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STANDARD OPERATING PROCEDURE 53:10/11
Protection of Vulnerable Groups
Our Commitment

SERC is committed to practices that protect children and vulnerable adults from harm and creating a safe learning environment that promotes well-being and security for all learners. Staff in this organisation recognise and accept our responsibilities to protect and develop awareness of the issues that may cause harm to young people or to vulnerable adults and promote the concept of the ‘safe learner’.
1
Purpose  

The purpose of the following procedures on the safeguarding of vulnerable groups is to protect students/trainees by ensuring that everyone who works in the College – lecturers, non-teaching staff and volunteers – has clear guidance on the action which is required where abuse or neglect of a child or vulnerable adult is suspected.  The overriding concern of all staff must be the care, welfare and safety of students/trainees.  The problem of the abuse of children and vulnerable adults will not be ignored by anyone who works in the College, and we know that some forms of abuse are also a criminal offence. 

2

Categories of Abuse of a Child or Vulnerable Adult

2.1 
Definitions of Abuse


The following definitions are taken directly from “Co-operating to Protect Children,” volume 6 of the Children (NI) Order Regulations and Guidance, which provides guidance for the protection of children and vulnerable adults.

2.2
Physical Abuse

Physical abuse is the deliberate physical injury to a child or the wilful or neglectful failure to prevent physical injury or suffering. This may include hitting, shaking, throwing, poisoning, burning or scalding, drowning or suffocating. For children with disabilities it may include confinement to a room or cot, or incorrectly given drugs to control behaviour.

2.3 
Emotional Abuse

Emotional abuse is 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 conveying to children that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person. It may involve causing children frequently to feel frightened or in danger, or the exploitation or corruption of children. Over protection can also be a form of abuse. Some level of emotional abuse is involved in all types of ill treatment of a child, though it may occur alone. 

2.4  
Sexual Abuse

Sexual abuse involves forcing or enticing a child to take part in sexual activities, 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 the production of, pornographic material or watching sexual activities, or encouraging children to behave in sexually inappropriate ways.
2.5 
Neglect

Neglect is the persistent failure to meet a child’s physical and/or psychological needs, likely to result in significant harm. It may involve a parent or carer failing to provide adequate foods, shelter and clothing, failing to protect a child from physical harm or danger, failing to ensure access to appropriate medical care or treatment, lack of stimulation or lack of supervision. It may also include neglect or unresponsiveness to a child’s basic emotional needs.

2.6
Bullying

Bullying in itself is not a form of abuse, but a child or vulnerable adult who is bullied may be suffering any of the types of abuse defined above. It may take many forms but the main types are: 

· physical (e.g., hitting, kicking, theft ); 

· verbal (e.g., sectarian/racist remarks, name calling); 

· Indirect (e.g., spreading rumours).

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, causes them significant harm. In these circumstances bullying should be considered as child abuse and treated as such.
2.7
Abuse of Trust 
Using the position of trust held by members of staff is considered abuse.  This can range from engaging in sexual relations to misappropriation of the child or vulnerable adults money or property.  It also includes any situation where a member of staff exerts influence which is not in the best interest of the child or vulnerable adult. 
2.8
Risk to Self/Self Harm 

Self-harm or deliberate self-harm includes self-injury and self-poisoning and is defined as the intentional, direct injuring of body tissue without suicidal intent.  The most common form of self-harm is skin cutting but also covers a wide range of behaviours including, but not limited to, burning, scratching, banging or hitting body parts, interfering with wound healing, hair pulling (trichotillomania) and the ingestion of toxic substances or objects.
2.9
Financial/Material Abuse

The misuse of a person’s financial or material assets without their full consent or knowledge constitutes abuse and includes: theft, fraud, exploitation, the misuse or misappropriation of property, possessions or benefits.
2.10
Recognising Abuse
Indicators of abuse may take different forms; neglect, physical injury, sexual or emotional abuse. Potential causes for concern are outward symptoms of abnormality or change in appearance, behaviour, learning patterns or development. Such symptoms may be due to a variety of causes including bereavement or drug abuse but sometimes they may be due to child abuse. 
For example:
· Regular bruising or other outward evidence of physical abuse
· Possible indicators of physical neglect (inadequate clothing, deficient nutrition, etc.)
· Possible indicators of emotional abuse (excessive attention seeking, etc.)

