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1. Introduction

Protecting children and young people from physical, sexual and emotional abuse is an integral part of the policy and practice of all Youth Highland’s work.  Safeguarding the welfare of children and young people is not an optional activity that can be added to the programme.

Youth Highland is fully committed to safeguarding the well being of its members.  Volunteers and staff should, at all times, show respect and understanding for rights, safety and welfare, and conduct themselves in a way that reflects the principles of the organisation.

This document has been produced to enable staff and volunteers to respond in an informed and confident way to child protection issues. The policy covers all Youth Highland Board, staff and volunteers. This policy should also be used by all consultants and external facilitators contracted by Youth Highland. Where Youth Highland is working in partnership with other organisations, or where organisations are contracting the services of Youth Highland, the Child Protection in Partnership Form (Appendix G) should be completed to ensure that all workers, volunteers and other staff understand the child protection guidelines that the project, workshop or training event is working under.

2. Policy Scope

Youth Highland’s mission: 
Youth Highland seeks to ensure that community based youth provision all over Highland is safe, fun, interesting and inclusive.  We offer opportunities for young people and individuals working with young people to learn new skills, try out new activities, challenge themselves to get involved and make positive changes within their own lives and communities.  We celebrate the achievements and learning of our members and seek to help them to meet their full potential and move onto positive futures.

It is the duty and responsibility of all Board Members, paid and voluntary staff members to safeguard children and young people involved in Youth Highland projects and programmes by protecting them from physical, sexual and emotional harm.

It is the duty and responsibility of the Youth Highland Board to ensure that the appropriate procedures are in place to protect children and young people in the care of Youth Highland. The Board delegates to the Chief Officer the responsibility to receive and investigate complaints or concerns by Youth Highland workers, consultants and volunteers.

Youth Highland will continue to produce information, guidance, support and example policies for the benefit of local youth groups. Where Youth Highland members access the PVG Scheme through Youth Scotland, groups will be required to have specific policies in place and agree to follow the procedures laid down by Youth Scotland and be reviewed from time to time.

3. Definitions 

Whilst Scottish law deems young people to be adults from 16 years of age, the Protection of Children (Scotland) Act 2003 defines a child as an individual under 18 years of age. The Protecting Vulnerable Groups (PVG) (Scotland) Act 2007 defines a child as an individual under the age of 18 and a ‘protected adult’ as an individual aged 16 or over.  Therefore, this document defines children or young people as individuals aged 18 and under. In accordance with the PVG Act, Youth Highland acknowledges that individuals can be both young people and protected adults at the same time, and this definition changes depending on the services received by the individual (e.g. registered care services, prescribed health services).  

4. Recruitment, Selection and Training for Staff and Volunteers

“The single most effective point at which an organisation can use good management to minimise the possibility of abuse is when new paid staff or volunteers are appointed, although it is important to ensure that vigilance is maintained thereafter”. (1995 Smith: Protecting Children)

Recruitment and Selection Policy and Procedures

Youth Highland recognises that appropriate recruitment and selection procedures are a vital part in developing and maintaining a safe environment for children and young people. 

The following procedures are in place to ensure that only suitable applicants are accepted as volunteers or staff of Youth Highland:

· All posts (paid and  unpaid) will be assessed to identify if they are within the regulated workforce (as defined in Schedule 2 of the Protecting Vulnerable Groups Act 2007)
· All applicants (staff and volunteers, including board members) will be asked to complete an application form 

· All applicants (staff and volunteers) will be asked to complete a self declaration form

· All successful applicants (paid and unpaid positions) will be asked to provide suitable references 

· All shortlisted applicants (paid and unpaid positions) will be asked to attend an interview

· A self declaration form will be used so that interviewed applicants can declare and discuss any convictions (and their context) with the organisation, in compliance with Youth Highland’s Recruitment of Ex-Offenders Policy

· All successful applicants appointed into “regulated work” positions (as defined in Schedule 2 of the Protecting Vulnerable Groups Act 2007) will be required to be PVG Scheme members.  Existing PVG scheme members will be required to show their current PVG Scheme Record and agree to a PVG scheme record update being carried out.  
· Any applicant found to be fully listed on the Disqualified from Working with Children’s List will not be appointed to any role in Youth Highland
The final recruitment decision, for applicants with conviction or non conviction information on their PVG Scheme Record/Update, rests with the Chair of Youth Highland’s Board of Directors.
The following procedures are in place to ensure that consultants, sessional facilitators or workers, or other individuals employed by Youth Highland adhere to safeguarding practises:

