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1. INTRODUCTION 
 
The PRCLT is committed to ensuring that everyone who accesses our collections and visits the 
West Shed is safe and protected from harm. This ‘Safeguarding Policy’ is in place to ensure that the 
PRCLT adheres to all legal requirements with regard to the protection of children and vulnerable 
adults. Everyone working for the PRCLT, whether paid or voluntary, is required to abide by this 
Policy and its associated procedures.   
 
General visitors to the West Shed Museum include family groups, children, young people and 
vulnerable adults, whilst some museum-led activities are specifically aimed at children, including 
organised school group visits and drop-in craft activity sessions.  Whilst the main responsibility for 
a child’s safety and welfare rests with the adult accompanying them, whether this is a parent, 
guardian or teacher, museums do have a duty of care under the ‘Protection of Children Act’ 1999 
and must abide by the ‘Safeguarding Vulnerable Groups Act’ 2006. Whilst the PRCLT will not take 
the place of the adult responsible for the child, we will seek to ensure that our activities and 
policies afford as much protection to children and vulnerable adults as is reasonably practicable. 
 
It is also a requirement of the Museum Accreditation Standard that museums have appropriate 
policies in place, as stated in Requirement 1.7 that  “The museum will be able to demonstrate that 
all members of the workforce have been suitably inducted and trained and made aware of key 
museum policy, for example, safeguarding, health and safety etc.”  
 
For more information on the legal context to ‘safeguarding’ see Appendix 1. 
 
 
 

2. PRCLT POLICY STATEMENT 
 

The PRCLT considers that: 
• The welfare of children is paramount. 
• All children have the right to protection from harm irrespective of their age, 

culture, disability, gender, language, racial origin, religious beliefs and / or sexual 
identity. 

• The physical and virtual spaces operated by the PRCLT (e.g. the West Shed Museum 
and the Trust’s website) should be safe and secure to ensure enjoyable and positive 
experiences. 

• All suspicions and allegations of harm will be taken seriously and responded to speedily 
and appropriately. 

• All staff (whether permanent, temporary, freelancers, volunteers or contractors) working 
for or representing the Trust will be made aware of their responsibility to ensure the 
safeguarding of children. 

• The Trust, as an employer and voluntary organisation, will operate safe recruitment 
processes to ensure that members of staff and volunteers do not pose a risk of harm to 
children. 

 
This policy statement will be reviewed every three years or earlier if there are major changes 
in legislation or in the organisation. 
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3. SAFE RECRUITMENT PROCEDURES 
 
Recruiting people who are suitable to work with children, whether paid or voluntary, is a crucial 
aspect of safeguarding. Over the last few years there have been various changes to Government 
Legislation regarding the requirement for a Criminal Record check. The following information is 
correct at the time of writing and PRCLT policies have been updated to reflect current legal 
requirements. The following guidance is taken from the ‘Volunteering England’ Disclosure and 
Barring Service (DBS) checks information sheet and ‘Safeguarding for Museums: A Series of Short 
Guides: 1. DBS Checks – Who Needs One?’ by Kathy Moore (Project Officer – Children & Young 
People, SHARE Museums East) and Tom Bright (Community Action Suffolk) – for the full guidance sheets 
see Appendix 2. 
 
On 1st December 2012 the Criminal Records Bureau (CRB) and the Independent Safeguarding 
Authority (ISA) merged to become the Disclosure and Barring Service (DBS) as set out under the 
timetable of the Protection of Freedoms Act 2012.  
 
CRB checks are now called DBS checks. A DBS check may be needed for certain jobs or 
voluntary work, e.g. working with children or in healthcare. A Disclosure and Barring Service (DBS) 
check provides information about a person’s criminal history. It helps organisations to determine 
whether a person is a suitable candidate for the role for which they are applying. It forms one part 
of the wider safeguarding process. Careful consideration should be given to whether it is necessary 
to conduct a check or whether other safeguarding measures provide adequate protection. Only 
certain posts and activities are eligible for checks, and DBS checks should not be used simply 
as a ‘just in case’ box ticking exercise.  
 
