or misinterprets something you have done. 

What is abuse?

Child abuse is a term used to describe ways in which children or young people are harmed, usually by adults and increasingly by peers. Often these people are people they know and trust. 
It refers to the damage done to a child's or young person's physical, mental or emotional health. Children or young people can be abused within or outside their family, at school or outside school.

Physical abuse includes situations where adults:

· Physically hurt or injure children or young people 

· Give children or young people alcohol, cigarettes, inappropriate drugs or poison 

· Attempt to suffocate or drown children or young people 

· Use excessive or inappropriate teaching methods

And where adults neglect situations in which:

· A child or young person's basic needs are not met (e.g. food, warmth) 

· Children or young people are consistently left alone and unsupervised 

· Neglect might also occur if a group leader fails to ensure children or young people are safe,
or exposes them to undue extremes of weather or risk of injury 

Sexual abuse includes situations in which adults/peers use children or young people to meet their own sexual needs through:

· Full sexual intercourse, masturbation, oral sex, or fondling 

· Showing pornographic books, photographs or videos or taking photographs for pornographic purposes 

· In the outdoors environment this includes when inappropriate physical contact takes place through inappropriate supporting, treatment or touching during physical exercise. 

Emotional abuse includes situations in which

· There is a persistent lack of love, affection or attention shown to a child or young person 

· Children or young people are overprotected preventing them from socialising 

· Children or young people are frequently shouted at or taunted 

· In the sporting environment this includes constant criticising, bullying or applying unrealistic pressure to perform. 

Bullying is recognised later in this policy
Recognition of abuse

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


The following may be signs of child abuse.

· Unexplained or suspicious injuries such as bruising, cuts or burns, particularly if situated on part of the body not normally prone to such injuries
· Any injury for which the explanation is inconsistent
· The child or young person describing what appears to be an abusive act. 
· Someone else expressing concerns about the welfare of the child or young person. 
· Unexplained changes in behaviour 
· Sexual awareness inappropriate for age 
· Engaging in sexually explicit behaviour in games 
· Being mistrustful of adults, particularly those with whom a close relationship would normally be expected 
· Having difficulty in making friends 
· Being prevented from socialising with other children or young people 
· Variations in eating patterns including overeating or loss of appetite 
· Loss of weight for no apparent reason 
· Becoming increasingly dirty or unkempt.
The above list is not exhaustive and the presence of one or more of the indicators is not proof that abuse is taking place. If you are concerned about the welfare of the child YOU MUST ACT. Do not assume that someone else will. 

If you have noticed a change in the child's behaviour, first talk to the parents or carers. It may be that something has happened, like a bereavement, which has caused the child to be unhappy. However, if your concerns are about sexual abuse or violence, talking to the parents or carers might put the child at greater risk. If your concerns remain or you cannot talk to the parents/carers, consult your supervisor or person in charge. It is the responsibility of this person to make the decision to contact the police.

What to do if abuse is suspected – good practice

PFT will advise anyone, who in good faith, reports his or her concern that a colleague or Visiting Group Leader is, or may be, abusing a child.  Visiting Group Leaders are expected to do the same.

Any suspicion that a child has been abused by anyone should be reported to the Visiting Group Leader and the PFT Director who will take steps to ensure the safety of the child in question and any other children at risk.

Always

· stay calm - ensure the child is safe and feels safe 

· show and tell the child that you are taking what s/he says seriously 

· reassure the child and stress that s/he is not to blame 

· be honest, explain you will have to tell someone else to help stop the alleged abuse 

· make a note of what the child has said as soon as possible after the event 

· maintain confidentiality - only tell others if it will help protect the child. 

Never

· rush into actions that may be inappropriate 

· make promises you cannot keep 

· ask inappropriate questions, which may jeopardise any impending police investigation 

· take sole responsibility - consult someone else (the person in charge or someone you can trust) so you can begin to protect the child and gain support for yourself. 
Recording information

When recording information, it is important that you do not carry the process beyond gathering information about the allegation, into beginning an investigation. Unnecessary interviews with child complainants could prejudice the integrity of evidence that may eventually have to be presented in court. 