· All pieces of work carried out by external workers will be assessed to identify work that requires the external workers to be within the regulated workforce
· If the worker will be in a regulated workforce position Youth Highland will require them to be a PVG Scheme member.  Existing PVG scheme members will be required to show their current PVG Scheme Record and agree to a PVG scheme record update being carried out.  
· All workers will be asked to sign Youth Highland’s Code of Conduct for Working with Children and Young People (appendix A) or provide details of their own organisation’s Code of Conduct (where applicable)

The following procedures are in place to ensure that work carried out with partner organisations adheres to safeguarding practices:

· Use of Child Protection in Partnership Form (Appendix G) to identify responsibilities
Training for staff and volunteers

All newly appointed staff and volunteers at Youth Highland will receive training, support, information and guidance to ensure they understand their role and responsibilities with regard to child protection. This will include:
· Details of the structure of the organisation will be provided, including the details of overall responsibility for child protection within the organisation

· Details of the organisations aims and objectives will be provided

· An assessment of staff’s (paid and unpaid) training and development requirements will be completed

· The roles and responsibilities of staff and volunteers within the organisation will be clarified

· Clear details of the expectations, roles and responsibilities of all newly appointed staff and volunteers will be provided

· All staff and volunteers must agree and sign up to the organisation’s Child Protection Policy and procedures

· A copy of the organisation’s Code of Conduct (Appendix A) will be provided 

5. Responding when a child or young person discloses abuse
It is likely that a child or young person who has been abused will have given a lot of thought as to whether they should disclose the abuse.  It is highly likely that they will be nervous and afraid that they might be rejected, blamed or not believed.  It is important that staff and volunteers follow the steps outlined below:

Stay calm
Remain calm and natural.  You have been approached because you are trusted, not because you are an expert counsellor. Do not promise to keep the information secret; you may have to inform an appropriate person. You must take any disclosure seriously and reassure the young person that you believe them.

Listen and take the allegation seriously

Listen to what the child or young person is saying.  Give them the time and opportunity to tell you as much as they are able and willing to. Do not pressurise them and allow them to disclose information at their own pace. You should not investigate, ask leading questions or ask specific or explicit questions. You should only clarify what they are willing to tell you in their own words. Try to do this in an appropriate place, such as a room where other people can see in through an open door or window. Whilst it’s important to respect the young person’s privacy it should not be at the expense of other child protection measures. 

Reassure


Reassure them that you understand the seriousness of what they are saying and that you know it is not their fault. You

should also give them some indication of what you will do next with the information that they

have given you.

Confidentiality


Reiterate that you cannot promise to keep the information secret.  You must take any disclosure seriously. Details of the disclosure should only be passed on to the Chief Officer, who should refer the case to the appropriate authorities.  Wherever possible you should try not to discuss any concerns that you have about a child or young person in a way that may lead others to suspect that they are being abused.

Record

If you are able to, make brief notes during the initial disclosure, explaining to the young person why you are doing it. If it’s not possible to do so at the time, record the details as soon as possible after the disclosure with as many facts as possible (dates, times, actual words used).

Look after yourself

Being trusted with a disclosure of abuse directly from a young person can be emotionally draining, worrying and very stressful. Whilst it’s essential that confidentially is maintained at all times, it’s important that you consider your own emotional feelings and discuss any anxieties you have with the Chief Officer. If appropriate, the Chief Officer will arrange additional support for you.
6. Responding to suspicion or allegation of abuse

Members of staff (paid and unpaid) have a duty to report any suspicions, allegations or disclosures to the Chief Officer. However, the first concern must be the reassurance of the child or young person and their protection from any potential risk. During the reporting process the young person should be protected from further contact with the individual involved in the allegation.

As a worker or volunteer your role in child protection is not to investigate or decide if abuse has taken place. Your role is to observe, record and report. The following steps should be followed in response to suspicion or allegation of abuse:
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7. Procedures for the protection of children and protected young adults
7.1 Roles and Responsibilities

The Chief Officer is responsible for:

· The overall implementation of Youth Highland’s Child Protection Policy and procedures

· Authorising immediate changes in line with good practise and legislation changes  

The Youth Highland Board are responsible for:

· Having a named person responsible for Child Protection and Safeguarding

· Co-ordination of annual review of the Child Protection Policy and procedures with the Child Protection Policy internal working group

· Adherence to the Disclosure Scotland code of practice with respect to the management of PVG Scheme Records and Updates in the recruitment of staff and volunteers.

