[image: image1.png]L;WB



            MCFP          [image: image2.png]



SAFEGUARDING CHILDREN POLICIES

AND PROCEDURES

.
These procedures have been designed to ensure the welfare and protection of any child and/or young person who accesses the services provided by LJWB and LJCS including Manny Cussins Family Project.
 The procedures recognise that child protection can be an emotive subject and understand that some workers may find it a challenging area. 
However, it is important that staff respond appropriately to a child protection incident and are aware of their duty of care.
 LJWB and LJCS including Manny Cussins Family Project.
are committed to the belief that protecting children and young people is everybody’s responsibility and that these guidelines will enable all workers and volunteers to act appropriately to any concerns that arise in respect of a child/young person. 

It is equally important that parents/carers and young people themselves are aware that the organisation takes the safety and welfare of children/young people into consideration in every activity that is undertaken. 

These policies have been developed in consultation with Leeds Safeguarding Children Board and Leeds Social Care.
INTRODUCTION

LJWB and LJCS including the Manny Cussins Family Project are fully committed to safeguarding and promoting the welfare of all children and young people.  This includes:

• Protecting children from maltreatment 

• Preventing impairment of children’s health or development 

• Ensuring that children are growing up in circumstances consistent with the provision of safe and effective care 

· Undertaking that role so as to enable those children to have optimum life chances and to enter adulthood successfully. 

They recognise their responsibility to take all reasonable steps to promote safe practice and to protect children from harm, abuse and exploitation.  

LJWB and LJCS including the Manny Cussins Family Project acknowledge their duty to act appropriately to any allegations, reports or suspicions of abuse.  

Paid staff and volunteers will endeavour to work together to encourage the 

development of an ethos which embraces difference and diversity and 

respects the rights of children, young people and adults.  

 In implementing this child protection policy LJWB and LJCS including the Manny Cussins Family Project will: 

• Ensure that all workers understand their legal and moral responsibility to 
  protect children and young people from harm, abuse and exploitation; 

• Ensure that all workers understand their responsibility to work to the 

  standards that are detailed in the organisation’s Child Protection Procedures     

  and work at all times towards maintaining high standards of practice; 

• Ensure that all workers are aware of LSCB interagency safeguarding 

  procedures and are confident in how to work within these guidelines. 

• Ensure that all workers understand their duty to report concerns that arise   

  about a child or young person, or a worker’s conduct towards a child/young   

  person, to the organisation’s named person for child protection; 

• Ensure that the named person understands his/her responsibility to refer any 
  child protection concerns to the statutory child protection agencies (i.e.   

  Police and/or Children and Young People’s Social Care, formerly 
  Department of  Social Services); 

• Ensure that any procedures relating to the conduct of workers are 
  implemented in a consistent and equitable manner; 

• Provide opportunities for all workers to develop their skills and knowledge, 
  particularly in relation to the welfare and protection of children and young 
  people; 

• Ensure that children and young people are enabled to express their ideas 
  and views on a wide range of issues and will have access to the 
  organisation’s Complaints Procedure;  

• Ensure that parents/carers are encouraged to be involved in the work of the 
  organisation and, when requested, have access to all guidelines and 

  procedures; 

• Endeavour to keep up-to-date with national developments relating to the  

  welfare and protection of children and young people. 

Equal Opportunities
The organisations are committed to policies and action to ensure that those who are employed in paid or voluntary capacity and the people it serves, are not discriminated against on the basis of disability, race, age, religion or belief, sexual orientation or gender.

Section 2

Recognising the Signs and Symptoms of Abuse 

Definitions of Abuse as cited in: Working Together to Safeguard Children (HM Government 2006, Chapter 1, P:37-38) 

The four main types of abuse are:  

PHYSICAL ABUSE 

EMOTIONAL ABUSE 

SEXUAL ABUSE 

NEGLECT 

An additional appendix of the full revised definitions as outlined in Working Together to Protect Children (2006) is attached. (Appendix 1) 
LJCS will ensure that all Manny Cussins Family Project staff members whether paid or unpaid, undertake training to gain an appropriate awareness of the signs and symptoms of child abuse and of the Leeds Safeguarding Children’s Board interagency safeguarding procedures. 