Who should have a DBS check?  
The key factor is the activities the member of staff or a volunteer is carrying out rather than just 
the presence of children and young people. Staff are eligible for a DBS check if they are involved in 
‘Regulated Activity’, i.e. they have regular and frequent contact with children and young people in an 
education, caring or supervisory role. ‘Regular’ is defined as at least 4 times in a month or 4 times in 
a week (for example, a 1 week holiday club where staff work unsupervised with children and 
young people on 4 or more days, or a once-a-week museum club). Staff are also eligible if they are 
supervising an overnight activity, eg. a sleepover. Overnight is defined as 02:00-06:00 and would 
involve the intention to be sleeping. ‘Regulated Activity’ is work a person who appears on the 
Disclosure and Barring Service (DBS) barred lists is prohibited from doing.  
See Appendix 3 – ‘Regulated Activity relating to children and young people’. 
 
 
It is a criminal offence for organisations to recruit a volunteer who appears on either of the DBS 
barred lists in Regulated Activity with the group from which they are barred from working. 
Likewise, it is a criminal offence for a person to seek work, or work in, activities from which they 
are barred.  

 
 

PRCLT RECRUITMENT PROCEDURES 
 

By Law, anyone whose work involves frequent and/ or unsupervised contact with children which is specifically 
categorised as ‘Regulated Activity’, is required to undergo a Disclosure and Barring Service (DBS) check. The 
PRCLT will review the nature of activities involving children carried out at the West Shed to ensure that 
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correct procedures are followed. If activities are classed as ‘Regulated Activity’, the PRCLT will seek guidance 
as to whether volunteers are eligible and/ or required to undergo a DBS check. If so, they will be carried out 
following the current legal guidelines. 

 
 

Safe Recruitment procedures for Roles specifically working with children 
 
If someone wishes to volunteer specifically to work with children at the West Shed Museum, 
we will explore their suitability through various steps including: 

 
• Asking the volunteer to provide employment or volunteering history: any gaps in this history 

should be queried by the Trust and satisfactorily explained. 
• Identification – the identity of the individual should be verified. 
• Interview – this provides an opportunity to explore the person’s attitude to working with 

children. 
• References – ask for two written references, including current/ most recent employer/ 

voluntary organisation. Ask the references specific questions relating to the individual’s 
suitability for working with children. 

. 
 

Rehabilitation of ex-Offenders 
 
If a person’s voluntary role makes them eligible to undergo a DBS check and this reveals previous 
convictions or reprimands, the Trust will need to decide whether this history prevents the 
individual from taking the role. In some instances the information revealed in a Disclosure may 
provide a question mark over someone’s suitability, but the applicant should be reviewed in the light 
of the tasks to be undertaken and the associated risks. Just because someone has a conviction it 
does not mean that they are automatically unsuitable. For detailed guidance, see Appendix 2. 
 
 

4. CODE OF CONDUCT FOR STAFF & VOLUNTEERS 
i.e. GOOD PRACTICE GUIDELINES 

 
PRCLT staff and volunteers are expected to adhere to the following codes of conduct. This is 
designed to protect children and vulnerable adults visiting the West Shed Museum and also to 
protect staff/ volunteers against any potential misunderstandings. 
 
• Ensure that your behaviour is appropriate at all times  
• Always keep other members of staff/volunteers aware of where you are and what you are 

doing.  
• Do not spend undue time alone with children. 
• Do not meet with children outside of the work context. 
• Do not use offensive language or make suggestive comments, even in jest, to any visitor 

- especially not to or within earshot of a child. 
• Do not accompany children to the toilet unless another adult is present or gives 

permission (this may include a parent, teacher, group leader). During school visits the 
teacher in charge is responsible for toilet arrangements for pupils. 
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• Do not physically restrain a child except in exceptional circumstances, e.g. to prevent 
injury or danger to them or others, damage to property, or to prevent a criminal offence 
or serious anti-social behaviour. Even then staff must be careful to use only the minimum 
restraint necessary. 

• Do not do things of a personal nature for children that they can do for themselves or that 
a parent/group leader can do for them. 

