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1.1 PURPOSE AND AIM OF THE SAFEGUARDING CHILDREN POLICY 

Everyone participating in Newington Dance Space’s (hereafter referred as NDS) activities is entitled to 
do so in an enjoyable and safe environment.  

NDS recognises the responsibilities and commitment of all staff to safeguard all children participating in 
NDS’s activities.   

It is the moral and legal duty of all adults in charge of children-  teachers, staff, volunteers and 
chaperones to have an active part in protecting children from harm.  

Newington Dance Space’s staff have a responsibility to observe, monitor and refer suspected abuse.  

The purpose of Newington Dance Space’s Safeguarding Children Policy is:  

• To inform staff, freelancers, volunteers, chaperones , parents and young people about Newington 
Dance Space’s responsibilities and measures for safeguarding children and young people (hereafter 
collectively referred to as ‘young people’).  

• To enable everyone to have a clear understanding of how these responsibilities and measures 
should be carried out.  

Safeguarding is defined in this document as the measure to protect young people from maltreatment, 
prevent impairment of health and/or development, ensuring that children grow up in circumstances 
consistent with the provision of safe and effective care; and taking action to enable all children to have 
the best outcomes.  

According to the Children’s Act 1989 anyone under 18 is considered a child.  

1.2 MONITOR AND REVIEW THE POLICY AND PROCEDURES  

The implementation of procedures should be regularly monitored and reviewed.  

The Education Manager should regularly report progress, challenges, difficulties, achievements gaps 
and areas where changes are required to the Board of Directors.   

The policy should be reviewed every 3 years or whenever there is a major change in the organisation or 
in relevant legislation. The Education Manager is responsible for reviewing and updating the policy.  

This policy was updated December 2018.   

1.3 POLICY FRAMEWORK  

 

To provide children with the best possible experience and opportunities in performing arts everyone 
must operate within an accepted ethical framework. This good practice guide has been written in 
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accordance with current legislation and government policies. 
 

The following guidance has been used for this policy:  

• Resources from Professionals section of the City and Hackney Safeguarding Children Board  
http://www.chscb.org.uk/professionals/ 

• London Child Protection Procedures, Updated on 28th September 2018  
http://www.londoncp.co.uk  

• Hackney Child Wellbeing Framework– see Appendix 1 for extract http://www.chscb.org.uk/wp-
content/uploads/2016/07/Hackney-Child-Wellbeing- Framework-2016.pdf  

• Working together to safeguard Children, HM Gov, July 2018 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_dat
a/file/729914/Working_Together_to_Safeguard_Children-2018.pdf 
 

• Safeguarding disabled children – Practice Guidance, July 2009 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_dat
a/file/190544/00374-2009DOM-EN.pdf 

1.4 HOW THE POLICY WILL BE ADMINISTERED  

1.4.1 DESIGNATED SAFEGUARDING OFFICER AND DEPUTY  

All organisations need to identify one person to be responsible for dealing with allegations or suspicions 
of abuse. This Safeguarding Officer is the informed point of contact to manage and advise on child 
protection issues. It is not the role of the Safeguarding Officer to decide whether a child has been 
abused or not. This is the task of Children’s Social Services, who have the legal responsibility. 
Everyone in the organisation should know who the Safeguarding Officer is and how to contact them.  

The designated Safeguarding Officer at Newington Dance Space is: Ellen Patricia Pillow, Joint Director 
ellen@newingtondancespace.com/ 0771 599 5951 (mobile)  

The designated Deputy Safeguarding Officer at NDS is: Dana Hillier Kolesarova, Joint Director 
dana@newingtondancespace.com / 0782 5565 194 (mobile)  

In cases of emergency please call First Access Screening Team (FAST) 0208356 4844 or the police 
999 or Children’s Social Care, first response 0208 356 5500, out of hours 0208 356 2710, 
FAST@hackney.gov.uk, Board 0208 356 4183  

It is the role of the Safeguarding Officer at Newington Dance Space to:  

• Ensure that they receive refresher training at two yearly intervals to keep their knowledge and 
skills up to date.  
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• Ensure that appropriate training and support is provided to all staff.  
• Ensure that newly appointed staff, freelancers, and volunteers receive a safeguarding induction.  
• Ensure that temporary staff, volunteers and chaperones are made aware of Newington Dance 

Space child safeguarding policy.  
• Ensure that Newington Dance Space operates within the legislative framework and 

recommended guidance.  
• Develop effective working relationships with other agencies and services.  
• Decide whether to take further action about specific concerns (e.g. referrals to the Local 

Authority).  
• Provide guidance to parents, young people and staff about obtaining suitable support.  

1.4.2 THE BOARD OF DIRECTORS 

The Board of Directors has overall responsibility for ensuring that there are sufficient measures in place 
to safeguard children whilst at Newington Dance Space. The Directors must ensure:  

• The Safeguarding Director is responsible in the event of an allegation of abuse being made 
against the Designated Safeguarding Officer.  

• The Directors nominate a suitably trained and experienced Safeguarding Director, to be involved 
in investigating Safeguarding issues and Safeguarding policy reviews.  

The Designated Safeguarding Officer is responsible for reporting to the Safeguarding Director to 
ensure:  

•		Reviews of any aspect of the company’s Safeguarding Policy & Procedure are appropriate.  

•		Safe management of allegations.  

•		Deficiencies or weaknesses in safeguarding arrangements are remedied without delay.  

1.5 SAFER RECRUITMENT  

Anyone who has a previous conviction for offences related to abuse against children is automatically 
excluded from working with children.  

1.5.1 STAFF AND FREELANCE RECRUITMENT  

Safeguarding the young people who Newington Dance Space has contact with is considered at the 
recruitment stage. All job descriptions relating to a job involving contact or work with children will 
include the following statement that outlines the organisational expectation of the post-holder:  

All staff have a responsibility to safeguard and promote the welfare of children. The post holder will 
undertake the appropriate level of training and is responsible for ensuring that they understand and 
work within the safeguarding policies of the organisation.  
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All staff, and freelancers are required to:  

• Provide a DBS check (see section 1.5.3) 
• Attend an interview and provide references. Interviews will always be held face to face, with 

pre-planned questions. Any gaps in employment, frequent changes in employment, vague 
statements or unfamiliar qualifications will be examined thoroughly.  

• Produce original copies of all qualifications regarding working with young people.  
• Allow for their identity to be checked, via acceptable forms of photographic documentation (e.g. 

passport, photo driver’s licence).  
• Provide a minimum of 2 references, one of which must be from the most recent employer prior 

to the person starting work.  

1.5.2 VOLUNTEERS, CHAPERONES AND TRUSTEES RECRUITMENT  

Chaperones must have a direct link to Newington Dance Space Youth programme by either being a 
carer/parent/guardian or none-youth related Newington Dance Space staff (i.e. Director).  

All volunteers, working with children on regular basis are required to:  

• Provide a DBS check (see section 1.5.3)  
• Attend a meeting with Newington Dance Space Director, and provide details of their experience 

along with 2 references.  
• Produce original copies of all qualifications regarding working with young people if available.  
• Allow for their identity to be checked, via acceptable forms of photographic documentation (e.g. 

passport, photo driver’s licence).  

Newington Dance Space will always ensure that anyone working with young people has an enhanced 
DBS check, however on specific one-off occasions where volunteers, chaperones, and trustees are 
working with young people without a DBS, they will always be paired with a member of staff who has 
been fully checked and will not be left alone with the young people.  

1.5.3 DBS CHECKS  

Every new member of staff who works directly with, or has regular contact with young people, will 
require a new DBS check at enhanced level.  

Newington Dance Space will conduct repeat checks every 3 years on every member of staff who works 
directly with, or has regular contact with young people – either by means of the DBS Update Service or 
otherwise.  

