
 
 CHILD, YOUNG PERSON AND ADULTS AT RISK PROTECTION POLICY 
   
 
OVERVIEW 
 
 The Creative Learning Guild takes safeguarding very seriously. We make it our priority to 
safeguard the welfare of all children, young people and adults at risk, who we may be working with 
as part of our charitable work and projects. 
 
 Our guiding tenets are: 
 
The welfare of any child, young person or adult at risk in our care is our paramount responsibility. 
 
Regardless of age, disability, gender, racial heritage, religious belief, sexual orientation or identity, all the 
above (1.) have the right to equal protection from all types of harm or abuse. 
Working in harmony with children, young people or adults at risk and their carers and other agencies is 
essential in promoting their welfare. 
 
POLICIES 
 
We have four main policies – see appendices 1 to 5, the purpose of which is to provide all employees, 
consultants and volunteers who work with/within The Creative Learning Guild with guidance on the 
procedures they should carry out if/when they suspect that a child, young person or vulnerable adult 
within The Creative Learning Guild’s ambit may be experiencing, or be at risk of, harm. 
Thus this policy applies to all employees of, and any individual(s) working on behalf of, The Creative 
Learning Guild.  
 
DESIGNATED PERSON 
 
The overall responsibility for child, young person and vulnerable adult protection within The Creative 
Learning Guild lies with the Managing Director.  
 
All concerns in regard to any of the above occurring whilst carrying The Creative Learning Guild work at a 
school or community centre, and to any child, young person or vulnerable adult within its care, and/or 
concerns or suspicions regarding the conduct of any Creative Learning Guild employee, must be 
immediately reported to the Managing Director. 
 
TRAINING 
 
All Creative Learning Guild employees will receive induction training in child, young person and adults at 
risk, protection. All employees will be provided with a copy of the Child, Young Person and Adult at Risk 
policy, guidelines and codes of conduct, and will be given the opportunity to discuss the material during 
the induction training. 
 
 
GUIDELINES AND CODES OF CONDUCT  
 
 
Guidelines 
 



The following guidelines apply to all Creative Learning Guild employees and consultants who may have 
contact at any working time and within any working setting with children, young people and adults at risk: 
 
The Creative Learning Guild employees and consultants must make it clear, when beginning work 
with/within schools and community groups, that they require the presence at all times of a teacher, 
teaching assistant or other responsible adult.  
 
It is The Creative Learning Guild policy that its employees should not spend time alone with groups of 
children or individual children, removed from other responsible adults. Should any employee unavoidably 
or unexpectedly find him/herself alone with groups of children for short periods of time, the door should 
always be left open. After any such session, a senior member of the school personnel should be reminded 
of The Creative Learning Guild policy requiring the presence at all times of a teacher, teaching assistant or 
other responsible adult. 
 
Should the unusual circumstance arise that The Creative Learning Guild employee(s) may wish to have a 
discussion with groups of children or young people without the presence of another adult, then these 
meetings should be conducted in an open space, with doors left open and at least two Creative Learning 
Guild employees in attendance. 
 
Under no circumstances should an individual Creative Learning Guild employee ever be (left) alone with a 
child or young person. 
 
No unnecessary physical contact with children or young people or vulnerable adults is permitted. In the 
event of physical contact being unavoidable or positively desirable or necessary, such as providing comfort 
and reassurance to a distressed child, or physical support and aid for a child, young person or vulnerable 
adult, the contact should take place only with the consent of the child, young person or vulnerable adult 
and the purpose of the contact should be (made) clear. 
 
No Creative Learning Guild employee should meet with a child or young person or groups of children or 
young people outside organised activities, unless it is with the express knowledge and consent of the 
parent(s)/guardian(s)/carer(s) and the person in charge of the school or community organisation. 
 
In the event of an allegation being made against a Creative Learning Guild employee, the Child Protection 
Incident Report (see below) must be completed and signed by the staff member of the school or 
community group within 24 hours of the incident being first reported. The employee concerned should 
keep a copy of this report for his/her own records and give a copy to a senior member of personnel at the 
school or community group, who will in turn forward the document to the Managing Director (The Creative 
Learning Guild director with responsibility for the Child, Young Person and Adult at Risk policy). 
 
 
Codes of conduct 
 
The following codes of conduct apply to all Creative Learning Guild employees and consultants who may 
have contact at any working time and within any working setting with children, young people and 
vulnerable adults: 
 
Treat all children, young people and vulnerable adults with respect. 
 