· Signs of sexual abuse including precocity, withdrawal or inappropriate sexual behaviour

It must be remembered however that no list of symptoms is exhaustive and alternative explanations may exist. However such signs, particularly in combination or regular repetition, should be reported.
3
Reporting Allegations

3.1
Procedures for reporting suspected (or disclosed) child or vulnerable adult abuse:
 

If, at anytime, a child or vulnerable adult makes a disclosure to a member of staff that gives rise to concerns about possible abuse, or if a member of staff has concerns about a child or vulnerable adult, the member of staff must act promptly.

· He/she should not investigate - this is a matter for the Social Services - but should report these concerns immediately to a College Designated Student Safeguarding Officer, discuss the matter with them, and make full notes.

· If any member of staff feels unsure about what to do, if they have concerns about a child or vulnerable adult, or unsure about being able to recognise the signs or symptoms of possible abuse, he/she should speak to a College Designated Student Safeguarding Officer.

· It should be noted that information given to members of staff about possible child or vulnerable adult abuse cannot be held ‘in confidence’. In the interests of the child or vulnerable adult, staff may need to share this information with other professionals. The informant should be advised accordingly, but assured that only those who need to know will be told.

· A College Designated Student Safeguarding Officer will in the first instant ensure that the child or vulnerable adult is safe from further harm.  They will then plan a course of action, and ensure that a written record is made.  It should be remembered that the safety and well being of the child or vulnerable adult is of ‘Paramount’ importance. 

· The College Designated Student Safeguarding Officer will decide if it is in the best interests of the child or vulnerable adult, for the matter to be referred to Social Services and/or the PSNI. If there are concerns that the child or vulnerable adult may be at risk away from the College, an emergency referral can be made to the Social Services. Unless there are concerns that a parent/carer may be the possible abuser, the parent/carer will be informed immediately.

· A College Designated Student Safeguarding Officer may seek clarification or advice and consult with the Social Services Gateway Team before a referral is made. No decision to refer a case to Social Services will be made without the fullest consideration and on appropriate advice. The safety of the child or vulnerable adult is our first priority.

· Where there are concerns about possible abuse, a College Designated Student Safeguarding Officer having  consulted the other members of the Child Protection panel, will inform:
(i) 
the Social Services named contact

(ii) 
the Health and Social Care Trusts Designated Officer for Child and Vulnerable Adult Protection
(iii) 
the Safeguarding Authority
(All information will be placed in a sealed envelope and clearly marked     ‘CONFIDENTIAL - CHILD PROTECTION’).

· The above procedures will apply unless the complaint is against the College Designated Student Safeguarding Officer, the Principal, or the Chairperson, in which case the remaining members of the Child Protection Panel will be informed and take the necessary action.
· A risk assessment will be carried out in order to ensure the necessary measures have been put in place to ensure the protection of all those involved with the case.  This risk assessment will be recorded and only made available where necessary.
3.2

Reporting Procedures  if Staff / Volunteer Have Concerns 
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4 
Guidance on Student Interviews and Record Keeping.
 

If a complaint of abuse arises, it is important that the staff member takes the situation seriously and responds using the advice below:

 

	DO                                                                 DO  NOT

	 Listen to the student sensitively and carefully. Support the LEARNER for telling you.
	Do not ask leading questions which can later be interpreted as putting ideas into the child’s mind.

	Give reassurance, but tactfully explain you will have to tell someone else, but only those who need to know.
	 Do not give a promise of confidentiality – it cannot be kept.

	 Say, for example, “Tell me what happened.”
	 Do not make suggestions, for example, “Did they do X to you?”

	 If possible establish what happened, where it happened, when it happened and who did it.
	 Do not interrogate and do not dwell too much on the alleged perpetrator.

	 Immediately afterwards make notes especially actual words used. These notes should be passed to one of the named College Designated Student Safeguarding Officers.
	 Do not write as the child talks to you. Give your whole attention to the child.

	 Immediately afterwards talk to a College Designated Student Safeguarding Officer who will document, record and report as necessary.
	 Do not discuss with others - Any information received from the child should be held in strict confidence.