For freelancers and volunteers who have a DBS Certificate number and are registered with the 
Government’s DBS update service, we will verify their details online and accept this as equivalent to the 
company having carried out a DBS independently. This will be reviewed at the beginning of each new 
contract or every 3 years whichever is the shorter period.  
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We will accept recent DBS checks (within 3 years) obtained by other organisations for freelance staff 
working on projects independently when we have worked with them for over two years.  

An acceptable DBS check will be obtained before the employee/volunteer starts work with any young 
people  

1.6 INDUCTION  

All staff, freelancers, and volunteers who will be working with young people will be given information on 
implementing NDS’s Safeguarding Children Policy and procedures within two weeks of engagement. 
They will be asked to read and retain a copy of this document.  

All staff, freelancers, volunteers and chaperones working with young people on one off basis, will be 
required to read and adhere to NDS’s does and don’ts of good practice (appendix 2). Chaperones will be 
given a user-friendly guide to our policies, along with our code of behaviour (appendix 3.2). Our 
safeguarding policy will also be made available for further information.  

All staff, freelancers and volunteers, are actively encouraged to discuss concerns with their line manager 
or an appropriate member of staff.  

Young people and parents of registered participants will be made aware of our Safeguarding Children 
Policy through a letter that is provided with registration forms at the beginning of each 
term/project/workshop. This will include information about who is the Designated Safeguarding Officer 
and Deputy Safeguarding Officer at NDS and how to contact them.  

All staff are required to re-read the Safeguarding Policy and Procedures, at the beginning of each year, 
and will be briefed by the Education Officer of any changes and/or new policies.  

NDS safeguarding policy will be made available on request after it has been approved by the Board.  

1.7 TRAINING  

The safeguarding process includes training for staff and freelancers after recruitment on a regular basis 
to keep up to date with current thinking and practice.  

Teacher practice is reviewed informally at the end of each session and formally in termly evaluation 
meetings.  

1.8 PREMISES  

NDS does not have its own venue and has to lease premises to run their youth programme. All group 
work is delivered off site at venues run by other organisations, e.g. schools, community or privately run 
centres.  
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It is important, in advance of the project start, that staff are clear about the exact safeguarding policy 
and procedures they are to follow. To do that:  

• We will supply partners with a copy of our Safeguarding Children Policy.  
• For work in hired venues, we will inform the venue that NDS has a Safeguarding Policy and that 

this is followed at all times. Any staff or volunteers associated with the host but linked to NDS 
delivery will be treated as staff.  

• For work in schools and/or partner venues, NDS will submit its’ own policy and will ask how to 
abide by the host’s Safeguarding Policy, including dealing with disclosure.  

1.9 SAFER WORKING PRACTICE  

• NDS staff will not work alone with a group of young people, and will always ensure that at least 
one other worker is present. This may be a NDS staff, teacher, a volunteer, or a representative 
from another organisation.  

• The strength of NDS s programme is being embedded in the community where our programme 
takes places. However, this means that some teachers and programme directors might 
encounter young people from the programme outside class times as their children might be 
friends with the young people, attend the same school, or live in the same neighbourhood. It is 
therefore important that NDS staff always make a clear distinction between occasions where 
they interact with the children as a teacher and a representative of NDS, and occasions where 
they interact with the children as a parent, a local community member, or a neighbour.  

• On that note, staff, freelancers and volunteers should not allow their affinities/friendships with 
some community members to interfere with expressing concern if they recognise that 
something is wrong. Please consult section 3.7 for more info.  

• NDS recommends that anyone working with young people regularly, saves the important 
numbers given in section 1.4.1 for immediate access in case of emergency.  

• If a situation or conflict occurs in a workshop where a young person is in risk of hurting someone 
else or themselves with intent, then the workshop should be temporarily stopped and the 
situation defused. If the teacher's only option is to physically restrain a young person to stop 
them from hurting themselves or someone else, then the incident needs to be recorded with full 
details of what happened, the incident reported to parents and the Designated Safeguarding 
Officer and the teachers must check if the child in question has been hurt and need any further 
support.  

• Dance, creative movement and drama are medium-risk activities. Parents and participants are 
made aware of the risks prior to registration. Participants and parents are asked about previous 
injuries and/or disabilities to adjust the teaching appropriately. Measures are taken during 
workshops to teach young people about training and learning safely.  

• NDS staff and freelancers will not establish or seek inappropriate written or electronic 
communication with young people. This includes personal mobile phone texts, chat-rooms, 
social networking sites (inc. Facebook, twitter, Instagram etc), email, photographs, etc. If staff 
are concerned that any such communications have safeguarding issues they must seek advice 
from the Safeguarding Officer or Safeguarding Deputy immediately.  

• Members of NDS’s staff should not arrange to meet a participant outside of the set project 
times, without the prior knowledge and agreement of a Senior Manager.  

• Occasionally members of the community are asked to help during the programme or events. In 
these instances, they will never be left alone with the children.  
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For more info on best practice please consult appendix 4, Risk Assessments in appendix 9, and NDS 
Health & Safety Policy in appendix 10.  

2  DEFINING CHILD ABUSE  

2.1 INTRODUCTION  

Child abuse is any form of physical, emotional, or sexual mistreatment or lack of care that leads to injury 
or harm, it commonly occurs within a relationship of trust or responsibility and is an abuse of power or a 
breach of trust. Abuse can happen to a young person regardless of their age, gender, race or ability. The 
effects can be so damaging that if not treated, it may follow the individual into adulthood.  

There are four main types of abuse: physical abuse, sexual abuse, emotional abuse, and neglect. The 
abuser may be a family member, someone the young person encounters in residential care or in the 
community, including sports and leisure activities. Any individual may abuse or neglect a young person 
directly, or may be responsible for abuse because they fail to prevent another person harming the 
young person.  

2.1.1 YOUNG PEOPLE WITH DISABILITIES  

Young people with disabilities may be at increased risk of abuse through various factors such as 
stereotyping, prejudice, discrimination, isolation and a powerlessness to protect themselves or 
adequately communicate that abuse had occurred.  

The reasons why disabled children are more vulnerable to abuse are:  

• Many disabled children are at an increased likelihood of being socially isolated with fewer outside 
contacts than non-disabled children  

• Their dependency on parents and carers for practical assistance in daily living, including intimate 
personal care, increases their risk of exposure to abusive behaviour  

• They have an impaired capacity to resist or avoid abuse  
• They may have speech, language and communication needs which may make it difficult to tell 

others what is happening  
• They often do not have access to someone they can trust to disclose that they have been abused 
• They are especially vulnerable to bullying and intimidation  
• Looked after disabled children are not only vulnerable to the same factors that exist for all children 

living away from home, but are particularly susceptible to possible abuse because of their additional 
dependency on residential and hospital staff for day to day physical care needs.  

Disabled children have the same human rights as non - disabled children to be protected from harm and 
abuse. Disabled children and young people should be seen as children first. Having a disability should 
not and must not mask or deter an appropriate enquiry where there are child protection concerns.  
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Safeguarding disabled children’s welfare is everybody’s responsibility, and given that we know that 
disabled children are more vulnerable to abuse than non-disabled children, awareness about 
safeguarding disabled children and what constitutes best practice, is essential.  

We must be aware that the belief that disabled children are not abused or beliefs that minimise the 
impact of abuse on disabled children can lead to the denial of, or failure to report abuse or neglect.  

