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SEFTON CVS SAFEGUARDING CHILDREN POLICY 

Summary 

Sefton Council for Voluntary Service (CVS) is committed to training our trustees, 
staff, volunteers and to providing ongoing support to affiliated members of our 
organisation in order to ensure Safeguarding Children protocols are embedded 
throughout the voluntary, community and faith sector.  Sefton CVS is committed 
to raising standards by providing mandatory training which ensures our staff and 
volunteers are fully familiar with the procedures in reporting a safeguarding 
issue, and how to provide appropriate support to a victim of any related abuse, 
or where there are concerns that a child’s needs are not being met. The 
minimum training provided is the NSPCC E-Learning Level 1 Child Protection 
Awareness. This has been made available to the wider voluntary, community and 
faith sector.  The policy also sets out the procedures Sefton CVS will follow to 
address safeguarding allegations relating to the safe and appropriate working 
practice of staff who come in to contact with children, as well as protection of 
staff and volunteers in relation to effective management of complaints that can 
occur from everyday working with children 
 
The Sefton CVS Safeguarding Children Policy has been developed in such a way 
that it can be used as a tool to enable  those organisations, including affiliated 
members, who do not have a policy in place, to develop their own framework 
and to ensure they have an appointed person(s) who can give advice and 
guidance should a safeguarding issue arise.  It is also important that staff and 
volunteers understand Sefton CVS’s role as the referrer to children’s social care 

and the appropriate reporting and recording processes that need to followed. 

This Safeguarding Policy identifies the overall responsibility of the Board of 
Trustees, Chief Executive Officer, Senior Management, operational staff and 
volunteers, in ensuring the safety, health, wellbeing, safeguarding and 
protection, (including minimising risk), of children with whom Sefton CVS, 
engages  within its operational activities. The aims of this policy are also set out 
in accordance with the commitments stated within Sefton CVS’s equality and 
diversity policy, particularly where care provision for victims of abuse is designed 
around their needs, and takes into account gender, gender identity, race, 
disability, age, sexuality, religion or beliefs. 
 
This Policy identifies the responsibilities and obligations of staff/volunteers to 
take immediate action where any concern regarding the safety, protection and 
wellbeing of children is noted. For the purposes of this policy a child is ‘anyone 
under the age of 18 years from all backgrounds and communities’. 
The Safeguarding Vulnerable Adults Policy should be referred to for individuals 
aged 18 years and over.  
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It is important to note that some children are more likely to be at risk of abuse 
or harm. These may include children and young people who are not in education, 
employment or training, disabled children and other vulnerable groups such as 
‘Looked After Children’ (i.e. those within Local Authority Care). The designated 
person’s for Safeguarding in CVS can provide further information as required. 
 
This Policy also identifies the requirements of Sefton CVS to work proactively 
with external authorities and communities, in the interests of protecting any 

children the organisation engages with in the course of its operational activities. 

 

The policy includes the following sections: 

1. INTRODUCTION 
2. DESIGNATION OF RESPONSIBILITIES 
3. TYPES OF CHILD ABUSE 

4. THE DESIGNATED PERSON(S) 

5. EFFECTS AND SIGNS OF ABUSE 

6. PROCCEDURE TO BE FOLLOWED IF A CHILD IS THOUGHT TO BE 

AT RISK OF HARM OR YOU ARE CONCERNED A BOUT A CHILDS 

WELFARE 

7. INFORMATION SHARING, CONSENT AND RECORDING 

8. LISTENING TO CHILDREN 

9. ALLEGATIONS AGAINST STAFF & VOLUNTEERS WORKING WITH                                  

CHILDREN AND YOUNG PEOPLE 

10. TRAINING 

11. RECRUITMENT OF STAFF/VOLUNTEERS 

12. APPROPRIATE STAFF BEHAVIOUR 

13. STAFF SUPPORT 

14. MONITORING AND EVALUATION 

15. PROCEDURE FLOW CHART & RECORDING FORMS 
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1 INTRODUCTION 
 

1.1 It is the intent of Sefton CVS through this policy to safeguard and promote 
the welfare of children engaged with the organisation across its 
operational activities. This is a priority for Sefton CVS and all staff, 
trustees and volunteers are expected to understand their obligations 
within this area and have a duty to implement each aspect of this policy 
and the associated procedures when required.  