All staff are responsible for ensuring that Youth Highland’s Child Protection Policy is implemented

7.2 What to do in the event of an allegation of abuse being made concerning a Youth Highland staff member, volunteer, sessional staff member or consultant:

If a concern or allegation of abuse or inappropriate conduct is made against a member of staff or volunteer, or if a staff member or volunteer has a suspicion of inappropriate conduct with young people, the Chief Officer should be contacted.  If the allegation is about the Chief Officer then the person to be contacted is the named person on the Youth Highland Board.  The over-riding priority is always the safety and wellbeing of the young person. The procedures outlined in Section 6 should be adhered to.

Where there are grounds for suspicion of abuse:

· the staff member will be informed of the allegation and given the opportunity to respond

· The staff member will then normally be removed from duties that have direct contact with young people or be suspended with full pay without prejudice. This action will be taken by the Chief Officer, prior to referral of the allegation to the appropriate authorities. In all such cases Youth Highland will fully comply with all aspects of an external investigation and will seek to review policy and procedures upon conclusion.

In all allegations of abuse involving a member of staff or a volunteer, external support for that person will be provided. If the accused member of staff is permitted to return to work a programme of support will be given, including back to work support meetings and ongoing support in the workplace.

Lack of Police or other investigatory authority action will not preclude the possibility of disciplinary action being taken with staff/volunteers if deemed appropriate in response to poor practice.  Procedures will take place as per the Youth Highland Staff Disciplinary Policy. 

A referral will be to Disclosure Scotland, by the Chief Officer or the Chair of Youth Highland’s Board, if an individual harms a child or puts a child at risk of harm and as a result of this, are removed (or would have been removed had they not left of their own accord, come to the end of a contract, retired or been made redundant.   The form for referral to Disclosure Scotland is available on the Scottish Government website www.scotland.gov.uk 
If there are clear grounds to suspect the allegation is malicious or completely unfounded an internal investigation will be held by the Chief Officer (or named person on the Youth Highland Board if the allegation is against the Chief Officer) within five days. After the five day period, a report containing the information gathered and the decisions (including reasons if not pursing the allegation) made should be placed in a confidential file, along with any comments from the person against whom the allegation has been made. 
7.3 What to do where an incident of abuse has, or allegedly has, taken place at a Youth Highland event or under Youth Highland supervision

Youth Highland has Event and Residential Guidelines (Appendix D) that details residential supervision guidelines that should be followed where it is possible.

The priority in such incidents is to ensure the immediate safety of the child or young person.  Alleged abuser and child or young person must be kept apart and the child or young person taken to a place where any physical or emotional needs can be catered for. 

Where allegations or suspicions occur where the young person and alleged abuser are both participants in Youth Highland programmes, the procedure outlined in Section 6 should still be followed.  Such a situation will not automatically involve ceasing to work with either young person, but it may involve referring one or both parties on to another organisation

7.4 What to do where consensual sex has taken place between underage participants at a Youth Highland event

Where either young person is below the age of legal consent i.e. under the age of 16, it is important to try to ensure there has been no exploitation or coercion involved.

Where the relationship is clearly mutual and consensual, it might be appropriate for the workers or volunteers to encourage the young people to inform their parent(s)/guardian(s) or support worker. This is important where workers or volunteers are concerned about rumours from such an event. It might also be appropriate to discuss with the young people the appropriateness of developing their relationship at a Youth Highland event or during a Youth Highland programme.

It may also be appropriate for sexual health guidance to be provided.

Where one young person is over 16, or where one young person could be deemed vulnerable or there is any concern or doubt about the relationship, the procedures outlined in Section 6 must be followed. Each situation will be considered individually, but it may be necessary to refer the case to an external agency.  

In all cases, a reporting form (either Appendix C or E) should be completed and the need for the young people to seek emergency contraception and/or other medical intervention must be considered.