There are particular problems with regard to gaining information from children with limited communication skills. Care should be taken that appropriate means are used to find out what the allegation is about without "leading" the child. 

The environment for recording information needs to be considered carefully. Try and ensure that you are in sight of another adult, but that your conversation won't be overheard. You also need to be careful about physical contact during an interview because it may not be what the child wants. The rule is to let the child initiate any actions and to remain positive and supportive throughout.

Action and further Investigations

The Visiting Group Leader or the PFT Director will refer the allegation to the social service department who may involve the police.

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

Where there is a complaint against a member of staff there may be 3 types of investigation:
· A criminal investigation 

· A child protection investigation 

· A disciplinary or misconduct investigation.
The following action will be taken if there are concerns:

1. If, following consideration, the allegation is clearly about poor practice by a Visiting Group Leader, it will be dealt with as a misconduct issue by PFT and raised with the Visiting Group Leader and their supervisor.
2. If the allegation is about poor practice by PFT staff, or the matter has been handled inadequately it should be reported to the Chair of the Trustees at PFT who will decide how to deal with the allegation. 
3. PFT will make an immediate decision about whether an individual in the employment of PFT accused of abuse should be temporarily suspended pending further social service and police inquiries.
4. PFT will make a decision based on available information which could suggest on a balance of probability that the allegation is true. The welfare of children must always remain paramount. 

Confidentiality

Every effort will be made to ensure confidentiality is maintained, where information is handled and disseminated on a need to know basis only. This includes:
· The Visiting Group Leader and PFT Director
· The parents of the person who is alleged to have been abused 

· The person making the allegation 

· Social services/police 

· The Chair of the PFT Trustees 

· The alleged abuser (and parents if the abuser is a child); only in cases where it is considered the child is no immediate danger and never in cases of sexual abuse 
Information will be stored in a secured place with limited access to designated people, in line with data protection laws. 
What to do if bullying is suspected

If bullying is suspected by a staff member, volunteer or Visiting Group Leader the previous procedures concerning reporting the bullying should be followed.
Action to help the victim and prevent bullying

· All signs of bullying should be taken very seriously.

· Children should be encouraged to speak and share their concerns. An open environment should be created. Help the victim to speak out and tell someone in authority. If anyone talks about or threatens suicide seek professional help. 

· Investigate all allegations and take action to ensure the victim is safe. Speak to the victim and bully separately. 

· Reassure the victim that you can be trusted, although you cannot promise not to tell anyone. 

· Keep records of what is said, what happened, when and by whom. 

· Report any concerns to the Project Manager or the Visiting Group Leader.
Action towards bullies

· Talk with the bully(ies), explain the situation, and try to get the bully to understand the consequences of their behaviour. 

· Inform the bully's parents. 

· Impose sanctions as necessary. 

· Don't forget to keep a written record of actions taken. 

Further Help

Many of the issues in child protection are very sensitive and you may not know who is best to turn to for advice or are worried about sharing your concerns with a senior colleague. 
· You should in this case either contact social services direct or phone either:- 
· NSPCC (0808 800 5000) or 
· Childline (0800 1111).

Information passed on to the social services or the police must be as helpful as possible, hence the necessity of making a detailed record at the time of the disclosure/concern. Information should include the following:

· Name of child 

· Age of child and date of birth 

· Home address and telephone number 

· Is the person making the report expressing their own concerns or those of someone else? 

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

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

· A description of any visible bruising or other injuries. 

· Witnesses to the incidents 

· The child's account, if it can be given, of what has happened and how any bruising or injuries occurred 

· Have the parents been contacted? 

· If so, what has been said? 

· Has anyone else been consulted? If so record details. 

· If it is not the child making the report has the child concerned been spoken to? What was said? 

· Has anyone been alleged to be the abuser? Record details.
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