Additional resources and time may need to be allocated, if an investigation of potential or alleged abuse 
is to be meaningful. This is a basic premise and should not be ignored at any stage of the safeguarding 
process  

2.2 TYPES OF ABUSE  

Abuse and neglect are forms of maltreatment of a child or young person. Somebody may abuse or 
neglect a child by inflicting harm, or by failing to act to prevent harm. Children may be abused in a family 
or in an institutional or community setting, by those known to them or, more rarely, by a stranger. They 
may be abused by an adult or adults, or another child or children.  

All staff and volunteers should be aware that the main categories of abuse are:  

• Physical Abuse: where adults physically hurt, or injure a young person e.g. hitting, shaking, 
throwing, poisoning, burning, biting, scalding, suffocating, drowning. Giving young people 
alcohol or inappropriate drugs would also constitute child abuse.  

This category of abuse can also include when a parent/carer reports non-existent symptoms or 
illness deliberately causes ill health in a young person they are looking after. This is called 
Munchausen’s syndrome by proxy.  

In a performing arts education situation, physical abuse may occur when the nature and 
intensity of training  especially in dance disregard the capacity of the child’s immature and 
growing body  

• Emotional Abuse: the persistent emotional ill treatment of a young person, likely to cause 
severe and lasting adverse effects on the child’s emotional development. It may involve telling a 
young person they are useless, worthless, unloved, inadequate or valued in terms of only 
meeting the needs of another person. It may feature expectations of young people that are not 
appropriate to their age or development. It may cause a young person to be frightened or in 
danger by being constantly shouted at, threatened or taunted which may make the young 
person frightened or withdrawn.  

Ill treatment of children, whatever form it takes, will always feature a degree of emotional abuse.  

Emotional abuse in performing arts education may occur when the young person is constantly criticised, 
given negative feedback, expected to perform at levels that are above their capability. Other forms of 
emotional abuse could take the form of name calling and bullying.  
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• Neglect occurs when an adult fails to meet the young person’s basic physical and/or 
psychological needs, to an extent that is likely to result in serious impairment of the child’s 
health or development. For example, failing to provide adequate food, shelter and clothing, 
failing to protect from physical harm or danger, or failing to ensure access to appropriate 
medical care or treatment.  

Refusal to give love, affection and attention can also be a form of neglect.  

Neglect in performing arts education could occur when a teacher does not keep the young person safe, 
or exposing them to undue cold/heat or unnecessary risk of injury.  

• Sexual Abuse occurs when adults (male and female) use children to meet their own sexual 
needs. This could include full sexual intercourse, masturbation, oral sex, anal intercourse and 
fondling. Showing young people pornography or talking to them in a sexually explicit manner are 
also forms of sexual abuse.  

2.3 INDICATORS OF ABUSE  

Even for those experienced in working with child abuse, it is not always easy to recognise a situation 
where abuse may occur or has already taken place. Most people are not experts in such recognition, but 
indications that a child is being abused may include one or more of the following:  

• Unexplained or suspicious injuries such as bruising, cuts or burns, particularly if situated on a 
part of the body not normally prone to such injuries  

• An injury for which an explanation seems inconsistent  
• The young person describes what appears to be an abusive act involving them  
• Another young person or adult expresses concern about the welfare of a young person  
• Unexplained changes in a young person’s behaviour e.g. becoming very upset, quiet, withdrawn 

or displaying sudden outbursts of temper  
• Inappropriate sexual awareness  
• Engaging in sexually explicit behaviour  
• Distrust of adults, particularly those whom a close relationship would normally be expected  
• Difficulty in making friends  
• Being prevented from socialising with others  
• Displaying variations in eating patterns including over eating or loss of appetite  
• Losing weight for no apparent reason  
• Becoming increasingly dirty or unkempt  

Whilst at times, it is immediately apparent that a non-disabled child has suffered significant harm, it is 
not always so and lengthy enquiries are often necessary.  

Where there are safeguarding concerns about a disabled child, there is a need for greater awareness of 
the possible indicators of abuse and/or neglect, as the situation is often more complex. However, it is 
crucial when considering whether a disabled child has been abused and/or neglected that the disability 
does not mask or deter an appropriate investigation of child protection concerns. Any such concerns for 
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the safety and welfare of a disabled child should be acted upon in the same way as that for a non-
disabled child, as set down in Working Together to Safeguard Children (2006).  

When undertaking an assessment (and considering whether significant harm might be indicated) 
professionals should always take into account the nature of the child’s disability.  

The following are some indicators of possible abuse or neglect for disabled children:  

• A bruise in a site that might not be of concern on an ambulant child, such as the shin, might be 
of concern on a non-mobile child  

• Unwillingness to try to learn a child’s means of communication  
• Ill-fitting equipment e.g. calipers, sleep boards, inappropriate splinting; misappropriation of a 

child’s finances  
• Not getting enough help with feeding leading to malnourishment  
• Poor toileting arrangements  
• Lack of stimulation  
• Unjustified and/or excessive use of restraint  
• Rough handling, extreme behaviour modification e.g. deprivation of liquid, medication, food or 

clothing  
• Invasive procedures which are unnecessary or are carried out against the child’s will  

It must be recognised that the above lists are not exhaustive, but also that the presence of one or more 
of the indications is not proof that abuse is taking place.  

3 RESPONDING TO SUSPICIONS AND ALLEGATIONS  

3.1  INTRODUCTION  

It is not the responsibility of anyone working in NDS to decide whether child abuse has taken place. 
However, there is a responsibility to act on any concerns through contact with the appropriate 
authorities so that they can then make inquiries and take necessary action to protect the young person. 
This applies BOTH to allegations/suspicions of abuse occurring within NDS and to allegations/suspicions 
that abuse is taking place elsewhere.  

Any staff with safeguarding concerns should share these as soon as possible with the Designated 
Safeguarding Officer/Deputy/Trustee (when appropriate) within 24 hours or sooner should the matter 
need urgent response. NDS should follow the same protocol when concerns are about a disabled child.  

3.2 RECEIVING EVIDENCE OF POSSIBLE ABUSE  

We may become aware of possible abuse in various ways. We may see it happening, we may suspect it 
happening because of signs such as those listed in section 2.3 of this document, it may be reported to us 
by someone else or directly by the young person affected. 
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In the last of these cases, it is particularly important to respond appropriately. If a young person says or 
indicates that they are being abused, you should:  

• stay calm so as not to frighten the young person  
• reassure the child that they are not to blame and that it was right to tell  
• listen to the child, showing that you are taking them seriously  
• keep questions to a minimum so that there is a clear and accurate understanding of what has 

been said. The law is very strict and child abuse cases have been dismissed where it is felt that 
the child has been led or words and ideas have been suggested during questioning. Only ask 
questions to clarify.  

• inform the child that you must inform other people about what they have told you. Tell the child 
this is to help stop the abuse.  

• safety of the child is paramount. If the child needs urgent medical attention call an ambulance, 
inform the doctors of the concern and ensure they are made aware that this is a child protection 
issue  

• record all information  
• report the incident to the welfare officer  

In all cases if you are not sure what to do you can call the NSPCC for support NSPCC Childline 0800 1111  

NSPCC 24-hour helpline Tel No: 0808005000  

Any suspected immediate risk to any child or children should be responded to immediately and the 
case referred to the First Access Screening Team (FAST) on 0208356 4844 or call the police on 999.  

You can also call Children’s Social Care, first response on 0208 356 5500, out of hours 0208 356 2710, 
FAST@hackney.gov.uk, Board 0208 356 4183.  

3.3 RECORDING INFORMATION  

All information about concerns regarding the welfare of a child needs to be kept confidential and should 
only be passed on to other staff members/volunteers if it is essential for them to know.  

Good record keeping is important. Clear, accurate records ensure that there is documented account of 
an organisation’s staff, volunteers and other children’s involvement, if an allegation has been recorded 
precisely. Recording the information is the responsibility of the person that has been told.  