8. Acknowledgements
This policy is based on Youth Scotland’s child protection policy.  
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Venture Scotland: Protection of Children and Young People Policy Statement
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Appendix A

Code of Conduct for Working with Children and Young People

The following is a guide to helping create a safe and protective culture for young people, staff and volunteers. For full guidance in relation to child protection procedures please refer to the Youth Highland Child Protection Policy.

Practice to be encouraged:

· Treat all children and young people with respect and dignity

· Involve young people in the decisions that affect them
· Always work in an open environment, avoiding private or unobserved situations

· Maintain a safe and appropriate distance with young people (e.g. not sharing tents, shower facilities or having an inappropriate or intimate relationship)

· When organising events and meetings for children and young people, or their attendance at events/meetings, the following information/documentation should be requested by Youth Highland staff in relation to each child or young person attending the event/meeting:

· A Consent Form for all events or specific activities; 

· Contact details for the family/guardians, including emergency contact numbers;

· Information relating to any special issues, needs or requirements (e.g. medical, health, diet, language assistance)

· Use a reporting form (either Appendix C or E) to keep a clear note of any incidents or concerns

· If physical contact is necessary (e.g. in an emergency), tell the young person clearly what you are doing and why, seek their permission and give choices where possible. If possible, have another worker present.

· Every activity, event or session should be risk assessed to maintain the safety of young people

· When working with a mixed gender group there should be staff/volunteers of both genders to manage all activities

Practice to be avoided:

· Workers should not normally give lifts in their car to individual children or young people or travel alone with young people. Where not doing this would compromise Youth Highland’s Health and Safety Policy (e.g. leaving a young person alone at a venue) you should attempt to phone the parent/guardian of the young person to confirm what you will be doing. You should also ask the young person to sit in the back seat.

· Workers should not take young people to their home or that of another worker

· Workers should avoid situations where they are alone with young people. Where a private meeting with a lone child/young person is unavoidable it should be held in an open place in view of others or in a room visible to those outside and where a colleague has agreed to visually monitor the meeting.  If a young person participates in a review of their involvement in a programme as a result of disruptive or unacceptable behaviour, it is advisable that this review is witnessed by a second staff member/volunteer

Unacceptable practice: 

· Invading the privacy of children and young people when they are toileting or showering, changing or dressing.

· Inappropriate physical or sexually provocative games

· Sharing sleeping accommodation with an individual child or young person

· Making sexually suggestive comments about or to a child or young person even in fun

· Inappropriate and intrusive touching of any form

· Scape-goating or ridiculing a child or young person

· Allowing inappropriate, foul, sexualised or discriminatory language to remain unchallenged

· Any form of physical punishment

· Illegal use of drugs

· Use of alcohol during an event 
· Bullying of any form, including name calling or constant criticism 

· ‘Picking on’ a young person because of their family background, manner of dress or physical characteristic

· racism, homophobia or sectarianism of any form
· Favouritism and exclusion – all young people should be equally supported and encouraged

· Abusive language or gestures 

If any of the following occur you must follow the procedures outlined in Section 6:
· A young person is hurt
· He/she seems distressed in any manner

· A young person appears to be sexually aroused by your actions

· A young person misunderstands or misinterprets something you have done

· An allegation is made about you or a colleague

Appendix B

Youth Highland’s Understanding of Abuse

Youth Highland recognises that abuse cannot be recognised, or should be inferred, using a ‘checklist’ of signs or behaviours. However, it may help workers to look at the following descriptions of the five widely recognised types of abuse and some possible signs. Workers should also be alert to the sixth category, which is wide spread and often less recognised as ‘abuse’. 
Neglect
The persistent or severe neglect of a child or young person, whether wilful or unintentional,

which results in serious impairment to physical heath and development. For example:

• exposing a child to extreme weather conditions e.g. heat and cold.

• failing to seek medical attention for injuries.

• exposing a child to risk of injury through the use of unsafe equipment.

• exposing a child to a hazardous environment without a proper risk assessment of the activity.

• failing to provide adequate nutrition and water.

Signs which may raise concerns about physical neglect include:

• constant hunger 

• poor personal hygiene and/or poor state of clothing

• constant tiredness 

• frequent lateness or unexplained non-attendance (particularly at school)

• untreated medical problems

• low self-esteem

• poor peer relationships 

• stealing
Physical Injury 

Actual or attempted physical injury to a child or young person where there is definite

knowledge or reasonable suspicion that the injury was inflicted or knowingly not prevented.

