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Sussex Prisoners” Families: Process for safeguarding children and young people
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Introduction

It is Sussex Prisoners’ Families policy that all staff working for the project will aim to create a safe
environment where children are protected from abuse, harm, and harassment. All staff members and
volunteers will report any concerns about a child or somebody else’s behaviour using the procedures laid
down in this policy.

The key objectives of this policy are for all employees and volunteers of SPF to:

¢ Have an overview of child safeguarding.
Be clear about their responsibility to safeguard children.

e Ensure the necessary actions are taken where a child with is deemed to be at risk, making further
adaptations if there are other circumstances to include; learning difficulties, disabilities etc

e Take every action to protect the safety and wellbeing of the child at risk
To ensure action is taken in a suitable and timely manner

Underlying Policy, Principles and Values

Nothing is more important than children’s welfare. Every child deserves to grow up in a safe, stable, and
loving home. Children who need help and protection deserve high quality and effective support. This
requires individuals, agencies, and organisations to be clear about their own and each other’s roles and
responsibilities, and how they work together. This policy has been reviewed following the publication of
Working together to safeguard And works to the pan-Sussex children protection procedures.pan-Sussex
children protection procedures.

What is and type of abuse
Child abuse happens when a person harms a child. It can be physical, sexual or emotional, but can also
involve neglect. This can include self-harm, self-neglect and suicide (See Suicide Prevention Policy).

Children may be abused by:

« family members - friends « people working or volunteering in organisational or community settings *
people they know * strangers.

For the purposes of this policy document, ‘child’ or ‘young person’ refers to people under the age of 18
years.

These following six principles inform the ways in which SPF work with all children including those at
risk.

o Empowerment: People being supported and encouraged to make their own decisions and give
informed consent. It may sound like this, "I am asked what | want as the outcomes from the
safeguarding process and these directly inform what happens."

o Prevention: It is better to take action before harm occurs. It may sound like this, "l receive clear and
simple information about what abuse is, how to recognise the signs and what | can do to seek help."

o Proportionality: The least intrusive response appropriate to the risk presented. It may sound like this,
"l am sure that the professionals will work in my interest, | see them, and they will only get involved as
much as needed."

¢ Protection: Support and representation for those in greatest need. It may sound like this, "l get help
and support to report abuse and neglect. | get help so that | am able to take part in the safeguarding
process to the extent to which | want."

e Partnership: Local solutions through services working with their communities. Communities have a
part to play in preventing, detecting and reporting neglect and abuse. It may sound like this, "l know that
staff treat any personal and sensitive information in confidence, only sharing what is helpful and
necessary. | am confident that professionals will work together and with me to get the best result for
me."

e Accountability: Accountability and transparency in delivering safeguarding. It may sound like this, "I
understand the role of everyone involved in my life and so do they."
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Designated Safeguarding Leads (DSLs) and Designated Safeguarding Officers (DS0s) can be
contacted at any time if ever a concern should arise regarding child protection issues.

Catherine Arnold (CEO, DSL)
07572 8960810r cat@sussexprisonersfamilies.org.uk

Sarah Verlander (Outreach Manager, Deputy DSL)
or sarah@sussexprisonersfamilies.org.uk

Clem Manning, (Court and Prisons Services Manager, DSO)
07436 685736 or clem@sussexprisonersfamilies.org.uk

Anna Stephenson-Knight (Outreach Manager, DSO)
07471 822253 or anna@sussexprisonersfamilies.org.uk

Ruth Simmonds (Trustee Safeguarding Lead)
07811 349884 or ruth@sussexprisonersfamilies.org.uk

Any allegations or disclosures must be recorded in summarised designated log, as well as detailed
individual log as soon as possible — there is a procedure, which is set out in this policy to decide who
should report the information and the timescales for passing it on. The role of the DSL is to:

Know which child protection agency to report concerns to and how to do this.

Ensure all staff members have a copy of the children policy framework.

Help staff members with any child protection issues.

Make sure that appropriate information is available at the time of a referral and the referral is
confirmed in writing.

Keep contact with social care services, NSPCC and other agencies.

Keep people who need to know/aware of any action taken and any further action to be taken e.g.
disciplinary.

o Ensure all records are up to date and that information will be stored securely and kept confidential.
o Contact different organisations to review the child protection program regularly to check that
procedures are correct and comply with current good practice.

