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These procedures to be reviewed yearly in line with the Safeguarding Policy.
Last review date: 15 January 2026.

1. Purpose and Aim of Procedures
Itis veryimportant that there are proceduresin place that ensure a speedy and effective
response for dealing with concerns about the physical, sexual, oremotional abuse of children
or theirneglect or exploitation.


https://forms.office.com/e/bbEAVE5ySS

These procedures apply to all staff, including senior managers and the board of trustees, paid
staff, volunteers and temporary workers, freelance artists, students or anyone working on
behalf of The Spark Arts for Children (The Spark), and should be read in conjunction with the
Safeguarding Policy.

2. Training
The followinginformationisintended as areference and guidance document forcompany
procedures relating to Child Safeguarding and will be accompanied by appropriate trainingin
Child Safeguardingissues for allmembers of staff. Once a year The Spark DSL will deliver
internal child protection briefings to all staff based on their needs, updates on policy and
practices and changesinlegislation. All new staff will be introduced to The Spark
Safeguarding Policy and procedures as part of the induction process. Staff willreceive a
safeguarding briefing within their first 2 weeks and will complete the NSPCC online
introduction to safeguarding and child protection training course within their first month.
Volunteers will receive a safeguarding briefing prior to them undertaking any work with us.

3. Recruitment - Disclosure and Barring Service
Allmembers of core staff and trustees working for The Spark are subject to the procedures
forrecruitment and selection of staff including enhanced Disclosure and Barring Service
checks. The DBS checks will be renewed every 3 years.

Any staff recruited on a temporary or permanent, voluntary, or paid basis, who are involvedin
projects where they are required to work with children or young persons directly and where
thisis considered Regulated Activity (see Appendix 5) will be required to have an enhanced
DBS with Barred List check dated within 2 years. Staff recruited for activities that are not
considered “Regulated Activity”, but who work regularly with children are required to have an
enhanced DBS check dated within 2 years.

Staff orvolunteersrecruited for activities that are not considered Regulated Activity and who
do not have regular contact with children are not required to have a DBS check. However,
each activity should be assessed on anindividual basis to ensure proper supervisionisin
place.

The Spark requires applicants for posts involving contact with young people to complete a
self-disclosure form (See Appendix 6) Having a criminal record will not necessarily bar an
applicant from working with the company, but this will depend on the nature of the position
andthe circumstances and background of any offence.
Further procedures and information can be found in the Recruitment Policy

4. Roles and Responsibilities
The Company will appoint a Designated Safeguarding Lead (DSL). Theirrole is, in close liaison
with the Senior Management and Trustees, to lead on day-to-day child protection
procedures.

See Appendix 4 for Job Description.

Inthe instance that the DSL is unavailable to respond to matters regarding child protection,
the Deputy DSL or Trustee Lead should be contacted (see Main Policy Document).
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Inthe case of areport beingmade, the DSL’s role is to:

a) receiveinformation from staff, volunteers, children, young people, parents, carers or
teachers who have child safeguarding concerns andrecord it

b) assessinformation promptly and carefully, clarifying or obtaining more information
about the matteras appropriate

c) consultinitially with a statutory child safeguarding agency to test out doubts or
uncertainties

d) tomake aformalreferral to a statutory child safeguarding agency or the police without
delay

Within participatory projects, the Lead Artist may be the first point of contact for point a)
above. Anyinformationreceived by the Lead Artist should be referredimmediately to the
DSL within 12 hours, and a written report submitted within 48 hours.

Role of the Board of Trustees

Charity trusteesin the UK are required to take steps to protect everyone who comesinto
contact with their organisation from harm (Charity Commission for England and Wales, 2019;
Charity Commission for NorthernIreland, 2019; Scottish Charity Regulator, 2018).

Thisincludes:

e ensuring safeguarding policies, procedures and measures are fit for purpose and up-

to-date

e makingsure everyone in the organisation is aware of their safeguarding
responsibilities and knows how to respond to concerns
having alead trustee for safeguarding and child protection
challenging any decisions which adversely affect anyone’s wellbeing
managing allegations of abuse against someone involved in the organisation
reporting serious incidents as necessary to appropriate regulatory bodies

Safeguarding sub-group
The Safeguarding sub group will consist of the Chair of the Board of Trustees, the Lead
Trustee for Safeguarding, the Director and the Designated Safeguarding Lead.

5. Dealing with a situation where a child is in need

The Spark will take every reasonable step to ensure that children and vulnerable adults are
protected where:
¢ Ourown staff are directly involvedin a project or partnership, including young people
involved in the governance of our organisation, those in direct communication with us
through our services, products and project activities, and those taking part in work
placements;
e Wecontractanindividual or organisation to work with children and vulnerable adultsin
schools and other settings;
« Weworkin partnership with another organisation.

Suspicions
The Spark trustees, staff and volunteers should be aware of the Signs and Symptoms of

Abuse (Appendix 1) and should make sure they canrecognise these in the children they come
into contact with.
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Any suspicion of abuse, neglect or exploitation must be shared with the DSL, reported
using a Reporting Incident Form and also shared with the designated safeguarding
lead at the school/setting as appropriate, within 48 hours.

If they suspect that the person with legal responsibility is actually the source of the
problem, they should make their concerns known to another designated safeguarding
Lead.

The individual should make a note forrecord of what they have witnessed as well as
theirresponse, using the Reporting Incident form

Itisimportant to remember that the person who first encounters a case of alleged or
suspected abuse is not responsible for deciding whether or not abuse has occurred. That
is a task for the professional child protection agencies following a referral to them by a
designated safeguarding lead.

If a child is inimmediate danger call 999.

Remember not all disclosures are obvious. Some children will be too frightened to directly
disclose abuse but willmake hints and even jokes to try and make an appropriate adult aware
of the issue.

Action by the DSLinresponse to areport or disclosure
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If not already actioned, the DSL will report the incident to the safeguarding lead at the
partner school/setting.

The DSL should then assess the information, consult with the safeguarding lead at the
school/setting and decide on appropriate actioni.e.to monitorandrecord the
concern, ortoreferit on. Only the DSL should be making referrals outside of the
organisation.