• Ensure that whenever possible there is more than one adult present during activities with 
children or at least that you are within sight or hearing of others. Take simple precautions 
such as keeping a door open if alone with a child. 

• Treat children respectfully and respect a young person’s right to personal privacy. 
• Avoid physical contact other than in emergencies - be aware that physical contact with a 

child may be misinterpreted. This includes not lifting children off/ onto locomotive 
footplates, unless a parent/ school teacher is present and requests assistance or if the 
perceived risk to the child is greater by allowing them to disembark from the vehicle 
unaided. 

• Approach any child apparently in distress and ask if you can help. Keep any lost children in 
a public area where they can be clearly seen. 

• Seek assistance from colleagues or supervisors where appropriate. 
• Be aware of the possibility of danger from others and question situations that you find 

suspicious. 
• Report any allegation (even if this is just a suspicion) of abuse or inappropriate conduct 

immediately to the Designated Person. 
• Ensure that any first aid treatment is, wherever possible, carried out with more than one 

adult present except in the very rare situation of serious injury where any delay in 
providing urgent first aid pending the arrival of medical aid would be harmful to the child. 

 
Breach of the code of conduct will be taken seriously by the Trust and the consequences may 
include disciplinary action or, in extreme cases, referral to the relevant authorities. 

 
There will also be a code of conduct for children to stipulate the behaviour expected of them 
when using the museum, similar to that used in schools. 
• Children are expected to treat each other respectfully. 
• Bullying of any sort will not be tolerated. 
• Racist or homophobic language will not be tolerated. 

 
 

5. CREATING A SAFE ENVIRONMENT 
 
The PRCLT has a responsibility to ensure that staff and volunteers working with children, young 
people or vulnerable adults are not placed in situations where abuse might be alleged. This 
includes ensuring that they are not working with unsafe equipment or materials, inadequate staff 
support, or being asked to carry out activities for which they do not have enough training or 
experience. 
 
Ratio of adults to children 
When school groups visit, the Trust requires the school to provide enough staff so that a 
minimum ratio of 1 adult to every 10 children is present. 
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RISK ASSESSMENTS FOR ACTIVITIES INVOLVING CHILDREN 

 
Risk assessments have been produced for school visits and craft activity sessions at the West 
Shed, which highlight potential hazards and actions to minimise risk (see Appendix 4). Basic 
considerations to increase safety during activities involving children include: 

• VISIBILITY: Running activities in public areas that are clearly visible. 
• SUPERVISION: Where possible, we will aim to have sufficient school staff and Trust 

volunteers present so that no volunteers will be working alone with individuals or small 
groups. For craft activity sessions, parents/ guardians are required to stay with children. 

 
 

6. PROCEDURES FOR STAFF/ VOLUNTEERS TO FOLLOW IN THE CASE OF 
SUSPECTED OR ALLEGED ABUSE OF A CHILD OR VULNERABLE ADULT 

 
These procedures should be followed by staff/ volunteers if they are concerned about the 
welfare of a child or vulnerable adult. Keeping concerns to yourself may put children and 
vulnerable adults at further risk of harm. It is not the PRCLT’s responsibility to investigate a child 
or adult safeguarding complaint but to refer concerns on to the relevant social care departments 
or the Police. It is not your responsibility to decide if a child is being abused. Your role is to act 
on any concerns you may have.  

 
Concerns about adults and children may arise in different situations: 
- You may witness or observe something. 
- Hear it from others, in person or on the phone, by email or letter. 
- Be told directly. 
 
Who abuses? 
Children may be abused 
• In a family, institutional or community setting. 
• By those known to them. 
• More rarely, by a stranger. 
• They may be abused by an adult or another child. 

 
What to do if a child discloses abuse to you 
If any staff have concerns about a child this must be reported to the Trust’s designated 
‘safeguarding officer’ at the earliest opportunity, certainly within the same working 
day. The designated person will then decide how to proceed. This role is currently 
undertaken by the Museum Curator. 
 