As stated in The Children’s Act 1987 “the welfare of a child is paramount”. This means that confidentiality
must never be promised to a child in case a situation arises where information must be passed on for the
safety or welfare of the child. Information should only be shared with those who need to know.

All volunteer staff, employees, trustees and partners who come into contact with children and who is left
with them unsupervised will undergo an Enhanced Disclosure and Barring Service check, and references
from previous employers will be sought.

Sussex Prisoners’ Families accepts its responsibility of duty of care towards children and any person whom

the charity comes into contact with, any person who comes forward will be supported when they come
forward with any concerns in good faith.

Sussex Prisoners’ Families expects all staff and volunteers to be aware of this code of practice and adhere
to it at all times.
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Staff and volunteers should observe the following;

Avoid initiating physical contact with children

If physical contact is initiated by a child/young person, cease it as soon as possible without making
them feel rejected. If it persists this should be brought to the attention of a senior member of staff.
Where possible, explain appropriate physical boundaries with children early on in a relationship,
with an appreciation for those at differing stages of cognitive development requiring more or less
reinforcement of these expectations.

Do not initiate or take part in intrusive forms of play (e.g. tickling or ‘rough and tumble’) or physical
expression of emotion such as kissing, hugging or sexual contact.

Unless to avoid immediate danger, avoid any physical contact when alone with a child/young
person.

It is good practice for all staff to work alongside a colleague where possible as this helps to ensure
the safety of children and helps to protect staff and volunteers against false allegations.

Will not lend or borrow money or property. Will not give or receive gifts. SPF will accept gifts
intended for a group, as opposed to individual staff and volunteers.

Staff and volunteers must not take service users into their homes unless for any reason deemed
appropriate through discussion with their line manager (eg. Service users are friends of worker’'s
own children).

Report to line management all cases of physical contact which fall outside of the remit of the activity
in which staff/volunteers are engaged, as these can be misinterpreted.

Staff will not take a child alone in a car or on any journey, unless an emergency, with agreement of
parent/guardian/kinship carer or next of kin

Never make any suggestive or inappropriate remarks to a child, even to be said in jest which may
be taken the wrong way or offend.

Never try and dissuade a child from making a disclosure of abuse or harm.

It is important for all staff members and volunteers to be aware that child abusers come in all ages (even
other children) they can be any gender, ethnic origin or class. It is also important not to favour people and
have pre-conceptions; it could prevent the right action to be taken in a situation.

Staff and volunteers at Sussex Prisoners’ Families must always value and respect children as individuals
and must always challenge bullying, racism, sexism and homophobia.

Only Police and Social Services have a legal power to protect. We, at SPF, do not investigate. We have a
legal duty to assist and provide information.

CoOoNOOR~wWN =
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Stay calm.

Listen to what the child has to say.

Do not make any promises to keep secrets, as you may have to report it to someone else.
Reassure the child that only those that need know about it will.

Always let the child proceed at their own pace.

Do not ask leading questions.

Reassure them that they have done the right thing by telling.

Tell them what the next step is and who will be told.

Record what the child said as accurately as possible recording date, time, names, who took the
information, sign and the date that it was recorded.

. Do not decide for yourself whether abuse has taken place - that is for the professional child

protection agencies to decide.

Procedure for Child Safeguarding.docx

Call the police or social services if a child is in immediate danger or at risk of immediate harm (follow
Appendix A procedures.
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For all Safeguarding referrals or to discuss any concerns a volunteer or member of staff, partner has
regarding the safety of a child, the DSL, or if unavailable, deputy DSL or Board Chair must be contacted
immediately. This information will be logged by the DSL recording decisions and action taken.

If a staff member or volunteer has concerns, they should report it to the DSL straight away by telephone or
in person. The DSL should also then receive a written report signed and dated within 24hrs to put in the
designated Safeguarding Report Log.

If the concerns are in respect of a member of staff or a volunteer the DSL or Deputy should be informed
along with Local Authority Designated Officer (LADO) should be contacted immediately by telephone.

If the concern relates to the Sussex Prisoners’ Families DSL/Deputy, then the chair of the SPF board
should be notified to contact the LADO.

The DSL will consider all reports and will either report them straight to the relevant authority or after
seeking advice (possibly from the local authority safeguarding service, NSPCC or alike) decide not to refer
concerns but will keep a detailed record of the reports in the designated book.

