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1. POLICY STATEMENT 

• As Leaders and Directors of The Young Actors Company, we commit ourselves to the protection 
and safekeeping of all young people for whom we care in our activities 

• It is the responsibility of each one of us to prevent physical, emotional and sexual abuse of 
children and young people and to report any abuse discovered or suspected. 

2. DEFINITIONS 

Child, children, young person or young persons in the context of this Policy refers to any individual 
under the age of 18. The term young person/s is used to define the upper ranges of the official 
definition of a child. It acknowledges that people aged 16 and 17 may not think of themselves as 
children. 

For the purposes of this policy, all employees, paid or unpaid will be referred to as employees. 
Employees include 
• full or part-time/free-lance staff 
• workshop leaders 
• volunteers and chaperones appointed by The Young Actors Company 

In this document, four different types of abuse are referred to. These are: 
• Physical abuse: where children’s bodies are hurt or injured; 
• Emotional abuse: where children do not receive love and affection, may be frightened by                                           

threats or taunts, or are given responsibilities beyond their years: 
• Sexual abuse: where adults (and sometimes other children) use children to satisfy their sexual 

desires: 
• Neglect: where adults persistently fail to care for children and protect them from danger, 

seriously impairing health and development. 

3. RESPONSIBILITIES WITHIN THE CHILD PROTECTION POLICY 

Company Director Stephen Biggs is the named member of staff with responsibility for child 
protection, and is referred to throughout this policy as the Child Protection Officer (or CPO). 

Whilst in the care of The Young Actors Company, the CPO has the authority to advise both 
employees and children if he feels that their appearance, behaviour or language is inappropriate 
and may make them more susceptible to danger. 

Employees are not expected to know everything concerning child protection but have a duty to be 
alert and responsive to problems and potential indicators of abuse or neglect. Employees are also 
expected to have an awareness of the risks which individual abusers or potential abusers may pose 
to children, young people or vulnerable adults. Employees have a duty to discuss issues and 
concerns with the CPO and to undertake any further appropriate action. 

3.1 GOOD PRACTICE GUIDELINES 

a) Good practice with Children and Young People 
 We will ensure that: 

•  This guidance is made available to all employees of The Young Actors Company.   
Contact details for all children’s help lines, such as Childline, or the NSPCC Helpline 
are also made available. 

• Access to and from the building should be safe and well lit. 
  
 The employee will: 

•  Treat all young people with respect and dignity without discrimination 
• Be careful with speech, tone of voice, and body language 
• Respect the privacy of children, e.g. when toiling 
• Avoid games whose rules do not prevent the possibility of physical aggression, or 

inappropriate touching 
• Refrain from any sexually suggestive comments, ridiculing or rejection of a child or 

young person - even in fun 
• Avoid inappropriate touching of any form; exercise caution if comforting an injured 

or distressed child 



• Avoid all situations where he/she is alone with a group exclusively of the opposite 
sex. A second worker of the same sex must be present 

• Learn to control children without using physical contact or aggressive or 
intimidating behaviour 

• Make sure another adult is present if (for example), a child has soiled his or her 
clothes and needs assistance with washing or a change of clothes (see notes) 

• Avoid letting children involve him/her excessive attention seeking behaviour - 
especially if it is of an overtly sexual or physical nature 

• Make sure that parents know where their child is and ensure emergency telephone 
numbers are made available 

• Avoid where possible giving lifts to individual children. If this is unavoidable, ask 
them to sit in the back of the car 

• Ensure that all child passengers are safely returned to their destination at a time 
agreed with the parents, and that they are accompanied safely to the premises 

• Arrive for a class/meeting at least 15 minutes before the appointed start time and 
always wait until the last child has been collected. 

b) Good Practice amongst colleagues 
• Employees must support each other in their work with children and young people, 

and encourage the use of these guidelines at all times 
• If employees have a concern about the behaviour or suitability of another worker, 

they must speak to the child protection officer about the concern 
• Employees must be given the opportunity to meet together to review the work that 

they have done, and to plan future work 
• The CPO should take opportunities to observe employees in activities with children 

and to discuss what they have observed with the employee 
• Employees should accept such observation as part of the commitment of The Young 

Actors Company to safe and good quality activities with children 
• The CPO should discuss with employees their role, performance and any concerns 

they have about their work with children. 