Disclosure/ Child Incident forms will always be available in project folder so they can be completed on 
the spot. They are also available on NDS’s shared office drive, and in an email sent at the beginning of 
the term / workshop to all lead personnel.  

Records are a good source of evidence for enquiries and may be used in court proceedings. When a child 
has made a disclosure – or witnessed an incident - the member of staff, freelancer or volunteer should:  

• Make brief notes as soon as possible (within 24 hours) after the conversation/incident  
• Record statements and observations rather than interpretations or assumptions  
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• Use clear, straightforward language, be concise, be accurate not only in fact, but in 
differentiating between opinion and judgement  

• Not destroy the original notes in case they are needed by a court  
• Record the date, place, time of incident - with child’s name and date of birth  
• For incidents: record a factual account of what happened, what was seen and heard  
• For disclosures: record any noticeable non-verbal behaviour and the words used by the child  
• Record who else is present when the disclosure/incident occurs (e.g. witnesses)  
• Show actions taken (by who, when and why) and any future plans e.g. monitor and review  
• Indicate on a diagram the position of any bruising or other injury  
• Findings must be in chronological order  
• Sign and print your name, with job title, on the written record  
• All records need to be given to the Safeguarding Officer or the Safeguarding Trustee if the 

disclosure involves the Safeguarding Officer, promptly. No copies should be retained by the 
member of staff or volunteer.  

A Disclosure Form is available in appendix 5 and on NDS’s shared file system.  

3.4 REPORTING THE CONCERN IN CASE OF STAFF MISCONDUCT  

All suspicions and allegations MUST be reported appropriately. It is recognised that strong emotions can 
be aroused particularly in cases where sexual abuse is suspected or where there is misplaced loyalty to a 
colleague. It is important to understand these feelings but not allow them to interfere with your 
judgement about any action to take.  

Where there is a complaint against an employee or volunteer, there may be three types of 
investigations.  

• Criminal in which case the police are immediately involved  
• Child protection in which case the social services (and possibly) the police will be involved  
• Disciplinary or misconduct in which case NDS will be involved  

As mentioned previously in this document, NDS are not child protection experts and 
it is not their responsibility to determine whether abuse has taken place. All suspicions and allegations 
must be shared with professional agencies that are responsible for child protection.  

All allegations against staff members should be dealt with fairly, quickly and consistently, in a way that 
provides effective protection for the child and at the same time supports the person who is the subject 
of the allegation.  

Whenever it is alleged that a member of staff, volunteer or freelancer has:  

• Possibly committed a criminal offence against, or related to, a child  
• Behaved towards a child or children in a way which indicates s/he is unsuitable to work with 

children  
• Behaved in a way that has harmed, or may have harmed a child  
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Staff members receiving the allegation must take it seriously and immediately inform the Safeguarding 
Officer.  

If the concerns are about the Safeguarding Officer, then one of the directors to be contacted.  

If the Safeguarding Officer decides that the allegation warrants further action through Safeguarding 
Procedures s/he must immediately make a referral to Local Authority  

Designated Officer (LADO), in accordance with London Child Protection Procedures.  

LB Hackney’s LADO LADO@hackney.gov.uk 020 8356 4569  

The LADO works within Safeguarding and Reviewing Service within Children’s Social Care and is the 
person responsible for conducting investigations against staff and volunteers. The LADO can provide 
advice, guidance and determines if the allegation will be investigated. The LADO will coordinate 
information-sharing.  

The CHSCB can be consulted for advice and information on safeguarding and child protection issues.  

Allegations of abuse are occasionally made sometime after the event. Where such allegation is made, 
you should follow the same procedures and have the matter reported to social services. This is because 
other children in the Youth Group or outside it may be at risk from the alleged abuser.  

Consult appendix 6 for a flow charts on how to report a disclosure  

3.5 INTERNAL INQUIRIES AND SUSPENSION  

NDS’s Safeguarding Officer will make an immediate decision about whether any individual accused of 
abuse should be temporarily suspended pending further police and social services inquiries.  

Irrespective of the findings of the social services or police inquiries, NDS’s Safeguarding Officer will 
assess all individual cases to decide whether a member of staff or volunteer can be reinstated and how 
this can be sensitively handled. This may be a difficult decision; especially where there is insufficient 
evidence to uphold any action by the police. In such cases the Safeguarding Officer must reach a 
decision based upon the available information which could suggest that on the balance of probability, it 
is more likely than not that the allegation is true. The welfare of the child should remain of paramount 
importance throughout.  

3.6 REPORTING THE CONCERN IN EXTERNAL CASES (E.G. A PARENT 
OR CARER)  

The person receiving the disclosure should follow steps outlined in sections 3.3 and 3.4, by writing down 
the disclosure and alerting the Safeguarding officer as soon as possible within 24 hours.  
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Any suspected immediate risk to any child or children should be responded to immediately and the 
case referred to the First Access Screening Team (FAST) on 0208356 4844 or call the police on 999. 
You can also call Children’s Social Care, first response on 0208 356 5500, out of hours 0208 356 2710, 
FAST@hackney.gov.uk, Board 0208 356 4183.  

Social Services and the Safeguarding Officer will decide how to inform the parents/carers. Remember to 
maintain confidentiality on a need to know basis (see section 3.7). 
For more info please consult appendix 6 for a flow charts of how to report a disclosure  

3.7 RECORD KEEPING & CONFIDENTIALITY  

Record Keeping  

• Safeguarding records are kept in a safe cabinet in NDS’s locked and private office.  
• Advice must be sought from the LADO before any reference to child protection issues is logged 

in NDS’s electronic database (i.e. on a participant’s record) and where email is used to convey 
safeguarding information about specified people.  

• All documents with young people’s information are password protected.  

Keeping records of confidential information:  

• Child Protection information is confidential and must be kept in a secured separate file, 
available to the Safeguarding Officer 	

• Files on children must be open to parents 	
• Third party information is not to be disclosed without the consent of the owner 	
• Parents and young people have the right to request access to safeguarding records. Parents 

have to make formal requests to see their child’s Child Protection File. 	
• Working notes are not subject to disclosure, but must eventually be summarised on file and 

then destroyed 	

More information on keeping records of confidential information can be found in appendix 7. 	

Remember:  

• Non-action is not an option in child protection. You must act immediately: DO NOT assume 
someone else will.  

• Pass information to the Safeguarding Officer without delay  
• Do not under any circumstances attempt to provide counselling support or arrange to meet the 

young person or outside of the youth programme. Explain that you are not an expert in the area 
of need and that they will need to be put in touch with someone who can support them.  

Support for staff  

Dealing with a disclosure from a child, and a Safeguarding case in general, is likely to be a stressful 
experience. The Safeguarding Officer will arrange a de-brief with staff member/s and arrange suitable 
further support/s.  
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Every effort should be made to ensure that confidentiality is maintained for all concerned. Information 
should be handled and disseminated on a need to know basis only. This includes the following people:  

• The Safeguarding Officer  
• The parents of the child  
• The person making the allegation  
• Social Services/police  
• The alleged abuser (and parents if the alleged abuser is a child)  

Seek social services advice on who should approach the alleged abuser.  

All information should be stored in a secure place with limited access to designated people, in line with 
data protection laws.  