If a child or young person discloses abuse:

DOs

. Do treat any allegations seriously and act at all times towards the child/young person as if you
believe what they are saying, irrespective of their level of development or communication or history
of telling untruths.

. Do tell the child/young person that they were right to tell you

. Do reassure them that they are not to blame

. Do be honest about your own position, who you must tell and why

. Do tell the child/young person what you are doing, and when, and keep them up to date with what is
happening

. Do take further action — you may be the only person able to prevent further abuse — tell your line
manager immediately

. Do write down everything said and what action was taken (see guidelines for recording) — always
state facts and not opinions

. Do seek medical attention for the child/young person if necessary

DON'Ts

. Don’t make promises you cannot keep

. Don’t interrogate the child/young person — it is not your job to carry out an investigation - this is the
responsibility of the Police and Social Services who are trained in this.

. Don’t cast doubt on what the child/young person has told you, don’t interrupt or change the subject.

. Don’t say anything that might make the child/young person feel responsible for the abuse.

. Don’t keep it to yourself or act alone — make sure you tell your immediate line manager and the

Sussex Prisoners’ Families DSL immediately — they will take the lead in following up your concerns
and seeking further advice.

. Don’t promise confidentiality - Depending on the situation it may be your legal requirement to pass
on information.

Physical
Non-accidental injury — deliberately inflicted:

Hitting, shaking, squeezing, burns, bruises, broken limbs, scalds, bites, cuts, gripping, giving a child
inappropriate drugs or alcohol. Attempting to poison, suffocate or drown.

Neglect
Persistent or severe failure to meet a child’s basic needs:
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Lack of adequate food, inappropriate diet, exposing child to cold, leaving child unattended, inappropriate
clothing, failing to attend personal hygiene and failing to seek medical attention.

Sexual

Taking advantage of a child for the sexual gratification of an Child:

Flirting and verbal suggestiveness, Inappropriate fondling, masturbation, oral sex, anal sex, full intercourse,
use of foreign objects, exhibitionism, exposing child to pornography, making pornographic materials and
ritualistic abuse.

Online sexual abuse includes: persuading or forcing a child to send or post sexually explicit images of
themselves, this is sometimes referred to as sexting * persuading or forcing a child to take part in sexual
activities via a webcam or smartphone « having sexual conversations with a child by text or online.

Child sexual exploitation. Child sexual exploitation (CSE) is a type of sexual abuse. Children may be
coerced or groomed into exploitative situations and relationships. They may be given things such as gifts,
money, drugs, alcohol, status or affection in exchange for taking part in sexual activities.

Abusers may threaten to send sexually explicit images, video or copies of sexual conversations to the
young person's friends and family unless they take part in other sexual activity. Images or videos may
continue to be shared long after the abuse has stopped. Abusers will often try to build an emotional
connection with a child in order to gain their trust for the purposes of sexual abuse. This is known as
grooming.

County lines exploitation

“County lines” or child criminal exploitation is a violent and exploitative form of drug distribution. A common
feature of county lines is the exploitation of children, who are instructed to deliver and/or store drugs, and
associated money or weapons, to dealers or drug users, locally or in other counties.

Domestic abuse Is any type of controlling, coercive, threatening behaviour, violence or abuse between
people who are, or who have been in a relationship, regardless of gender or sexuality. It can include
physical, sexual, psychological, emotional or financial abuse. Exposure to domestic abuse is child abuse.
Children can be directly involved in incidents of domestic abuse, or they may be harmed by seeing or
hearing abuse happening. Children in homes where there is domestic abuse are also at risk of other types
of abuse or neglect.

Emotional

Persistent lack of affection and interaction:

Continuously failing to show love and affection, persistent rejection, criticism, belittling, bullying, frightening,
harassment, taunting, threatening, ridiculing and ignoring.

Female Genital Mutilation (FGM) is illegal under the Female Genital Mutilation Act 2003, as amended by
the Serious Crime Act 2015. It is an offence to fail to protect those with female genitalia from the risk of
FGM and requires specified professionals to report known cases of FGM in under 18s to the Police.
However-SPF carries the responsibility to report cases of FGM, in line with wider safeguarding
frameworks. If any staff or volunteers become aware of FGM being carried out on a person with female
genitalia under 18 years old, they should share this information with their line manager in the first instance.