3.2 THE BOUNDARIES OF CONFIDENTIALITY WHEN RESPONDING TO ACCUSATIONS/SUSPICIONS 
OF ABUSE 

Employees may not discuss issues with other colleagues, visiting companies, students or people 
outside the company. 

3.3 SUPPORT 

Working in the field of potential child protection issues means making difficult professional 
judgements. It is demanding and can be distressing and stressful.  
Get advice and support from management, peers or designated people as appropriate. 

As stated in the procedures you must report concerns and disclosures to the CPO, who will act as 
necessary. It is not necessary for anyone else to know, but it is important that you get any support 
you need. 
If you talk to family and friends you must not give information that would identify the individuals. 

4. PROCEDURES FOR DEALING WITH AND SAFEGUARDING AGAINST SUSPECTED OR ALLEGED 
ABUSE WHILST IN OUR CARE 

It is important to take all allegations seriously and to remember that it is not the responsibility of 
the employee to make a decision about whether the allegations are true. An employee who has had 
abuse disclosed to them should follow the procedures set out in Appendix 1 - Diagram A. The CPO 
should subsequently complete Appendix 2 - Form A. 

Procedures to follow: 

The Young Actors Company is committed to the protection of children from physical, sexual or 
emotional harm. In order to achieve this, employees need to value children and take time to listen 
to them when they choose to talk about their experiences and concerns. It is important that 
employees know how to respond if abuse is disclosed or suspected. 



If abuse is disclosed or suspected: 
• Listen to the child and keep a note of what is said, or what your concerns are 
• Do not interrupt the child, and try not to ask questions 
• Re-assure the child, but do not encourage him/her to tell you more 
• Tell the child you will have to inform someone else of what has been said, so that action can be 

taken to make sure that he/she is safe 
• Do not delay, tell your CPO about the disclosure or concerns 
• The CPO is responsible for making sure that the matter is referred to the statutory authorities 

(police or social services) 
• The details of the concern or disclosure should not be discussed with anyone other than the 

child, the leader or the statutory authorities 
• If the disclosure or concern is about someone who is a member of The Young Actors Company, this 

procedure must be followed. That person should be suspended from any activities with children 
at least until the matter has been investigated. 

4.1 THE SELECTION OF EMPLOYEES WHO WORK WITH CHILDREN, YOUNG PEOPLE AND THEIR 
RESPONSIBILITIES 

• It is not enough to rely on someone’s good reputation to guarantee that they are suitable to work 
with children 

• Applicants should be interviewed by at least two members of The Young Actors Company 
• Applicants should be asked to provide at least one reference from a person who can comment on 

their professional or voluntary work with children, or vouch for their good character 
• An applicant should only be appointed subject to satisfactory disclosure from a DBS check. 
• All employees should be given a copy of these guidelines and be asked to sign a declaration that 

they have read them and agreed with them 
• The roles of all employees must be established and clearly explained to them 
• Employees must not be expected to perform duties for which they are not adequately trained or 

experienced 

4.2 WORK EXPERIENCE PLACEMENTS 

It may not always be practical for a person on a work experience placement to be accompanied by 
more than one member of staff all the time. Where this may occur, a risk assessment should be 
undertaken, and measures taken to reduce the likelihood of abuse. This might mean ensuring that 
the person on the work experience placement is accompanied at all times by someone who has had 
a Disclosure. (See Appendix 3 for Risk Assessment Guidelines) 

4.3 WHAT TO DO IF THE ALLEGATIONS OF ABUSE ARE AGAINST A MEMBER OF STAFF 

Although it is a sensitive and difficult issue, child abuse can occur and does occur outside the 
family setting. Child abuse has occurred within institutions and may occur in other settings. If a 
child has been abused in a public setting, other children may be involved. 