3.8  WHISTLE BLOWING  

You may be the first to recognise that something is wrong but may not feel able to express your 
concerns out of a feeling that this would be disloyal to colleagues or you may fear harassment or 
victimisation; these feelings, however natural, must never result in a child or young person continuing to 
be unnecessarily at risk. Remember it is often the most vulnerable children or young person who are 
targeted. These children need someone like you to safeguard their welfare:  

Don't think what if I'm wrong - think what if I’m right 

Reasons for whistle blowing:  

• Each individual has a responsibility for raising concerns about unacceptable practice or 
behaviour 	

• To prevent the problem worsening or widening 	
• To protect or reduce risks to others 	
• To prevent becoming implicated yourself 	

If any member of staff, freelancer or volunteer has reason to suspect that another member of 
staff, freelancer or volunteer may have abused a child in an NDS session, or elsewhere, they 
must immediately inform NDS Director (see section 3.4 and 3.6). They should also make a 
written record of the allegation using the informant’s words; including time, date and place 
where the alleged incident took place, what was said and anyone else present. This record 
should be signed and dated and immediately passed on to the designated Senior Officer. 	

You may raise your concern by telephone, in person or in writing. The earlier you express your concern, 
the easier it is to take action. You will need to provide the following information:  

• The nature of your concern and why you believe it to be true  
• The background and history of the concern (giving relevant dates).  
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Although you are not expected to prove beyond doubt the truth of your suspicion, you will need 
to demonstrate to the person contacted that you are acting in good faith and there are 
reasonable grounds for your concern.  

What happens next?  

• You should be given information on the nature and progress of any enquiries 	
• Your line manager has a responsibility to protect you from harassment or victimisation 	
• No action will be taken against you if the concern proves to be unfounded and was raised in 

good faith 	
• Malicious allegations may be considered a disciplinary offence 	

Further advice and support 	

It is recognised that whistle blowing can be difficult and stressful. Advice and support is available from 
the Safeguarding Officer; you can also seek advice from the NSPCC. 	

NSPCC Whistleblowing advice line: 0208 028 0285 	

https://www.nspcc.org.uk/what-you-can-do/report-abuse/dedicated-helplines/whistleblowing-advice-
line/ 

Self-reporting 	

There may be occasions when Staff, freelancers and volunteers have a personal difficulty, maybe a 
physical or mental problem, which they know to be impinging on their professional competence. 	

Staff, freelancers and volunteers have a responsibility to discuss such a situation with their line manager 
so professional and personal support can be offered to the member of staff concerned. 	

Confidentiality cannot be guaranteed where personal difficulties realise concerns about the welfare of 
safety of children but will only be shared on a “need to know” basis.  

 

4 COMMUNICATIONS (PHONE, TEXT, INTERNET, SOCIAL 
MEDIA)  

Staff, freelancers and volunteers should at all times maintain a professional relationship with young 
people in their charge and should not place themselves in a position where they are alone with a pupil 
or where their actions could be misinterpreted.  

It is therefore strongly enforced that staff, freelancers, and volunteers DO NOT link with young people 
on social networking sites or text message using their personal mobile phones to conduct friendships.  
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NDS does not use computers in its’ programme with young people therefore we cannot actively monitor 
their internet safety. We however sometimes post/create content on social media/online with/for our 
youth programme e.g. videos of choreographies for young people to practice at home and/or inspiring 
videos. Parents are aware of the channels we use, and it is made clear that it is up to them to allow their 
children access to these channels, allowing for parental control over internet usage and safety.  

 

5 TRIPS AND OUTINGS  

NDS might provide trips and outings for young people as a part of their overall learning programme. It is 
vital that safeguarding measures are put in place well before the trip takes place:  

• NDS will review its risk assessment policy prior to a trip, making sure that all potential risks to 
young people’s safety have been dealt with.  

• Parents will be informed with exact details of the trip, along with the contact details of the lead 
staff during the trip and other emergency numbers.  

• Any last-minute changes in circumstances, the situation will be assessed and If it is not safe to 
go ahead, the trip will be cancelled.  

Please consult NDS Risk assessment form appendix 9  

6 CHANGING AND DRESSING ROOMS  

NDS’s programmes often culminate in performances. Children required to change their clothing for 
rehearsals or performances will be provided with designated male/female spaces to get changed and we 
will ensure that a member of staff is nearby to respond to any issues that arise. If a child does not 
identify with a gender, s/he will be allowed to change in a different space with a member of staff nearby 
to respond to any issues that arise.  

Where costume fittings are required with a member of staff, we will ensure that they are not left alone 
with a young person.  

Communication should be kept to professional and relevant to the work we do with young people, e.g. 
late for classes, scheduling a rehearsal etc.  

7 PHOTOGRAPHY AND SHARING IMAGES  

The company uses filming and photography as part of the teaching and to celebrate the young people's 
achievement. However, this should only be conducted with the teacher's or staff's personal cameras or 
equipment if prior approval has been given by line-manager and no adequate company equipment is 
available. If images are taken with personal equipment they should be downloaded as soon as possible 
onto company systems and original files deleted from the personal device.  
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However, it's also important to be aware of safeguarding issues when people are taking photos or 
filming at events. The following guidance has been adapted from NSPCC guidelines and is designed to 
reduce the potential for misuse of images by making staff aware of the potential risks and dangers and 
putting appropriate measures in place.  

Some of the potential risks of photography and filming at events include:  

• children may be identifiable when a photograph is shared with personal information  
• direct and indirect risks to children and young people when photographs are shared on websites 

and in publications with personal information  
• inappropriate photographs or recorded images of children  
• inappropriate use, adaptation or copying of images.  

Company Policy:  

• Use a parental permission form to obtain consent for a child (Under 16) to be photographed and 
videoed and provide information about our safeguarding policy. Distinguish the potential use of 
such images i.e. for company promotion: flyers, posters, website, social media; for accreditation 
purposes (not public); for funding reports (not public).  

• Do not use children’s names in photograph captions (other than for accreditation). If a child is 
named, avoid using their photograph.  

• Only use images of children in suitable clothing to reduce the risk of inappropriate use. Be aware 
that performance photographs can present a much greater risk of potential misuse.  

• Be aware of how images of children on our website can be misused. Images accompanied by 
personal information, such as the name of a child and the location where they work with us, 
could be used to learn more about a child prior to grooming them for abuse.  

• Teacher's or staff's personal cameras or equipment can be used, if prior approval has been given 
by line-manager and no adequate company equipment is available. If images are taken with 
personal equipment they should be downloaded as soon as possible onto company systems and 
original files deleted from the personal device.  

• Ensure that young people who have their own cameras (including mobile phones) in sessions 
understand the risk factors and company policy and clarify that they should not share photos of 
other children on social media.  

• Provide written expectations for professional photographers and press who are invited to an 
event including 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 or at a child’s home.  
• When the group includes any children that have not consented to their images being shared 

publicly, we will ask parents, carers, family members and others at sharings and community 
sessions, to refrain from sharing images on social media.  

• Images or video recordings of children must be kept securely. Hard copies of images should be 
kept in a locked drawer and electronic images should be in a protected folder with restricted 
access.  

• Two Designated Safeguarding Officers will together agree on a selection of approved images for 
publicity and presentation about the company’s work with young people. This folder will only 
include appropriate images where participants/parents have consented to public use of the 
image.  
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8 SUPPORTING YOUNG PEOPLE  

If a young person is not at risk of “significant harm or of harming themselves” but is in need of more 
support around issues such as body image issues, relationships, drug use, bullying etc. there are a 
number of organisations which can support them. Staff with concerns should ask NDS’s Designated 
Safeguarding Officer for advice on linking with appropriate agencies and information/referral options.  

Staff should note that if a person is caring for a young person under 16 (or under 18 if disabled) for more 
than 28 days and they are not a near relative (father, mother, brother, sister, uncle, aunt, grandparent, 
step-parent) and do not have parental responsibility for the child, then they have to inform Social 
Services. It is up to Social Services to assess whether or not it is safe for the child to reside with the 
carer. If staff have any concerns about a young person who is residing with someone without official 
parental responsibility, they should contact the Safeguarding Officer.  