Ensure that, wherever possible, there is more than one adult present during activities with children and 
young people, or at least that they and you are within sight and hearing of other responsible adults. 
 



Respect children’s and young people’s right to personal privacy and encourage them to feel comfortable 
and responsive enough to point out attitudes or behaviour they do not like. 
Bear in mind the potential misinterpretation of your actions and words, no matter how well intentioned, 
and of any physical contact with a child or young person. Use extreme caution when discussing sensitive 
issues with children or young people.  
 
Challenge any behaviour deemed unacceptable and report all suspicions and/or allegations of abuse. 
 
Never, as a general rule, be alone with groups of children or young people or with an individual child or 
young person. 
 
Never have any ambiguous or inappropriate physical or verbal contact with a child or young person. 
 
Never allow yourself to be drawn into inappropriate attention-seeking behaviour or to make suggestive or 
derogatory remarks or gestures in front of children or young people. 
 
Never draw conclusions about a child’s or young person’s irregular conduct and attitudes before checking 
facts, which may put that conduct into perspective and context. 
 
Never either exaggerate or trivialize any child abuse reports, incidents or issues. 
 
Never show favouritism to any individual child or young person. 
 
Never be lax and casual when common sense, policy and practice suggest another more prudent approach. 
 
Never rely solely on your good name or that of The Creative Learning Guild to protect you, especially 
should you allow any of the above rigorous standards to slip. 
 
Never believe that you could be immune from a child protection issue ever happening to you. 
 
 
CHILD PROTECTION INCIDENT REPORT FORM 
 
 
Please find at appendix 5 a copy of the standard Child Protection Incident Report form. 
 
To comply with The Creative Learning Guild’s Child, Young Person and Adult at Risk Protection policy, it is 
important that you record details of any suspected abuse and/or protection incidents. Information 
provided on this form will be used only for the purpose of child, young person and adult at risk protection 
and will be treated and stored confidentially.  
 

APPENDIX 1 -  SAFEGUARDING – ADULTS AT RISK 

 

What is this policy for? 
 
This policy is to make clear The Creative Learning Guild’s position on safeguarding adults at risk from 

abuse, and to set clear guidelines for anyone concerned that abuse may be taking place.  

 

The characteristics of adult abuse can take a number of forms and cause victims to suffer pain, fear and 

distress reaching well beyond the time of the actual incident(s). Victims may be too afraid or embarrassed 



to raise any complaint. They may be reluctant to discuss their concerns with other people or unsure who to 

trust or approach with their worries.  

 

There may be some situations where victims are unaware that they are being abused or have difficulty in 

communicating this information to others. 

 

It is not only often difficult for the victims of abuse to come forward, but also for a volunteer or staff 

member to know what to do. This document aims to make it clear to anyone working or volunteering with 

The Creative Learning Guild or any of its programmes, knows what to do in these difficult circumstances. 

 

Definitions 

 

‘Adult at Risk’ 

An adult at risk is a person over the age of eighteen who is or may be in need of community care service by 

reason of mental or other disability, age or illness, and who is unable to take care of him or herself, or 

unable to protect him or herself against significant harm or exploitation. 

 

‘Referral’ 

The point at which information is passed from The Creative Learning Guild to Health and Social Care, 

police, or other relevant agency. 

 

‘Abuse’ 

Abuse is mistreatment by any other person or persons that violates a person's human and civil rights. The 

abuse can vary, from treating someone with disrespect in a way that significantly affects the person's 

quality of life, to causing actual physical suffering. 

 

Forms of abuse can include: 

• Physical abuse such as: hitting, pushing, pinching, shaking, misuse of medication, scalding, 

inappropriate restraint, hair-pulling. 

• Sexual abuse such as: rape or sexual assault; sexual acts to which the vulnerable adult has not or 

could not have consented, or to which they were pressurised into consenting. 

• Psychological or emotional abuse such as: threats of harm or abandonment; deprivation of social or 

any other form of contact; humiliation, blaming, controlling, intimidation, coercion, or harassment; 

verbal abuse; prevention from receiving services or support. 

• Financial or material abuse such as: theft; fraud or exploitation; pressure in connection with wills, 

property, or inheritance; misuse of property, possessions or benefits. 

