Insert
Club
Name
and/or
Logo

EXAMPLE CHILD PROTECTION
GUIDELINES AND PROCEDURES
FOR [INSERT CLUB NAME]
Under the Safeguarding and Vulnerable Groups Act 2006, child
protection covers anyone under 18 and, if they have special educational
needs at 18+ they would be covered as a vulnerable adult. See our
documents on Safeguarding Vulnerable Adults for further information.

Aim of Guidelines and Procedures
[INSERT CLUB NAME] is committed to creating and maintaining the safest
possible environment for children and young people.


To ensure that those children/young people who attend [INSERT CLUB
NAME], and any other children/young people who may come to the
attention of [INSERT CLUB NAME] receive the protection and support
they need if they are at risk of abuse



The procedures provide clear direction to staff and helpers/volunteers
at [INSERT CLUB NAME] if they have any concerns that a child is in
need of protection.
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Recognising the Different Types of Abuse

Type of abuse

Signs/Indicators

Physical abuse is an individual’s body being
injured or hurt due, for example, to assault, hitting,
slapping or pushing. It can also be the wrong use
of restrictive practices.

Injuries that are unexplained or haven’t
been treated. There could be a number of
injuries of different ages and in different
places. The injury does not match the
explanation.
Examples include:
 Broken bones
 Bruises
 Unexplained loss of clumps of hair
 Bite, burn or scald marks.

Examples could be the misuse of medication
or using inappropriate restraint such as locking
someone in a room, tying them to a chair or
using inappropriate physical sanctions.
Domestic violence is any incident of
threatening behaviour, violence or abuse (as
listed) between adults who are or have been
intimate partners or family members,
regardless of gender or sexuality. It also
includes so-called ‘honour-based’ violence.
Under the Adoption & Children Act 2002 – the
definition of “harm” also includes domestic
violence.

Signs of domestic violence can be any of
those relating to the different types of
abuse or neglect that can occur in any
incident.

Modern slavery – this encompasses slavery,
human trafficking, and forced labour and
domestic servitude. Traffickers and slave
masters use whatever means they have at
their disposal to coerce, deceive and force
individuals into a life of abuse, servitude and
inhumane treatment.



Witnessing Domestic Violence causes
“harm” – signs would be similar to
psychological abuse.
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Signs of physical or psychological
abuse, malnourished or unkempt,
appearing withdrawn
Rarely allowed to travel on their
own, seem under the control and
influence of others, rarely interact
or appear unfamiliar with their
neighbourhood or where they work
Few or no personal belongings
or documents
They avoid eye contact; appear
frightened or hesitant to talk to
strangers and law enforcers.
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Sexual abuse is when a person becomes
involved in sexual relationships or activities that
they do not want to be involved in. They may have
said that they do not want to be involved or they
may be unable to give consent. Sexual abuse
includes rape, indecent exposure, sexual
harassment, inappropriate looking or touching,
sexual teasing or innuendo, sexual photography,
subjection to pornography or witnessing sexual
acts, indecent exposure and sexual assault or
sexual acts to which the adult has not consented
or was pressured into consenting to.



Neglect is also known as the ‘omission to act’ or
‘failure to act’. It is a failure to meet the basic
needs of the individual. It includes ignoring
medical, emotional or physical care needs,
failure to provide access to appropriate health,
care and support or educational services and the
withholding of the necessities of life, such as
medication, adequate nutrition and heating.

Indicators of neglect by others and
self- neglect are similar. They
include:
 Malnutrition
 Dehydration
 Bedsores
 Dirty clothing / inappropriate clothing
 Failure to treat ill health / attend dental
appointments / leave someone in pain

Psychological abuse results in a person feeling
worthless, unloved or uncared
for. It includes emotional abuse, threats of harm or
abandonment, deprivation of contact, humiliation,
blaming, controlling, intimidation, coercion,
harassment, verbal abuse, cyber bullying, isolation
or unreasonable and unjustified withdrawal of
services or supportive networks.