Records of any disclosures and resulting actions will be stored securely at the Spark
Office



ACTION:WHERE THERE IS A CONCERN ABOUT A CHILD

REPORT TO THE DESIGNATED
SAFEGUARDING LEAD (DSL)
IMMEDIATELY AND COMPLETE INCIDENT
REPORT FORM WITHIN 48 HRS

Y

ALL FACTORS AND INFORMATION

CONSIDERED BY DSL

Y

| J

CONCERNS
ALLAYED

—

NO ACTION:
THE CONCERN
DOES NOT
CONSTITUTE A
SAFEGUARDING
CONCERN

DSL: RECORD
DECISION MADE

AND REASONS

CONCERNS
ONGOING

—

y

UNCERTAIN?

CONSULT WITH
CHILDREN'S SOCIAL
CARE 0116 454 1004 OR
NSPCC HELPLINE ON
0808 800 5000

DSL: RECORD ACTION

AND DECISION TAKEN

REFER TO CHILDREN'S
SOCIAL CARE
0116 454 1004 AND/OR
THE POLICE

PUT IN WRITING WITHIN
48 HOURS

DSL: RECORD ACTION
AND DECISION
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IF RECEIVED NO
FEEDBACK ON ACTION
TAKEN BY CHILDREN'S
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Handling a disclosure

Itis possible that a child who is suffering, or has suffered abuse, will disclose to a Spark
representative ormember of staff. Itisvital that the adult receives the fullinformation.
This is something that everyone should be prepared forand must handle carefully.

The following action should be taken:

Remain calm andin control (“l can help”) but don’t delay acting;

The child should be reassured (“You've done the right thing sharing”);

Make it clear that you take them seriously

Be non-judgemental

Listen carefully to what s said. Allow the child to tell the story at their own pace and ask
questions only for clarification. Record only what the child has said. Many cases fall
down whereiitis possible toinfer that leading questions were asked even at these early
stages

Find an appropriate opportunity to explain that itis likely that the information will need
to be shared with others - do not promise to keep secrets. It should be made clear
that only people who need to know will be told and they should be able to help (“We
might need to ask someone for help in dealing with the matter”);

Reassure the child that they have done theright thingin telling you.

Reassure them that you are going to do everything you canto help. Tellthem what you
will do next and with whom the information will be shared

Things to avoid:

Do not quizformore information

Do not ask questions that suggest a particularanswer

Do not speculate ormake assumptions

Do notvoice negative judgements about the situation or the abuser
Do not make promises you cannot keep

Do not promise that ‘everything will be alright’

Do not offerto keep it confidential

Afterthe meeting

Recordin writing what was said using the child’s own words as often as possibleina
clearand factual mannerusing Incident Report Form. Do not do this when with the
child. Note the date, time, and any names that were involved or mentioned, and who
the record was given to. Sign and date the record.

Notify the DSL at The Spark and (where appropriate) the designated safeguarding lead
atthe school/setting within 12 hours and in writing within 48 hours. Itis that person’s
responsibility to liaise with relevant authorities, usually social services.

Record everyincident of suspected, alleged or disclosed abuse you encounter

The information will be received by the DSL and stored in accordance with the
requirements detailed in the Data Protection Act 1998. It will then only be shared by
those who need to know, i.e. seniormanagement of the company, the chairman, and
social services staff as necessary.

In confidence, you should notify yourline managerimmediately that you have been
disclosed to (not the details of the disclosure), so that you can be offered support.
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6. Responding to allegations of abuse against a member of The Spark staff

Any allegation that an employee orvolunteer has behaved in a way that has harmed, or may
have harmed, a child will be taken seriously and dealt with sensitively and promptly.

Depending on the situation, managing an allegation of abuse may involve:
e apoliceinvestigation of a possible criminal offence
e enquiries and assessment by children's social care about whether a childisinneed of
protection orinneed of services
e consideration by the employer of disciplinary action against the individual.

If sommeone resigns from their post orrefuses to cooperate with the investigation process,
this must not prevent an allegation being followed up.

Reporting an allegation of abuse
An allegation may be made that a staff member orvolunteer has:
e behavedinaway that has harmed, ormay have harmed a child
e possibly committed a criminal offence against, orrelated to, a child
* behavedtowards a child or childrenin a way that indicates they are unsuitable to work
with children.

This allegation may be made to a member of staff, the DSL, a SeniorManagerora Trustee. In
all cases:

e Theincident must be reported immediately to the Safeguarding Sub-Group
consisting of the Chair of Trustees, The Director, The Safeguarding Officer Trustee and
the DSL.

+ The DSL shouldreport the allegation to the LADO (Local Authority Designated Officer)
within 24 hours

¢ The Sub-Group will consult with the LADO whether furtherreferrals need to be made,
e.g.tothe police.

+ Ifasaresult of anyinvestigation, the organisationremoves a member of staff or
volunteer from working with children because they pose arisk of harm (orif would have
butthe person hasresigned orleft), The Spark understands it has alegal obligation to
inform the relevant disclosure and barring agency.

Complaints against a representative will always and without exception be investigated.
Where there is acomplaint against a member of staff there may be three types of
investigation:

e Adisciplinary ormisconductinvestigation

e Achild protectioninvestigation

e Acriminalinvestigation

Rights and confidentiality

If acomplaint orallegationis made against amember of Spark staff, they should be made
aware of theirrights under both employment law and internal disciplinary procedures. This is
the responsibility of the Director or Chair of Trustees, as required. Both the alleged abuser
and the personwhois thought to have been abused have the right to confidentiality under the
Data Protection Act 1998.

In criminal law the Crown or other prosecuting authority has to prove guilt and the defendant
is presumed innocent until proven guilty.
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The Spark willmake every effort to maintain the confidentiality of all parties while an allegation
is beinginvestigated. We will consider how best to support the childreninvolved, their
parents or carers, and individuals who have had an allegation made against them.

Thisincludes:
¢ telling parents or carers and the employee orvolunteer concerned about the
allegation as soon as possible
e tellingthem howyou are going to manage the allegation
e keepingeveryone informed about the progress and outcomes of the case.

Record keeping

A clear and comprehensive summary of:
» allallegations that have beenmade
+ details of how allegations have been followed up and investigated
+ decisions made about the allegation and actions taken.

