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SAFEGUARDING CHILDREN AND VULNERABLE ADULTS POLICY 
RECORDING & CONFIDENTIALITY 
If a child or vulnerable adult chooses to disclose to you that they have been abused follow these guide lines:

· Never trivialise or exaggerate the abuse issues;

· Allow them time to speak and do not interrupt nor make suggestions;

· Reassure the them that you are glad she or he has told them what has happened and that it was right to tell;

· Do not interrogate or question other than to clarify your understanding. If the matter is to be investigated further it will be so done by trained professionals. Do not ask them to keep repeating an answer. Apart from anything else, they may begin to think that you don’t believe them;

· Be honest, tell them that you cannot keep the disclosure a secret and that you will have to talk to someone else that can help;

· Remain calm, no matter how difficult it is to listen to them - think of how hard it must be to say it. Some things are very difficult to talk about, you’ve been chosen because they feel they can talk to you. If you show anger, disgust, disbelief then they may stop talking for fear of upsetting you further or feel that your negative feelings are being directed towards them;

· Listen to them - REALLY LISTEN - take what they say seriously. Tell them that they’ve done the right thing by telling you;

· As soon as practical write down everything they told you, but remember that this is a confidential matter between you and them. The only person you should be discussing it with is the Head of Learning and Community or if appropriate the Social Services or Police.

ALLEGATIONS MADE AGAINST STAFF 
Professional Abuse Procedures will be implemented 


	Reporting

	Protection of children / young people / vulnerable adults





	You have suspicion / concern



	About a child, young person or vulnerable adult



	About behaviour of staff volunteer or other

	Supervisor / Line Manager

	Designated child / young person / vulnerable adult protection person

	All factors and information considered & recorded



	Concerns ongoing

	Concerns allayed

	Contact Social Services Department or Police

	Initial assessment

	Assessment of need



	Keep record

	Child / young person / vulnerable adult protection investigation

	No further action




SPECIFIC ISSUES 

Recruitment

All Staff, artist educators and volunteers employed by the Gallery must agree to having a police check, currently a CRB enhanced disclosure, carried out every three years and to provide two referees one of whom should have known them on a professional basis.

Workshops

Staff, artist educators and volunteers will not be left in sole charge of children or vulnerable adults for any extended periods of time. There should always be another responsible adult present preferably a member of the Gallery’s Learning and Community Programme team but in some cases this may be a teacher or carer. Artist educators are required to have a CRB checked assistant when working with children and vulnerable adults.

When bookings are taken for workshops with children and vulnerable adults emergency contact details must be taken including phone number and name of the parent, guardian, partner, family member or carer. Any health or allergy issues should also be requested when booking workshops from the parent, guardian, partner, family member or carer.

Children under five attending workshops must always be accompanied by a parent or guardian.
Safe Touch

Staff, artist educators and volunteers must keep any physical contact to a minimum when working with children or vulnerable adults. Never reach over from behind to demonstrate any art activity but demonstrate from the front. If you need to attract a someone’s attention touch them somewhere between there elbow and shoulder. 

Photography

Staff, artist educators and volunteers must ensure that they obtain consent when taking photographs of participants in the Learning and Community Programmes. If the participant is a child their parent/carers permission is needed. In all instances please use the Pallant House Gallery’s photographic consent form.

Toilets in the Studio

Staff and volunteers are never to be left on their own in the Utility Room if children are using the toilet, either ensure another adult is present or keep the door between the Utility Room and the Studio open. 
Toilets in the Gallery

Children using the main Gallery toilets should be accompanied by a workshop assistant (or teacher if part of a school visit) to the toilets and back again to the Studio. It is recommended, if possible, to use the accessible toilet sited next to the men’s toilet and to wait outside. This toilet also provides a lower level sink.
Date: 11 January 2010 (this policy is reviewed annually, next review: 10 January 2011).
(Amended 15 June 2010)
(Further amendment 4 October 2010) 
Additional Information 
Pallant House Gallery will distribute their policy to all trustees, staff, volunteers and make it available for the general public through the Gallery’s website and on request. 
Please sign below to how that you have read and understood the policy

Date:

Signature:

Key Contacts in Child Protection in West Sussex

SOCIAL SERVICES
Out of Office Hours

Emergency Service: Tel: 01273 320219

Child Protection Register: Tel: 01243 852770

Fax: 01243 840650

Headquarters: The Grange,

County Hall,

Tower Street,

CHICHESTER

West Sussex, PO19 1QT

Tel: 01243 777100

Fax: 01243 777324

Child Protection Unit West Sussex Social Services

Health Centre

West Street

BOGNOR REGIS

West Sussex, PO21 1UT

Tel: 01243 852700

Fax: 01243 840650

Chichester Locality: 1a East Row,

CHICHESTER,

West Sussex, PO19 1PD

Tel: 01243 752999

Fax: 01243 752644

SUSSEX POLICE
SUSSEX HOUSE - BRIGHTON

D/Superintendent

(Child Protection) (01273) 859089

D/Sergeant

(Child Protection) (01273) 859086 Fax: (01273) 859603

STATIONS

All Stations 0845 6070999
Chichester (01243) 520268

CHILD PROTECTION TEAMS

Chichester Police Station (01243) 520237 Fax: (01342) 781979

Field House Direct Line

Kingsham Road

Chichester

PO19 2AD