Discriminatory abuse refers to an individual or group

being treated unequally because of characteristics
identified in the Equality Act 2010. It involves ignoring

a person’s values, beliefs and culture and includes

forms of harassment, slurs or similar treatment
because of race, gender and gender identity, age,
disability, sexual orientation or religion.
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Pain, sores and bruising around the
inner thighs and genital, anal or breast
areas
Bloodstained underwear
Pain and discomfort when walking
or sitting
Sexually transmitted infections
and pregnancy are indicators for
sexual activity and can indicate
abuse if the person does not have
the capacity to provide consent
(age of consent).

Anxiety
Lack of confidence
Low self-esteem
Disturbed sleep.

Poor service that does not meet
the person’s needs
Verbal abuse and disrespect
Exclusion of people from activities
and/or services.
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Organisational abuse happens where services
Can refer to a school, residential setting,
provided are focused on the needs of the
foster home etc..
organisation. For example, not providing choice
 Poor care standards
over meal times or when someone can go to bed  Rigid routines
because this is easier for the organisation. It
 Lack of staff learning, development
includes neglect and poor care practice within an
and support.
institution or specific care setting such as a
hospital or care home or in relation to care
provided in one’s own home. This may range from
one-off incidents to ongoing ill-treatment. It can be
through neglect or poor professional practice as a
result of the structure, processes, policies and
practices of the organisation.

Ways That Abuse might be Brought to Your Attention








A child/young person might make a direct disclosure about him or
herself
A child/young person might make a direct disclosure about another
child/young person
A child/young person might offer information that is worrying but not a
direct disclosure
A member of staff might be concerned about a child/young person’s
appearance or behaviour or about the behaviour of a parent or carer
towards a child/young person
A parent or carer might make a disclosure about abuse that a
child/young person is suffering or at risk of suffering
A parent might offer information about a child/young person that is
worrying but not a direct disclosure
You may also get anonymous information making allegations and will
need to judge how authentic and worrying the information is.

Ways that Allegations might be Made Against Child/Young
Person Involved with [INSERT CLUB NAME]



A child/young person or parent/carer might make a direct allegation
against another child or young person
A child/young person or parent/carer might express discomfort with the
behaviour of another child or young person that falls short of a specific
allegation
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Another child/young person, member of staff or helper/volunteer may
directly observe behaviour from one child/young person towards
another that gives cause for concern
The club may be informed by a parent or by the police or another
statutory authority that a child or young person is the subject of an
investigation
A child or young person may volunteer information to the club that
he/she has harmed another child or is at risk of doing so or has
committed an offence against or related to a child.

Child Protection or Bullying?
When faced with a situation of one child or young person behaving
inappropriately towards another, a decision needs to be made about whether
the problem behaviour constitutes bullying or a child protection concern.
This is a decision that needs to be reached by the named person for child
protection, in consultation with the staff member or helper/volunteer
responsible for the child/young person, the helper/volunteer/staff member’s
manager/supervisor and, if necessary, the local authority children’s social
care department.



If the conclusion is that the behaviour is an example of bullying, and if
both children/young people attend the group/organisation, it needs to
be dealt with under the anti-bullying policy and procedure
If it is behaviour that could be described as child abuse and has led to
the victim possibly suffering significant harm, then it must be dealt with
under child protection procedures. This should include all incidents of
sexual assault and all but the most minor incidents of physical assault.

Procedures to Follow if Possible Abuse is Brought to Your
Attention
This procedure outlines what you should do if a child/young person makes a
disclosure or allegation of abuse.
Talking to a child/young person who has told you that he/she or another
child/young person is being abused
 Reassure the child/young person that telling someone about it was the
right thing to do
 Tell him/her that you now have to do what you can to keep him/her (or
the child/young person who is the subject of the allegation) safe
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Let the child/young person know what you are going to do next and
who else needs to know about it
Let the child/young person tell his or her whole story. Don’t try to
investigate or quiz the child/young person, but make sure that you are
clear as to what he/she is saying
Ask the child/young person what he/she would like to happen as a
result of what he/she has said, but don’t make or infer promises you
can’t keep
Give the child/young person the ChildLine phone number: 0800 1111
Immediately contact your club leader/supervisor/manager and named
child protection person to let them know what is happening.