Concerns about a child or young person’s safety may come to light in a variety of ways. For example: 

· A child or young person alleges that abuse has taken place or that they feel unsafe; 

· A third party or anonymous allegation is received; 

· A child or young person’s appearance, behaviour, play, drawing or 

· statements cause suspicion of abuse and/or neglect; 

· A child or young person reports an incident(s) of alleged abuse which occurred some time ago; 

· A report is made regarding the serious misconduct of a worker towards a child or young person. 

Within the working environment of LJCS, MCFP and LJWB, staff and volunteers engage with children and families in several ways.  Disclosures may come to light through:

· Informal engagement in activities in the community centre

· Social work interaction or casework 

· Summer scheme

· Respite services 
Section 3 
Named Person(s) for Child Protection :

LJWB and LJCS including the Manny Cussins Family Project have an appointed individual who is responsible for dealing with any child protection concerns. In their absence, a deputy will always be available for workers to consult with. The named persons for Child Protection within LJWB and LJCS including the Manny Cussins Family Project are: 

Named Person for Child Protection: KAREN ROSS
Work telephone number:  0113 268 4211 (ext 229)

 Direct Dial: 0113 218 5846
Deputy Name of contact person: SHELLY JESSOP
Work telephone number: 0113 268  4211 (ext 230)
Direct Dial: 0113 218 5847
The role and responsibilities of the named person(s) are: 

· To ensure that all staff are aware of what they should do and who they should go to if they are concerned that a child/young person maybe subject to abuse or neglect. 

· Ensure that any concerns about a child/young person are acted on, 

     
clearly recorded, referred on where necessary and, followed up to  
ensure the issues are addressed. 

· The Named Person(s) will record any reported incidents in relation to a child/young person or breach of Child Protection policies and 

procedures. This will be kept in a secure place and its contents will   be confidential. 

Section 4
Stages to Follow if you are Worried about a Child

LJWB and LJCS including and the Manny Cussins Family Project recognise that they have a duty to act on reports or suspicions of abuse and believe that the safety of the child should override any doubts, hesitations, or other considerations (such as the potential to have a negative impact on professional relationships with a family). When worrying changes are observed in a child’s or young person’s behaviour, physical condition or appearance, staff will:  

Stage 1  

 Initially talk to a child/young person about what you are observing. 

 It is okay to ask questions, for example: “I’ve noticed that you don’t 

 appear yourself today, is everything okay? But never use leading 

 questions 

· Listen carefully to what the young person has to say and take it 

seriously.
· Never investigate or take sole responsibility for a situation where a 

child/young person talks about matters that may be indicative of 

abuse. 

· Always explain to children and young people that any information 

they have given will have to be shared with others, if this indicates 

they and or other children are at risk of harm.
· Notify the organisation’s Named Person for Child Protection

Record what was said as soon as possible after any disclosure.
· The person who receives the allegation or has the concern should 

complete the pro-forma and ensure it is signed and dated.
· Respect confidentiality and file documents securely.  

Stage 2  

· The Named person(s) will take immediate action if there is a suspicion that a child has been abused or likely to be abused. In this situation the Named Person will contact the police and/or Leeds Children and Young People’s Social Care.
POLICE 0845 60 60 60 6

Call Centre (normal working hours) 0113 3984702




Out of Hours Emergency Duty Team 0113 2409536 
· If a referral is made direct to the Leeds Children and Young People’s Social Care this must be followed up in writing within 24 hrs.  

· NB Parents / carers will need to be informed about any referral to Children & Young people’s Social care unless to do so would place the child at an increased risk of harm. 