• Neglect or acts of omission such as: ignoring medical or physical care needs; preventing access to 

health, social care, or educational services; withholding the necessities of life, such as food, drink, 

or heating. 

• Discriminatory abuse such as that based upon a person's race, sexuality, or disability; any other 

forms of harassment or slurs. 

• Domestic violence - all forms of abuse can be experienced in a family setting by a partner, family 

member, or with someone with whom there is a relationship.  



• Institutional abuse and poor practice - disrespect and unethical practice, ill treatment and 

professional misconduct. 

 

Any of these forms of abuse can be deliberate, or be the result of either ignorance, or lack of training, 

knowledge or understanding. Often if a person is being abused in one way they are also being abused in 

other ways. It also important to recognise that domestic violence can occur in any relationship and at any 

age, and does not only include physical abuse but also sexual and psychological as described above. 

 

Responsibilities 

It is the responsibility of any volunteer or staff member to act upon knowledge or suspicion that someone 

is being abused. A member of paid staff has a legal duty of care to act upon this knowledge or suspicion. 

This is nothing more complicated than simply knowing who to tell.  

 

Where a vulnerable adult has the autonomy to make decisions that involve risk, this should be respected, 

but should not override the duty to protect where the risk would be deemed unreasonable or dangerous. 

If a person has capacity you should seek permission to act, however if they are at serious risk of domestic 

abuse this can be reported to Multi Agency Risk Assessment Conferencing Coordinator without permission, 

but the alleged victim must know you are doing this.  Actions also might have to be taken if the abuse 

affects other people than the person reporting the abuse. (e.g. a Home Carer is believed to have taken 

money.)  

 

If people lack capacity it is important that a best interest decision is made on their behalf.  

 

Confidentiality 

It is the responsibility of the volunteer/staff member to respect the confidentiality of all involved and not 

to disclose information to anyone outside of the report alert /referral process. 

 

It is important that a volunteer or staff member wishing to report abuse or suspected abuse feels that they 

themselves are protected, for example, that the victim or alleged abuser will not know who has been 

alerted and made the report to the named person.  

 

Anyone making a report or referral should feel confident that the matter will be handled with sensitivity on 

the part of The Creative Learning Guild and Social Services/other agencies, and that their identities will be 

protected. It is a crucial aspect of this policy that the identity of all involved in the incident, report and 

referral is not disclosed to anyone outside the actual process.  

 

DBS checks 

It is The Creative Learning Guild’s policy to have every volunteer/staff member complete a Disclosure and 

Barring Service (DBS) disclosure.  

 

Record-keeping 

Incidents of abuse or suspected abuse will be recorded in an incident folder. The record will state the 

date/s and brief details of the incident. This folder will be confidential and kept in a locked cabinet. 



 

When an alleged abuser is a volunteer 

A record must be made of this, and the alleged victim must be made aware of this.  

 

The matter will be discussed by the Board of Trustees and appropriate action taken. 

 



Guide to referral procedure: 

 
A degree of judgement is necessary when deciding what to do about knowledge or suspicion of abuse. This 

procedure is intended as a guide only and offers volunteers and staff sensible options depending on the 

seriousness or urgency of the allegation, and what they themselves feel comfortable with. 

 

Action Timescale 

1. Alert 

 

If a volunteer or staff member suspects or believes that a vulnerable 

adult is being abused, they can: 

 

• Speak to the Managing Director or if unavailable another 

Director of The Creative Learning Guild. 

• The responsibility for making a referral then lies at the 

discretion of a Director. 

• If the abuse constitutes a criminal offence it should be reported 

directly to the police and a crime number should be obtained. 

0845 6060 606  

• Inform the agency involved with the abused person (if there is 

one) – for example if the alleged abuse took place within a 

sheltered housing scheme, then it may be best to go directly to 

the housing provider. 

 

 

 

On the same day. 

2. Information sharing 

Whether reporting or referring, volunteers, staff or Directors should 

gather as much information as possible.  

 

Please refer to ‘Information for referral’ overleaf. 

 

• Be mindful of not cross questioning the alleged victim as this 

might affect future evidence 

• Be mindful of not contacting the perpetrator until a strategy has 

been agreed about how any further investigation / fact finding 

or investigation is to continue 

 

 

 

On the same day. 

3. Referral 

The Director may then make a referral to Social Services via Gateway to 

Care, Health and Social Care (see below). In an emergency, an out-of-

hours number is provided. 