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









If the child/young person is in immediate danger and is with you,
remain with him/her and call the police
If the child/young person is elsewhere, contact the police and explain
the situation to them
Try to cordon off the area where the incident has occurred and keep
anything that might be useful evidence safe and ‘untampered’ with for
the police to examine
If he/she needs emergency medical attention, call an ambulance and,
while you are waiting for it to arrive, get help from your first aider
If the first aider is not available, use any first aid knowledge that you
may have yourself to help the child/young person
If the allegation is serious sexual abuse, please try to prevent the
abused person from showering, changing clothes or having a drink until
the police arrive as you may be unwittingly destroying evidence
Immediately contact your supervisor/manager or named child
protection person to let them know what is happening
A decision will need to be made about who should inform the
child/young person’s family and the local authority children’s social
care department, and when they should be informed. If you have
involved the police and/or the health services, they should be part of
this decision. Consider the welfare of the child/young person in your
decision making as the highest priority.
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Issues that will need to be taken into account are:
o The child/young person’s wishes and feelings
o The parent’s right to know (unless this would place the child/young
person or someone else in danger, or would interfere with a criminal
investigation)
o The impact of telling or not telling the parent
o The current assessment of the risk to the child/young person and
the source of that risk
o Any risk management plans that currently exist.
Keeping a record of your concerns




Use the Example Form for Recording Concerns to record the concern
and how it is dealt with. The relevant sections of the form should be
completed and signed at each stage of the procedure. It can be used to
forward information to the statutory child protection authorities if a
referral to them is needed
The form should be signed and dated by all those involved in its
completion and kept confidentially on the child/young person’s file. The
name of the person making the notes should be written alongside each
entry.

Useful Contact Details for [INSERT CLUB NAME]
(Add the up-to-date telephone numbers into the table below).
Insert Name and Contact Numbers
Chairperson, supervisor,
organiser and or manager
Named person for child
protection
Local police
Local authority children’s social
care department
NSPCC Helpline
ChildLine
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0808 800 5000 or help@nspcc.org.uk
0800 1111 (textphone 0800 400 222) or
www.childline.org.uk
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Dealing with Allegations Made Against a Member of Staff,
Helper/Volunteer or any Adult Involved at Your Club
This procedure outlines what you should do if a child protection allegation is
made against an adult working for, or involved in, your club.
How you might find out about a possible case of abuse
 A child/young person or parent/carer making a direct allegation against
a member of staff, helper/volunteer or member of the club’s committee
 A child/young person or parent/carer expressing discomfort with the
behaviour that is a cause for concern
 The group/organisation being informed by the police or another
statutory authority that a member of staff, helper/volunteer, member of
the club’s committee or adult involved with your club is the subject of
an investigation
 Information emerging from the renewal of a Disclosure and Barring
Service check (ex Criminal Records Bureau) that suggests that a
member of staff, helper/volunteer, member of the club’s committee or
adult involved with your club may have committed an offence or been
involved in an activity that could compromise the safety of the
children/young people they work with at [INSERT CLUB NAME]
 A member of staff, helper/volunteer, member of the club’s committee or
adult involved with your club telling the organisation that they have
been the subject of allegations, have actually harmed a child/young
person, or committed an offence against (or related to) a child/young
person.