If there are concerns that a young person is becoming radicalised or groomed into violent extremism, 
please contact one of the following:  

Lisa Aldridge, Service Manager, Safeguarding and Reviewing Team: Lisa.Aldridge@hackney.gov.uk or 
020 8356 6164.  

Brendan Finegan, Service Manager, Youth Justice: Brendan.Finegan@hackney.gov.uk or 020 8356 1107.  

Paul Kelly, Head of Wellbeing and Education Safeguarding: Paul.Kelly@learningtrust.uk or 020 8820 
7325.  

Alternatively, please make a direct referral to Children’s Social Care via the First Access & Screening 
Team. For consultations about referrals to the Channel process please contact Tracey Thomas, Prevent 
Coordinator: Tracey.Thomas@hackney.gov.uk or 020 8356 8104.  

9 BULLYING  

Bullying is not be tolerated at NDS, and the organisation has a responsibility to do what is needed to 
make sure the company’s anti-bullying and harassment policy is understood and followed by everyone 
involved with NDS.  

Bullying is not always easy to see. (Please see advice below)  

When bullying is suspected, it will be investigated immediately. All complaints and incidents of bullying 
will be recorded and monitored.  

Bullying will be dealt with in a positive manner and in a way that is appropriate to each situation, 
recognising that there are a variety of reasons for bullying. It will never be dealt with by aggression, 
humiliation or revenge. In particular, staff should insist that individuals take responsibility for their own 
actions and should encourage parents to take responsibility for their own children.  
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NDS will continue to monitor the incidence of bullying via the incident report sheets.  

Advice and guidance for staff working with participants  

Evidence of Bullying can be:  

• Physical involving pushing, punching, hitting and kicking  
• Verbal involving name-calling, teasing, taunting, threatening, insulting families, telephoned 

abuse, silent calls and rubbishing other peoples' work. It may include comments on colour, 
ethnicity, culture, beliefs and national origin.  

• Silent involving isolating the victim, following, menacing stares, excluding the victim from group 
activities and rude gestures.  

• Written involving notes, letters, graffiti, e-mail and other computerised messages  
• Images sometimes referred to as ‘cyber-bullying’.  
• Stealing the victim's property or taking property without permission - food, etc  
• Damaging pens/pencils, phones or money for example. It may go as far as extortion  
• Manipulative manipulates social networks with the intention of excluding, ostracising or 

marginalising individuals from their friends and normal relationships  

Signs of bullying include:  

• behavioural changes such as reduced concentration and/or becoming withdrawn, clingy, 
depressed, tearful, emotionally up and down, reluctance to go training or performances  

• an unexplained drop off in performance  
• physical signs such as stomach aches, headaches, difficulty in sleeping, bed wetting, scratching 

and bruising, damaged clothes, bingeing e.g. on food, alcohol or cigarettes  
• a shortage of money or frequents loss of possessions  

Strategies and advice for staff dealing with bullying:  

• Provide a good role model. Pick up and deal with small incidents in workshops or rehearsals or 
workplace, eg "nicking" pens, refusing to work with people, name-calling, comments relating to 
appearance or beliefs.  

• Assume that all bullying cases are different.  
• Watch for early signs of distress, eg deteriorating work, spurious illness, isolation, clinging to 

adults, erratic attendance.  
• All incidents and disclosures should be taken seriously and should be acted on.  
• Listen carefully, record accurately and do not act as a judge.  
• Seek assistance and discuss all stages of action. Do not rush into action, but do not leave the 

victim at risk or feeling that nothing has been done.  
• Be careful that you do not encourage a participant or colleague to disclose a 

problem and then have no time to deal with it. Give time to a disclosure and seek 
support to do this. Do not look for reasons to blame the victim. The victim is not responsible for 
the bullying.  

• Work at the victim’s pace, be supportive and do not force the pace. Allow the victim to explore 
possible responses to incidents.  
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• Do not accept the bully's excuse, e.g. "I was only joking/playing". Point out that it was not 
funny/not a game for the victim.  

• Make it clear that such behaviour is unacceptable and must not be repeated. Do not deal with 
bullying by bullying.  

• Encourage all involved to accept responsibility for their own behaviour and the consequences of 
that behaviour. Consider the appropriateness of Restorative Justice. 

• Encourage all witnesses to accept that they have the responsibility to act against bullying by 
reporting incidents, by making it clear they do not approve of bullying behaviour and by making 
sure no one is isolated.  

• Get other students/adults/colleagues to provide support for the victim so they are not alone, 
and feel supported and safe.  

• Always involve the parents of all students. Always give parents information and avoid looking to 
apportion blame. In the case of employees, involve the line manager or a nominated friend.  

• If you come across a serious incident, ensure the victim is removed to a safe pace as soon as 
possible.  
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APPENDIX 1 HACKNEY CHILD WELLBEING FRAMEWORK  
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APPENDIX 2 / DO’S AND DON’TS OF GOOD PRACTICE  

DO  

•  Do always treat all young people equally and with respect and dignity  

•  Do make the experience of dance, drama and crafts fun and enjoyable: promote fairness, 
confront and deal with bullying  

•  Do always put the welfare of the young person first  

•  Do always give enthusiastic and constructive feedback rather than negative criticism 

•  Do be an excellent role model, this includes not smoking or drinking alcohol in the company 
of young people and dressing appropriately  

•  Do keep a written record of any injury that occurs, along with details of any treatment given  

•  Do always work in an open environment (e.g. avoiding private or unobserved situations and 
encouraging open communication with no secrets)  

•  Do recognise the developmental needs and capacity of the young person and do not risk  

sacrificing welfare in a desire for achievements. This means avoiding excessive training or  

competition and not pushing them against their will.  

•  Do maintain a safe and appropriate distance with participants (e.g. it is not appropriate for 
staff or volunteers to have an intimate relationship with a child or to share a room with them).  

•  Do avoid unnecessary physical contact with young people. Where any form of 
manual/physical support is required it should be provided openly and with the consent of the 
young person. Physical contact can be appropriate so long as it is neither intrusive nor 
disturbing and the young person’s consent has been given. Guidance on physical contact is 
detailed in Appendix 4  

•  Do involve parents/carers wherever possible, e.g. where young people need to be supervised 
in changing rooms, encourage parents to take responsibility for their own child. If groups must 
be supervised in changing rooms always ensure parents, teachers etc work in pairs  

•  Do remember than someone else might misinterpret your actions, no matter how well  

intentioned.  

•  Do recognise that caution is required, even in sensitive moments when you are counselling a  

young person or over issues such as bullying, bereavement or abuse.  

•  Do respect a young person’s right to personal privacy.  
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•  Do provide opportunities for young people to talk about any concerns they may have with a 
range of adults.  

 

DON’T  

•  Don’t unnecessarily spend amounts of time alone with young people away from others  

•  Don’t take young people alone in a car on journeys, however short  

•  Don’t take young people to your home where they will be alone with you  

•  Don’t share a room with a young person  

•  Don’t engage in rough, physical or sexually provocative games  

•  Don’t allow or engage in inappropriate touching of any form  

•  Don’t allow young people to use inappropriate language unchallenged  

•  Don’t make sexually suggestive comments to a young person, even in fun  

•  Don’t reduce a young person to tears as a form of control  

•  Don’t allow allegations made by a young person to go unchallenged, unrecorded or not acted 
upon  

•  Don’t do things of a personal nature that the young person can do for themselves  

•  Don’t allow yourself to be drawn into responding at an emotional level to any inappropriate 
attention-seeking behaviour from young people, such as tantrums or crushes.  

•  Don’t show favouritism to any individual.  

•  Don’t put yourself in a position where your version of events cannot be independently  

corroborated.  