What are bullying and cyberbullying. Bullying is when individuals or groups seek to harm, intimidate or
coerce someone who is perceived to be vulnerable.

Bullying includes: « verbal abuse, such as name calling * non-verbal abuse, such as hand signs or glaring *
emotional abuse, such as threatening, intimidating or humiliating someone ¢ exclusion, such as ignoring or
isolating someone * undermining, by constant criticism or spreading rumours ¢ controlling or manipulating
someone - racial, sexual or homophobic bullying * physical assaults, such as hitting and pushing * making
silent, hoax or abusive calls. Bullying can happen anywhere — at school, at home or online. When bullying
happens online it can involve social networks, games and mobile devices. Online bullying can also be
known as cyberbullying.
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Cyberbullying includes: * sending threatening or abusive text messages ¢ creating and sharing
embarrassing images or videos ¢ 'trolling' - sending menacing or upsetting messages on social networks,
chat rooms or online games * excluding children from online games, activities or friendship groups ¢ setting
up hate sites or groups about a particular child « encouraging children to self-harm  voting for or against
someone in an abusive poll « creating fake accounts, hijacking or stealing online identities to embarrass a
young person or cause trouble using their name.

Gender violence (also known as gender-based/gendered violence) is the term used to denote harm inflicted
upon individuals and groups that is connected to normative understandings of their gender. This connection
can be in the form of:

e cultural understandings of gender roles,
e both institutional and structural forces that endorse violence based on gender, and
e societal influences that shape violent events along gender lines.

While the term is often used synonymously with ‘violence against women and girls’, gendered violence can
and does occur for people of all genders including men, women, male and female children and gender
diverse individuals. SPF staff and volunteers will be vigilant to all forms of gender violence and be active in
the reduction of this form of harm.

Child trafficking is child abuse. It involves recruiting and moving children who are then exploited. Many
children are trafficked into the UK from overseas, but children can also be trafficked from one part of the UK
to another. Children may be trafficked for: « child sexual exploitation « benefit fraud « forced marriage
domestic servitude such as cleaning, childcare, cooking ¢ forced labour in factories or agriculture ¢ criminal
exploitation such as cannabis cultivation, pickpocketing, begging, transporting, drugs, selling pirated DVDs
and bag theft. Children who are trafficked experience many forms of abuse and neglect. Physical, sexual
and emotional abuse is often used to control them and they’re also likely to suffer physical and emotional
neglect.

e The child at risk appears frightened of the parent/s/peers/other children.

The child at risk may display 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.

The child at risk may have an injury for which the explanation seems inconsistent.

The child at risk may demonstrate inexplicable changes in behaviour.

The child at risk may demonstrate inappropriate sexual awareness.

The child at risk may engage in sexually explicit behaviour.

The child at risk may display an unusual distrust of Childs, particularly those with whom a

close relationship would normally be expected.

The child at risk may experience difficulty in making friends.

e The child at risk may be prevented from socialising with other children.

e The child at risk may display variations in eating patterns including overeating or loss of
appetite.

e The child at risk may experience inexplicable weight loss.

e The child at risk may appear increasingly dirty or unkempt.

e The child displays distress or domestic violence hand signal is displayed to you:
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Distress and Domestic Violence Hand Signal

1. Palm facing outwards, 2. Move fingers down over thumb
place thumb on the palm

Child protection shall always be Sussex Prisoners’ Families priority when recruiting staff and volunteers.
and appropriate recruitment procedures shall be followed. For volunteers and employees in direct contact
with children these include:

A clear description of any role available so the most suitable appointee shall be selected.

o The identity of applicants must be proved, and personal details obtained through use of application
form.

¢ All applicants must sign a declaration of previous convictions with submission to formal check.

¢ An enhanced level DBS check shall be required, and a copy kept with each applicants' details (re-
checked every 2 years)

o Two references carried out and returned
All applicants must be given a copy of the child and Child protection policy, and a signed copy kept o
their HR file

All staff and volunteers will be provided with copies of this framework as part of their induction.