Staff should not feel that they must await ‘proof’ before sharing concerns – it is the role of the 
children’s social services and / or the police to look at the evidence and form judgements. If a 
child discloses, ie. tells a member of staff about abuse or harm s/he is suffering or has suffered, 
the following advice should be heeded: 
• Listen carefully and let the child tell you what happened at their own pace, only 

asking questions for clarification. 
• Remain calm and caring and avoid interpreting information. 
• Do not conduct an inquiry into what has happened. 
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• Avoid cross-questioning or leading questions. 
• Do not promise to keep it a ‘secret’. Tell the child you need to share this information 

with others but make it clear that you will only tell people who need to know and who 
can help. 

• Reassure the child that they did the right thing in telling you. 
• Speak immediately to the Trust’s ‘designated person’ – the Museum Curator. 
• Make a note of what was said, using the child’s own words, as soon as possible after 

the conversation – use the ‘Safeguarding Incident Report Form’ in Appendix 5.  
 
The Designated Person 
It is the role of the ‘designated person’ to receive and deal with concerns raised by staff/ 
volunteers. It is their responsibility to: 
• Receive such concerns and discuss them with whoever has raised the concern. 
• Take advice; this could include complex matters such as consent and whether parents / 

carers should be notified. 
• Make a decision as to how to proceed. 
• Ensure the procedure is followed on such matters as making a referral, confidentiality 

and recording. 
 
The designated person may also do such ‘strategic’ things as: 
• Keep up-to-date on ‘best practice’ in safeguarding. 
• Establish relationships with external organisations. 
• Review the PRCLT’s safeguarding policy and procedures. 
• The named person is not expected to become an ‘expert’ in safeguarding but should have 

the following skills: ability to listen intently to the person raising the concern; ability to 
keep a cool head; knowledge of where to go for advice; knowledge of the procedures and 
their responsibilities. 

Advice is available from various sources and should always be accessed if in doubt: 
• The NSPCC 24-hour child protection helpline 0808 800 5000. 
• The duty officer in the local children’s social services: Derbyshire Children's & Family 

Services - telephone ‘Call Derbyshire’ on 01629 533190 and choose the option for urgent 
child protection calls or the out of Hours Emergency Rapid Response Team 01629 532600. 
Websites: 
www.derbyshire.gov.uk/social_health/children_and_families/child_protection/default.asp  
and the Derbyshire Safeguarding Children Board: http://www.derbyshirescb.org.uk 
 

It is now stipulated in statutory guidance that such advice can be sought confidentially, ie. without 
naming the child. The key decision is whether to make a formal referral to the authorities. 
 
 
Making a formal referral 
 
A referral can be made to / via one of three agencies: 
• Children’s social services – this is the agency you should refer to if your concern is about a 

child. Contact the duty officer in the local children’s social services - Derbyshire Children's 
& Family Services - telephone ‘Call Derbyshire’ on 01629 533190 or the out of Hours 
Emergency Rapid Response Team 01629 532600. 
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• The police – this is the agency you should refer to if either your concern is about a 
member of staff or it’s an emergency. Contact the Derbyshire police on their non-
emergency number 101 (24 hours) or 999 if it is an emergency. 

 
• The NSPCC child protection helpline – if you rang for advice and the advice was that a 

referral should be made, the helpline could do this on your behalf. 
 

• Make the referral by telephone in the first instance at the earliest opportunity and then 
confirm in writing. 

 
 
 
Confirmation in writing 

 
Government guidance stipulates the following: 
A referral to children’s social services should be confirmed in writing at the earliest 
opportunity, certainly within 48 hours. Children’s social services should confirm receipt within 
another 24 hours of receipt. If no such confirmation is received from the authorities the 
designated person should contact children’s social services within three working days to check 
the information has been received. 

 
A pro forma for confirming referrals can be found in Appendix 6. Although Trust staff may not 
know the child well, basic information about the child (name / date of birth / address / etc.) is 
helpful. The most important thing is an accurate record of the concern, eg. who said what, what 
was observed. 

 
 
 

FURTHER INFORMATION FOR THE DESIGNATED 
PERSON 

 
Confidentiality / consent 
These are complex areas on which the designated person should seek advice on a case-by-case 
basis. In summary: 

 
Confidentiality 
There are two main points to bear in mind: 

 
1. The right of a child to protection takes precedence over his / her (or parents’) right to 
confidentiality. If you believe a child has been abused you should report it. 