 

A child must never be coerced into disclosing information. The procedures detailed within this policy must be strictly adhered to and information dealt with in a confidential manner at each stage and by every person involved.

It is important that detailed and factual records are kept of all suspected or disclosed cases of possible child abuse. A sample proforma – Cause for Concern Report Form (Paragraph 10) is available from the intranet under Pastoral Care. An Electronic copy may be downloaded from the College’s intranet site environment.   Reports should be given to a College Designated Student Safeguarding Officer who will store them securely. Access will be made available, only to the members of the Child Protection Panel or authorised personnel as advised by social services.

5

Code of Conduct for Staff, Volunteers, Visiting Speakers and Exhibitors
5.1
Introduction
This Code of Conduct is intended to assist staff, volunteers, visiting speakers and exhibitors in respect of the complex issue of the abuse of children and vulnerable adults by drawing attention to the areas of risk and offering guidance on prudent conduct.  Staff must always be mindful of the fact that they hold a position of trust, and that their behaviour towards the students/trainees in their charge must be above reproach and must uphold their best interests as a primary consideration.

It would be impossible and inappropriate to lay down hard and fast rules to cover all the circumstances in which staff interrelate with children and vulnerable adults, or where opportunities for their conduct to be misconstrued might occur; however the following are of particular relevance:
All College Employees, whether Full/Part-Time and volunteers have been formally checked under the Vetting and Barring Scheme (where applicable) and Access NI Checked, so they can be deemed fit to work with children and vulnerable adults.  This is as a direct response to relevant legislation in relation to Safeguarding Vulnerable Groups, including the SVG (NI) Order 2007 which on the 12th October 2009 created the Vetting and Barring Scheme.

5.2

Private Meetings with Students

· Staff should conduct such meetings in a room with visual access, or with the door open.  Where this is not possible, staff should ensure that another adult knows that the interview is taking place.   

· Another student/trainee or, preferably, another adult should be present or nearby during the interview.

· While it might be important to ensure privacy, it is not advisable to use signs prohibiting entry to the room.

5.3

Physical Contact with Students

· As a general principle, staff are advised not to make unnecessary physical contact with their students/trainees.  Any physical contact that could be misinterpreted by the student/trainee, parent or other casual observer should be avoided.

· It is unrealistic to suggest that staff should touch students/trainees only in emergencies.  In particular, a distressed child may need reassurance involving physical comforting, as a caring parent would provide.  Staff should not feel inhibited from providing this.  Staff may also make physical contact where the individual is likely to harm themselves or likely to harm others.
· Staff should never touch a child who has clearly indicated that he/she is, or would be, uncomfortable with such contact, unless it is necessary to protect the child, others or property from harm.  
· Physical punishment is illegal, as is any form of physical response to misbehaviour, unless it is by way of necessary restraint.

· Staff should follow College guidelines for behaviour in specialist areas such as changing rooms and the darkroom.

· Staff who have to administer first aid to a student/trainee should ensure wherever possible that this is done in the presence of other students/trainees or another adult.  However, no member of staff should hesitate to provide first aid in an emergency simply because another person is not present.

Following any incident where a member of staff feels that his/her actions have been, or may be, misconstrued, a written report of the incident should be submitted immediately to his/her line manager.

4
Residentials

Staff should be particularly careful when supervising students/trainees in a residential setting, or on approved activities outside the College.  The College guidelines on Educational Visits provide further information.  
5
Choice and Use of Teaching Materials

· Lecturers should avoid using teaching materials that might be misinterpreted by students/trainees.

· When using teaching materials of a sensitive nature a lecturer should be aware of the danger that their application, either by a student/trainee or by the lecturer, might after the event be criticised.

· If in doubt about the appropriateness of a particular teaching material, the lecturer should consult with their Head of School before using it.

6
Relationships and Attitudes

Staff should ensure that their relationships with students/trainees are appropriate to the age, maturity and sex of the students/ trainees, taking care that their conduct does not give rise to comment or speculation.  Attitudes, demeanour and language all require care and thought, particularly when staff are dealing with children and vulnerable adults.