On the same day if 

possible, or next 

working day 

(depending on 

urgency) 

 
 
 



 

Referrals to Social Services: 
 
Between 9.00 and 5.00 
 
Please contact Gateway to Care on the following number: 

0845 111 1103 

When referring, make it clear that it is a Safeguarding Referral. If possible make clear 
the level of urgency to respond, especially if there is a need for police advice.  

 
Out of working hours-urgent 
 
Emergency Duty Team, 0845 111 1137 
 
(Answer phone – your message will be passed on straight away to duty social worker 
who will phone you back.) 
 
Emergency - 999 

 

 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX 2 -  SAFEGUARDING - CHILDREN 

 

In implementing this Child Protection Policy The Creative Learning Guild will:  



 

• Ensure that all staff and volunteers understand their legal and moral responsibility to protect 

children and young people from harm, abuse and exploitation;  

 

• Ensure that all staff and volunteers 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 staff and volunteers are aware of Safeguarding Children Board interagency 

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

 

•  Ensure that all staff and volunteers 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 charity’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:  

 

• Ensure that any procedures relating to the conduct of staff/volunteer are implemented in a 

consistent and equitable manner;  

 

• Provide opportunities for all staff/volunteers to develop their skills and knowledge, particularly in 

relation to the welfare and protection of children and young people;  

 

• Endeavour to keep up-to-date with national developments relating to the welfare and protection of 

children and young people.  

 

CHILD PROTECTION POLICY STATEMENT 

 

1. The Creative Learning Guild believes that children must be protected from harm at all times. 

2. We believe every child should be valued, safe and happy. We want to make sure treat children we 

have contact with know this and are empowered to tell us if they are suffering harm. 

3. We want children who use or have contact with The Creative Learning Guild to enjoy what we have 

to offer in safety. 

4. We want children and parents who use or attend the Charity’s facilities/programmes to be 

supported to care for their children in a way that promotes their child’s health and well- being and 

keeps them safe. 

5.  The Creative Learning Guild will achieve this by an effective child protection procedure and 

following National guidance (What To Do If You’re Worried A Child Is Being Abused) and local 

procedures (Calderdale Safeguarding Children Board). 



6. If we discover or suspect a child is suffering harm we will notify the appropriate care services or the 

Police in order that they can be protected if necessary. 

7. This Child Protection policy and our child protection procedure apply to all staff, volunteers and 

users of The Creative Learning Guild and anyone carrying out any work for us or using our premises.  

8. The Creative Learning Guild is 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 on the basis 

of disability, race, age, religion or belief, sexual orientation or gender. 

The Policy: 

 

The Creative Learning Guild’s Child Protection policy details the steps, which will be followed where 

there are concerns that a child or young person could be experiencing, abuse and/or neglect. The 

procedures help to ensure a speedy and effective response for dealing with such concerns.  

Definitions 

 

Physical Abuse 

 

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 or carer fabricates the symptoms of, or 

deliberately induces illness in a child.   

  Emotional Abuse 

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 

insofar 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 development capability, as 

well as over protection 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 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 

children, though it may occur alone. 



Sexual Abuse 

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 (i.e. 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 

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 and development. 

Neglect may occur during pregnancy as a result of maternal substance misuse.  

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. 

  The Creative Learning Guild will ensure that all staff members whether paid or unpaid, undertake 

training to gain a basic awareness of the signs and symptoms of child abuse and of Safeguarding 

Children Board’s interagency safeguarding procedures.  

 

CONCERNS 
 
Examples of when a child or young person’s safety becomes a concern include: 
 

• 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.  

 

WHAT TO DO 
 



The Creative Learning Guild recognises that it has a duty to act on reports or suspicions of abuse and 

believes 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 

concerns arise and worrying changes are observed in a child’s or young person’s behaviour, physical 

condition or appearance, staff, including volunteers and consultants 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; 

• Record what was said as soon as possible after any disclosure  

• Respect confidentiality and file documents securely;  

• Notify the Designated Safeguarding Officer. This will be the Managing Director for cases within 

Calderdale. For instances occurring whist delivering activities outside of Calderdale the Designated 

Safeguarding Officer in the school / community project must be identified and notified. 