Internal enquiries and suspension

Inthe event of an accusation of abuse being made against a Spark member of staff, the
individual accused will be suspended following immediate advice by the police and pending
furtherinvestigations.

The temporary suspension of a Spark member of staff in no way implies guilt orinnocence. It
isameasure intended to protect and reassure both staff and children.

The Spark Safeguarding Sub-Group is responsible for assessing all cases based upon
available information. The Spark member of staff against whom an accusation has been made
willbe required to attend aninterview with the Safeguarding Sub-Group as early as possible.
Spark members of staff are entitled to be accompanied to this interview. Minutes will be
taken of the interview.

The task of the Safeguarding Subgroup is to decide whether or not the representative should
be allowed to continue to work with children on behalf of The Spark and to agree and oversee
an appropriate course of actions and decisions in-keeping with the organisation's legal
obligations. At all times the welfare of children should be of paramount importance.

In all cases where the accusation of abuse is found to be true, the Safeguarding Sub-Group
willnormally terminate the employment, contract oragreement with the individual. Lesser
measures may be taken at the discretion of the Sub-Group and in-keeping with The Spark's
terms and conditions of employment and or contract.

Please note that The Spark’s Whistleblowing Policy applies to child protection matters.
Charitiesin England can use the Department for Digital, Culture, Media and Sport’s (DCMS)

online portal to help them handle safeguarding allegations made against an employee or
volunteer.
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ACTION:

WHERE THERE IS A CONCERN ABOUT A MEMBER OF STAFF

CHILD MAKES ALLEGATION AGAINST A
STAFF MEMBER OR A MEMBER OF STAFF
HAS CONCERNS ABOUT THE BEHAVIOUR

OF ANOTHER MEMBER OF STAFF
TOWARDS A CHILD

:

INFORM THE DESIGNATED
SAFEGUARDING LEAD (DSL) ON THE
SAME WORKING DAY

v

DSL CONVENES TRUSTEE SAFEGUARDING SUB-GROUP
AND DIRECTOR WHO DETERMINE HOW TO MANAGE

THE CONCERN

/ Y

~

ISSUE OF POOR CONCERN MEETS
PRACTICE? THRESHHOLD FOR
REFERRAL ON TO CHILD

UNCERTAIN HOW TO
PROCEED?

PROTECTION AGENCIES?

J

Y

DSL REFERS TO LOCAL
AUTHORITY DESIGNATED
SAFEGUARDING OFFICER

ADDRESS THROUGH (LADO) AND/OR THE
DISCIPLINARY POLICE
PROCEDURES AND/OR
TRAINING AWAIT ADVICE AND
GUIDANCE AS TO NEXT
RECORD DECISION STEPS TO TAKE

MAKING ACTIONS

RECORD ACTIONS,
DECISIONS AND
OUTCOMES

DSL SEEKS ADVICE
FROM LADO AND/OR
POLICE

RECORD ADVICE,
ACTIONS AND
QUTCOMES
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Photography and filming Guidelines

The Spark recognises that

e childrenand their parents/carers have aright to decide whether theirimages are taken
and how these may be used, regardless of age, disability, genderreassignment, race,
religion or belief, sex or sexual orientation

e consenttotake images of childrenis only meaningful when the children and their
parents/carers understand the potential risks associated with the use and distribution
of theseimages

e there are potential risks associated with sharingimages of children online.

We will seek to keep children and young people safe by:
e always asking forwritten consent from a child and their parents or carers before taking
andusing a child’simage
e avoidusing names of children whose images are being used in our published material
whenever possible (and only using first names if we do need to identify them)
¢ neverpublishing personalinformation about individual children
e making sure children, their parents and carers understand how images of children will
be securely stored and forhow long (including how we will control access to the
images and theirassociated information)
e reducingtherisk of images being copied and usedinappropriately by:
o onlyusingimages of childrenin appropriate clothing (including safety wear if
necessary)
o avoiding full face and body shots of children taking part in activities such as
swimming where there may be a heightened risk of images being misused
usingimages that positively reflect young people’s involvement in the activity.

We will also develop a procedure for reporting the abuse or misuse of images of children as
part of our child protection procedures. We will ensure everyone involved in our organisation
knows the procedures to follow to keep children safe.

Photography and/or filming for personal use
When children themselves, parents/carers or spectators are taking photographs or filming at
our events and the images are for personal use, we will publish guidance about image sharing
in the event programmes and/or announce details of our photography policy before the start
of the event. Thisincludes:
e reminding parents/carers and childrenthat they need to give consent for The Spark to
take and use images of children
e asking forphotostaken during the event not to be shared on social media or asking
people to gain permission from children and their parents/carers before sharing
photographs andvideos thatinclude them
* recommending that people check the privacy settings of their social media account
to understand who else will be able to view any images they share
« reminding children, parents and carers who they cantalk to if they have any concerns
aboutimages being shared.

Photography and/or filming for The Spark’s use

We recognise that our group leaders may use photography and filming as an aid in activities
such as music or drama. However, children/young people and their parents/carers must be
made aware that this is part of the programme and give written consent.
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If we hire a photographer for one of our events, we will seek to keep children and young

people safe by:
« providing the photographerwith a clear brief about appropriate content and
behaviour

e ensuring the photographerwears identification at all times

e informing children and parents/carers that a photographer will be at the event and
ensuring they give written consent to images which feature their child being taken and
shared

¢ notallowing the photographerto have unsupervised access to children

¢ notallowing the photographerto carry out sessions outside the eventoratachild’s
home

e reporting concerns regarding inappropriate orintrusive photography following our
child protection procedures.

If staff orvolunteers are asked to take pictures, preferably they should use cameras or
devices belonging to The Spark. If thisis not possible, pictures will be transferred to the Spark
serveras soon as possible and deleted from the staff/volunteer’s equipment.

Photography and/or filming for wider use

If people such as localjournalists, professional photographers (not hired by The Spark) or
students wish to record one of our events and share the images professionally orin the wider
world, they should seek permission in advance.

They should provide:
¢ thename andaddress of the personusing the camera
e thenames of children they wish to take images of (if possible)
* thereasonfortakingtheimages and/orwhat the images will be used for
e asigneddeclaration that the information provided is valid and that the images will only
be usedforthereasons given.