· The named person can also seek advice and clarity about a  situation that is beginning to raise concern through the NSPCC  National Child Protection Helpline on 0808 800 5000. 

· Specific advice about issues concerning South Asian children can 

be sought on the NSPCC National Child Protection Asian Helpline on 0800 096 7719 

Section 5  
Managing Allegations made against a member of staff or

volunteer

LJWB and LJCS including the Manny Cussins Family Project will ensure that any allegations made against members or a member of staff will be dealt with swiftly and in accordance with these procedures: 

The worker must ensure that that the child is safe and away from the person against whom the allegation is made. 

The named person for child protection should be informed immediately. 

In the case of an allegation involving the named person, alternative arrangements should be sought to ensure that the matter is dealt with by an independent person. (Note: this could be a committee member, 

director or anyone within the organisation that is in a senior position within the organisation and believed to be independent of the allegations being made). 

The named person should contact the local authority designated officer (LADO - who is based within Children and Young People’s Social Care, Child Protection Unit 0113 2478653) for advice on how to proceed with 

the immediate situation. Outside of working hours the Emergency Duty Team can give advice and/or in the event of an emergency situation arising, the police. 

 The individual who first received/witnessed the concern should make a full written record of what was seen, heard and/or told as soon as possible after observing the incident/receiving the report. It is important that the report is an accurate description. The named person (if appropriate) can support the worker during this process but must not complete the report for the worker. This report must be made available on request from either the police and/or Children and Young People’s Social Care. 

Regardless of whether a police and/or Children and Young People’s Social Care investigation follows, LJWB and LJCS including the Manny Cussins Family Project will ensure that an internal investigation takes place and consideration is given to the operation of disciplinary procedures. This may involve an immediate suspension and/or ultimate dismissal dependant on the nature of the incident. 

Section 6 

 Management and supervision of staff / volunteers

LJWB and LJCS including the Manny Cussins Family Project  are  committed to the appropriate management and supervision of staff and / or volunteers working with children and or young  people to ensure that appropriate lines of accountability are in place with respect to work with children and young people. 

 Staff will receive regular monthly supervision meetings in line with the organisation’s supervision policy. These will be recorded and the notes agreed by both parties. 

 When a member of staff is involved in a child protection incident this will be reviewed within supervision i.e. recordings, assessments, monitoring arrangements etc and decisions relating to the level of involvement will be taken in consultation with Social Care.
When a member of staff is working with a child who is subject to a child protection plan, supervision will occur at a minimum of monthly intervals and discussion of the case will be a standing agenda item. This will also include close liaison with the Social Care team. 

Supervisors will ensure that information about children is appropriately shared with other organisations and that they will be informed if work ceases with a child when other organisations are involved. 

Section 7 

Recording and managing confidential information.

Concerns must be recorded on the cause for concern pro forma. (Appendix 3)
All information will be stored confidentially and in line with the organisations Data protection Policy (Appendix 4)

Access to information will be in line with the organisation’s Access to Information Policy (Appendix 5)
Section 8 

Disseminating/Reviewing Policies and Procedures

· LJCS including The Manny Cussins Family Project will review the Safeguarding Children Policies on an annual basis.

· The review will be undertaken by a team including the Chief Executive, NAMED Person for Child Protection, Chair of the Manny Cussins Family Project and a representative from Social Care.

· Reviewed policies will be signed off by LJCS trustees 

· Any changes/amendments will be clarified and shared with staff and where significant changes appear these must be relayed to parents/carers. 

· Copies of the policies and procedures will be clearly accessible on the LJCS website and on display in the Wolman Room.

 Appendix 1  

Definitions of Abuse as cited in: Working Together to Safeguard Children (HM Government 2006, Chapter 1, P:37-38)   

PHYSICAL ABUSE: May involve hitting, shaking, throwing, poisoning, 

burning or scalding, drowning, suffocating, or otherwise causing physical 

harm to a child. Physical harm may also be caused when a parent/carer 

fabricates the symptoms of, or deliberately induces illness in a child.  