What to do if an allegation is made or information is received

1. Is the child/young person in immediate danger or does she/he need

emergency medical attention?
 If the child/young person is in immediate danger and is with you,
remain with him/her and call the police
 If the child/young person is elsewhere, contact the police and explain
the situation to them
 If he/she needs emergency medical attention, call an ambulance and,
while you are waiting for it to arrive, get help from your first aider
 If the first aider is not available, use any first aid knowledge that you
may have yourself to help the child/young person
 Immediately contact your club leader/organiser/manager or named
child protection person to let them know what is happening
 The member of club leader/organiser/manager or named child
protection person should also inform the child/young person’s family if
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the child/young person is in need of emergency medical attention, and
then arrange to meet them at the hospital or medical centre
 The parents/carers should be informed that an incident has occurred,
that the child/young person has been injured and that immediate steps
have been taken to get help.
2. Is the person at the centre of the allegation working with
children/young people now?
 If so, the concern needs to be discussed immediately with [INSERT
CLUB NAME]’s leader/organiser/manager and the named child
protection person
 One of these people, in a sensitive manner, should remove the person
about whom the allegation has been made from direct contact with
children/young people
 It should then be explained to the person, in private, that there has
been a complaint made against him/her, although the details of the
complaint should not be given at this stage. The person should be
informed that further information will be provided as soon as possible
but that, until consultation has taken place with the relevant agencies
and within the organisation, they should not be working with
children/young people. It may be best, under the circumstances, for
the person to return home on the understanding that the club
leader/organiser/manager or named child protection person will
telephone him/her later in the day
 The information provided to him/her at this stage will need to be very
limited. This is because discussions need to take place first with other
agencies who may need to be involved, such as the local authority
children’s social care department, the police and or the local authority
designated officer (LADO)
 If the person is a member of a trades union or a professional
organisation, he/she should be advised to make contact with that body.
Arrangements should be made for the person to receive ongoing
support in line with the responsibilities the organisation has towards
his/her welfare.

Reporting an Allegation or Concern
If the allegation is made by a child/young person or family member to a
member of staff, helper/volunteer, or if a member of staff, helper/volunteer
observes concerning behaviour by a colleague at first hand, this should be
reported immediately to the club leader/organiser/manager and the named
child protection person.
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[INSERT CLUB NAME]’s Lead on Handling the Allegation
If a staff member or helper/volunteer has received an allegation or observed
something of concern about the club leader/organiser/manager, the staff
member or helper/volunteer should report the allegation or concern to the
person more senior to their manager, i.e. chair of committee. If the person
who is the subject of the concern is a named child protection person, the
matter should be reported to the named person’s manager.

Conducting an Investigation



Once any urgent necessary steps have been taken, attention can be
given to dealing with the full implications of the allegations
There are up to three possible lines of enquiry when an allegation is
made:
1. A police investigation of a possible criminal offence.
2. Enquiries and an assessment by the local authority children’s
social care department about whether a child/young person is
in need of protection.
3. Investigation by an employer and possible disciplinary action
being taken against the person in question.

This includes implementing a plan to manage any risk posed by the individual
to children and young people in the workplace until the outcome of the other
investigations and enquiries is known. Or if this was an incident from an
activity that was already risk assessed, then you would need to re-risk assess
the activity.
When to involve the Local Authority Designated Officer (LADO)
 The named child protection person should report the allegation to the
local authority designated officer (LADO) within one working day if the
alleged behaviour suggests that the person in question:
o May have behaved in a way that has harmed or may have harmed
a child/young person
o Has possibly committed a criminal offence against, or related to, a
child/young person
o Has behaved towards a child/young person in a way that suggests
that he/she may be unsuitable to work with children/young people.
This should also happen if the individual has volunteered the
information him/herself.
 The LADO may be told of the allegation from another source. If this is
the case, then the first information received by [INSERT CLUB NAME]
may be when the LADO makes contact in order to explain the situation
 Whoever initiates the contact, there will be discussion between the
LADO and [INSERT CLUB NAME]’s named person to share information
© Copyright RunAClub Ltd. All rights reserved.
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about the nature and circumstances of the allegation, and to consider
whether there is any evidence to suggest that it may be false or
unfounded
If there is any reason to suspect that a child/young person has suffered,
or is likely to suffer, significant harm and there are no obvious indications
that the allegation is false, the LADO, in cooperation with [INSERT
CLUB NAME] will make an immediate referral to the local authority
children’s social care department to ask for a strategy discussion
The LADO and named person will take part in the strategy discussion.
The named person and any other representative from [INSERT CLUB
NAME] should cooperate fully with this and any subsequent discussion
with the children’s social care department
It should be asked from the outset that the children’s social care
department shares any information obtained during the course of their
enquiries with [INSERT CLUB NAME] if it has any relevance to the
person’s employment.