Where there is an allegation of abuse against a member of staff, there may be three types of 
investigation: 

• A criminal investigation 
• A child protection investigation 
• A disciplinary or misconduct investigation 

The results of the police and social services investigation may well influence the disciplinary 
investigation, but not necessarily. Disciplinary procedures should be followed as outlined in the 
staff handbook. 

5. WHAT IS DISCLOSURE? 

A Disclosure is a document containing information held by the police and government departments 
such as the Department of Health (DH) and the Department of Education (DfES), which includes List 
99. It is obtained from the Disclosure service of the Criminal Records Bureau and helps employers 
and voluntary organisations make safer recruitment decisions, particularly for positions that involve 
regular contact with children, young people and vulnerable adults. 



5.1 IN A DISCLOSURE WHAT INFORMATION IS GIVEN? 

The certificate assigns A “Disclosure number” to the individual and lists the date it is issued. 

The employment details include: 

• position held/applied for 
• the name of the employer 

The applicant deals include: 

• name 
• date of birth 
• place of birth 
• gender 

The certificate notes any: 

• police records of convictions, cautions, reprimands and warnings 
• Department for Education and Skills information (List 99) 
• Department of Health list 
• any other relevant information (information included at the discretion of the Chief Officer(s) of 

the police force(s) approached by the CRB as part of an Enhanced Disclosure. 

The “countersignatory” details include: 

• registered body 
• name of the person who is the counter signatory 

5.2 WHAT IS LIST 99? 

List 99 is a confidential DfES list of adults who are either banned from working with children or 
young people to the age of 18 or have had restrictions placed upon their employment. 

5.3 WHAT ACTION SHOULD I TAKE IF A CURRENT MEMBER OF STAFF IS DISCOVERED TO BE ON 
LST 99? 

People are put on List 99 because they are not seen to be fit and proper persons to work with 
children. in view of this, employees who are discovered to be on the list will not be permitted to 
work in the vicinity of children or young people. Appropriate disciplinary action as outlined in the 
staff handbook will be taken if deemed necessary. 

Any information which is made known through the disclosure, will be treated in strict confidence 
and will only be made available to the countersignatory and the CPO. 

6.0 PROCEDURES FOR DEALING WITH AND SAFEGUARDING AGAINST SUSPECTED OR ALLEGED 
ABUSE OUTSIDE OF OUR CARE 

If a case of child abuse is disclosed or suspected outside of our care, employees should follow the 
procedures on Appendix 1 - Diagram A. The CPO should subsequently complete Appendix 2 - Form A. 

6.1 SIGNS AND SYMPTOMS OF ABUSE 

This section outlines what child abuse is, how you may recognise it and what to do if you have any 
concerns. 

Extreme care should be taken as misreading signs can result in significant harm or trauma to the 
child or their family. In general you will not have the experience to diagnose child abuse, but you 
do have the responsibility to be alert and aware of the signs. 

Child abuse is distressing for all concerned. It is often difficult to accept that it may have occurred, 
to the point that there is denial or warning signs that are dismissed. the danger is that under-
reaction resulting from this lack of acceptance may mean children remain unprotected and exposed 



to further abuse. If this policy is to achieve its intentions of preventing abuse and protecting 
children, it is essential that staff and others understand their responsibility to raise concerns they 
may have regarding the safety of children. 

There may be many reasons why staff and others may be reluctant to voice concerns. This 
reluctance usually stems from anxieties associated with some of the following factors:- 

• The person is worried they are mistaken. 
• The person is worried they will not be believed. 
• Even if believed, they may feel there is no specific “evidence” of abuse. 
• Raising a concern will have serious consequences, which will affect the work in general/other 

colleagues/The Young Actors Company. 
• The impact on the child/children may be a negative/damaging one. 
• The suspected abuser is the child’s parent/carer or member of the community for whom there 

may be serious consequences if abuse is alleged/confirmed. 
• The suspected person is the person’s leader/a senior person. 
• The person does not know what the sequence of events might be. 
• A process may be triggered which the person cannot predict or control. 
• The person may fear reprisals or possible victimisation. 
• Reluctance to be involved in the matter beyond raising the concern e.g. where a prosecution 

may ensue. 
• A sense of loyalty to a colleague/work friend who may be suspected of abuse. 