All staff and volunteers will be offered training in line with this and the Child framework (Appendix A)

All staff, volunteers and board members to undergo Child and child safeguarding training annually.
Volunteers, sessional workers and trustees (outside the chair) are required to access and complete
the Child Protection E-Learning course and once completed return certificate to the CEOor their designated

manager. Volunteers and session workers carry out the basic safeguarding course here:
https://westsussexcpd.learningpool.com/login/index.php

The Chair, all outreach workers & managers will take on advanced Child and child safeguarding training
accessed through several providers including Brighton Housing Trust and Impact Initiatives. All staff do
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mandatory training in safeguarding children, Childs, understanding trauma (every year) and trauma
informed work practice (regular basis).

The DSL and Deputy DSL attend Child and child safeguarding lead training every 2 years, also trauma
informed practice and update the safeguarding policy annually-every-6-months-

Protection of child at risk raises issues of confidentiality that must be clearly understood. The following
guidelines should be adopted when concerns around child protection arise to ensure that the referral
procedure complies with the Data Protection Act (1998) and the Freedom of Information Act (2000),
although not at the risk of safeguarding child/children at risk. Staff, volunteers and trustees have a
professional responsibility to share relevant information about the protection of child at risk with other
professionals, particularly investigative agencies and children social care services.

All personal information regarding a child at risk will be kept confidential. All written records are to be kept
in a secure area for a specific time as identified in the SPF data protection policy. Records will only record
details required in the child at Risk Cause for Concern Report Form, Appendix B of this policy.

If a child confides in a member of staff or volunteer and requests that the information is kept secret, it is
important that the child is told sensitively that the member of staff or volunteer has a responsibility to refer
cases of alleged abuse to the appropriate agencies. Within that context, the child must, however, be
assured that the matter will be disclosed only to people who need to know about it. Where possible,
consent should be obtained from the child before sharing personal information with the Local Child
Safeguarding helpdesk. However, in some circumstances obtaining consent may be neither possible nor
desirable as the safety and welfare of the child at risk is the priority.

The member of staff or volunteer involved must assure the child that they will always be informed of any
action to be taken and why. The child’s involvement in the process of sharing information must be fully
considered and their wishes and feelings considered.

Issues surrounding abuse or potential abuse are highly sensitive and to be treated as confidential. We will
respect the person’s right to confidentiality and refrain from disclosing any information about the case to
anyone who does not ‘need to know.’

Disclosure of information includes verbal discussions as well as disclosure of personal or confidential
information relating to the situation over email or social media sites, such as Facebook or Twitter.

Failure to maintain and respect confidentiality and or the terms of this policy may result in notice to cease
working as a volunteer and lead to disciplinary action for staff.

1. Seek advice if in any doubt. (Without disclosing the identity of the person where possible) consult with
your manager or DSL or if not available the local council Safeguarding Children Helpdesk.

2. Be transparent. The Data Protection Act (DPA) is not a barrier to sharing information but to ensure that
personal information is shared appropriately; except in circumstances whereby doing so it places the
person at significant risk of harm.

3. Consider the public interest. Base all decisions to share information on the safety and wellbeing of that
person or others that may be affected by their actions.

4. Share with consent where appropriate. Where possible, respond to the wishes of those who do not
consent to share confidential information. You may still share information without consent, if you consider
this is in the interest of the person at risk or the public.
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5. Record your decision and reasons to share or not share information.

6. Ensure all information shared is accurate, up-to-date, and necessary and share it with only those who
need to have it.

1. Should anyone within SPF reasonably suspect or become aware of a child who meets the safeguarding
criteria as described in clause 2 of this policy is, or is at risk of, abuse, neglect, self-harm or suicide, the
DSL must be informed. If the issue relates DSL or Deputy DSL, concerns should be taken to the Chair of
the Board of Trustees. Please also see Suicide Prevention Policy.

2. As SPF staff and volunteers will make themselves familiar with the Safeguarding procedures for each
setting they operate in (e.g. Prison, Court, School etc) and refer any safeguarding concerns to the DSL for
that setting alongside the SPF DSL for action and follow up.

3. Should anyone within SPF reasonably suspect or become aware of a child being the perpetrator of
abuse, the DSL must be informed, and they will contact the Teams noted in contacts for advice on making
a disclosure.

4. If the child discloses.

There are some cases that require an urgent response. If you suspect a serious criminal act has taken
place, telephone 999. Tell them if you think it might be child abuse.

If the individual is injured seek immediate medical treatment. Tell the ambulance personnel or A&E staff
that this is a potential child abuse situation.

1. Ensure that the person is safe, is as comfortable as possible, and if necessary, has access to treatment
and/or emergency services as is appropriate before taking any other action.