Additionally all staff and volunteers must never:

· Engage in rough physical games including horseplay – apart from structured sports activities
· Engage in sexually provocative games
· Allow children to use inappropriate language unchallenged
· Make sexually suggestive comments about or to a child even in fun
· Let allegations a child makes go unchallenged or unrecorded
· Do things of a personal nature for children that they can do for themselves
7
Personal Care and Assistance


Staff involved in providing intimate care need to be sensitive to the individual needs of the student/trainee.  Such staff must follow the College Policy and procedure in the delivery of personal care and must report any concerns to their line manager in the College and the student/trainee’s parents or carers.

8
Sexual Relationships

It is a criminal offence for a member of staff or a person in a position of trust to engage in any sexual activity with  a student/trainee aged under 18 years (irrespective of the age of consent), even if the basis of the relationship is consensual.  Similarly, staff should not engage in any sexual activity with a vulnerable adult.

While the SERC policy applies specifically to students/trainees under 18 years of age, or vulnerable adults, the College does not endorse relationships between staff and students – staff engaging in such relationships may be subject to disciplinary action. 
9
Conclusion

In all circumstances, employees’ professional judgement will be exercised and for the vast majority of employees this Code of Conduct will serve only to confirm what has always been their practice. If employees have any doubts about points in this leaflet, or how they should act in particular circumstances, they should consult a College Designated Student Safeguarding Officer.

 

From time to time, however, it is prudent for all staff to reappraise their teaching styles, relationships with children/vulnerable adults and their manner and approach to individual children/ vulnerable adults, to ensure that they give no grounds for doubt about their intentions, in the minds of colleagues, of children/ vulnerable adults or of their parents/guardians.
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10
CAUSE FOR CONCERN REPORT FORM

This form is to be completed by the member of staff who dealt with the disclosure, or has serious concerns regarding the welfare of a student/trainee in the College.  
Please make all relevant information as detailed as possible, using a separate sheet if necessary.

Name of Staff Reporting: …………………………………………………………..

Student/Trainee’s Full Name: …………………………………………………………..

Student/Trainee’s Address: ………………………………………………………..



 ………………………………………………………...

Student/Trainee’s Date of Birth: ……………………………………………………

Time and Place of Disclosure/cause for concern: ………………………………. 
 
…………………………………………………………………………………………
Background:- Were there any relevant events which sparked off the disclosure/cause for concern?

Reporting:- Give names of those involved and the nature of the disclosure/cause for concern. (Please use the student/trainee’s actual testimony and do not add your own thoughts to what you are told nor tell the student/trainee it will be sorted out immediately)

Action Taken at Time of Disclosure/cause for concern:

Further Action Needed:

Signature: ………………………………………       Date: ………………...…………..

Time of Report: ……………………   Passed on to:  ….………………….…………..

When completed please forward this form to the Lead Campus Officer or if they are not on site to one of the other campus Designated Student Safeguarding Officers.

Lisburn campus

Robert McLaughlin – Lead Campus Officer

Bangor Campus

Heather Miller – Lead Campus Officer

Newtownards Campus

Wendy Hamilton – Lead Campus Officer

Downpatrick Campus

William Greer – Lead Campus Officer

11
Procedure where the College has concerns, or has been given information, about possible abuse by someone other than a member of College staff





















* The ELB must be informed if a child of compulsory school age is involved
12
Procedure where a complaint has been made about possible abuse by a member of College staff 
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Designated College Student Safeguarding Officers 
Lead College Designated Student Safeguarding Officer: 

Roger Duncan, Lisburn Campus, Mobile: 07825021835/Ext 1710
Senior Manager: 
David Smith, Downpatrick Campus
In the event of absence of the above named officers campus will deputise.
	Name
	Campus
	Contact Number

	Heather Miller – Lead Campus Officer
	Bangor
	Ext 2723

	Gillian Auld
	Bangor
	· 07792097707

	Jennifer Reid
	Bangor
	EXT 2872

	Jessica Killen
	Bangor
	Ext 2751

	

	William Greer – Lead Campus Officer
	Downpatrick
	Ext 6210

	Clayton Stewart
	Downpatrick
	Ext 6222

	Don Walsh
	Downpatrick
	Ext 6206

	Michael Coburn
	Downpatrick
	Ext 6244/6288/M. 07824602267

	