EMOTIONAL ABUSE: Is the persistent emotional maltreatment of a child such as to cause severe and persistent adverse effects on the child’s emotional development. It may involve conveying to children that they are worthless or unloved, inadequate, or valued only in so far as they meet the needs of another person. It may feature age or developmentally inappropriate expectations being imposed on children. These may include interactions that are beyond the child’s developmental capability, as well as overprotection and limitation of exploration and learning, or preventing the child participating in normal social interaction. It may involve seeing or hearing the ill-treatment of another. It may involve serious bullying, causing children frequently to feel frightened or in danger, or the exploitation or corruption of children. Some level of emotional abuse is involved in all types of maltreatment of a child, though it may occur alone.  

SEXUAL ABUSE: Involves forcing or enticing a child or young person to take part in sexual activities, including prostitution, whether or not the child is aware of what is happening. The activities may involve physical contact, including penetrative (e.g. rape, buggery or oral sex) or non-penetrative acts. They may include non-contact activities, such as involving children in looking at, or in the production of, sexual online images, watching sexual activities, or encouraging children to behave in sexually inappropriate ways.  

NEGLECT: Is the persistent failure to meet a child’s basic physical and/or 

psychological needs, likely to result in the serious impairment of the child’s health or development. Neglect may occur during pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to: 

• Provide adequate food, clothing and shelter (including exclusion from 

home or abandonment) 

• Protect a child from physical and emotional harm or danger 

• Ensure adequate supervision (including the use of inadequate care-

givers) 

• Ensure access to appropriate medical care or treatment  

It may also include neglect of, or unresponsiveness to, a child’s basic 

emotional needs. 
Appendix 2 – Flow Chart 

	Member of staff/volunteer has concerns about a

Child/Young Persons Welfare




                                                            
	Worker discusses with Named Person(s)

Named person:   KAREN ROSS.  (ext 229) Direct Dial: 0113 218 5846 

Deputy:               SHELLY JESSOP. (ext 230) Direct Dial: 0113 218 5847




	Still has concerns
	No longer has concerns





	Named person refers to Children and Young People’s Social Care, 

following up in writing within 48 

hours.


	No further Child Protection action, although may need to act to ensure services provided

                              

	                  Initial     Assessment            
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Child in Need            Section 47

                                   Enquiries

      (CIN)


	No further local         authority Children’s services involvement at this stage, although other action may take place, e.g. onward referral 




Possible Course of Action:

	Children and Young People’s 

Social Care acknowledge receipt 

of referral and decide on next 

course of action within one 

working day 
	Feedback to referrer on next course of action




Appendix 3
Cause for Concern Pro Forma

Child Protection Records

If a member of staff has cause for concern he/she should 

1. Write down all concerns in a factual way, without giving your own interpretation of facts. 

2. All information should be dated and give details of concerns including any incidents which others may have said verbatim. 

3. Please fill in the form with as much information that you have. The more information that we have regarding the child/children will make it easier for referral should this be necessary. 

4. The form should be signed and dated by the person filling it in. 

5. The form must be given to the designated child protection officer. 

6. Once the form has been completed any further concerns, actions or meetings relating to the concern must be recorded by the nominated child protection officer.
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Cause for Concern Form
	Name Child 1
	
	DOB
	

	Name Child 2
	
	DOB
	

	Name Child 3
	
	DOB
	

	Address
	

	Parent / Carers Name
	

	Contact Tel No Home
	Mobile
	

	Dr Name & No
	

	Health Visitors Name & No
	

	Nursery / Childminder Name & No
	

	School Name & No
	

	What concerns re children do you have



	Signed
	
	Date
	

	Name
	
	Position in organization
	


	Following to be filled in by named child protection officer or deputy



	Date received
	

	What advice given



	Monitoring and further recording  systems in place
	Yes     No
	

	Referred to social care
	Yes
No
	

	Referred to another organisation
	Yes
No
	if yes who
	

	Date Referred

	Signed
	
	Date
	

	Name
	
	Position in Organization
	


These policies have been developed in consultation with Leeds Safeguarding Children Board and Leeds Social Care.