 
2. It is important to observe confidentiality within the Trust. This includes: 
• Ensuring the names of children or staff members about whom there are concerns or who 

have breached the code of conduct are not shared around the Trust. 
• Retaining any records in a central, lockable, non-portable cabinet. Government advice is 

that records should be kept for 6 years after the last contact with the child. 
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Consent 
• Explain to children what and how information will be shared unless this could put the 

child at an increased risk or undermine the detection of a serious crime. 
• The child’s welfare is the overriding consideration. 
• Wherever possible, respect the wishes of children who do not give consent but still 

share information where there is sufficient need to override the consent. 
• Seek advice when in doubt, this is particularly important on matters such as whether 

parental consent should be sought for a referral or whether you should tell parents that 
you have made a referral. 

• Ensure information you share is accurate and only shared with people who need to see it. 
Information should be stored securely. 

• Always record the reasons for your decision. 
 
 
 
If the allegation concerns a visitor or member of the public, the Designated Officer 
should consider whether there are reasonable grounds for excluding them from the site until an 
appropriate investigation can be carried out. In some cases the immediate involvement of the Police 
may be appropriate. For example, if anyone was causing harm to a child or adult in a public place 
then the involvement of the Police must be sought immediately. In all major incidents, the Midland 
Railway Trust must also be informed via the Day Manager at Butterley Station. 
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FLOW CHART TO SUMMARISE PROCEDURES TO BE FOLLOWED IF A 
CHILD DISCLOSES ABUSE TO A MEMBER OF PRCLT STAFF 

 
 
 

Staff member/ volunteer has 
a concern about a child 

 
 
 
 
  
 
 

Staff member reports concern to the 
Designated Person (Museum Curator) and 

completes a ‘Safeguarding Incident Report Form’ 
 
 
 
 
 
 

Designated Person takes advice 
from local Children’s Social Services 

or NSPCC Helpline 
 
 
 
 

Designated Person formally refers 
to local Children’s Social Services, 

confirming in writing within 48 
hours 

No referral 

 
 

 
Children’s Social Services 

confirms receipt in 24 hours and 
decides on course 

of action 
 
 
 
 
 

Initial assessment  Referral on for 
services 

Immediate 
action to 
protect 

No further action 



7. WHISTLE-BLOWING PROCEDURES 
i.e. ‘speak-out’ policy 

 
PRCLT Policy 

 
Staff and volunteers are expected to report to management (in the first instance, the ‘designated 
person’) any concerns that they might have about other staff members’ behaviour. This includes 
behaviour that might place children at risk and/ or breach of the code of conduct, but also 
includes broader matters such as financial irregularities or harassment of colleagues. 

 
The whistle-blower’s confidentiality will be protected and they will not suffer adverse consequences 
if they are acting in good faith. If the concern involves the ‘designated person’ the report should be 
made to a Trustee instead. 

 
The Trust’s response will be to conduct an inquiry, which might lead to a number of 
outcomes, including: 
• No further action. 
• Increased supervision. 
• Training. 
• Disciplinary action. 
• Referral to the relevant authorities. 

 
 
 

PROCEDURES FOR THE MANAGEMENT OF ALLEGATIONS AGAINST STAFF/ 
VOLUNTEERS 

 
Extract from Working together to safeguard children (2010) 

 
Para 6.32: “Children can be subjected to abuse by those who work with them in any setting. All 
allegations of abuse or maltreatment of children by a professional, staff member, foster carer, or 
volunteer must therefore be taken seriously and treated in accordance with consistent 
procedures. 
6.24: “All organisations which provide services for children, or provide staff or volunteers to 
work with or care for children, should operate a procedure for handling such allegations”. 

 
The following procedures should be followed in the event that an allegation is made that a 
member of staff has: 
• Behaved in a way that has, or may have, harmed a child. 
• Possibly committed a criminal offence against or related to a child. 
• Behaved towards a child or children in a way that indicates s/he is unsuitable to work 

with children. 
All of the above in connection with the person’s employment or voluntary activity. 