2. If you suspect that a crime has taken place against a child inform the police as soon as possible. If abuse
is recent be careful not to contaminate or remove any possible forensic evidence, e.g. don’t tidy up or give
the person a wash, or food or drink until after a medical examination.

3. Continue to follow the procedure for abuse when not an emergency as below.

Any member of staff or volunteer who becomes aware that a child is or is at risk of, being abused or has
safeguarding needs should raise the matter immediately with their line manager /or with the designated
safeguarding lead.

1. In discussion with the child at risk, endeavour to ensure they are safe and supported before proceeding
with any other action and inform the child of the action we propose to take. Reassure the person that they
have done the right thing to tell you and explain that you will need to inform the DSL who will help them
decide what happens next. Do this as soon as possible, contacting the local authority safeguarding Child
helpdesk immediately if the DSL is not available.

2. If the person has capacity, you will apply the 6 safeguarding principles that underpin this policy (see
clause 5) and you will need to have a conversation with the person concerned to determine which of the
following approaches is most appropriate.
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3. Inform the Child if SPF are planning to seek advice from or report concerns to an external agency. If a
person requests involving the police, you should follow their lead and help them to do this immediately.

4. Try to obtain permission to contact the Local Authority Child Safeguarding Helpdesk for advice and you
can keep the child informed of what you are doing (if age appropriate) Also, that if they wish it MAY be
possible to do this without using names. The Local Authority Helpdesk advice should always be acted
upon.

5. If the Child at risk does not wish a particular incident, or disclosure to be further investigated, or reported
to the police, but the DSL still has cause for concern, the Local Authority Child Safeguarding helpdesk may
still be contacted under the confidentiality statement of this policy to obtain advice. It may be possible to do
this without using names. The Local Authority Helpdesk advice should always be acted upon, including if
names are given whether to tell the victim that this advice had been sought.

6. Record details of what has happened on the Child at Risk Cause for Concern Report Form. This form
can be found within Appendix B of this document.

Early sharing of information is the key to providing an effective response where there are emerging
concerns to ensure effective safeguarding arrangements no member staff or volunteer should assume that
someone else will pass on information which they think may be critical to the safety and well-being of the
Child.

In most situations there will not be an immediate threat and the decision about protecting the person with
safeguarding needs will be taken in consultation with themselves and/or Social Services.

Please refer to the Pan Sussex Child Protection and Safeguarding Procedures and to each local
authority for further details and for child protection referral forms and contacts.

https://sussexchildprotection.procedures.org.uk/

Child Protection and Safeguarding referral contacts:

Brighton & Hove

Front Door for Families

Complete online referral form found here.

Telephone: 01273 290400 Email to FrontDoorforFamilies@brighton-hove.gov.uk

Out of Hours Emergency Duty Service:01273 335905/6

East Sussex

Single Point of Advice (SPoA) Mon-Thurs 8.30am-5pm and Fri 8.30am-4.30pm.
Telephone: 01323 464222

Email: mailto:0-19.SPOA@eastsussex.gov.uk

Out of Hours Social Care Service - Children's services: 01273 335905/6

West Sussex
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Integrated Front Door (IFD) and opening times

Online referral form can be found here:

Telephone number: 01403 229900

Email address: WSChildrenservices@westsussex.gov.uk

If anyone informs you that he/she/they have been a victim of abuse, please respond in the appropriate
manner:

1. Stay calm and try not to show shock or disbelief.

2. Listen very carefully.

3. Be sympathetic.

4. Tell the child that they did the right thing in telling you and that you are treating the information seriously.

5. Don’t promise to keep secrets, explain that you must tell the DSL who may need to contact the Local
Authority Child Safeguarding Helpdesk.

6. Do not be judgmental (for example, “Why didn’t you run away?")
7. Refrain from starting to investigate by doing any of the following:

a. Asking leading questions such as "Did this make you feel... or, did ... happen, were they doing..." When
cross examined in court this type of questioning can invalidate the evidence.

b. Pressing the person concerned for more details about the abuse. Too much pressure may result in them
not wanting to tell you.

8. For further guidance refer to: Let children know you are listening

If after reporting an incident to your line manager or the DSL or contacting the Local Authority Child
Safeguarding Helpdesk you are concerned that a problem or incident has not been addressed, consult the
Chair of Trustees, submitting a copy of the relevant completed cause for concern report form.