 
1.2 This policy should be read alongside all other Sefton CVS policies, in 

particular those which relate to Equality and Diversity, Data Protection, 
Data Retention, Whistle Blowing, Disclosure Data Storage, Confidentiality 
and Electronic Communication. 

 
1.3 Through regular policy reviews the guidance and procedures set within 

the context of this policy align nationally with the Department for 
Educations ‘Working Together to Safeguard Children’ 
(www.workingtogetheronline.co.uk) and locally with Sefton’s Local 
Safeguarding Children Board (LSCB) whom are responsible for developing 
and cascading workforce guidance, policy, reviews and support in relation 
to safeguarding practice (www.seftonlscb.co.uk) 

 
 

2 DESIGNATION OF RESPONSIBILITIES 
 

2.1 Sefton CVS is aware of the responsibilities which the organisation and its 
staff/volunteers have with regard to the protection of children from abuse 
and from inappropriate and inadequate care and is committed to 
responding in all cases where there are identified concerns. Sefton CVS 
will arrange to take all reasonable measures to ensure the risks of harm to 
children are minimised. 
 

2.2 Sefton CVS will ensure procedures are in place to take all appropriate 
actions addressing concerns about the welfare of a child or children, 
working to agreed local policies and procedures in full partnership with 
local services. 

 
2.3 In accordance with best practice, Sefton CVS has nominated a Senior 

Manager as the ‘Designated Person’ and an appointed ‘Deputy Designated 
Person’ whom has specialist knowledge in the field of working with 
Children, Young People and Families. Together the designated persons 
take responsibility for dealing with child protection and safeguarding 
issues, providing advice and support to other staff, liaising with other staff 
and working alongside other agencies. All staff will be made aware of 

http://www.workingtogetheronline.co.uk/
http://www.seftonlscb.co.uk/
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these roles and will receive introductions to either one or both designated 
persons as part of their induction to the organisation. 

 
The Designated Person for Sefton CVS is: Nigel Bellamy (Deputy 
Chief Executive) Based at Waterloo Office Sefton CVS - Tel: 0151 
9200726 / 07711845742 
 
The Deputy Designated Person is: Simone McCaskill (Children, 
Young People & Family Strategic Lead) Based at Waterloo Office 
Sefton CVS – Tel: 0151 9200726 / 07872468918  

3       TYPES OF CHILD ABUSE 

3.1 Do not ever think that you could never be placed in the position of 

reporting child abuse. 

Abuse and neglect are forms of maltreatment of a child. Somebody may 
abuse or neglect a child either directly by inflicting harm, or indirectly, by 
failing to act to prevent harm. Children may be abused in a family or in an 
institutional or community setting; by those known to them; or, more 
rarely, by a stranger. They may be abused by an adult or adults, or 

another child or children.      (NSPCC 2010) 

It is important employees and volunteers develop the appropriate skills, 
knowledge and understanding through access to relevant training in order 
to identify signs and symptoms that may be of concern and to develop the 
confidence to raise these concerns with the organisations designated 
persons in order to initiate the child gaining access to the appropriate 
level of support. 

There are four types of child abuse. They are defined in the UK Government 
guidance Working Together to Safeguard Children 2010 (1.33 – 1.36) as 
follows:  

1. Physical abuse  

2. Emotional abuse  

3. Sexual abuse  

4. Neglect  
 

Bullying and Child Sexual Exploitation are not defined as a form of abuse in 
Working Together  but there is clear evidence these acts are abusive and will 
include at least one, if not two, three or all four, of the defined categories of 
abuse. For this reason it has been included in this policy.  
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 Physical Abuse 
 

May involve hitting, shaking, throwing, poisoning, burning, scalding, drowning, 
suffocating or otherwise causing physical harm to a child. Physical harm may also 
be caused when a parent fabricates symptoms or deliberately induces illness in a 

child.  

 Sexual Abuse 
 

Involves forcing or enticing a child or young person to take part in sexual 
activities, including prostitution, whether or not the child is aware of what is 
happening. The activities may involve physical contact, including penetrative or 
non-penetrative acts. They may include non contact activities such as involving 
children in looking at, or in the production of, pornographic materials or watching 
sexual activities, or encouraging children to behave in sexually inappropriate 

ways. 