•  Don’t make suggestive remarks or gestures, even in fun.  

•  Don’t let any suspicion, disclosure or allegation of abuse go unrecorded or unreported.  

•  Don’t rely on just your good name to protect you  

•  Don’t believe ‘it could never happen to me.’  

•  Don’t jump to conclusions about others without checking facts; but remember not to  

‘investigate’ an allegation of abuse about an adult, especially if the issue is alleged sexual 
abuse.  
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APPENDIX 3 – CODES OF CONDUCT  

3.1 CODES OF CONDUCT FOR YOUNG PEOPLE  

Young people are expected to:  

•		Participate fully in Newington Dance Space class activities  

•		Try their best – even in activities that they find more challenging.  

•		Be respectful to teachers and other staff members  

•		Respect the rehearsal space and the equipment that we use.  

•		Work as a team.  

•		If they observe any bullying (physical or psychological) it must be raised with a teacher.  

•		Listen when asked  

•		Talk to a teacher if they have any concerns of worries  

•		Turn mobile phones off during the session  

•		Ensure that they are dressed in suitable clothing – ready for the activity  

•		Only eat during the session breaks  

•		Do not leave the rehearsal site unless this had been approved by a member of staff  

•		Be an ambassador for Newington Dance Space within their school and community  

•		Understand Newington Dance Space’s photography policy and never take a photo of a peer with 
their consent or post photos/videos on social media without the consent of those involved  

Young people can expect to:  

•		Work in a safe and supporting environment  

•		Expect to have fun and make new friends  

•		Be respected by the teacher  

•		Be part of evaluation and project planning.  

•		Work towards taking on leadership roles with Newington Dance Space Youth.  
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3.2 CODES OF CONDUCT FOR CHAPERONES  

•		Do always treat all young people equally and with respect and dignity  

•		Do always put the welfare of the young person first  

•		Do be an excellent role model, this includes not smoking or drinking alcohol in the company of 
young people and dressing appropriately  

•		Do avoid unnecessary physical contact with young people  

•		Do remember than someone else might misinterpret your actions, no matter how well 
intentioned  

•		Do respect a young person’s right to personal privacy.  

•		Don’t allow young people to use inappropriate language unchallenged  

•		Don’t unnecessarily spend amounts of time alone with young people away from others  

•		Don’t take young people alone in a car on journeys, however short  

•		Don’t take young people to your home where they will be alone with you  
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APPENDIX 4 – GOOD PRACTICE GUIDANCE  

4.1 PHYSICAL CONTACT  

Teaching dance is a physical activity and a teacher will sometimes need to make physical contact with a 
student to show an idea or to correct the student’s position. This can include: 

• Lifting 
• Adjusting arms, legs, rib cage, hips, feet, hands 
• Moving one student in relation to another 

Where contact is needed, we will remain sensitive to the student’s wishes and put their welfare first. In 
all cases, we will say why and how we will be correcting the student’s position before making any 
contact.  

This policy does to deny or detract from this necessity: It offers good practice in managing this 
potentially difficult issue.  

TEACHERS PLEASE NOTE: If you are accused of touching a young or vulnerable person inappropriately 
you can be held personally liable. Ensure that you follow procedures laid out below to protect yourself:  

DO  

• Ensure that physical support is only used when necessary and touching is avoided where 
possible  

• Tell students where and why you are intending to make contact and get their verbal permission 
in advance.  

• Be alert to the possibility of performance errors or anxiety, which many increase the risk of 
injury, especially when children are performing acrobatic movements or are lifting each other.  

• Supporting techniques should not inhibit performance and any physical contact should not be 
invasive of private areas of the body.  

• Infrequent non-intentional physical contact can arise out of error on the student or teacher’s 
part, for example if physical support is misjudged and a private area is touched accidentally. 
Such situations should not be ignored and should be acknowledged through apology to the 
student and reported to the Parent and Safeguarding Officer.  

• If children become upset staff should not offer to cuddle a child. However, if a child seeks this 
kind of physical comfort, it should be kept to a minimum, take place in the presence of another 
adult and also reported to the Safeguarding Officer.  

DON’T  

• Engage in rough, physical or sexually provocative games  
• Use any physical punishment  
• Reduce a child to tears as a form of control  
• Let yourself be in a room alone with a child - If this does happen due to circumstance beyond 

your control ensure that the door is open and other people can see you.  
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4.2 ANTI-BULLYING POLICY  

The individual  

•		Respect every child’s need for, and rights to, a play environment where safety, security, praise, 
recognition and opportunity for taking responsibility are available.  

•		Respect every individual’s feelings and views.  

•		Recognise that everyone is important and that our differences make each of us special.  

•		Show appreciation of others by acknowledging individual qualities, contributions and progress.  

•		Ensure safety by having anti-bullying rules and practices, developed with the participation of children 
and young people, carefully explained and displayed for all to see.  

Bullying  

•		Bullying will not be accepted or condoned. All forms of bullying will be addressed.  

Bullying can include:  

• Physical: pushing, kicking, hitting, pinching etc.  

•		Name-calling, sarcasm, spreading rumours, persistent teasing and emotional torment through 
ridicule, humiliation and the continual ignoring of individuals, racial taunts, graffiti, gestures, sexual 
comments and/or suggestions and unwanted physical contact.  

•		Children from ethnic minorities, disabled children, young people who are gay or lesbian, or those 
with learning difficulties are more vulnerable to this form of abuse and may well be targeted.  

•		Where a child is found to be exhibiting sexually harmful behaviour to another child, it is important 
to involve the social work team responsible for child protection as soon as possible. Each 
establishment should have clear policies and procedures to ensure that staff and volunteers are 
aware of the differences between sexually harmful behaviour and bullying behaviour.  

•		Where a child’s bullying behaviour is of a particularly violent or aggressive nature and the 
establishment is unable to address the behaviour through behaviour management strategies or 
disciplinary measures within reasonable time, it is worth considering instigating child protection 
procedures.  

Anti-bullying policies  

Everybody has the responsibility to work together to stop bullying – the child, the parent/carer, the club, 
the coach, the social worker and members of the local community.  
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•		The Youth Group’s anti-bullying policy should be developed with the full participation of children, 
young people and parents or carers.  

•		Children should be encouraged and supported to take a role in stopping bullying in their community.  

•		Policy and practice should be reviewed regularly in the light of changing needs and changes adopted 
by other agencies.  	 

Support to the Child  

• Children should know who will listen to and support them. 
• Any advice and assistance should be given by an appropriately trained and experienced worker. 
• Children should have access to Helpline numbers 
• Children should be told what is being recorded, in what context and why. 
• Systems should be established to open the door to children wishing to talk about bullying or any 

other issue that affects them. Barriers to talking need to be broken down to enable children to 
approach adults. 

• Anyone who reports an incident of bullying will be listened to carefully and be supported, 
whether the child being bullied or the child who is bullying. 

• Any reported incident of bullying will be investigated objectively and will involve listening 
carefully to all those involved. 

• Children being bullied will be supported and assistance given to uphold their right to play and 
live in a safe environment which allows their healthy development. 

• Those who bully will be supported and encouraged to stop bullying. 
• Sanction involving long periods of isolation, or which diminish and make individuals look or feel 

foolish in front of others, should be avoided.  

Support to the parents/guardians  

• Parents/guardians should be advised on policy and practice about bullying.  
• Any incident of bullying will be discussed with the child’s parent(s)/guardians.  
• Information and advice on coping with bullying will be given.  
• Support should be offered to the parents/guardians, including information on other agencies or 

support lines.  

4.3 WHISTLE BLOWING POLICY  

Guidance Note for Members of Staff  

This guidance should be followed if you suspect any conduct or practice in any area of the school’s 
activities which is potentially illegal, corrupt, improper, unsafe or unethical or which amounts to 
malpractice.  