	Robert McLaughlin – Lead Campus Officer
	Lisburn
	Ext 1802

	Caylan Ellesmere
	Lisburn
	Ext 1719

	Richard Armstrong
	Lisburn
	Ext 1809/ M: 07825021830

	Paddy McShane
	Lisburn
	Ext 1791 


	Gerardine Bryce
	Lisburn
	Ext 1102

	Karyn Eldon
	Lisburn 
	Ext 1799


	

	Wendy Hamilton – Lead Campus Officer
	Newtownards
	Ext 2830

	David Spence
	Newtownards
	Ext 2845

	Claire Henderson
	Newtownards
	Ext 1802

	Gillian Auld(Friday only)
	Newtownards
	07792097707



1. School Links Coordinator
Lisburn Campus – Paddy McShane
2. School Links Coordinator 
Downpatrick Campus – Michael Coburn
3. School Links Coordinator 
Bangor Campus – Jessica Killen
Gateway - Children’s Social Work Service
It is the first point of contact for people who wish to share a concern about a child/young person who is not already known to social services.
Contact Details – telephone: 0300 1000 300
A duty Social Worker is available to take your call Monday - Friday, 9.00am - 5.00pm

(excluding public and bank holidays)
Out of Hours Emergency Social Work Service

Phone (028) 9056 5444

after 5.00pm each evening at weekends and Public/Bank Holidays
Greater Lisburn Gateway Team

Stewartstown Road Health Centre

212 Stewartstown Road

Dunmurry

Belfast BT17 0FG

Tel: (028) 9060 2705

Fax: (028) 9062 9827

North Down Gateway Team

James Street

Newtownards

BT23 4EP

Tel: (028) 9181 8518

Fax: (028) 9056 4830

Down Gateway Team

Children’s Services

81 Market Street

Downpatrick

BT30 6LZ

Tel: (028) 4461 3511

Fax: (028) 4461 5734

Structure of Safeguarding Vulnerable Groups Officers (SVGO) within SERC


Seek advice from Gateway Team





Gateway Team  / Police





Risk Assessment











The complaint is about possible abuse by someone outside the College





Keep a written record of complaint at all steps





Inform a College Designated Student Safeguarding Officer





Is a referral necessary, or do doubts remain?





Don’t know- consult Gateway Team or the ELB*





No





Yes – refer to Gateway Team/Police and tell ELB * if appropriate





Inform the Lead SSO





Tell complainant





Yes – discuss with Gateway Team/Police how parent will be informed





Is parent the alleged abuser?





No – tell parent





The complaint is about possible abuse by a member of staff





Instigate disciplinary proceeding





Inform the Chairperson of the Governing Body





It is about the College Designated Lead Student Safeguarding   Officer 





It is about someone other than the CEO/Principal or College Designated Lead Student Safeguarding Officer 





Keep a written record at every stage, whether a referral is made or not





It is about the CEO/Principal





Inform the College Designated Lead Student Safeguarding  Officer





Inform the CEO/Principal





Inform the CEO/Principal





If a referral is necessary, or if any doubt remains





Consider precautionary suspension/


remove from direct contact duties





Inform Gateway Team,


Police & ELB*





Seek advice from ELB * or Gateway Team





Inform subject of complaint, ELB * &


complainant





Yes





No – no further action





Suspension to be carried out by CEO/Principal (where not subject of complaint) or Chairperson of G Body





No – but disciplinary action





Seek advice from ELB* 


or Gateway Team





*The ELB must be informed if a young person of compulsory school age is involved.





Inform


complainant





LEAD SVGO – 


Roger Duncan





Board of Governors Rep





Don Walsh





Gillian Auld (Friday Only)





Gillian Auld





Michael Coburn





Claire Henderson





Jennifer Reid





Clayton Stewart





David Spence





Jessica Killen





Heather Millar – Lead Campus Officer 





Wendy Hamilton – Lead Campus Officer 





William Greer – Lead Campus Officer 





Robert McLaughlin – Lead Campus Officer 





Caylan Ellesmere





Karyn Eldon





Gerardine Bryce (KM)





Lisburn Campus – Designated Officers





Bangor Campus – Designated Officers





N’Ards Campus – Designated Officers





D’patrick Campus – Designated Officers
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