 Emotional Abuse 
 

The persistent emotional ill treatment of a child such as to cause severe and 
persistent adverse effects on the child's emotional development. It may involve: 

 Telling a child they are worthless, unloved or inadequate 

 Valued only insofar as they meet the needs of another person 
 Age or developmentally inappropriate expectations being imposed on a 

child 

 Overprotection and limitation of exploration and learning 
 A child seeing or hearing the ill treatment of another 
 Serious bullying 
 Causing a child to frequently feel frightened or in danger 
 Exploitation or corruption of a child 

 

 Neglect 
 

Persistent failure to meet a child's basic physical or psychological needs, likely to 
result in the serious impairment of the child's health and development. Neglect 
may occur in the following ways: 

 During pregnancy as a result of substance abuse 

 Failure to provide adequate food and clothing 
 Failure to provide shelter including exclusion from home or abandonment 
 Failure to protect a child from physical harm or danger 
 Failure to ensure adequate supervision (including the use of inadequate 

caregivers) 

 Failure to ensure access to appropriate medical care or treatment 
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 Bullying 
 
Bullying may be defined as deliberately hurtful behaviour, usually repeated 
over a period of time, where it is difficult for those bullied to defend 
themselves. It can take many forms, but the three main types are physical 
(e.g. hitting, kicking, theft), verbal (e.g. racist or homophobic remarks, 
threats, name calling) and emotional (e.g. isolating an individual from the 
activities and social acceptance of their peer group).  
 
The damage inflicted by bullying can frequently be underestimated. It can 
cause considerable distress to children to the extent that it affects their 
health and development or, at the extreme, cause them significant harm 
(including self-harm).  

 

 
 Child Sexual Exploitation (CSE) 

 
Sexual exploitation of children and young people under 18 involves exploitative 
situations, contexts and relationships where young people (or a third person or 
persons)  

 receive ‘something’ (e.g. food, accommodation, drugs, alcohol, cigarettes, 
affection, attention, gifts, money) as a result of them performing, or 
others performing on them, sexual act or activities.  

 Child sexual exploitation grooming can occur through the use of 
technology without the child’s immediate recognition; for example being 
persuaded to post sexual images on the Internet/mobile phones without 
immediate payment or gain.  

In all cases, those exploiting the child/young person have power over them by 
virtue of their age, gender, intellect, physical strength and/or economic or other 
resources. Violence, coercion and intimidation are common, involvement in 
exploitative relationships being characterized in the main by the child or young 
person’s limited availability of choice resulting from their social/economic and/or 
emotional vulnerability. 
 

4 THE DESIGNATED PERSON(S) 

4.1 Names: Nigel Bellamy & Simone McCaskill 

4.2 The above-mentioned Designated Person’s responsibilities are: 

 To be responsible for ensuring that effective communication and 
liaison with children’s social services and other agencies takes place, as 
appropriate, in the event of staff/volunteers having child protection 
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concerns about a child or young person engaged with during 
operational activities 

 To ensure this policy and associated procedures are implemented and 
followed correctly 

 To ensure staff/volunteers (and all other stakeholders) have an 
understanding of Safeguarding, the signs of child abuse, and the 
organisation’s responsibilities under Section 11 of the Children Act 
2004.  

 To  ensure staff/volunteers (and all other stakeholders) are aware of 
the procedures of Sefton Local Safeguarding Children Board available 
at www.seftonlscb.co.uk 

 To support and advise staff/volunteers in their approach and response 
to safeguarding and child protection issues 

 To provide specialist input into the planning, content and delivery of 
any personal, social, health or educational programme of work with 
respect to child protection issues 

 To maintain knowledge and awareness of the issues, policies and 
practice of child protection, e.g. regular attendance at relevant training  
courses 

 

5.              EFFECTS AND SIGNS OF ABUSE 

The effects of child abuse can be devastating, especially if children are left 

unprotected or do not have the support to cope with that abuse. 

5.1 Indications that a child may be being abused include: 

 Unexplained or suspicious injuries such as bruising, cuts or burns, 
particularly if situated on a part of the body not normally prone to such 
injuries 

 An injury for which the explanation seems inconsistent 
 The child describes what appears to be an abusive act involving him or 

her 

 Someone else (child or adult) expresses concern about the welfare of 
another child 

 Unexplained changes in behaviour or emotions such as becoming very 
quiet / withdrawn or displaying sudden outbursts of temper 

 Changes in appearance e.g. becoming regularly unkempt, dirty, looking 
withdrawn, or in some instances the opposite such as appearing to be 
lavished with new gifts, clothes, dressing older than age. 