Appendix 4
Data Protection Policy
LEEDS JEWISH WELFARE BOARD/CARE SERVICES
DATA PROTECTION POLICY

Leeds Jewish Welfare Board (LJWB) and Leeds Jewish Care Services (the organization) needs to process personal data and private information, in order to deliver many of its services.  The organization is aware of and takes seriously its obligations under Data Protection Legislation.

In order to comply with its obligations, the organisation will:
1.1 Use personal data and private information in the most efficient and effective way possible to deliver services

1.2
Adopt the least intrusive approach.  Where services can be delivered or improved without affecting personal privacy, they will be. 

1.3
Only use personal data or private information for such purposes as are described at the point of collection, or for purposes, which are legally, permitted.

1.4
Ensure that where there is data and information sharing without the consent of the individual, this is done lawfully, and there is openness and accountability in the process of striking a fair balance between individual rights and the wider public interest.  

1.5
Only share data or information with others as described above, of it the LJWB is required to do so by law, or to comply with a Court Order.

1.6
Strive to collect and process only the data or information, which is needed.

1.7
Strive to ensure data and information is accurate.

1.8
Have procedures for inaccurate or misleading data or information to be checked and corrected as soon as this is brought to the LJWB’s attention.

1.9 Strive not to keep data and information for longer than is necessary.  Time limits for bringing legal claims are therefore a significant factor in deciding how long to retain records.  The most important are:

· Three months for unfair dismissal and discrimination
· Six months for statutory redundancy pay
· Six years for breach of contract claims, but damages can be backdated for up to six years
· Records to show compliance with the Working Time Regulations 1998 must be kept for two years

· Records to show compliance with the National Minimum Wage Regulations 1999 must be kept for three years

· Records relating to statutory sick pay and maternity leave and pay must be kept for three years

· Records of certain specified types of injuries, diseases and other dangerous occurrences must be kept for three years

· Records of monitoring exposure to certain hazardous substances must be kept for 40 years where the record shows personal exposures of identifiable employees and five years in other cases
· Unsuccessful application forms are kept for 6 months
1.10 Securely destroy data and information, which is no longer needed.     This includes: Out of date personal information, information concerning unsubstantiated disciplinary charges,’ spent’ disciplinary warnings, parental leave records once the employee’s entitlement has expired, maternity leave records (once the statutory requirements have been satisfied), records of convictions not relevant to the employee’s current duties or which have become ‘spent’

1.11
Process data and information in accordance with individuals’ rights under the data protection and human rights rules

1.12
Have appropriate technical and organisational measures against unauthorised or unlawful processing, and against accidental loss or destruction of, or damage to data and information.

1.13
Provide general information to the public on their rights under data protection and human rights legislation.

1.14
Strive to respond to all requests from individuals to access their personal data within the statutory timescale.  Exclusions to the right to access records may apply. (see access to records policy)

1.15
Provide guidance and training for staff at an appropriate level. 

1.16
Ensure that where appropriate, breaches of this policy are dealt with under the LJWB’s Disciplinary Rules and Procedures.

1.17 Ensure there is a designated employee with responsibility for implementing the data protection and human rights rules.

Appendix 5
Access to Records Policy
LEEDS JEWISH WELFARE BOARD/CARE SERVICES
ACCESS TO RECORDS PROCEDURE

Purpose
To ensure that service users and carers are enabled to access their records in compliance with the Data Protection legislation and that staff are consistent in their approach to access of files.

Context

The statutory framework relevant to this procedure includes:

· The Data Protection Act 1998

· The Crime and Disorder Act 1998, Section 115

· The Human Rights Act 1998

· The Freedom of Information Act 2000

· Caldicott Standards 2001

· Research Governance Framework 2004/2005

The Data Protection Act applies to all personal information within the relevant definitions of the Act and as further defined by court decisions.