 

Stage 2  

 

• For instances within Calderdale, the Designated Safeguarding Officer will take immediate action if 

there is a suspicion that a child has been abused or likely to be abused. In this situation the 

Designated Safeguarding Officer will contact Calderdale Multi-Agency Screening Team (MAST) 

telephone number 01422 393 336 and/or Police. For out of hours referrals contact the Emergency 

Duty Team contact number: 01422 288 000. 

• If a referral is made direct to Calderdale Social Care this must be followed up in writing within 48 

hrs followed up in writing using care services referral and information record (see appendix 5)  

http://www.calderdale-scb.org.uk/reporting-a-concern/  

NB Parents / carers will need to be informed about any referral to Calderdale Social Care unless to 

do so would place the child at an increased risk of harm.  

• The Designated Safeguarding Officer 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.  

 

 

http://www.calderdale-scb.org.uk/reporting-a-concern/


 

For instances occurring outside of Calderdale once a Designated Safeguarding Officer has been identified 

and informed of the incident the Charity’s Designated Safeguarding Officer must be informed, a file note 

will be made and then no further action is deemed necessary. 

 

MANAGING ALLEGATIONS MADE AGAINST STAFF INCLUDING VOLUNTEERS AND CONSULTANTS 

 

The Creative Learning Guild will ensure that any allegations made against a member or members of staff 

including volunteers or consultants will be dealt with swiftly and in accordance with these procedures:  

 

• The worker should listen carefully to what the child says, but not ask detailed questions. 

 

• The worker must ensure that that the child is safe and away from the person against whom the 

allegation is made.  

 

• The Designated Safeguarding Officer should be informed immediately. In the case of an allegation 

involving the Designated Safeguarding Officer, alternative arrangements should be sought to 

ensure that an independent person deals with the matter.  

 

• The Designated Safeguarding Officer will contact the Local Authority Designated Officer (LADO - 

based within Calderdale Safeguarding & Quality Assurance Services: 01422 394086) for advice on 

how to proceed with the immediate situation.  

 

• 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 Designated Safeguarding Officer 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 Calderdale Social Care.  

 

Regardless of whether a police and/or Calderdale Social Care investigation follows, The Creative 

Learning Guild 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. Any actions should be discussed with the LADO to 

avoid compromising the Police or a child protection investigation. 

 

MANAGEMENT AND SUPERVISON OF STAFF/VOLUNTEERS AND CONSULTANTS 

 

The Creative Learning Guild is committed to the appropriate management and supervision of staff, 

volunteers and consultants 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 supervision meetings in line with the team’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 matter this will be reviewed within 

supervision i.e. recordings, assessments, monitoring arrangements etc. and decisions relating to the 

level of involvement will be taken by the appropriate officer/ member within Calderdale Social 

Care. 

 

• When a member of staff is a member of a child protection core group, 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.  

 

SAFE RECRUITMENT 

 

Upon recruitment, The Creative Learning Guild ensures that all staff have a Disclosure and Barring Service 

(DBS) check and that any relevant history is followed up.   

 

This includes checking official documents such as a birth certificate, driving license, passport and 

qualifications. 

 

Two references are also sought, one from a previous employers and one character reference. 

 

All staff have a 6 month probationary period.   

 

 

 



 

 

APPENDIX 3 - SAFEGUARDING ANTI BULLYING  

 

 

FOR INSTANCES WITHIN CALDERDALE

CONCERNS 

A child has disclosed concerning information to you OR you have witnessed or had reported to you 

an incident or complaint involving the behaviour of an adult in relation to a child, which may be 

considered abuse or poor practice.

STAGE 1 

STAY CALM – REASSURE – NO PROIMISES – FEW QUESTIONS – RECORD – INFORM 

DESIGNATED SAFEGUARDING OFFICER

Is the victim in need of urgent medical attention? 

NO

Is designated Safeguarding Officer 

available? 
Contact emergency 

services; inform of 

potential safeguarding 

issue.  

Report to the designated 

Safeguarding Officer.

Is the matter serious enough to potentially be  considered 

a criminal offence? 

Does the allegation or incident involve the 

child’s parent(s) guardian or carer?

Inform parents, 

guardians or carers at 

earliest opportunity.  

YES 

YES NO

NO

NO YES 

YES / NOT SURE  

Ensure designated Safeguarding Officer is informed.

Does the allegation or incident involve the 

child’s parent(s) guardian or carer?

NO YES 

Inform parents, 

guardians or carers at 

earliest opportunity.  