The Spark will verify these details and decide whether to grant permission for
photographs/films to be taken.

We will seek consent from the children who are the intended subjects of the images and their
parents and inform the photographer of anyone who does not give consent.

At the event we willinform children, parents and carers that an external photographeris
present and ensure they are easily identifiable, for example by using them with a coloured
identification badge.

If The Sparkis concerned that someone unknown to us is using their sessions for photography

or filming purposes, we will ask them to leave and (depending on the nature of the concerns)
follow our child protection procedures.

Storing images

We will store photographs and videos of children securely, inaccordance with our
safeguarding and data protection policies.

We will keep hard copies ofimagesin alocked drawer and electronic images in a protected
folderwithrestricted access. Images will be stored for a period of 10 years.
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We will never store images of children onunencrypted portable equipment such as laptops,
memory sticks and mobile phones.

8. The Safeguarding Incident Report Form

The Safeguarding Incident Report Form should be used when recording any significant
incident (otherthan an accident) at work that involves a child, young person or vulnerable
adult participatingin The Spark’s activities.
e Make sure you write your account as soon as possible afterthe incident occurs
e Make sure yousignanddate the form
e Trytoinclude names, addresses, telephone numbers and dates of birth if possible.
¢ Include matters of fact, observations, statements made by other people involved
(rememberto use exact words) and your actions and words.
e Ifyouwishto expressyouropinion, make sure you can substantiate it with fact
e Passyourreporttothe DSL within 48 hours, orwithin12 hours if the report concerns an
allegation against amember of the Spark staff

9. ProjectPartners’ Responsibilities

The Spark expects project partners to make a commitment to the safety of all children, young
people and vulnerable adults alongside other participants: project partners are ultimately
responsible for the welfare and safety of all participants.

All project partners will be informed by project co-ordinators of The Spark’s Safeguarding
Policy. They will be directed to the company’s website to view it and given the opportunity to
ask fora printed copy if needed.

Partners will also be informed that The Spark operates a complaints procedure and that this
should be usedif they have any concerns about amember of The Spark staff. The complaints
procedure is available on The Spark website.

10. Record Retention periods

In line with Guidance containedin the Data Protection Act (1998) personal information should
not normally be held forlonger than 6 years after the subject’s last contact with the authority.

Information about child protection concerns and referrals will be keptin a separate child
protection file foreach child. This file should be started as soon as the organisation becomes
aware of any concerns.

Records relating to concerns about an adult’s behaviour will be kept in the person’s
confidential personnelfile and a copy will be given to the individual. These records should be
kept eitheruntilthey reach the age of 65 orfor10 years, whicheveris longer. This applies to
volunteers and paid staff.

Recordsregarding allegations about an adult’s behaviour will be kept regardless of whether
ornotthe allegations were unfounded. However if it is found the allegations are malicious,
the record will be destroyed immediately.

Where there are legal proceedings, legal advice will be taken about record retention.
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Disclosure and Barring checks- confidential records will be kept of the date of the check,
level and type of check, reference number and any resulting decisions. No copy of the
certificate willbe kept unless there is a dispute about the results.

11. Online Safety Procedures

The breadth of issues classified within online safety is considerable and ever evolving, but can
be categorisedinto four areas of risk:

content: being exposedtoillegal, inappropriate, orharmful content

contact: being subjected to harmful online interaction with other users;

conduct: online behaviour thatincreases the likelihood of, or causes, harm;
commerce: risks such as online gambling, inappropriate advertising, phishing and or
financial scams

Useful support and advice to help children and young people stay safe online can be found at
www.saferinternet.org.uk.

a) Communications via Digital Platform:

All contact and/orcommunication with young people throughout projects will be
carried out through their teacher orresponsible adult (parent/carer/guardian).
Theirteacherorresponsible adult will be our direct point of contact throughout the
engagement with the class orindividual child.

The Spark staff or freelance Workshop Leaders will only gather necessary and
essential personalinformation about the young personinrelation to the creation of
any project work. This data will be stored inaccordance with The Spark’s Data
Protection Policy.

All staff willhave read and agree The Spark’s Code of conduct.

b) Communication via Email

Email communication with participants should be via teacher or responsible adult
and will be done via a company email account only.

Only The Spark’s core staff, or specific key staff orworkshop leaders who are
named and are employed to work directly with the project, will contact participants
via email.

If direct email contact with a participantis unavoidable, always add another
member of The Spark’s staff to the conversation.

c) Storage of Personal Information

Any audio, film or photography will be securely stored for the duration of the
project. Please see Photography and Film Guidelines in the Safeguarding
Procedures for more detail.

Only The Spark’s core staff ornamed project staff willhave direct access to the
information.

The final copy of audio, edited film or photography will be kept securely by The
Spark, and will not be distributed or shared without permission.

Where a project is developing a script from the project by gathering audio content,
personal audio files will be destroyed upon completion of the development of the
script or completion of the development phase.

d) Project work involving the use of the Internet for education and personal
development

The Spark Arts For Children- Safeguarding Procedures 13


http://www.saferinternet.org.uk/

This includes social media platforms, games and apps. We aim to support children and
young people in making use of these in our work. However, we recognise that
safeguards needto be in place to ensure children are kept safe at all times.

Any project work involving internet access will be risk assessed, be age-
appropriate and be monitored by a Spark staff member/teacher/responsible
adult.

AYoung Persons’ agreement will be set up foreach project. (See Procedures -
Appendix7)

The Spark /schools should inform parents/cares of what they are asking children to
do online, including sites they willbe asked to access.

The Teacher orresponsible adult will be asked to read and discuss the agreement
with the child and ask them to sign and return to The Spark.

The Teacher/responsible adult will return the forms to The Spark, and will report any
concerns or questions to be reviewed.

e) Online Code of Conduct for Digital Delivery
GuidelinesforThe Spark’s Staff and Freelance Workshop Leaders delivering content from
home or otherremote locations digitally

The staff member or artist should deliver the session from a quiet space where they
willnot be interrupted or overheard by others.

The Staff member or artist should be clearly identifiable as Spark staff either
wearing a branded T-Shirt or by labelling on screen: “Name” [Spark]

The staff member or artist delivering the session should have a neutral background
which does notreference their ‘personal space’, e.g. abedinview, bottles of
alcohol orcigarettesinview etc.