Rights of access
Under the terms of the Data Protection Act, any living person has a right of access to personal information about themselves.

Social Care settings have an open access policy of encouraging service users and carers to routinely have free informal access to information held on them.

When dealing with other agencies or individuals it is important to ask them if the jointly held information can be shared with the service user.

Formal access to closed and open files will be provided free of any charge.

Requests for personal information will need to be authenticated before allowing access. An individual should provide at least two proofs of identity such as a passport, driving licence and utilities bill with an address.

Individuals can apply for access to their personal information through an agent or representative who will need to be verified. See below for further details.

LJWB/LJCS will normally respond to a formal request to access information within 5 working days.  In exceptional circumstances, or where additional identification or information is required from the applicant, this may be extended to a maximum of 40 days from receipt of all the relevant information from the applicant..

If the personal information requested is not held, LJWB/LJCS must inform the applicant as soon as possible.

Requests made through another person (an agent)
If a person has capacity, and if she/he has appointed an agent, that person can make a valid request for access on behalf of the individual. If it is clear that the person has authorised the agent to make the request, the request must be met as if it had been made by the person. This also applies where a person is acting on another’s behalf, or under a general power of attorney. Proof of identity will be required before access is given.

Disclosure to social care staff
Access to personal information will be made available to designated LJWB/LJCS employees for whom the information is necessary in order to carry out the service within the Social Care setting and to meet statutory and legal obligations.

Disclosure to other agencies and organisations
            In considering requests for access, the best interests of the service user or carer must be borne in mind.  LJWB/LJCS will ensure that where there is data and information sharing without the consent of the individual, this is done lawfully, and there is openness and accountability in the process of striking a fair balance between individual rights and the wider public interest.  

Withholding information
Certain personal information is exempt from the disclosure requirements of the Data Protection Act. The exceptions are:

Prevention of Crime etc LJWB/LJCS need not disclose information to the service user or person requesting the file on behalf of the service user which is held for the purposes of the prevention or detection of crime, or to apprehend or prosecute offenders if disclosure would be likely to prejudice one of these purposes.

Risk of Serious harm. LJWB/LJCS  need not disclose information to the service user or person requesting the file on behalf of the service user if it believes this would prejudice the carrying out of social work because it would be likely to cause serious harm to the physical or mental health or condition of the individual or another person.

Information about physical or mental health condition. LJWB/LJCS must not disclose this kind of information to the service user or person requesting the file on behalf of the service user without first consulting an ‘appropriate health professional’. This would normally be the person responsible for the individual’s current clinical care in connection with matters to which the information relates.

Other legislation. Where other legislation prevents disclosure, then the person cannot rely on the Data Protection Act 1998 to seek access to records

Refusal to access. If access is refused, this should be notified to the person requesting access as soon as practicable and in writing, even if the decision has also been given in person.

Third Party Information
Where giving information will also mean disclosing information about someone else, who can be identified from that information, LJWB/LJCS will not disclose without the third party’s authority, unless it is “reasonable in all the circumstances” to do so.

In judging whether or not it is “reasonable” LJWB/LJCS must have regard to:

· any duty of confidentiality

· whether agreement has been requested

· whether agreement has been expressly refused 

· whether the third party is capable of giving informed authority.

 If members of the senior management team believe that there could be any risk to the safety or welfare of a third party, we will not disclose without third party agreement.  Professional legal advice should be sought on this issue.
Where a third party could be identified from a combination of the information disclosed, and information which LJWB/LJCS reasonably believes is already held by the person requesting the disclosure, access to information will be withheld. LJWB/LJCS also reserves the right to anonymise or remove information if third party consent has not been given.

 If the applicant considers that their request has not been complied with properly, they may seek an order to comply through the courts.
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