Concern about “getting it wrong” is possibly the factor which most inhibits the reporting of 
suspected abuse. However, it is essential where concerns or suspicions do exist, to focus on the 
welfare of the child or children involved and to ask “what if I am right?”. In most incidents of child 
abuse, it is usually the case that someone other then “the abused” and “the abuser” is aware of 
the situation or at least suspects there is abuse. However, those who know or suspect abuse often 
do not act, or delay taking action, because of the kind of factors outlined above. it is also often the 
case that children who are abused try at spoke point to tell someone about it. 

it is essential that anyone connected to The Young Actors Company who suspects or knows of abuse 
raises their concerns in line with the procedures contained in this policy. Failure to report concerns 
may also lead to disciplinary action. 

Signs and symptoms of abuse outside of our care may include: 

Physical Abuse 
• Unexplained injuries or injuries inconsistent with explanation 
• Injuries untreated/getting worse or to a time pattern 
• Grip or slap marks 
• Long marks (belt/cane) or round cigarette stub marks 
• Teeth marks 
• Bruising or scalding on feet 
• Bruised eyes 
• Withdrawal from physical contact 
• Kept away from school medicals 
• Attention seeking or over compliance 
• “Frozen watchfulness” 
• Low self esteem 
• Self destructive tendencies or aggression to others 
• Reluctance to go home 
• What the child tells you 

Sexual Abuse 
• Sexualised behaviour/sexual drawings and play 
• Presence of sexually transmitted diseases/recurrent infections 
• Repeated open masturbation 
• Soreness around genital area/injuries in genital areas 
• Aggressive outbursts, tantrums 
• Persistent problems with sleeping bedwetting and/or nightmares 
• Unhappiness/depression 
• Low self esteem 



• Eating disorders 
• Alcohol/drug abuse 
• Suicide attempts/self mutilation 
• Lying/delinquency/stealing 
• What a child tells you 

Neglect 
• Constant hunger/scavenging. Poor personal hygiene 
• Untreated medical conditions 
• Repeated accidents especially burns 
• Left alone at home 
• Poor state of clothing 
• Frequent lateness/non-attendance 
• Low self esteem 
• No social relationships 
• Compulsive stealing 
• Running away 
• What a child tells you 

Emotional abuse 
• Developmental delays or setbacks 
• Continual self depreciation 
• Sudden speech disorders 
• Inappropriate emotional response to painful situations 
• Neurotic behaviour 
• Self mutilation/aggression 
• Fear of parents being contacted 
• Overreaction to mistakes 
• Withdrawal or timidity 
• Inability to play 
• Sadness 
• What a child tells you 

Signs and symptoms of abuse within our care may include any of the above. 
However, particular signs to bear in mind include: 
• Reluctance to spend time with particular persons 
• Reluctance to spend time in a particular department 
• Out of character behaviour with particular persons 
• Unusual comments amongst peers 

If you are concerned about the inappropriate behaviour of a colleague towards a child, you should 
report the matter to the Child Protection Officer and should not involve yourself in conversations 
with staff, students or parents that are inappropriate to the situation, and may be able to be read 
as slander or gossip by the party accused of the actions. 

7. ADVICE FOR EMPLOYEES: WHAT IF SOMEONE DISCLOSES ABUSE TO YOU. 

Do not panic. Follow the procedures set out in section 4 of this policy. 

If the disclosure concerns inappropriate action by the Child Protection Officer, go straight to your 
most senior Manager and report it. 

7.1 WHAT IF SOMEONE ACCUSES YOU OF ABUSING HIM OR HER 

• Don’t get into a discussion with them about it. End the conversation there and then, as quickly as  
politely as you can. 

• Go to the CPO immediately and report it. The CPO may need to speak to your Manager if deemed 
appropriate. Support will be provided. 

• You may be suspended pending an investigation. 
• You should not have any contact with the person alleging abuse or their carers, relatives or 

friends until the investigation is over. 
• You may be asked to have no contact with your colleagues until the investigation is over. 