SPF will contact the appropriate Local Authority Helpdesk by telephone if urgent and in writing, to ensure
that they are aware of the situation and are dealing with it.

SPF is committed to improving outcomes for children at+isk by adhering to current legislation that supports
the safeguarding of children, which includes:

o Protection of Freedoms Act 2012 and the Freedom of Information Act (2004).
e Data Protection Act (1998)
e Safeguarding Vulnerable Groups Act 2006.
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The Care Act 2014.

The Mental Capacity Act 2005.

The Equality Act 2010.

Online Safety Act 2023

Children Act 2004

GDPR

Keeping Children Safe in Education (2024)

SPF promotes transparency and honesty when things go wrong. All staff and volunteers should apologise
and be honest with service users and other relevant people when thing go wrong.

Or:

If a staff or volunteer or any other member of the organisation is unhappy with SPFs’ decision about the
safeguarding concern, refer to the SPF Complaints Policy

SPF is committed to ensuring that staff and volunteers who in good faith whistle-blow in the public interest,
will be protected from reprisals and victimisation. Refer to the SPF’s whistle blowing policy.

This policy is reviewed annually by SPF. Recommendations for any amendments should be reported to the
relevant line manager who will send them to the DSL.

We will continue to review the effectiveness of this policy to ensure it is achieving its stated objectives.

If you require further information on this policy please speak to the SPF Designated Safeguarding Leads.

Author: Cat Arnold, CEO and DSL,
Date first written: June 2013

Most Recent update: 15t August 2024
Next review date: 15t Feb 2025

For volunteer/sessional workers/board members outside of Chair (only)
All other staff members/chair/CEQ will be put on specific training
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Appendix1 ONLINE SAFEGUARDING TRAINING

For online training go to the west Sussex Learning Pool and register as a user.

4

https://westsussexcpd.learningpool.com/login/index.php

1L

Click on ‘Register’

il

Fill in the ‘New Online user’ registration details

Your details
1. Are you registering as a member — tick Establishment Member
2. Drop Down box and highlight > Community and Voluntary Sector (Child and Children services
provision)
3. Select and Establishment and highlight > Sussex Prisoners Families
4. Complete rest of the registration details
5. CC email address

cat@sussexprisonerfamilies.org.uk
sarah@sussexprisonerffamilies.org.uk

This will forward certificates directly to your line manager

1

A confirmation Email will be forwarded to you for you register and start the training. Use External Log in.

1L

Go to the Working with Adults and Children courses and type in Safeguarding.
It is a requirement that you complete the following two courses;

Safeguarding Adults

Safeguarding Children

Additional courses may be taken as you wish. You can also attend any other training offered through the
Learning area under BrightHR

Anyone has cause for a safeguarding concern they should make confidential notes and as soon as
possible, and at least within 24 hours record them using the Child at Risk cause for concern Report form,
Appendix B of this policy.

2. Report factual evidence accurately.

3. Use the child’s own words and phrases.
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4. Report all feelings and suspicions, but clearly separated from the factual evidence.

5. Describe the circumstance in which the disclosure came about.

6. Note down the setting and anyone else who was there at the time.

7. Note whether there are noticeable cuts, bruises or other marks on the skin of the person involved.

8. Ensure all reports are kept in accordance with the SPF’ data protection policy.
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APPENDIX A

FLOW CHART FOR REPORTING AN CHILD AT RISK

Sussex Prisoners’ Families: Process for safeguarding children and young people

1" hand disclosure of abuse or risk

Obsarvation or 3 party .