 Inappropriate sexual awareness 
 Engaging in sexually explicit behaviour / talk inappropriate to the child’s 

age 



 

 9 

 Distrust of adults, particularly those with whom a close relationship would 
normally be expected 

 Difficulty in making friends 
 Uncharacteristic eating disorders, depression and suicide attempts 
 The child may become withdrawn, introverted and depressed and have 

low self esteem and lack of confidence 

 A child going missing from home or care or unexplained absences from 
school/activities the child would usually participate within 

 
 

6    PROCCEDURE TO BE FOLLOWED IF A CHILD IS THOUGHT TO BE AT 

RISK OF HARM OR YOU ARE CONCERNED A BOUT A CHILDS WELFARE 

6.1     In the event of a member of staff/volunteer or other having a child 
protection concern about a child or young person, he/she will record 
accurately the events giving rise to the concern and inform their line 
manager and the Designated Person. The action to be subsequently taken 
will be in line with recommendations made by the designated person and 
in line with the Sefton LSCB’s thresholds for intervention. The intervention 
and care of the child following a concern being raised should be planned 
around the child’s needs and may take in to account support already in 
place, gender, race, disability, age, sexuality, religion and/or belief. There 
are a range of actions/interventions that may be considered when 
discussing concerns with the designated person that could range from 
monitoring of the concern, referral to universal, targeted, specialist 
services, the CAF team or social care services dependant on the 
presenting issues/concern. 

6.2 If a member of staff/volunteer/other organisation or person feels that a 
concern should have been managed differently e.g. volunteer believes a 
referral should have be made to Childrens Social Services, but the 
designated person does not, then they have a right to refer direct to 
Children’s Social Services. If this is the case, the referrer should inform the 

Designated Person of their intended action.  

6.3     If a child discloses abuse it must not be investigated further by any 
member of the organisation. It is enough to listen to the child, reassure 
him/her that they have done the right thing and explain that you have a 
duty of care to pass the information on to someone else to keep them 
safe. Asking further questions of the child could prejudice police 
investigations, especially in cases of sexual abuse.  

6.4     If you think a child has suffered sexual abuse or sever harm through 
physical assault you must call the police. If medical attention is required 

this must always take priority over any other action. 
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6.5     If you think a child may be in need of protection to prevent significant 
harm occurring, you must refer the matter urgently to the designated 
person who will support in the appropriate referrals being made to 
Childrens Social Care. If the designated person is not available to seek 
advice from the NSPCC or Sefton Children’s Social Care will be able to 

provide advice on all Safeguarding matters 

       
6.7     If following a discussion with the Designated Person – (already appears 

earlier in the report) there remains concern, your concerns must be 
shared by calling the telephone number below. 

 

Children’s Social Care - Customer 
Access Team  

Tel: 0845 140 0845 

/ 0151 934 3737  

 
If concerns arise out of hours and you are particularly concerned about 

a situation being left until the next day, you should speak with the 
Children’s Service’s emergency duty team (EDT) 

 
Out of hours calls should be made to the 

 

Children’s Social Care Emergency 
Duty Team  

Tel: 0151 920 8234  

 
The NSPCC help line offers an alternative means of accessing advice or reporting 
concerns for those who remain unsure of what action to take. 
 
 

NSPCC Child Protection Helpline (for concerned 
adults)  

0808 800 
5000  

 

7  INFORMATION SHARING, CONSENT AND RECORDING 

7.1      When considering the appropriateness of sharing information The 
Data Protection Act should not be considered as a barrier, it simply 
sets out a framework to ensure that personal information is shared 
appropriately. Where there is concerns about a child or vulnerable 
adults wellbeing, it is best practice to gain consent to share 
information, however if there are concerns relating to the 
parent/family in relation to the abuse this may not be appropriate. If 
there are concerns that a child may be at risk of significant harm or an 
adult may be at risk of serious harm, then follow the relevant 
procedures without delay. HM Government Information Sharing: 
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Guidance for practitioners and managers can be referred to for further 
guidance 

7.2  It is good practice to discuss concerns with the parent/carer and seek 
their agreement when sharing information, however there will be 
exceptional cases where seeking such agreement will be inappropriate 

as it may either: 

 Delay the response for emergency care 
 Increase any risk of significant harm 
 Jeopardise any enquiry 
 
7.3     Where consent to share information is sought by the child or parent’s, the 

response to seeking such agreement should be recorded and 
subsequently relayed when the referral is made. 