Whatever the circumstances the person receiving and then reporting the complaint or incident 

must record a written statement preferably using The Dean Clough Foundation’s incident report 

form.  This will be submitted to The Dean Clough Foundation designated Safeguarding Officer 

at the earliest convenience.    

Report to Calderdale social services.



AIM 

 

To ensure that staff and learners work and learn in a supportive, caring and safe environment, free from 

the fear of bullying. 

 

Objectives 

 

• To use The Creative Learning Guild definition of bullying to raise awareness of behaviours.     

   that directly/indirectly affects the well-being of others. 

• To establish procedures that are clear, consistent, understood and effectively implemented. 

• To promote the safety of staff and learners vulnerable to bullying by encouraging a climate of  

   respect for self and others. 

• To allow a safe and supportive method of reporting bullying issues without fear of reprisal. 

• To address the needs of staff or learners affected by bullying. 

• To support/sanction the perpetrators of such incidences effectively. 

• To record and monitor all incidences of bullying. 

 

The Creative Learning Guild definition of bullying: 

 

Bullying is the causing of repeated discomfort, pain or humiliation, whether physical or psychological, by 

another person be it intentional or unintentional. 

 

Such behaviour is unacceptable to any member of our organisation as no person has the right to unfairly 

make another feel uncomfortable, threatened or unhappy. Any incidents will be dealt with in accordance 

with the Code of Conduct and Disciplinary Procedure. 

 

Categories of bullying 

 

Psychological/emotional 

 

1. Name calling 

2. Harassment based on gender/race/religion/sexuality/appearance/disability 

3. Verbal threats 

4. Ridiculing 

5. Abuse of personal property 

6. Defacement of personal property 

7. Exclusion from social groups 

8. Cyber bullying - This is sending or posting harmful or cruel text or images using the   

  internet or other digital communication devices  

 

  Physical 



 

1. Punching/Slapping  

2. Kicking/tripping 

3. Hair pulling 

4. Jostling 

5. Use of a weapon 

6. Spitting/throwing liquid 

7. Extortion 

8. Using one’s physical presence to prevent another form moving/passing. 

 

It is important to note that whilst bullying is not an offence recognised by UK law, it can involve offences 

such as harassment, stalking, obtaining property through menace, theft, robbery and assault that can and 

will be reported to the relevant authorities.  

 

Incident Procedure 

 

1. If any incident of bullying is reported, the incident will be dealt with immediately by    

 the member of staff who has been approached. 

2. The nature of the incident is established. Appropriate response i.e. First aid if  

 needed. 

3. Victim reassured by reference to the Code of Conduct and Disciplinary Procedure. It  

is to be stressed that the victim will be supported and that appropriate action will be taken in accordance 

to our policy and specific needs. 

4. Investigation of complaint and completion of incident form which will then be passed   

   on to the perpetrators pastoral leader. 

5. Parents/guardians informed if necessary. 

  Perpetrators sanctioned by referral to the Code of Conduct and Disciplinary    

  Procedure, and relevant agencies involved if necessary, e.g. Education Welfare  

  Officer, Police Liaison. 

 

 

 

 

 

 

APPENDIX 4 - SAFEGUARDING ANTI CYBER BULLYING  

 

Bullying is a disciplinary offence 

 

Cyber bullying is responded to in the same way as other forms of bullying, in line with the Anti-Bullying 

Policy.  



 

There will be consequences for bullying behaviour. The consequences will vary according to the severity of 

the incident but all incidents of bullying will be treated seriously in line with the Code of Conduct and 

Disciplinary Procedure. 

 

As technology, social media and other forms of communication develop, The Creative Learning Guild will 

respond quickly to ensure these are not used to enable or promote bullying between learners and / or 

staff.  Staff and learner training programmes will reflect emerging technologies and their use by learners 

and staff. 

 

Information for Student Employees 

 

Virtual Bullying 

 

With more and more of us using email and mobile phones, bullying does not have to happen in person. 

Silent phone calls or abusive texts or emails can be just as distressing as being bullied face-to-face. 

 

Cyberbullying 

 

This is sending or posting harmful or cruel text or images using the Internet or other digital communication 

devices 

 

 

7 Categories of Cyberbullying: 

 

1. Text message bullying involves sending unwelcome texts that are threatening or cause discomfort. 

 

2. Picture/video-clip bullying via mobile phone cameras is used to make the person being bullied feel 

threatened or embarrassed, with images usually sent to other people. ‘Happy slapping’ involves 

filming and sharing physical attacks. 