 
There may be up to three strands in the consideration of an allegation: 
• A police investigation of a possible criminal offence; 
• Enquiries and assessment by children’s social care about whether a child is in need 

of protection or in need of services; 
• Consideration by an employer* of disciplinary action in respect of the individual. 

 
* The term employer is used to refer to organisations that have a working relationship with the 
individual against whom the allegation is made. That includes organisations that use the services 
of volunteers. 
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Please see Appendix 7 for further details regarding the process of managing allegations against staff/ 
volunteers. 

 
 
Summary of Process 

 
If an allegation is made to an employer: 
The allegation should be reported to the Designated Person identified in the Safeguarding Policy 
immediately, unless that person is the subject of the allegation in which case it should be reported 
to the designated alternative (any Trustee). If the allegation meets the criteria, the employer should 
report it to the local authority designated office within 1 working day. 

 
 
 

8. STAFF & VOLUNTEER TRAINING 
 
The issues surrounding safeguarding children and the Trust’s policies and procedures will be 
included in the induction training given to staff and volunteers. Training material for this purpose has 
also been sourced from the Derbyshire Safeguarding Children Board. This training will be reinforced 
through refresher sessions and the level of training and knowledge required will be determined by 
the role of staff and the level to which they are directly involved in working with children. 

 
Safeguarding training and information sharing will be kept as simple as possible. The Trust does not 
want staff/ volunteers to become anxious about these issues or to feel that they are expected to 
become ‘experts’. Following training, staff will be given information on who to talk to if they have 
any questions. A record will be kept of safeguarding training received by all staff so that there is a 
clear ‘audit trail’ of who has received what. 

 
 

9. DEALING WITH UNACCOMPANIED/ LOST CHILDREN 
 

The Midland Railway Trust’s Child Protection Policy states that no child under the age of 16 years 
old may visit the site unaccompanied. This is partly due to the nature of the site as a working 
museum and the particular hazards therein. As the West Shed Museum is accessed via the Midland 
Railway’s site, the PRCLT has to stipulate the same minimum age at which a child might visit the 
West Shed Museum unaccompanied, i.e. 16 years old. Whilst not wishing to discourage children 
from visiting the museum, staff should take reasonable steps to inform parents / carers of their 
responsibilities. 

 
If a member of staff discovers an unaccompanied young child, the following procedures should 
be followed: 
• Approach the child with a colleague. 
• Try to find out if their parents know they are in the museum unaccompanied and if they 

know how to get home. 
• Use your judgement in deciding if it is reasonable to expect the child to find his / her own 

way home. 
Ask yourself: 
• Does the child seem capable of finding its own way home? 
• Does the child appear to know clearly where he or she lives? 
• Are there any busy roads on route? 
• What is the child’s age and understanding. 
• If you are not sure, encourage the child to remain in the museum until the parent / carer 
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can be contacted. 
• Contact the designated person for advice. In their absence, contact the Day Manager at 

Butterley Station – 01773 747674. 
• If attempts to contact a parent / carer fail, you should contact the local Children’s Social 

Services Duty Team or police station. 
 
What to do at closing time of the museum 
• Inform the Designated Person. In their absence, contact the Day Manager at Butterley Station 

– 01773 747674. 
• Two members of staff should approach the child to find out if they are waiting for a parent / 

carer to collect them. 
• Ring the child’s home to clarify the situation. 
• Two members of staff should wait for the parent / carer to arrive. 
• If you cannot contact the parent / carer ring the local children’s social services duty team 

or the local police and both members of staff should wait with the child until they arrive. 
 
Lost children 
If a child is reported lost or missing, inform the designated person immediately with the 
following information, giving as full details as possible: 
Name of child; Age of child; Address / name of school; Physical description of child (height, colour of 
hair, clothing etc); Where child was last seen; The time the child was last seen. 

 
Once a sufficient check is made, if the child is not found, the named member of staff will inform the 
police. The member of staff who took the initial report should reassure the parent that action is 
being taken to locate the child and explain that contact will be maintained with them until the child 
is found. 