 
7.4     The following statement regarding Sefton CVS’s commitment to its duty of 

care for safeguarding children can be promoted in relevant Sefton CVS 

literature and website publications: 

‘Staff, Service Users, Parents and Carers should be aware that Sefton 
CVS (Council for Voluntary Services) will take any reasonable action to 
ensure the safety of its child beneficiaries. In cases where Sefton CVS 

has reason to be concerned that a child may be subject to ill-treatment, 
neglect or other forms of abuse, staff, volunteers and the board of 

trustees have no alternative but to follow Sefton Borough Child 
Protection Procedures and inform relevant services of their concerns 

which may include the Police or Social Services’ 

 
7.5     All details of concern need to be carefully recorded in full using the 

recording form template found at the back of this policy. When recording 
concerns it is particularly important to be specific about the nature of 
concerns, provide accurate details and if describing specific incidents 
detail the time and date these were observed. Records should be signed 
by the member of staff recording concerns and the designated person 

who has provided guidance on the course of action. 

7.6     All records and witness statements relating to child protection concerns 
and cases will be kept confidential. Access will only be via the Board of 
Directors and the Designated Person(s). Information will be shared with 
other agencies that have a need to know, in accordance with Sefton LSCB 

procedures and government guidance on information sharing. 

7.7     Records will be held and stored securely in a central place by the 
designated person and inline with the Sefton CVS data Protection policy. 



 

 12 

Records will be destroyed in line with the Sefton CVS data retention 
schedule guidelines. If other staff hold records in relation to referrals 
discussed with the designated person these guidelines should also be 

followed. 

 

8 LISTENING TO CHILDREN 

8.1 Some staff/volunteers will have a particular contribution to make in 
listening to children who have been through the experience of abuse. It is 
important that this work is not undertaken at a time when it may impact 
on any legal processes in which the child may be involved and that it does 
not clash with any therapeutic interventions provided by other agencies. 
All staff/volunteers will be made aware that if they are chosen by a child 
to hear a disclosure THEY NEED TO TAKE ACCOUNT of the guidance given 

in the Memorandum of Good Practice (Criminal Justice Act 1991) 

8.2 The following guidance acts as a framework for any staff/volunteer      

responses: 

 Be accessible and receptive, listen carefully and ask open questions to 
clarify issues, e.g. who, what, when, where, how  

 Take it seriously! 
 Reassure the child they are right to talk about it 
 Reassure the child it was not their fault 
 Negotiate getting help, e.g. prepare them for the fact that you must 

involve others 
 Explain that you cannot personally protect them – but will support 

them in telling the right people to make sure it doesn’t happen again 
 Report all suspicions or disclosures immediately 
 Make precise records of what was said – immediately, using the child’s 

own words and including the questions you asked – keep your hand-
written notes 

 Refrain from: 

 Jumping to conclusions or making promises you cannot keep 
 Trying to get the child to disclose – let the child talk and ask only the 

questions you need to know to ensure immediate safety 
 Speculating or accusing anybody 
 Asking any leading questions, e.g. was it Daddy/Mummy? etc, or any 

questions requiring a YES/NO answer 
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9  ALLEGATIONS AGAINST STAFF & VOLUNTEERS WORKING WITH                                   

          CHILDREN AND YOUNG PEOPLE 

9.1     If a child or another adult discloses information to you regarding another 
member of staff/volunteer, or you yourself have reason which gives cause 
for concern, raises questions of suitability in relation to work with children 
or raises the possibility of harm occurring, please follow the ‘Sefton CVS 

Whistle Blowing Policy’. 