For example: 

· Deliberately hitting, shaking, throwing, poisoning, burning, scalding, drowning, suffocating or otherwise harming a child.

Signs which may raise concerns about physical abuse include:

• refusal to discuss injuries

• aggression towards others

• improbable excuses given to explain injuries

• fear of parents being approached for an explanation

• running away 

• untreated injuries

• excessive physical punishment

• avoiding activities due to injuries or possibility of injuries being discovered

• unexplained injuries, particularly if recurrent

Emotional Abuse

The adverse effect on the behaviour and emotional development of a child or young person, 

caused by failure to provide for their basic emotional needs. For example:

• Persistent failure to show any respect to a child (e.g. continually ignoring a child)

• Constantly humiliating a child by telling them they are useless.

• Continually being aggressive towards a child, making them feel frightened.

• Acting in a way which is detrimental to the child’s self-esteem (e.g name calling, sarcasm, constant criticism)

Signs which may raise concerns about emotional abuse include:

• low self-esteem 

• significant decline in concentration

• running away 

• indiscriminate friendliness and neediness

• extremes of passivity or aggression 

• self-harm or mutilation

Sexual Abuse 

Any child or young person below the age of 18 may be deemed to have been sexually 

abused when any person, by design or neglect, exploits the child or young person directly or

indirectly, in any activity intended to lead to the sexual arousal or other forms of gratification 

of that person or any other person including organised networks. This includes forcing or 

enticing a child to take part in sexual activities whether or not they are aware of or consent to 

what is happening. Sexual abuse may involve physical contact, and non-contact acts such 

as forcing children to look at or be involved in the production of pornographic material, to 

watch sexual activities or encouraging them to behave in sexually inappropriate ways. For 

example:

• exposure to sexually explicit inappropriate language or jokes.

• showing a child pornographic material or using a child to produce such material.

• inappropriate touching.

The following signs may raise concerns about sexual abuse:

• lack of trust in adults or over familiarity with adults, fear of a particular adult

• social isolation – being withdrawn or introverted, poor peer relationship

• sleep disturbance (nightmares, bedwetting, fear of sleeping alone)

• running away from home

• drug, alcohol or solvent abuse 

• display of sexual knowledge beyond the child’s age

Other abusive behaviour towards children and young people

Staff, volunteers and committee members should also be aware of other, perhaps less obvious, forms of abuse. These may be dismissed by perpetrators as ‘just fun’ or ‘having a laugh’ with young people but can have a serious impact and cannot be allowed or go unchallenged:

· Bullying of any form, including name calling or constant criticism 

· ‘Picking on’ a young person because of their family background, manner of dress or physical characteristic

· Racism, sexism, homophobia, disability or sectarianism of any form

· Favouritism and exclusion of young people. All should be equally supported and encouraged

· Abusive language or gestures 

Appendix C

Report Form for Child Protection Concerns

· A report should be made by the person who has had the initial concerns about a child’s welfare

· The report should be handed to the Chief Officer who then records any additional information as necessary

· The Chief Officer should contact the Social Work Dept and/or Police (if appropriate) and use this form

· This form should then be kept in a lockable and secure file with any details on the outcome of the incident

	Name



	Date



	Who is putting the child/young person at risk? (eg staff member, family member)



	Name and Contact details of child/young person/s you concern relates to



	Outline your reasons for concern (key points)



	Brief outline of any action you have already taken to protect the child/young person



	Signature



	Designation



	Date



	Follow up action taken by Chief Officer


	Signature



	Designation



	Date




Appendix D

Event and Residential Guidelines

Every event or residential setting and situation will be different, so a complete risk assessment is necessary for each event or residential. However, in carrying out the risk assessment the following good practise points should be followed where it is possible and appropriate. These guidelines form part of the Code of Conduct (Appendix A), which should also be understood by all staff and volunteers. In addition, the Young People and Media Guidelines (Appendix F) should be adhered to during an event or residential   
It should be noted that these points are for guidance only and may not be possible or appropriate in every location or situation:

· Avoid situations where an adult is alone with a child(ren) or young people (e.g. in tents, washing facilities)

· Facilities (washing and changing) should be separate (time or space) for young people and workers

· Single sex dormitories/accommodation should be used

· Staff/volunteers accommodation should be located on the same floor as the young people’s accommodation