8.  ADVICE FOR PARENTS: PROCEDURES FOR INFORMING PARENTS/CARERS OF THE COMPANY’S 
CHILD PROTECTION POLICY 

Parents/carers should be encouraged at all times to be involved with their children’s activities and 
develop a good and trusting partnership with the Company to promote their child’s welfare. To 
support this, The Young Actors Company will make available information about our activities, our 
child protection policy and the name of the person to contact in the event of concerns or 
complaints. 

8.1 INFORMATION FOR PARENTS/CARERS 

If you have any concerns or complaints about the welfare of your child whilst they are in our care 
please contact our Child Protection Officer Stephen Biggs by telephone on 07836 736352 or via 
email at stephen@theyoungactorscompany.com. Alternatively, if the complaint/comment is not 
urgent, you could write to Stephen at The Young Actors Company, 3 Marshall Road, Cambridge CB1 
7TY. 

9. PROCEDURES FOR INFORMING PARENTS/CARERS OF ANY SUSPECTED OR ALLEGED ABUSE, AND 
PROCEDURES FOR NECESSARY FURTHER INVESTIGATION OR ACTION 

If a child confides in you, that child may ask you not to tell anyone else. Do not promise to keep 
secrets if abuse is disclosed to you if you suspect abuse. If abuse is disclosed to you, explain clearly 
and calmly to the child what you are going to do next and reassure them that they have done the 
right thing in telling you. What is important is that the only people who are told are those who 
need to know. These may include other key staff and professionals such as the police and social 
services and will usually include the parents/carers. Employees must always tell the CPO when 
allegations of abuse are made, with the exception of when the CPO is implicated in the allegation. 
It is this person’s responsibility to notify other people, including the child’s parents/carers. 

Parents/carers must always be told of any allegations of abuse or any suspicion of abuse at the 
earliest opportunity. However,if the nature of the disclosure or suspicion of abuse means that 
talking to the parents/carers may put the child at risk, it is the responsibility of the CPO to make 
the decision whether to contact the police and/or social services. 

10. MONITORING, REVIEW AND DISSEMINATION OF THE POLICY 
This policy should be reviewed annually. 

mailto:stephen@theyoungactorscompany.com


THE YOUNG ACTORS COMPANY LTD 

PROTECTION POLICY FOR CHILDREN AND YOUNG PEOPLE 

FEBRUARY 2007 

NEW ANTI-BULLYING GUIDELINES 

Bullying of any kind is unacceptable at the Young Actors Company. If bullying does occur, all 
children should be able to tell and know that incidents will be dealt with promptly and effectively.   
We are a TELLING organisation. This means that anyone who knows that bullying is happening is 
expected to tell the staff. 

WHAT IS BULLYING? 

Bullying is the use of aggression with the intention of hurting another person. Bullying results in 
pain and distress to the victim. 

Bullying can be: 
• Emotional          being unfriendly, excluding, tormenting (e.g. hiding books, threatening gestures) 
• Physical             pushing, kicking, hitting, punching or any use of violence 
• Racist                racial taunts, graffiti, gestures 
• Sexual               unwanted physical contact or sexually abusive comments 
• Homophobic      because of, or focusing on the issue of male and female sexuality 
• Verbal               name-calling, sarcasm. spreading rumours, teasing 
• Cyber                all areas of internet, such as emails & internet chat room mis-use 
                            mobile threats by text messaging and calls 
                            mis-use of associated technology, i.e. camera & video facilities 

WHY IS IT IMPORTANT TO RESPOND TO BULLYING? 

Bullying hurts. No one deserves to be a victim of bullying. Everybody has the right to be treated 
with respect. Children who are bullying need to learn different ways of behaving. 

The Young Actors Company has a responsibility to respond promptly and effectively to issues of 
bullying. 