Dealing with a criminal offence
 If there is reason to suspect that a criminal offence may have been
committed (whether or not the threshold of ‘significant harm’ is reached),
the LADO will contact the police and involve them in a similar strategy
discussion, which will include the named child protection person
 The named person and any other representative from [INSERT CLUB
NAME] should cooperate fully with any discussion involving the police
and should ask for similar cooperation from the police in terms of the
sharing of information relevant to the person’s employment
 Discussions with the police should also explore whether there are
matters that can be acted on in a disciplinary process while the criminal
investigation takes place, or whether disciplinary action must wait until
the criminal process is completed.
Talking to parents about the allegation or concern
 If the child/young person’s parents/carers do not already know about the
allegation, the named person and the LADO need to discuss how they
should be informed and by whom.
Talking to the person who is the subject of the allegation
 The person at the centre of the allegation should be informed as soon as
possible after the initial consultation with the LADO. However, if a
strategy discussion with children’s social care or the police is needed,
this might have to take place before the person concerned can be
spoken to in full. The police and children’s social care department may
have views on what information can be disclosed to the person
 Only limited information should be given to the person in question,
unless the investigating authorities have indicated that they are happy
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for all information to be disclosed or unless there is no need for
involvement from these statutory agencies
The named person will need to keep in close communication with the
LADO and the other agencies involved in order to manage the
disclosure of information appropriately.

Taking disciplinary action
 If the initial allegation does not involve a possible criminal offence, the
named child protection person and club leader/organiser or manager of
the person at the centre of the allegation should still consider whether
formal disciplinary action is needed
 If the local authority children’s social care department has undertaken
any enquiries to determine whether a child/young person or
children/young people are in need of protection, the named person
should take account of any relevant information from these enquiries
when considering whether disciplinary action should be brought against
the person at the centre of the allegations
 The following timings should be kept to wherever possible, depending on
the nature of the investigation:
o If formal disciplinary action is not needed, other appropriate action
should be taken within three working days
o If disciplinary action is required, and can be progressed without
further investigation, this should take place within 15 days
o If [INSERT CLUB NAME] decides that further investigation is
needed in order to make a decision about formal disciplinary action,
the named child protection person should discuss with the LADO
the possibility of this investigation being done by an independent
person to ensure that the process is objective. Whether or not the
investigation is handled internally or independently, the report
should be presented to the named person within 10 working days
o Having received the report of the disciplinary investigation, the
named person should decide within two working days whether a
disciplinary hearing is needed
o If a hearing is needed, it should be held within 15 working days
o The named person should continue to liaise with the LADO during
the course of any investigation or disciplinary proceedings, and
should continue to use the LADO as a source of advice and
support.
 While criminal proceedings are underway or while an investigation is ongoing, there should be no decisions made about the person’s future
work arrangements until this is concluded. The police are required to
complete their work as soon as reasonably possible and to set review
dates, so the named person should either liaise with the police directly or
via the LADO to check on the progress of the investigation and criminal
process
© Copyright RunAClub Ltd. All rights reserved.
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The police are also required to inform the employer straight away if the
person is either convicted of an offence or acquitted or, alternatively, if a
decision is made not to charge him/her with an offence or to administer a
caution. In any eventuality, once the outcome is known, the named
person should contact the LADO to discuss the issue of disciplinary
proceedings
If the allegation is substantiated and if, once the case is concluded
[INSERT CLUB NAME] dismisses the person or ceases to use their
services, or the person ceases to provide his/her services, the named
person should consult with the LADO about referral of the incident to the
Independent Safeguarding Authority (ISA). This should take place within
a month.