· Ideally, accommodation should be closed to the public or other groups. If this is not possible, check if the other groups resident are suitable co-residents

· All participants should be made aware of the venues fire and evacuation procedures on arrival

· Use of Illegal drugs is not acceptable during an event or residential

· Use of alcohol is not acceptable during an event or residential

· Young people who are 16 and over are assumed to be able to make their own transport arrangement to and from events and residentials

· Appropriate procedures will be put in place to ensure young people under 16 have suitable transport to and from events and residentials

· A designated contact person should be available to support staff when necessary

Roles and Responsibilities

· All staff should be aware of their roles and responsibility during the residential. This should be agreed prior to or at the start of the event or residential:

· Agreement regarding ‘lights out’

· Door and window checking and locking

· Provision of First Aid

· Understanding and implementing evacuation and emergency procedures

· Evenings, or other times when activities are not scheduled, also need to be supervised

· Checking number of young people present

Checklist

The following checklist should be used in preparing for each Residential. Where appropriate, these forms, details and equipment should be stored securely together by the course leader:

· Consent forms completed (medical, contact, travel and media)

· Child Protection in Partnership Form completed, where appropriate

· Risk Assessment completed

· Partner organisation contact details

· Emergency/Evacuation guidelines for site/accommodation

· Child Protection Policy and Procedures

· Useful phone number list (local police, local hospital, local contact, Youth Highland Out of Hours contact number)

· Maps of location and accommodation layout

· Participant evaluation forms

· First Aid kit, where applicable

· Charged mobile phone and confirmed landline available at venue
· Ensure all staff have copy of: Code of Conduct (Appendix A), Event and Residential Guidelines (Appendix D), reporting forms (Appendices C and E), Accident Form and Risk Assessment
Appendix E

Reporting Form

This Reporting Form should be used to record any issues, incidents, concerns or comments that you feel should be recorded, but aren’t directly related to a specific child protection concern. The issue(s) or concern should then be risk assessed to identify any action that should be taken. 

Where a child or young person has disclosed abuse, or you have seen, or received a report of, child abuse, please use the Report Form for Child Protection Concerns.

	Event:


	Date:
	Staff:

	General comments:



	Risk Assessment

	Identify hazards
	Who might be harmed and how


	What is already in place


	What further action could be taken to minimise risk further


	ACTION PLAN

(who, how and when)



	
	
	
	
	

	Signed

Date:


Appendix F

Young People and Media Guidelines

Youth Highland recognises that photographs can be used as a means of identifying young people when they are accompanied by personal information.  

Youth Highland also recognises the potential issues of photographic images being utilised by individuals and groups for inappropriate purposes and therefore will ensure that young people thrive in a safe environment and in a setting where they are not vulnerable as a result.    

Our policy is therefore that:

· Consent for photographs taken and used for publication must be obtained from young people, through their youth group. Obtaining and confirming consent will remain the responsibility of the individual youth group where they are providing the images for the use of Youth Highland 
· Where images of individuals are to be published by Youth Highland, the surname of the young person will not be printed with the photograph; external photographers at Youth Highland events will be requested to do the same (however, Youth Highland cannot be held responsible if they do not follow this request)  
· Contact or personal details will not be published

· Where group photographs are published individual young people will not be named

· Youth Highland event photographers will be authorised by Youth Highland and be issued with appropriate identification which will be carried at all times

· Event photographers will not operate in an unsupervised capacity with young people at any Youth Highland event and will act according to the Youth Highland External Photographer Guidelines below

· Youth Highland will monitor the use of mobile phones, with a camera function, to actively discourage misuse at events

· Adults and young people not wishing to have a photograph taken will be advised of this option in advance of any Youth Highland event 
· Photographs should focus on the activity, rather than any particular child or young person

· Where possible, photographs should represent the diversity of Youth Highland’s membership and include images of: boys and girls; young people from different ethnic minority communities; children and young people with disabilities

· Images taken should be of children or young people suitably dressed for the activity they are undertaking (e.g. safety harness for climbing, tracksuit for dance, cycle helmet for cycle activities)

· Care should be taken to ensure that images are not sexual or exploitative in nature, nor open to obvious misinterpretation and misuse
· All images for publication will be securely stored with a log of when the photograph was taken and details of the consent obtained
· Where possible, young people or their youth group/project will be informed before their image is used in a Youth Highland publication or on the website
· Images of young people will only be stored and used for publication for 2 years from date of image being taken
· Where suspicions or allegations arise regarding the photographing of children report it to your Line Manger for possible referral to the appropriate agencies.
External Photographer Guidelines

Youth Highland expect the following guidelines to be followed in respect of a press or media authorised photographers at Youth Highland events in order that there is clarity of roles and responsibilities in relation to child protection and the safety and welfare of young people.