Use das/don'ts list from policy
disclosure of abuse or risk

# Inform of confidentizlity policy (but
don't ket the palicy prevent disclosure)

| Police/ambulance required immediatehy? |
Yes Mo
| Call sarvice on 233 | |:> Complete Record of Concern 3
Form |zppendi 1) and pass to \ | B _%
57 Emploves, DSL or Deputy W S m
D51, Trustee Lead within 24 hrs R 1;:
call a 5PF Employes or Designated safeguarding ) E B
Lead (D5L) A N 2 E"
Ling-manager ) @ e
Catherine Armold (CEC DEL). 07572508081 unavailable Lina manager m o
or ceti@sussexprisonersfamilies.org. uk ) “ gvailahle E .‘5
N -
Sarah Verlander (Quiresch Services ) ) w -
Manager - Deput:,r OEL) I]T-'?_E!ﬁ 38834 or Jgint decision made on g
sarah risonersfamiliss.org uk - k!
significant the severity of the £
If rizk relsfes to the above =faff Ruth situation and risk kzwel 5 £
' Simmonds [Trustee) 07311 340854 . g E g
' Mot at risk of x &
call !:-:li:E or relevant local authority safeguarding children Continue to monitor
Tervice:
Brighton & Hove: 01273 280400, Qut-of-hours: 01273 * Keep Record of Concern Form up to date
335905 (Emergency Duty Servica) #  Follow through on actions
East Sussex: 01323 464222, Out of Hours Social: 01273 *  Review training needs
335905,/5 #  PFasson relevant information o Front Door
Wst Sussex: D1403 229000, Out of Howrs: 0330 222 6664 for Famnilies if in the best interest of the child |

If you disagree with the decision that your line manager has taken for whatewer reason, then you can inform them of
this and let them know that you intend to raise the issus directly with the next person up in the chain of responsibility.

L +

5 =

biatters of organisational reputational risk, organisational learning or near misses are to be reported by the DELs to
The Board. Otherwise, sefeguarding matters should stay with operational staff.
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When reporting please remember to make clear distinction between facts and opinions or assumptions.

This form should be used to record safeguarding concerns relating to vulnerable children. In an emergency
please do not delay in informing the police or social services.

All the information must be treated as confidential and reported to an SPF Employee and then Designated
Safeguarding Officer within one working day or the next working day if it's a weekend. In an emergency
call Police or Social Services and then complete the form.

The form should be completed at the time or immediately following disclosure, but after all necessary
emergency actions have been taken. Please complete the form as fully as possible.

1. Your Details: The person Completing the form:

Name

Position

Telephone

Email

Date this form is
completed:

2. Details of the person affected:

Name

Address

Telephone

Email

3. Details of the incident (please describe in detail using only the facts: What are you worried
about? Who? What (if recording a verbal disclosure use their words)? Where? When
(date and time of incident)?

Date and time of incident:

Where did the incident take place?

Please describe the incident using only facts and observations, include a description /location of any
visible injuries and a description of the Child’s behaviour, and their physical and emotional state.

CHILD AT RISK’S ACCOUNT OF INCIDENT - Complete this section if the child at risk reported the
incident to you, recording exactly what the Child has said has happened (including how any bruises or
other injuries have been caused) and anything you have said to the Child at risk.
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4. Action:

What consent did they provide?

What action, if any, has been taken to
remedy the situation and support the
Child being safe?

5. Other present or potential witnesses:

Name

Address

Telephone

Email

6. Reporting of Incident

Has the Local Authority child safeguarding helpdesk been informed? Yes No

If so, who did you speak to and if so what date and time did you speak to them:

Have the police been informed? Yes No

If so, who did you speak to and at what date and time did you speak to them?

7. Additional relevant information (please detail anything else that you believe to be helpful
or important.

I have completed this form and provided information that is factual and does not contain my own
views or opinions on the matter.

Name:

Date:

Please be aware of your responsibility for data protection
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For SPF use

Follow Up action:

DSL receiving:

Date received by DSL

Action taken:
Date:

DSL

Action taken:

Date:

DSL

Action taken:

Date:

DSL
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To be read/explained and given to the new reader by line manager at enrolment

At SPF we understand that employees, volunteers and partners may come across safeguarding cases that
upset us and/or trigger other memories or emotions.

We have trained staff and a Designated Safeguarding Lead (DSL) who will be able to help you to find the
best solution for you.

We offer time with a dedicated practioner in children’s advice, a 24hr advice hotline (Croner) and facilities
to talk to your manager/CEOQ. Please always reach out.

The names and contact numbers of your DSL/Deputy/Trustee Safeguarding Lead are on this paper. Please
keep it safe so that you have the contact details if you ever need them.

DSL name: Catherine Arnold
t) 07572 896081

e) cat@sussexprisonersfamilies.org.uk

Deputy DSL: Sarah Verlander
t) 07795 388341

e) sarah@sussexprisonersfamilies.org.uk

Trustee Safeguarding Lead: Ruth Simmonds
t) 07811 349884

e) ruth@sussexprisonersfamilies.org.uk
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