10 TRAINING 

Sefton CVS recognises the importance of regular learning and 

development for staff/volunteers/trustees: 

10.1 The Designated Person(s) and the Trustee Safeguarding Champion will 
attend appropriate training including level 2 training and will provide 
relevant policy briefings and updates in relation to safeguarding practice 
to Sefton CVS staff 

 
10.2 All staff and volunteers who come into contact with children will receive 

level 1 Safeguarding training 
 
10.3 All staff/volunteers/trustees will be fully briefed concerning their 

Safeguarding responsibilities, prior to commencing their duties 
 
10.4 Level 1 Safeguarding training, entitled ‘Basic Child Protection’ is available 

from Sefton CVS. Jenny Dexter within Sefton CVS can be contacted for 
further details. Interactive level one programmes are also regularly 
facilitated by Sefton CVS which staff are encouraged to access. 

 
10.5 The Local Safeguarding Children Board provides a comprehensive ongoing 

programme of training (level 2 and above) in Safeguarding children and 
dealing with child abuse for all front line workers and volunteers who are 
working with families in Sefton.  Details of the Sefton LSCB’s training 
courses can be found at http://www.seftonlscb.co.uk/ 

 
10.6 Through membership of the Sefton CVS Every Child Matters (ECM) Forum 

staff will receive regular updates and briefings associated with 
safeguarding the welfare of children and wider workforce development 
opportunities for practitioners and managers working with families. 
Requests to join the ECM Forum should be made to the Children, Young 

People and Family Lead (Simone McCaskill) 

http://www.seftonlscb.co.uk/
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10.7 Line managers should support staff/volunteers in accessing safeguarding 
training relevant to their role. Where possible this should be accessed as 
part of induction or within an agreed and appropriate timescale.  

 
11.   RECRUITMENT OF STAFF/VOLUNTEERS 
 
11.1 In accordance with guidance set out by the Disclosure and Barring Service 

(formally CRB) and in considering safe recruitment best practice 
approaches, Sefton CVS will ensure: 

 Appropriate application and interviews processes take place which include 
due regard to safeguarding as a theme where appropriate 

 A minimum of two written references from trusted previous 
employers/characters are received prior to appointment 

  DBS (formerly CRB) checks relevant to roles are completed prior to the 
appointment of staff and volunteers where this requirement applies.  

  Induction and probationary periods are utilised effectively to support with 
achieving safe working practice of staff who may come in to contact with 
children, young people and vulnerable adults. 

 
11.2 Sefton CVS is aware of its legal duty to not knowingly employ staff/ recruit 

volunteers, who will be engaged in ‘regulated activity’ with Children & 
Young People or Vulnerable Adults without checking the appropriate DBS 
Barred registers, and where relevant will refer suitability concerns of 
employed staff and volunteers to the DBS should allegations be raised.  
  
The new (2013) definition of regulated activity (i.e. work that a barred 
person must not do) in relation to children comprises, in summary: (i) 
unsupervised activities: teach, train, instruct, care for or supervise 
children, or provide advice/ guidance on well-being, or drive a vehicle only 
for children; (ii) work for a limited range of establishments (‘specified 
places’), with opportunity for contact: e.g. schools, children’s homes, 
childcare premises. Regulated activity is not work by supervised 
volunteers. Work under (i) or (ii) is regulated activity only if done 
regularly. HM Government statutory guidance on supervision of activity 
that would be regulated activity if unsupervised should be referred to.(iii) 
relevant personal care, e.g. washing or dressing; or health care by or 
supervised by a professional; (iv) registered child minding; and foster-
carers. 
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12. APPROPRIATE STAFF BEHAVIOUR 
 

12.1 Employees and volunteers will: 
 

 Remember they are a role model and provide an example for those they 
work with to follow; 

 Bear in mind that some actions, no matter how well-intentioned, may be 
easily misinterpreted and so leave all parties vulnerable; 

 Be alert to any potential harm to children; 
 Respect all children’s right to privacy 
 Provide opportunities for children to discuss any concerns they may have; 
 Speak to the designated person(s) if concerned about the safety or 

welfare of a child or if they suspect a child is developing or has developed 
an infatuation with them or has inappropriate feelings towards any 
member of staff or volunteer;  

 Refer to the Sefton CVS Whistle blowing policy if concerns arise about the 
suitability of a member of staff or volunteer in relation to working with 
children or if an allegation is raised by another member of staff, child or 
third party such as external organisation or community member.   

 Follow guidance in relation to the use of electronic communication as set 
out in the electronic communications policy and seek further guidance as 
required when considering the development and use of project based 
social networking sites. 
 