OBJECTIVES 

• All employees and children should have an understanding of what bullying is. 
• All employees should know what the Company policy is on bullying and follow it when bullying is 

reported. 
• All children and parents should know what the Company policy is on bullying and what they 

should do if bullying arises. 
• As a Company we take bullying seriously. Children and parents should be assured that they will 

be supported when bullying is reported. 
• Bullying will not be tolerated. 

SIGNS AND SYMPTOMS 

A child may indicate by signs or behaviour that he or she is being bullied. Adults should be aware of 
these possible signs and that they should investigate if a child: 
• is frightened of walking to or from an activity 
• changes in their usual routine 
• is unwilling to go to an activity 
• begins to truant 
• becomes withdrawn, anxious or lacking in confidence 
• starts stammering 
• attempts or threatens suicide or runs away 
• has possessions which are damaged or “go missing” 
• asks for money or starts stealing money (to pay bully) 
• has dinner or other money continually “lost” 
• has unexplained cuts or bruises 



• becomes aggressive, disruptive or unreasonable 
• is bullying other children 
• stops eating 
• is frightened to say what’s wrong 
• gives improbable excuses for any of the above 
• is afraid to use the internet or mobil phone 
• is nervous & jumpy when a cyber message is received 

These signs and behaviours could indicate other problems, but bullying should be considered a 
possibility and should be investigated 

PROCEDURES 

1. The bullying behaviour or threats of bullying must be investigated and the bullying stopped 
quickly, if an employee can contain a minor incident satisfactorily there is no need to report the 
incident to the Child Protection Officer 

2. An attempt should be made to help the bully change their behaviour 
3. Report continued or serious bullying incidents to the CPO 
4. Any bullying incident reported to the CPO will be recorded. 
5. In serious cases parents should be informed and will be asked to come in to a meeting to discuss 

the problem 
6. If necessary and appropriate, police will be consulted 

OUTCOMES 

1. The bully (bullies) may be asked to genuinely apologise. Other consequences may take place 
2. If possible, the children will be reconciled 
3. After the incident/incidents have been investigated and dealt with, each case will be monitored 

to ensure repeated bullying does not take place 
4. In serious cases, suspension or even exclusion will be considered 

PREVENTION 

We will use methods for helping children to prevent bullying. As and when appropriate, these may 
include: 

• writing a set of rules 
• signing a behaviour contract 
• writing stories or poems or drawing pictures about bullying 
• making up role-plays having discussions about bullying and why it matters 



Appendix 1: Diagram A 
Procedures for reporting alleged abuse 

 
    

 

 
 
  

 
 

           

 

        

     
 

Child or Young 
Person Alleges 
Abuse to an 
Employee

Employee

If alleged abuse suggests 
inappropriate action by the 
Child Protection Officer, 
the employee should go to 
their most senior manager.

Child Protection Officer 

Name: Stephen Biggs 
Tel: 07836 736352

Alleged Abuse is 
recorded on Form B

If deemed necessary, the 
Child Protection Officer / 

Senior Manager should contact:

Social Services: 
Duty Social Worker 

01223 712957 (office hours) 
01223 561370 (out of hours)

NSPCC: 
Duty Social Worker 

01733 207620

Police: 
Police Family Unit, 

Cambridgeshire Constabulary: 
01223 358966



Appendix 2: Logging Allegations - Form A 

It is important to document your concerns at the earliest opportunity. It may be a one-off incident 
that never leads to any other concerns, or it may be the start of a succession of incidents that give 
you cause for greater concern and need to be taken further. 

A written record of all allegations or suspicions should be made by the Child Protection Officer. 

Details of Child or Young Person 

Name: 
Address: 

Date of Birth: 

The allegations/suspicion - please give details on the following: 

The nature of the allegation/suspicion: 

A factual description of any visible injuries or bruising and of any obvious changes in behaviour of 
the child or young person involved: 

The child or young persons’ account, if they can give it, of what has happened and how any injury 
has occurred: 

Relevant times and dates of the alleged incident or concern: 

Where possible, a clear distinction between fact, opinion or hearsay: 

Details of who has been involved and what action has been taken: 

Details of anyone else who has been consulted (eg Parents, Social Services, Police): 

Date and Time of record: 

Signed: 