The staff member or artist leading should make sure they have a stable, reliable
internet connection and if not, make The Spark aware of this.

Reporting aconcern orallegation should be dealt with inthe same manner as when
workingin-person. Please refer to The Spark’s Child Protection policy for further
information and guidance

f) Online School Digital Delivery
Guidelines for The Spark’s Staff and Freelance Workshop Leaders delivering content
digitally to a specified school class.

The Spark’s staff, freelance project staff and school staff should be the only adults
presentindigital platform sessions.

The Spark will always take lead from the school’s policies that are in place and not
breach these.

Participating schools should be responsible for setting up the video call and invite
The Spark’s staff member or Workshop Leaderto be part of this.

Participating schools are responsible for ensuring children have parental consent
to take partin online sessions and for explaining what their participation might
involve (e.g. contributionin comments)

The Workshop Leaders should have discussed the content of the workshop in
advance with the teacher.

If any concerns are raised by the teacherinvolved, these should be brought to the
project lead at The Spark as soon as possible.

g) Live Event Streaming
Guidelines for Livestream events e.g. webinars to multiple schools or live performances
to familiesinthe home.
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e The Spark’slivestream event should be hosted from a Spark company account and
not a personal account. Invited guests / performers may join from a personal
account.

e Livestreameventshould only include the people specifically invited orwho have
registered forthe event. We willissue alogin and password.

e Forpublic eventsinschools, guidelines (see below) will be issued

e Forpublic events to families guidelines will be issued on booking to the adult,and a
pre eventintroduction willinclude a safety briefing. [Appendix 1]

e The Sparkwillindicate clearly how the stream will be used in the future. (Will it be
recorded forarchive purposes and will it be broadcast as arecorded event?)

+ Besensitive to the needs of individual children, for example those who may be
sensitive to particular topics orissues that may arise during the livestream.

e Make sure the platformyou’re usingis accessible to d/Deaf and disabled children.
Forexample, you could use screenreaders or subtitling. Also consider other
languages and interpretation specific to the project.

h) Schoolrecommendations for joining a livestream or digital workshop

The following recommendations should be sent to schools, if children are joining a
livestream hosted by The Spark, where they will be able to participate through posting
audio, written comments or liking and sharing the stream.

e Teacher’'s should familiarise themselves with the type of content to be usedin the
stream and checkit’s appropriate andrelevant.

o Evenifaparticipating child can’t be seeninthe stream there may still be identifying
information such as theirname, email address or a link to their social media account.
Neverreveal the full identity of individual participants and keep any identifying
information private. Be particularly sensitive to the needs of those who may have child
protection concerns.

o Familiarise yourself with the privacy settings of the platform you’re using and how to
report any offensive or abusive content.

o If children are participating in the livestream, make sure the activity is observed by
appropriate adults.

Before any livestream, remind children of the following, whether they are watching or

participating.

e Livestreamingislive,inreal time. Any comments children make will be seen by others,
and they may not be able to delete oredit what's been said. It can become part of their
digital footprint.

e Childrenshouldn’t share any personal information during a livestream. Remind them
what personal informationis and not to respond to contact requests from people they
don’t know.

o Somelivestreamsrequest donations from the audience. Explain to children and young
people that they don’t have to contribute.

o Make sure they know who to tell if they see orhear anything upsetting orinappropriate.

i) Public Event Live Streaming Guidelines
o The Spark’s family-focused events are intended for parents and/or guardians and
childrento attend together.
e Participants should not use their full name or that of their child.
o Atmostevents, participants will be muted. If invited to speak they should be asked to
keep microphone on mute untilitis their turn and mute again afterwards.
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Participants should keep their camera off unless told otherwise. When asked to join
with their camera live, participants should be aware to use or ensure their surroundings
are free of anyimages that are inappropriate for children orinsensitive.

Participants should not use their phone ortablet torecord or take any screenshots of
this session.

Sessions should only be recorded with permission from all participants and with valid
artistic or contractual reasons to do so. Participants should be clearly informed what
the recordings will be used forand how long they will be kept.

A Spark staff member should attend all live streamed events, in addition to the person
running the session to monitorand action inappropriate chat or otherbehaviours.
Please be aware that if there are concerns are related to a child’s or parent’s well-
being ourusual safeguarding responsibilities will stillapply.
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Appendix 1

Definitions of Regulated Activity

Regulated Activity is work that a barred person may not do.

In summary, with regards to staff working with children, Regulated Activity is work that
is:

i.  Unsupervised activities: teach, train, instruct, care for or supervise children, or
provide advice/guidance onwell-being, or drive a vehicle only for children;

i. Workforalimitedrange of establishments (‘specified places’) with opportunity
forcontact with children, forexample, schools, children’shomes, children’s
centres. Notwork by supervised volunteers.

Work under (i) or (i) is Regulated Activity only if it is done ‘regularly’.
e ‘Regularly’ means on a frequent orintensive basis, or overnight.
e ‘Frequent’ means once aweek ormore.
e ‘Intensive’ means onfour or more daysina 30 day period.
e ‘Overnight means between 2:00- 6:00am.

If work falls out of the above criteria then it would not be classed as requiring a DBS check.
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Appendix 2

Definitions of Child Abuse

Child Abuse

Aform of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm,
or by failingto actto prevent harm.

Harm canincludeill treatment thatis not physical as well as the impact of witnessingill
treatment of others. This can be particularly relevant, forexample, inrelation to the impact on
children of all forms of domestic abuse, including where they see, hear, orexperience its
effects.

Children may be abusedin a family orin aninstitutional or extra-familial contexts by those
known to them or, more rarely, by others. Abuse can take place wholly online, ortechnology
may be used to facilitate offline abuse. Children may be abused by an adult or adults, or
another child or children.

Physical Abuse

Aform of abuse which may involve hitting, shaking, throwing, poisoning, burning, or scalding,
drowning, suffocating, or otherwise causing physicalharmto a child.

Physical harm may also be caused when a parent or carer fabricates the symptoms of, or
deliberately induces, ilinessin a child. This situation is commonly described as factitious
illness by proxy or Munchausen syndrome by proxy.