Employees and volunteers will not: 
 Arrange to see or communicate with children in circumstances 

unconnected with their work, including the use of texting and personal 
social media accounts such as facebook and twitter.  

 Be left alone for substantial periods of time with any child, except where 
one-to-one work is necessary; in which case, they should inform another 
staff member where they are going, with whom and for how long; 

 Permit abusive behaviour towards children by others or engage in it 
themselves; 

 Show favouritism to, or become too closely associated with, an individual.  
Nor should they get drawn into inappropriate, attention-seeking behaviour 
(e.g. crushes); 

 Allow or engage in suggestive remarks, gestures or touching of a kind 
which could be misunderstood; 

 Do anything which might undermine a good reputation for providing a 
safe environment. 
 
 

If a child shares worrying or sensitive information with you, do not 
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 Promise to keep secrets; 
 Hesitate to share concerns on any of these matters with the Designated 

Person(s). 
 

12.2  ‘Guidance for Safer Working Practice for Adults Working with Children and 
Young People’ (Allegations Management Advisers 2008) has been written 
to support people working with children to understand what suitable and 
unsuitable behaviours are and should be referred to.  
 

12.3  All staff/volunteers in Sefton CVS will sign to say they have read and 
understood this document and will be introduced to the designated 
person(s) as part of their induction to Sefton CVS.  
 

12.4  Any members of staff/volunteers will be dealt with in accordance with 
Sefton CVS disciplinary procedures should they act in an unsuitable way 
with or towards children and young people. 

 
12.5    It is important to note that situations may occasionally arise whereby staff 

and volunteers act outside of the guidance in the best interests of the 
child. Should this occur, the individual should discuss this with his/her line 
manager at the earliest opportunity. These instances will not be dealt with 
in a disciplinary manner – common sense should prevail. 

 

13 STAFF SUPPORT 

The stress on staff/volunteers involved in any aspect of child protection 
work is considerable and Sefton CVS will ensure that such staff/volunteers 
are properly supported. The Board of Management and the Designated 
Person(s) are responsible for ensuring that support external to Sefton CVS 
is sought wherever appropriate. 

14 MONITORING AND EVALUATION 

Sefton CVS’s Board is ultimately accountable for this Safeguarding Policy 
in accordance with local procedures and the policy must be made 

available to interested stakeholders. 

14.1 There is a recognised need for Sefton CVS to implement ongoing 

monitoring of this Policy to ensure: 

 Knowledge of the system by all staff/volunteers/other stakeholders 
 Awareness of key issues by children and parents/relatives 
 The use of cross-agency procedures 
 Training and operational delivery  
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 Understanding of the nature of and responses by Sefton CVS to 
incidents 

 Regular policy reviews are carried out either on an annual basis or as 
and when required in order to ensure policies are up to date with 
safeguarding legislation and guidance. 

 The designated persons will report to the Sefton CVS Board of 
Trustee’s on matters of significance relating to the organisations 
safeguarding policy as appropriate or on the request from the board 

 

 

15. PROCEDURE FLOW CHART & RECORDING FORMS 

This policy document aims to provide broad guidance and underpinning 
information relating to safeguarding children for staff and volunteers to refer to 
as required. The attached procedure chart and recording forms outlined on the 
following pages clearly set out the step by step actions staff should follow should 
they have concerns. This flow chart should be displayed clearly within the 
workplace for staff and volunteers to be able to easily refer to. Copies or 

recording forms will also be available on the Shared drive within the policy folder 

If you do not understand or support this policy, then you should 
contact the Designated Person straight away.  Failure to observe 

this Policy may lead to disciplinary action. 
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Sefton CVS Safeguarding Children and Young People Procedures (under 18’s) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CVS Staff or Volunteer is made aware of concern about a child/young persons welfare  

Staff member or volunteer accurately records events giving rise to concern on the 
CVS recording form and discusses these with their line manager and the designated 

person who will agree appropriate actions that need to be taken next in line with 
Sefton LSCB Safeguarding Thresholds guidance. 

 
Designated Person: Nigel Bellamy Tel: 0151 9200726 / 07711845742  

or  
Designated Person (Deputy) Simone McCaskill Tel: 0151 9200726 / 07872468918  

 
If the designated person’s are not contactable common sense should prevail in 

implementing appropriate procedures in line with this policy  
All records of actions/decisions should be forwarded to the designated person to 

hold securely   
 (Recording forms available on safeguarding link at www.seftoncvs.org.uk) 

 
Child is deemed at risk of significant harm? 