Youth Highland will: 

· Provide a clear brief of expectations to the photographer in terms of role and behaviour

· Issue the photographer with identification which must be worn at all times
Photographers should not:
· Have unsupervised access to young people 

· Organise or approve photograph sessions outside the event

· Utilise any photograph for anything other than the Youth Highland event and under authorisation from Youth Highland staff

· Make contact, or attempt to make contact with young people, workers or group

Appendix G

Child Protection in Partnership Form

This form needs to be completed prior to the event/activity/session

Project/Activity:

Partners:

Date(s):

In order to run safe and well managed activities, we understand that:

· All staff and volunteers will be aware of and implement their own organisations Child Protection Policy and Procedures during partnership events. The Youth Highland staff member should be made aware of any issues or concerns other staff members have during the event or residential.

· All participants will be provided with a copy of Youth Highland’s Code of Conduct and Event and Residential Guidelines. The full Youth Highland Child Protection Policy will be available on request  

· Staff and volunteers will be PVG Scheme Members, where appropriate, and will have had PVG Scheme Records/Updates checked by their own organisations

· Youth Highland should be informed of any issues/concerns or specific information about young people that is relevant to either the activity (e.g. medical information) or the session/setting (e.g. residential)

· Partner organisation staff/volunteers are responsible for ensuring that any young people required to take medication during the session/activity/event will do so themselves. Secure facilities for medicines can be arranged if Youth Highland are informed prior to the session

· Youth Highland will ensure that First Aid cover is available at the event or residential

· Group workers are responsible for the behaviour of their groups, where applicable

· The use of alcohol or illegal drugs is not permitted during the event, activity or residential

	Signed

On behalf of (Organisation):



	Print Name

Date

	


Appendix H
COURSE/EVENT – CONTACT INFORMATION

TO LEAVE WITH PARENT OR GUARDIAN

	Please take a note of these details and leave this information with your parent or guardian.

Details of event:  
[event/course name] 

Venue:
[venue address and contact no]
Date(s):
[date of course/event]

Times:
[time course begins and ends]

Course Contacts:
[staff contact name and number]




Participant Consent Form
Youth Highland is committed to protecting all young people at events. So that we have all the relevant information that we need to ensure safety at the event we would be grateful if you could carefully complete the following information.  One form should be completed for each participant attending.

A parent or guardian should complete this form if you are under 16 years of age.  

Details of event:  



Venue:


Date(s):


Staff contact:
 

Please complete the following:
	Name of Participant:


	Date of Birth:
	Age:

	Youth Group:



	Home Address:



	Postcode:




Emergency Contact Details

Please give details of a relative, neighbour or friend who could be contacted if an emergency occurs. This person must be contactable for the duration of the event.  

If the participant is under 16 years of age, this must be their parent or legal guardian.
	Name:



	Relationship to the participant (e.g. mother, sister, neighbour):



	Home Address:



	Home Tel:
	Work Tel:



	Mobile:




	Can the participant swim at least 25 metres:

Yes
(
No (



Medical Information Form

The following information and consent is requested to ensure the health and well being of all participants.  The information contained in this form is confidential and will only be used to safeguard the participant’s health and well-being should the need arise

	Name of Participant:



	Name of Doctor:



	Doctor’s Address:



	Doctor’s Telephone Number:




	Please provide details of any pre-existing medical conditions that may affect participation at the event:



	Has the participant been in contact with any contagious or infectious diseases or suffered from anything in the last four weeks that may become contagious or infectious?



	Detail any medication (prescription or non prescription) that the participant will be bringing with them, and any specific instructions Youth Highland should be aware of: 



	If you have a medical condition that requires medication to be securely stored, or treatment that requires assistance please contact the event organiser to discuss

	Detail any existing injuries (include when injury occurred and the treatment received):



	Detail any allergies, including allergies to medication:



	Have you received a tetanus injection in the last five years:


                             Yes                         No


	Please state any other information you feel is relevant:




Travel Arrangements

	To assist the course staff, please provide information on your travel arrangements and expected arrival/departure times of the course.