DO  

• Make an immediate note of your concerns.  



 37 

• Note all relevant details such as what was said in telephone or other conversations, the date, 
time and the names of any parties involved; or any action observed.  

• Convey your suspicions to someone with the appropriate authority and experience e.g. the 
welfare officer  

• Deal with the matter promptly.  
• Keep a copy of all notes/details etc.  

DON’T  

• Do nothing.  
• Be afraid of raising your concerns. You must not suffer any recrimination as a result of voicing a 

reasonably held suspicion.  
• Approach or accuse any individuals directly.  
• Try to investigate the matter yourself. There are rules surrounding the gathering of evidence for 

use in criminal cases and in relation to child protection cases. Any attempt to gather evidence by 
people who are unfamiliar with these rules may destroy the case.  

• Convey your suspicions to anyone other than those with the proper authority. 	If you wish to 
remain anonymous, do not include your name / position or any other information which could 
lead to your identity being disclosed.  

Remember the Public Interest Disclosure Act 1998 protects you from victimisation by dismissal, 
redundancy or any other detrimental action provided you:  

• Have disclosed the information in good faith.  
• Believe it to be substantially true.  
• 	Have not acted maliciously or made a false allegation.  
• Are not seeking any personal gain.  
• It was reasonable for the disclosure to have been made  
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APPENDIX 5 DISCLOSURE/CHILD INCIDENT FORM/ NDS  

Date of Incident  

Time of Incident  

Location of Incident  

People Involved/ Witnesses 

Name Contact Details Involved/Witness 

   

   

   

Description of Incident: 
[This is an OBJECTIVE document so please refrain from using opinions and record what happened 
only]  

 
 
 
 
 
 
 
 

 
 
 

 
Follow Up actions: 
 
 
 
 
 
 
Referred To  

Contact Name  

Contact Number   
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Lead worker involved in follow up work  

 

 

Other workers involved  

 

 

Signed ...............................................................................................................  

Print Name ...............................................................................................................  

Date...............................................................................................................  

 

Appendix:  

Participants Record Number (if applicable)  
 

Record Number:  
 

Please mark any injuries or marks you have seen/shown and describe symptoms. Subject does 
NOT require to undress and no assumptions should be made about injuries. ALL VISIBLE injuries 
should be recorded. 
MALE / FEMALE 
AGE:  
 

 
 
 
 
 
 
 
 
 

SIGNATURE OF PERSON WHO SUSTAINED INJURIES............................................. 
 

This document is highly confidential and should be stored in a locked cabinet 
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APPENDIX 6 – ALLEGATION FLOW CHARTS  
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APPENDIX 7 HM ADVICE ON RECORD KEEPING  

The seven golden rules to sharing information  

1. Remember that the General Data Protection Regulation (GDPR), Data Protection Act 2018 
and human rights law are not barriers to justified information sharing, but provide a framework to 
ensure that personal information about living individuals is shared appropriately.  

2. Be open and honest with the individual (and/or their family where appropriate) from the outset 
about why, what, how and with whom information will, or could be shared, and seek their 
agreement, unless it is unsafe or inappropriate to do so.  

3. Seek advice from other practitioners, or your information governance lead, if you are in any 
doubt about sharing the information concerned, without disclosing the identity of the individual 
where possible.  

4. Where possible, share information with consent, and where possible, respect the wishes of 
those who do not consent to having their information shared. Under the GDPR and Data 
Protection Act 2018 you may share information without consent if, in your judgement, there is a 
lawful basis to do so, such as where safety may be at risk. You will need to base your 
judgement on the facts of the case. When you are sharing or requesting personal information 
from someone, be clear of the basis upon which you are doing so. Where you do not have 
consent, be mindful that an individual might not expect information to be shared.  

5. Consider safety and well-being: base your information sharing decisions on considerations of 
the safety and well-being of the individual and others who may be affected by their actions.  

6. Necessary, proportionate, relevant, adequate, accurate, timely and secure: ensure that the 
information you share is necessary for the purpose for which you are sharing it, is shared only 
with those individuals who need to have it, is accurate and up- to-date, is shared in a timely 
fashion, and is shared securely (see principles).  

7. Keep a record of your decision and the reasons for it – whether it is to share information or 
not. If you decide to share, then record what you have shared, with whom and for what purpose.  

 

Full PDF Document can be downloaded here:  

Information sharing/ Advice for practitioners providing safeguarding services to children, young 
people, parents and carers/ July 2018 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/fi
le/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf 
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APPENDIX 8 – IMPORTANT CONTACTS  

Designated Safeguarding Officer: Ellen Pillow/ Joint Director  

Email: ellen@newingtondancespace.com 

Mobile: 0771 599 5951 

Deputy Safeguarding Officer: Dana Hillier Kolesarova/ Joint Director 

Email: dana@newingtondancespace.com 

Mobile: 0782 5565 194 

The Designated Safeguarding Person: Claire Francis Walker / Joint Director 

Email: info@newingtondancespace.com 

Mobile: 07507 797 173 

NSPCC Childline  

0800 1111  

NSPCC 24-hour helpline  

0808005000  

First Access Screening Team (FAST)  

0208356 4844  

Police  

999  

Children’s Social Care  

0208 356 5500 
0208 356 2710 FAST@hackney.gov.uk 0208 356 4183  

LB Hackney’s LADO  

LADO@hackney.gov.uk 020 8356 4569  
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NSPCC Whistleblowing advice line  

0208 028 0285  

City and Hackney Safeguarding Children Board  

The CHSCB can be consulted for advice and information on safeguarding and child protection issues 
0208 356 5500  

The Learning Trust  

Safeguarding in Education Team: 0208820 7551  

Independent Safeguarding Authority (ISA)  

www.isa.homeoffice.gov.uk  

Public Concern at Work (whistle blowing charity)  

www.pcaw.org.uk  

Child Abuse Investigation Team (CAIT) at Police  

Tel: 020 8217 6552  

City of London Children’s Services team  

Tel: 020 7332 1224 
Email: social.services@cityoflondon.gov.uk 
For out of hours (5pm-9am) service, please contact the Emergency Duty Team on 020 8356 2346.  

Local Authority Services  

Children’s Social Care Services Tel: 0208 356 5500 
Police Child Abuse Investigation Team/Unit Tel: 020 217 6552  

If you have concerns that a child/young person you are working with is becoming radicalised or groomed 
into violent extremism, please contact one of the following:  

Lisa Aldridge, Service Manager, Safeguarding and Reviewing Team: Lisa.Aldridge@hackney.gov.uk or 
020 8356 6164.  

Brendan Finegan, Service Manager, Youth Justice: Brendan.Finegan@hackney.gov.uk or 020 8356 1107.  

Paul Kelly, Head of Wellbeing and Education Safeguarding: Paul.Kelly@learningtrust.uk or 020 8820 
7325.  
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Alternatively, please make a direct referral to Children’s Social Care via the First Access & Screening 
Team.  

For consultations about referrals to the Channel process please contact Tracey Thomas, Prevent 
Coordinator: Tracey.Thomas@hackney.gov.uk or 020 8356 8104.  

Hackney Ark Children and Young People’s Centre For Development and Disability  

Downs Park Road London, E8 2FP 
Tel: 020 7014 7000: http://www.homerton.nhs.uk/our-services/services-a-z/c/childrensservices-in-the- 
community/hackney-ark/  

Children’s Social Care Hackney Service Centre  

1 Hillman Street, E8 1DY FAST@hackney.gov.uk 020 8356 5500/4844 020 8356 5516  

Out of hours (weekends, bank holidays, after 17.00): 020 8356 2710  

 