Emotional Abuse

The persistent emotional maltreatment of a child so as to cause severe and persistent
adverse effects on the child’s emotional development. It may involve conveying to a child
that they are worthless orunloved, inadequate, orvalued only insofar as they meet the needs
of another person. It may include not giving the child opportunities to express their views,
deliberately silencing them, or making fun of what they say orhow they communicate.

It may feature age or developmentally inappropriate expectations beingimposed on
children. These may include interactions that are beyond a child’s developmental capability,
as well as overprotection and limitation of exploration and learning, or preventing the child
participating in normal social interaction.

It may involve seeing or hearing the ill-treatment of another. It may involve serious bullying
(including cyber bullying), causing children frequently to feel frightened orin danger, or the
exploitation or corruption of children. Some level of emotional abuse isinvolvedin all types of
maltreatment of a child, though it may occur alone.

Sexual Abuse

Sexual abuse involves forcing orenticing a child oryoung person to take partin sexual
activities, not necessarily involving a high level of violence, whether or not the child is aware of
whatis happening. The activities may involve physical contact, including assault by
penetration ornon-penetrative acts. They may also include non-contact activities, such as
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involving childreninlooking at, orin the production of, sexualimages, watching sexual
activities, encouraging children to behave in sexually inappropriate ways, or grooming a child
in preparation forabuse. Sexual abuse can take place online, and technology canbe used to
facilitate offline abuse. Sexual abuse is not solely perpetrated by adult males. Women can
also commit acts of sexual abuse, as can other children

Neglect

Neglectis the persistent failure to meet a child’s basic physical and/or psychological needs,
likely to resultin the seriousimpairment of the child’s health or development. Neglect may
occur during pregnancy as aresult of maternal substance abuse. Once a childis born, neglect
may involve a parent or carer failing to:

e provide adequate food, clothing, and shelter (including exclusion from home or

abandonment)

e Protectachildfrom physicaland emotional harm ordanger;

e Ensure adequate supervision (including the use of inadequate caregivers);

e Ensure accesstoappropriate medical care ortreatment;

e Provide suitable education.
It may also include neglect of, orunresponsiveness to, a child’s basic emotional needs.
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Effects of Abuse

Without appropriate intervention and treatment, the sustained abuse or neglect of children
physically, emotionally or sexually is likely to have majorlong-term effects on all aspects of the
child’s health and well-being, such as:

e growthanddevelopment,

e ownself-image and self-esteem

o difficulties informing or sustaining close relationships

e getting establishedinthe work force

e developingthe attitude and skills necessary to be an affective parent

Children may suffer or be at risk of suffering significant harm. Harm may be attributable to:
e illtreatment which mayinclude sexual, physical oremotional abuse or
e theimpairment of physical or mental health or
e theimpairment of physical, intellectual or behavioural development

This may be the result of:
e adeliberate act by aparent, carer or otheradult or child
e afailuretoactorto provide propercare
e orbothofthese

How is harm deemed to be ‘significant’?

There are no absolute criteria on which to rely when judging what constitutes significant harm.
Consideration of the severity of ill-treatment may include the degree and the extent of
physical harm, the duration and frequency of abuse and neglect, and the extent of
premeditation, degree of threat and coercion, sadism, and bizarre or unusual elements in child
abuse.

Each of these elements has been associated with more severe effects on the child and / or
relatively greater difficulty in helping the child overcome the adverse impact of the ill-
treatment.

Sometimes, a single traumatic event may constitute significant harm (e.g. violent assault,
poisoning or suffocation).

More often, significant harm is a compilation of significant events, both acute and
longstanding, which interrupt, change or damage the child’s physical and psychological
development. Some children live in family and social circumstances where their health and
development are neglected. Forthemitis the corrosiveness of long-term emotional, physical
or sexual abuse that causes impairment to the extent of constituting significant harm. In each
case it is necessary to consider any ill-treatment alongside the family’s strengths and
supports.

It is important to always take account of the child’s reactions, and his or her perceptions,
according to the child’s age and understanding.

Minor shortcomings in health care or minor deficits in physical, psychological or social
development should not require compulsory intervention unless cumulatively they are having
orare likely to have, serious and lasting effects upon a child.

Sources: ITC, NSPCC, Department of Health ‘Working Together to Safeguard Children’; ACE ‘Keeping arts safe’
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Appendix 3

Basic Information on who abuses & barriers to implementing procedures

Who abuses?

you cannot tell by looking at a person whether they are an abuser - they do not appear
different from the rest of society

abusers come from all classes of society, all professions, ages and backgrounds
abuse of children may sometimes be carried out by strangers, butitis much more
common that the abuseris known to the child andis in a position of trustand / or
authority

itis not only adults who abuse children - children may suffer abuse from other children
and young people

Barriers to implementing procedures

Adults:

o
@)
@)

O O O O

finding it hard to believe what we are hearing - shock, disbelief, fear or denial
not being able to believe that the suspicion is about someone they know

the fear of ‘getting it wrong’ and the consequences for the child, family and
themselves

worrying about making it worse for the child

believing that services are stigmatised

not wanting to be involved

not having the information of what to do orwho to contact

Children:

O O O 0 OO O O O O O

being scared because they feel / have been threatened
believing they will be taken away from home

believing they are to blame

thinking it happens to all children

feelingembarrassed

feeling guilty

not wanting the abuser to getinto trouble

having communication or learning difficulties

not having the vocabulary for what happened

being afraid they won't be believed

believing they have ‘told’ (maybe by dropping hints) and haven’t been believed, so
‘what’s the pointin trying again’

General:

@)
O

disability: children with a disability are known to be particularly vulnerable due to
dependency on others, communicationissues, isolation, having difficulty in
recognising inappropriate behaviour, not being able to physically leave an abuse
situation

racism: evidence suggests ethnic minority families often fail to receive appropriate
services from statutory authorities

religiousissues: strong beliefs about redemption and forgiveness can mark abusers
and many others (the above summary is just citing the main / most common barriers).
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Appendix 4

Job Description for Designated Safeguarding Lead Role

Therole of the Designated Safeguarding Lead is, in close liaison with the Senior Management
and Trustees, to lead on day to day child protection procedures.