 
If a member of staff is approached by a child who is lost they should: 
• Reassure the child. 
• Seek to establish identifying details – name, age, school etc. 
• Contact the named person with identifying details and other information that might 

help reunite the child with its carer (physical description, where child was found). 
• In the unlikely event that the child is not claimed the named member of staff should 

contact the police. 
• Check the identity of the person to whom the child is handed over to. 

 
 

 
10. PHOTOGRAPHY & FILMING 

 
It is not illegal to take photographs of children participating in activities at museums, libraries or 
archives. However, photographs and video/digital images are classed as personal data under the 
terms of the Data Protection Act 1998. Therefore, using such images for publicity purposes 
requires the consent of the individual concerned or in the case of children, their legal guardian.  
This means that museums should not display images in publicity material, on websites, in 
publications or elsewhere without first gaining consent. 

 
• The Trust will seek consent for the use of any images taken of children in the museum. This 

applies to both photography and film. Permission will be sought from parents/ carers as well as 
directly from older children. For school visits, a ‘Photographic Consent Form’ will be issued for 
completion prior to the visit, which asks for consent or otherwise for images to be used for 
specific purposes (see appendix 8 for a sample form). 
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• Children will not be identified by name on any images used for publicity, posters or the 
PRCLT’s website. 

 
• Images will not be stored internally on file for longer than 4 years. 

 
• Staff should be vigilant when supervising children to ensure that no photographs or filming 

takes place unless consent has been given. 
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http://www.derbyshirescb.org.uk/prof_disclosure.html 
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APPENDIX 1 
 

LEGAL BACKGROUND AND REQUIREMENTS REGARDING SAFEGUARDING 
 
‘Safeguarding’ is a fundamental element in the ten year Children’s Plan published by the 
Department for Children, Schools and Families in December 2007. It signals the Government’s 
recognition that children cannot enjoy their childhoods or achieve their full potential unless they 
are safe. It has two aspects – prevention (creating a safe environment and keeping children safe) 
and reaction (quick appropriate response if harm is suspected). 

 
Working Together to Safeguard Children (2010) defines safeguarding as: 
“The process of protecting children from abuse or neglect, preventing impairment of their health 
and development, and ensuring they are growing up in circumstances consistent with the provision 
of safe and effective care that enables children to have optimum life chances and enter adulthood 
successfully.” 

 
The Staying Safe Action Plan, published by the Government in January 2008 makes it clear that 
safeguarding children is everybody’s responsibility. Every organisation and every person within 
that organisation has a role to play. 

 
Private sector run museums, libraries and archives (e.g. independent Trusts) are not subject to 
section 11 of the Children’s Act, 2004 (which sets out the statutory responsibilities of local-authority 
run services). However, Working Together to Safeguard Children (2010) identifies that the voluntary 
and private sector should have the same arrangements in place as organisations in the public sector. 
Therefore all museums, libraries and archives should have the following in place (Taken from Working 
Together to Safeguard Children: paragraph 2.11): 

 
To fulfil their commitment to safeguard and promote the welfare of children and young people all 
organisations that provide services for children, parents or families, or work with children, 
should have in place: 
• clear priorities for safeguarding and promoting the welfare of children explicitly stated in 

key policy documents and commissioning strategies; 
• a clear commitment by senior management to the importance of safeguarding and 

promoting children’s welfare through both the commissioning and the provision of services; 
• A culture of listening to and engaging in dialogue with children – seeking their views in 

ways appropriate to their age and understanding, and taking account of those both in 
individual decisions and the establishment or development and improvement of services; 

• a clear line of accountability and governance within and across organisations for the 
commissioning and provision of services designed to safeguard and promote the welfare of 
children and young people; 

• recruitment and human resources management procedures and commissioning processes, 
including contractual arrangements, that take account of the need to safeguard and promote 
the welfare of children and young people, including arrangements for appropriate checks on 
new staff and volunteers and adoption of best practice in the recruitment of new staff and 
volunteers; 

• a clear understanding of how to work together to help keep children and young people 
safe online by being adequately equipped to understand, identify and mitigate the risks of 
new technology; 

• procedures for dealing with allegations of abuse against members of staff and volunteers 
or, for commissioners, contractual arrangements with providers that ensure these 
procedures are in place; 