YES         NO  
 

If there are concerns that a child may be subject to abuse or a child discloses abuse it must not be investigated further by 
any staff or volunteer of CVS: 

 If it is thought a child has suffered sexual abuse the police must be contacted immediately on 999. 

 If it is thought a child has suffered severe harm (e.g. physical assault) emergency services must be contacted 

immediately – if medical attention is required this must take priority over any other action. Call 999 

 If it is thought a child may be in need of protection to prevent significant harm from occurring they must refer the 

matter to Sefton Children’s Social Care – Customer Access Team  on 0845 140 0845/0151 934 3737 or 0151 920 

8234 (if out of hours).  

 

A verbal referral should be made by telephone to (Children’s Social Services) by the designated person/deputy, or the 
concerned member of staff if the designated person is not contactable and there is thought to be risk of significant harm 

to the child. Clarification on next steps should be provided at the point of referral or a call back arranged within an 
appropriate time frame. A verbal referral should be followed up in writing within 48 hours. 

Safeguarding Concern dealt with and appropriate 
actions coordinated by appointed Social Care 

Practitioner. 

 

Child assessment by Children’s Social Services as being a Child In 
Need or at Risk of Significant Harm    

Referral meets threshold   / Referral does not meet threshold                                                                                                                 

 

 

The matter does not meet Children’s Social Care 
Threshold and alternative 

actions/interventions/referrals are recommended for 
Sefton CVS to coordinate in order to support the 

needs of the child. This could include monitoring the 
situation, referral to the CAF Team or referral to a 

specific agency 

An appropriate course of 
action is agreed with the 

designated person which could 
range from no action, 

monitoring of the concern, or 
with consent a referral to 

specific services or the CAF 
team. 

*If a staff member or 
volunteer believes the child is 
at risk of significant harm but 
the designated person does 

not agree the member of 
staff/volunteer has the right 
to refer concern straight to 

children’s social services and 
should inform designated 

person(s) of their intentions. 
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Safeguarding Children Concern -  Reporting Form 

For CVS Staff and Volunteers 

Please complete this form as fully as possible and hand it to the Designated Person who 
will be able to support you in following the CVS policy and procedures. The Designated 
Person is also responsible for safely storing and monitoring this information in line with 
the Sefton CVS data protection and storage guidelines. If additional copies are 
maintained by staff for reference, these policies and guidance should also be followed by 
staff holding this information. 

 

1) Refer Details (person raising concern): 
Name: 
Job/Volunteer Role: 
Tel:  
Email: 
Line Manager Name:  

 

2) Details of Child/Young Person you have concerns about:  
Name: 
Age: 
D.O.B: 
Address: 
Postcode:  
Tel:  

 

3) Does the child/young person have any siblings you are aware of? Please 
include details of names and D.O.B’s and addresses:  

 

 

4) Details of Parent(s)/Carer(s) and any other significant others in the 
household if known: 
Name(s) 
Relationship: 
Address: 
Postcode: 
Tel:  
 
Name(s) 
Relationship: 
Address: 
Postcode: 
Tel:  
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5) Please provide a summary of your concerns which includes nature of 
concerns,  dates and times of any specific incidents, what has been said if 
you have spoken to the child, and what actions have been taken (if any): 

 

 

 

 

 

 

 

 

 

 

 

6) Are you aware if the child has a CAF or is already involved in being 
supported by any other services? Yes /No  
If Yes please provide details: 

 

 

 

7) Is the child/young person and/or parent/carer aware of you sharing this 
concern? Yes /No 
 
 

8) Has consent been obtained, including to share information with other 
agencies?  
Yes/No 
 
 
 

9) If consent has not been obtained please explain why 
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10) To whom have you reported this concern to 
 

 

Reporting member of staff’s signature:                                                             Date:  

Childs signature:  (If consent gained)                                                                Date:  

Parent/Carers signature: (If consent gained)                                                     Date:  

 

 

Designated Person Notes and Agreed Actions:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Designated persons Name: 

Designated persons Signature:                                                                              Date:  

 

END OF FORM 

 

 