Theirresponsibilities are to:

a)

b)

h)

Take aleadrole in developing and reviewing the organisation’s safeguarding and child
protection policies and procedures.
Take aleadrole inimplementing the organisation’s safeguarding and child protection
policies and procedures: ensuring all safeguarding and child protectionissues
concerning children and young people who take part in the organisation’s activities
are respondedto appropriately.
Make sure that everyone working or volunteering with or for children and young people
at
The Spark Arts for Children, including the board of trustees, understands the
safeguarding and child protection policy and procedures and knows what to do if they
have concerns about a child’s welfare.
Make sure children and young people who are involved in activities at The Spark Arts
for Children and their parents know who they can talk to if they have a welfare concern
and understand what action the organisation will take inresponse.
Receive andrecord information from anyone who has concerns about a child who
takes partin
the organisation’s activities.
Take the lead onresponding to information that may constitute a child protection
concern, including a concern that an adult involved with the organisation may present
ariskto children oryoung people. Thisincludes:

e assessing and clarifying the information

e makingreferrals to statutory organisations as appropriate

e consulting with and informing the relevant members of the organisation’s

management

¢ following the organisation’s safeguarding policy and procedures.
Liaise with, pass oninformation to andreceive information from statutory child
protection
agencies such as:

e thelocalauthority child protection services

e thepolice.
This includes making formal referrals to agencies when necessary.
Consultthe NSPCC Helpline when support is needed, by calling 0808 800 5000 or
emailing
help@nspcc.org.uk.
Store andretain child protection records according to legal requirements and the
organisation’s safeguarding and child protection policy and procedures.
Work closely with the board of trustees and senior safeguarding lead to ensure they
are keptup to date with safeguardingissues and are fully informed of any concerns
about organisational safeguarding and child protection practice.
Reportregularly to the board of trustees onissues relating to safeguarding and child
protection, to ensure that child protectionis seen as an ongoing priority issue and that
safeguarding and child protection requirements are being followed at all levels of the
organisation.
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The Spark Arts For Children- Safeguarding Procedures

) Befamiliarwith and work withininter-agency child protection procedures developed
by the
local child protection agencies.

m) Be familiar with issues relating to child protection and abuse, and keep up to date with
new
developmentsin this area.

n) Attendregulartraininginissues relevantto child protection and share knowledge from
that
training with everyone who works orvolunteers with or for children and young people
at The Spark Arts for Children.

0) Attendteam meetings, supervision sessions and management meetings as arranged.

p) Work flexibly as may be required and carry out any otherreasonable duties.
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Appendix 5
The Spark Arts for Children

SAFEGUARDING INCIDENT REPORT FORM

Name of personreporting the
incident

Position orrelationship to the
child/young person

Address of the personreporting
theincident

Name of child/young person
affected

Date of Birth of Young Person
affected

Parent/ carer’'s name and
address (if appropriate)

Date of incident

Time of incident

Location of event
Contactname /numberand
address

Your observations:

Body Map (if needed):

The Spark Arts For Children- Safeguarding Procedures
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QR

Exactly what the person said and what you said

(Remember, do notlead the child - record actual details and make sure to differentiate between
factand opinion. Continue on separate sheet if necessary)

Actiontaken by yousofar:

The Spark Arts For Children- Safeguarding Procedures
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DSL Report

Name of DSL

Reportedto: Spark SeniorManager

Spark Safeguarding Sub-Group

Partner organisation safeguarding Officer

Externalagencies | Police
contacted LADO

LA Social care
Othere.g.NSPCC

Action taken

Follow up required
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Appendix 6

Live Event Audience Messages

LIVE EVENT STREAMING [PUBLIC]
Forevents streamed as concerts with audience cameras and mics off.
To beissuedto participants on booking and before the start of sessions.

PleaseDo...
e Findthe best place in your home for Wifi signal
o Berespectful of everyoneinthis session whenusing the chat.
o Letotherpeopleinyourhousehold know you are attending alive event

Please Do Not..
e Useyourfullname orthat of your child. First names are fine.
e Leave anyunder18sbythemselves. Children and young people must be accompanied
by an adult at all times.
e useyourphone ortablet torecord ortake any screenshots of this session. The session
willnot be recorded by the host unless all participants consent.

LIVE EVENT WORKSHOPS [PUBLIC]
Forevents streamed as workshops with audience cameras and mics on.
To beissuedto participants on booking and before the start of sessions.

Please Do...
e Findthe bestplaceinyourhome for Wifisignal
e Make sure thereis nothingin sight of your camera that you don’t want strangers to see!
e Letotherpeopleinyourhousehold know you are attending alive event
e Wearappropriate clothing
e Mute your microphone whenyou are not talking
e Followtheinstructions givento you by your hosts
o Keepyourcameraonunlesstold otherwise, oryou needthe camera switched off due
to youraccessrequirements.
o Berespectful of everyoneinthis session.

Please Do Not..
e Useyourfullname orthat oryour child.
e Leaveanyunderl18sinthe zoom window by themselves. Children and young people
must be accompanied by an adult at all times.
e useyourphone ortablet torecord or take any screenshots of this session. The session
willnot be recorded by the host unless all participants consent.

Please be aware that if there are concerns are related to a child’s or parent’s well-being our
usual safeguarding responsibilities will still apply.
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Appendix 7
The Spark Arts for Children

Online Safety Agreement

The Spark Arts for Children understands the importance of children and young people
being able to use the internet for education and learning. This includes ways of writing,
reading, what they watch, games and apps.

We want to support children and young people use the internet within our work.
However, we also know that we need to put rules in place to make sure children are
always kept safe.

Thisrulesinthis letterare part of ourbigger set of rules about of how people should
behaviour when using the internet for The Spark Arts for Children, thisincludes
children and young people, our staff and volunteers.

If youwould like to know more about these, please speak to [add name/job title].

What we need you todo

Young person:
Pleaseread the following rules and speak with your parents/carers and group leader
about them.

Parents/carers:

Pleaseread the following rules and speak with your child about them and then:
e Signtheletter
e Askyourchildto signtheletter
e Returnittothe groupleader.

Young person: please read the following agreement and discuss it with your
parents/carers and

group leader.