Course arrival:

Are you travelling to the course on your own?        Yes  ( 
No
(
If no, who will be travelling with you?  …………………………………………………..…

Where will you be travelling from to attend the course: ………………………………....
What transport will you use to get to the course? ……………………………….

Please indicate your arrival time: …………………………..

If you have a mobile phone, please give your number here:  ………………………

Course departure:

Will you be travelling home on your own?
Yes
(
No
(
How will you be travelling home: …………………………………………………………

The course finishes at [time course finishes] please give details of your return journey. ………………………………………………………………………………..………………

………………………………………………………………………………………………..




Declaration of Consent

	Participants Parent or Legal Guardian – for those participants under 16 years of age.



	I consent to the named young person participating in the event

Yes (

No (

	I consent to the participant receiving medication as instructed and any emergency dental, medical or surgical treatment, including anaesthetic or blood transfusion, as considered necessary by the medical authorities present. I understand the extent and limitations of the insurance cover provided

Yes (

No (

	Use of Photographs, Film or Video Recordings

During participation in the above event, photographs and film clips will be taken.  We would like your permission to use the photographs in the following ways:  in Youth Highland publications, website and exhibitions (including DVD and slide shows); shown at conferences and events to generally promote the work of Youth Highland; used by trusted partners and funders such as the Scottish Government and the Robertson Trust.  You should be aware that the Youth Highland website is viewed by a world-wide audience and Youth Highland cannot prevent pictures being copied and used by others.

I consent to the named young person’s image (photo/video) being used in the ways described above

Yes (

No (

	Signature:



	Print Name:

 
	Date:



	Relationship to Participant:




	Participants Declaration of Consent –to be completed by those participants 16 years and over. 



	I consent to receiving medication as instructed and any emergency dental, medical or surgical treatment, including anaesthetic or blood transfusion, as considered necessary by the medical authorities present. I understand the extent and limitations of the insurance cover provided

Yes (

No (

	I consent to my image (photo/video) being used in the ways described above

Yes (

No (

	Signature:



	Print Name: 
	Date:



	This form should be returned 

by post by (DATE) to:    


	(Event/Course Leader)

Youth Highland
The Pillar Box

High Street

Dingwall

Ross-Shire, IV15 9HA


Are you concerned about the safety of a child or young person?











For example if:


A child/young person has alleged that they are being abused 


You see or suspect abuse


The organisation has received a third party report that a child/young person is being abused/neglected


There are signs and indicators which could point to abuse/neglect











In following the procedures below please bear in mind:


DO NOT INVESTIGATE - Staff and volunteers should not attempt to investigate the situation any further or interview the child or young person regarding the situation.  


CONFIDENTIALITY - Details of suspicions, allegations or disclosures should only be passed on to the Chief Officer. Youth Highland’s Confidentiality Policy should be read in conjunction with this Child Protection Policy. If responding to an allegation from a young person you must not promise to keep the information they disclose confidential.   





ACT IMMEDIATELY


Discuss your concerns with the Chief Officer as soon as possible. If the allegation is about the Chief Officer contact the member of the Youth Highland Board who leads on Child Protection and Safeguarding on the Youth Highland Board. These steps should be taken as soon as possible.





Discussions should focus on: 


Nature of concerns; Risks to the child or young person; Action and next steps to be taken





 














RECORD INFORMATION


Detailed written records should be made of all events and what the young person or other individuals have said (where this applies). A form is supplied in Appendix C to help structure this. It can also be used to inform Social Work/Police of the events that have occurred. Above and beyond the facts, any opinions or personal interpretations of the facts presented can be recorded but it should be clear they are opinions, rather than facts. Records should be signed and stored in a secure place





SEEK ADVICE and REFER TO APPROPRIATE AGENCY


The Chief Officer should contact the Social Work Department and/or the Police and ask to speak to the Duty Officer about a child protection issue. If the report is received during an evening then the Social Work department Emergency Duty team and/or the Police should be contacted. Any further action should only be taken in line with the advice given by the Social Work Department. This includes whether the parent or carer of the young person should be informed of the child protection concerns.    
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