Managing risk and supporting the person at the centre of the allegation
 The first priority of [INSERT CLUB NAME] must always be the safety
and welfare of children and young people. However, as an employee or
helper/volunteer, the person who is the subject of the allegation has a
right to be treated in a fair, sensitive and non-judgemental manner and
to have his or her privacy respected as far as this ensures the safety of
the child/young person and other children/young people
 Information about the allegation must only be shared on a need to know
basis with those directly responsible for supervising and managing the
staff member or volunteer. Any other information (for example,
explanations to other helpers/volunteers or staff members as to why the
person is not at work or working to different arrangements) should be
agreed and negotiated with the individual concerned
 If the person is a member of a trades union or a professional
organisation, he/she should be advised to make contact with that body
as soon as possible after being informed that he/she is the subject of an
allegation. Arrangements should also be made for him/her to receive
ongoing support and information about the progress of the investigation
 The possible risk of harm to children and young people presented by the
person who is the subject of an allegation needs to be carefully
managed both during and after any conclusion to the investigation
processes following the allegation. This means that [INSERT CLUB
NAME] may need to consider suspending the person if there is cause to
suspect that a child/young person may be at risk of significant harm, or if
the allegation is serious enough to warrant investigation by the police, or
if it is so serious that it could lead to dismissal. However, a decision to
suspend should not be taken automatically, as there may be other ways
of managing any risk presented by the person
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The situation should be discussed fully between the named person, the
club leader/organiser/individual’s manager and the LADO, who will seek
the views of the police and the children’s social care department on the
question of possible suspension. The conclusions of the discussion
should also be carefully documented. Grounds for suspension should be
clearly set out if this is the conclusion. If suspension is not the
conclusion, then a clear plan should be made as to how any possible
risk posed by the individual is to be managed. This could involve, for
example, changes to the person’s duties so that they do not have direct
contact with children/young people, and/or increased levels of
supervision whilst at work
If it is decided, once the case has been concluded, that a person who
has been suspended or who has taken sick leave due to the stress
induced by the allegation, is able to return to work, the named person
and the club leader/organiser/manager of the person who has been the
subject of the allegations should consider how best to support the
individual in this process. A plan to facilitate a return should be drawn up
in consultation with the individual him/herself, and should take into
account the need to manage any remaining child protection risks and
also to support the person concerned after what will have been, and will
remain, a very difficult experience
If the decision is that the person cannot return to work and has to be
dismissed or chooses to resign, the named person and the LADO should
discuss the need for the matter to be referred to the Independent
Safeguarding Authority (ISA) and/or to any professional body to which
the person may belong. [INSERT CLUB NAME] does not enter into
compromise agreements with individuals who resign following the
conclusion of investigations into allegations made against them, and will
always comply with its statutory obligations to share information about
the individual in the interests of protecting children and young people
If an allegation made by a child or young person is found to be without
substance or fabricated, [INSERT CLUB NAME] will consider referring
the child/young person in question to the children’s social care
department for them to assess whether he/she is in need of services or
whether he/she may have been abused by someone else. If it is felt that
there has been malicious intent behind the allegation, [INSERT CLUB
NAME] will discuss with the police whether there are grounds to pursue
any action against the person responsible.
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Keeping a record of the investigation
 All those involved in dealing with the allegation should keep clear notes
of the allegations made, how they were followed up, and any actions and
decisions taken, together with the reasons for these
 These notes should be compiled gradually as the situation unfolds, with
each entry being made as soon as possible after the event it describes.
The notes should be signed and dated by the person making them, and
the person’s name should be printed alongside
 The notes should be kept confidentially on the file of the person who is
the subject of the allegation. Discussion should take place with the
LADO to determine whether any aspects of the notes may not be shared
with the person concerned. If there are no reasons not to do so, a copy
of the records should be given to the individual
 The notes should be held on file for a 10-year period, whether or not the
person remains with [INSERT CLUB NAME] for this period.

Evidence and References
This procedure is consistent with the government guidelines set out in
Working Together to Safeguard Children: A guide to inter-agency working to
safeguard and promote the welfare of children, DCSF, March 2010.
Child protection resources from The Safe Network standards
Safe Network templates and documents can be used to ensure that your
organisation has taken appropriate steps to protect children and young people
identified as being at possible risk of abuse or neglect.
Safe Network
N.B. Our guidelines provide a brief introduction, a description of the key
issues to adhere to and an example policy. The documents are not
comprehensive and do not constitute legal advice.
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