Parents/carers: please read and discuss this agreement with your child and then sign
it, ask your childto signit, andreturnit to the group leader.

If you have any questions or want to talk about itin more detail then please speak to
[add name/job title].
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arts for children

The Spark Arts for Children

Online Safety Agreement

Young Person’s Agreement

e |willberesponsible formybehaviourwhenusing the internet, including, ways of
writing, reading, what | watch, games and apps. This includes the information |
look at and the words | use.

e |willnotlook at,download orupload anything on purpose that could be
thought of as offensive orillegal. If | accidentally (without planning to) come
across anything like this then | will report it straight away to my teacher orthe
Workshop Leader.

e |willnotsendanyone anything that could be thought of as threatening,
bullying, offensive orillegal.

e |willnot give out any personalinformation online, such as my name, phone
number oraddress.

e |willnotshow my passwordsto anyone.

e |willnotarrange aface-to-face meeting with someone I meet online unlessl|
have discussed this with my parents and/or Teacher and meet them along with
atrusted adult.

e Iflamworried orupset about anything I see ontheinternet orany messages
thatlreceive, | know|cantalk to [name].

e |knowthatwhenluse theinternet during my project with The Spark Arts for
Childrenit willbe watched, supervised and logged and can be made available
tothe Teacher/Workshop Leader.

e |lunderstandthattheserulesareinplaceto keep me safe andthatiflchoose
not to follow them, The Spark Arts for Children may contact my parents/carers.

Signatures:

We have discussed this online safety agreement and ... cev s e
[child’s name] agrees to follow the rules set out above.

Parent/carer Signature ..o svv s s e DA€ s

Young person’s SIgNature ... eeevvvvervvevereveveneeneneneneenennnn: DA€ v

Pleasereturnto [name] whensigned
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Appendix 8

The Spark Arts for Children
CODE OF CONDUCT

To be made available to all staff and Workshop Leaders working with The Spark. The
term ‘staff’is here used to include everyone working with The Spark, whetheras a
freelance, temporary company member, core staff, orvolunteer.

General Guidelines:

1.

2.

oA

8.

Treat allyoung people withrespect. Listen to them carefully.

Be aware of and avoid using inappropriate physical contact. There may be times
when physical contactis unavoidable or positively desirable or necessary, such as
providing comfort and reassurance to a distressed child, or physical support, for
example when working with a disabled child. Physical contact should only take
place with the consent of the child and the purpose of the contact should be
made clear.

If a childinitiates physical contact (i.e. approachesyouforahug), deflect themiif
possible (e.g. offerthem a handshake instead).

Be aware of and avoid using inappropriate language.

Wear dress thatis appropriate for the work that you do.

There should always be two adults present when working with or supervising
children. Adult to child ratios should be discussed as part of the project planning
process and considered inrisk assessments, especially if working with younger or
SEND children.

Actonandrecord any allegations made by ayoung person or member of staff.
Report any allegations or suspicions of abuse to the Spark Safeguarding Lead or
the Workshop Leader.

Adhere to the Spark’s Safeguarding Policy and Procedures

You must not:

1.

ok o

Engageinanyinappropriate touching, physical or verbal contact with a child or
young person.

Engageinany online, digital or computerised contact with a child or young person
including social media, phone, text oremail. If this kind of contactis unavoidable,
always add another member of The Spark’s staff to the conversation.

Be left alone/unsupervised with any child oryoung person at any time.

Show favouritism to any participant.

Take alcoholand recreational drugs onto the premises under any circumstances
and staff should not consume alcohol before arriving at the activity session. Where
itis necessary to take prescribed drugs onto the premises, they should be kept
hidden and out of reach of young people.

Smoke on the workshop premises, orin sight of the venue.
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7. Exchange personal phone number, email addresses or social contact with any
child oryoung person.

8. Arrange to meet up with a child or young person outside of the building, workshop
setting or outside of activity contracted by the Spark.

9. Store orshare the data of any child oryoung person (including photographs or
video).

PLEASE SEE ARTISTS BRIEF FOR SPECIFIC GUIDELINES ABOUT WORKSHOPS IN
SCHOOL AND ONLINE.

Acting on concerns or allegations of abuse

All staff and volunteers should be aware of the Signs and Symptoms of Abuse (see
The Spark Arts for Children Safeguarding Procedures) and should make sure they can
recognise these in the children they come into contact with.

» Anysuspicion of abuse must be shared with the Spark Designated
Safeguarding Lead (DSL), and also shared with the Designated Safeguarding
Lead at the school/setting as appropriate immediately.

» Iftheysuspectthatthe personwithlegal responsibility is actually the source of
the problem, they should make their concerns known to another designated
safeguarding lead.

» Theindividual should make a note forrecord of what they have witnessed as
well as theirresponse, using the Reporting Incident form within 48 hours

Itis important to remember that the person who first encounters a case of alleged
or suspected abuse is not responsible for deciding whether or not abuse has
occurred. That is a task for the professional child protection agencies following a
referral to them by a designated safeguarding lead.

If a child is inimmediate danger call 999.
Advice when witnessing a child’s disclosure of abuse

DO DON’T
v' Be accessible andreceptive x Reactstrongly e.g.that’s terrible!
v Listen carefully v Jump to conclusions especially about the
v Takeit seriously abuser
v' Reassure themthat they were v Speculate oraccuse anyone
right to tell x  Tellthe child you willkeep their secret
v' Say what willhappen next x Askleading questions
v Consultimmediately with DSL v Make promisesyoucan’'tkeep
v' Make a carefulrecord of what v Stopthe child from speaking freely
was said v Tellthe child to stop talking so you can

fetchthe DSL

If you have any concerns or wish to report an allegation, please contact the Spark’s
Project Manager /Lead in the firstinstance, who will then contact the Spark DSL.
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Designated Safeguarding Lead (DSL): Hazel Townsend (Creative Learning Lead)
Tel: 07395 058149/0116 2616893 Email : Hazel@thesparkarts.co.uk

Spark Office Contact: Richard Surgay, General Manager
Tel: 0116 2616893 Email: richard@thesparkarts.co.uk

Emergency phone (out of hours during an event): 07395 058149

Trustee Lead for safeguarding and child protection: JasbirMann
Email: jasbir.mann@falconsprimary.org
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