 

3. Phone call bullying via mobile phone uses silent calls or abusive messages. Sometimes the bullied 

person’s phone is stolen and used to harass others, who then think the phone owner is responsible. 

As with all mobile phone bullying, the perpetrators often disguise their numbers, sometimes using 

someone else’s phone to avoid being identified. 

 

4. Email bullying uses email to send bullying or threatening messages, often using a pseudonym for 

anonymity or using someone else’s name to pin the blame on them. 

 

5. Chat room bullying involves sending menacing or upsetting responses to children or young people 

when they are in a web-based chat room. 



 

6. Bullying through instant messaging (IM) is an Internet-based form of bullying where children and 

young people are sent unpleasant messages as they conduct real-time conversations online (i.e. 

BBM,MSN, , etc.). 

 

7. Bullying via websites includes the use of defamatory blogs (web logs), personal websites and online 

personal polling sites. There has also been a significant increase in social networking sites for young 

people, which can provide new opportunities for Cyber bullying (ie Facebook). 

 

What can you do if you think someone is being cyber-bullied? 

 

1 Don’t wait for something to happen before you act. Talk to the person about using the internet and 

explain how to use technology safely so they are reminded about the risks and consequences of 

misusing them. 

 

2 Make sure you know what to do if you or someone you know is being cyberbullied. 

 

3 Encourage others to talk to you if they have any problems with cyberbullying. If they do have a 

problem, contact The Creative Learning Guild, the mobile network or the Internet Service Provider 

(ISP) to do something about it. 

 

What can you do if you feel you are being bullied? 

 

If you are being bullied, remember bullying is never your fault. It can be stopped and it can usually be 

traced. 

 

• Don’t ignore the bullying.  Tell the Managing Director, your line manager or someone you trust. 

• Try to keep calm. If you are frightened, try to show it as little as possible. Don’t get angry, it will 

only make the person bullying you more likely to continue. 

 

 

Dealing with Text/Video Messaging 

 

1 You can turn off incoming messages for a couple of days. 

2 If bullying persists you can change your phone number (ask your Mobile service provider). 

3 Do not reply to abusive or worrying text or video messages - your Mobile service provider will have 

a number for you to ring or text to report phone bullying. Visit their website for details. 

 

Dealing with Email 

 

1   Never reply to unpleasant or unwanted emails. 



2   Don’t accept emails or open files from people you do not know. 

3   Contact the sender’s ISP by writing abuse@and then the host, e.g.  

     abuse@hotmail.com. 

 

3 Steps to Safety 

 

1  Respect other people - online and off.  Do not spread rumours about people or share their secrets, 

including phone numbers and passwords. 

 

2  If someone insults you online or by phone, stay calm – and ignore them, but tell someone you trust. 

 

3 ‘Do as you would be done by’!  

 

4 Think how you would feel if you were bullied. You are responsible for your own behaviour - make 

sure you don’t distress other people or cause them to be bullied by someone else. 

 

 

 

 

 

 

 

 

APPENDIX 5 

 

The Creative Learning Guild  

Child, young person and adult at risk incident report form 

 

Your name: 

Your contact details: 

Address: 

Email: 

Tel: 

 

Date/time of incident/conversation to be reported:  

 

Name of individual(s) involved in incident/conversation: 



 

School/community group where individual(s) is/are registered:  

 

Brief description of incident/conversation, making clear distinctions between what is fact, opinion and 

hearsay. Aim to record exact quotes where possible. Use an extra sheet if necessary but aim to be concise:  

 

Brief outline of action(s)/advice given and/or taken, including any other service(s) or individual(s) 

contacted or brought in at this point:  

 

State whether the child, young person or adult at risk concerned was informed that the information 

regarding the incident/conversation would need to be passed on:  

 

Names and designations of any witness(es) to the incident/conversation:  

 

Any further action(s) to be taken by the school/community group or relevant authority: 

 

Date of the completion of this form: 

 

Date of sending on this form to the school/community group or relevant person(s) in authority:  

 

Signed: 

 

The Creative Learning Guild employee: 

 

(Signature)……………………… ……………Date…………………. 

 

(Name) ……………………………………………………………………… 



 

School or community group representative: 

 

(Signature)……………………………………Date………………….. 

 

(Name)……………………………………………………………………… 
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