• arrangements to ensure that all staff undertake appropriate training to equip them to carry 
out their responsibilities effectively, and keep this up to date by refresher training at regular 
intervals; and that all staff, including temporary staff and volunteers who work with children, 
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are made aware of both the establishment’s arrangements and their responsibilities for 
safeguarding and promoting the welfare of children; 

• policies for safeguarding and promoting the welfare of children (for example, pupils/students), 
including a child protection policy, effective complaints procedures and procedures that are in 
accordance with guidance from the local authority and locally agreed inter-agency procedures; 

• arrangements to work effectively with other organisations to safeguard and promote 
the welfare of children, including arrangements for sharing information 

• appropriate whistle blowing procedures and a culture that enables issues about 
safeguarding and promoting the welfare of children to be addressed. 

 
 
Legal definitions of terms used 

 
All staff need an understanding of common safeguarding terms in order to carry out their 
responsibilities effectively. 

 
Definition of ‘staff’ 

 
‘Staff’ is used in this document to denote all those working for the Trust, carrying out tasks for the 
Trust or working at Trust premises (i.e. the West Shed). This includes: 
• Permanent staff (full / part time) 
• Temporary staff 
• Unpaid Volunteers 
• Contractors or consultants. 

 
Definition of a ‘child’ 

 
The term ‘child’ is used in this document to denote anyone under the age of 18, thus including those 
commonly referred to as ‘young person’. This use of the term ‘child’ is based on the legal definition. 

 
Definition of a ‘vulnerable adult’ 

 
Vulnerable adults are defined as persons of 18 years of age or greater who are in receipt of, or may 
be in need of, community care services by reason of mental or other disability, age or illness and who 
are or may be unable to take care of themselves, or unable to protect themselves against significant 
harm or exploitation. Within this policy document, all guidance should be read as equally applicable 
to children and vulnerable adults. 

 
 
Definition of ‘abuse’ 
There are four categories of abuse / neglect: 
• Physical abuse – hitting, shaking, throwing, poisoning, burning etc. 
• Emotional abuse – conveying to children they are worthless, imposing inappropriate 

expectations etc. 
• Sexual abuse – forcing a child to take part in sexual activities. 
• Neglect – the persistent failure to meet basic physical and / or psychological needs. 

 
Abuse of disabled children 

 
The available UK evidence on the extent of abuse among disabled children suggests that 
disabled children are at increased risk of abuse, and that the presence of multiple disabilities 
appears to increase the risk of both abuse and neglect. 
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Disabled children may be especially vulnerable to abuse for a number of reasons: 
• many disabled children are at an increased likelihood of being socially isolated with 

fewer outside contacts than non-disabled children; 
• their dependency on parents and carers for practical assistance in daily living, 

including intimate personal care, increases their risk of exposure to abusive behaviour; 
they have an impaired capacity to resist or avoid abuse; 

• they may have speech, language and communication needs which may make it difficult to 
tell others what is happening; 

• they often do not have access to someone they can trust to disclose that they have 
been abused; 

• they are especially vulnerable to bullying and intimidation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

20

APPENDIX 2 
 

SAFE RECRUITMENT PROCEDURES 
 
 

DBS CHECKS 
 

Reproduced from ‘Safeguarding for Museums: A Series of Short Guides: 1. DBS Checks – Who 
Needs One?’ by Kathy Moore (Project Officer – Children & Young People, SHARE Museums East) and 
Tom Bright (Community Action Suffolk) 
 

On 1st December 2012 the Criminal Records Bureau (CRB) and the Independent Safeguarding 
Authority (ISA) merged to become the Disclosure and Barring Service (DBS) as set out under the 
timetable of the Protection of Freedoms Act 2012.  
 
CRB checks are now called DBS checks. A DBS check may be needed for certain jobs or 
voluntary work, e.g. working with children or in healthcare.  
 
Who should have a DBS check? A better question is: who can have one? It is definitely not for 
everyone who ever sees a child or young person in a museum. It is really for the staff or volunteers 
who are running and are in charge of activities for children and young people. 
 
The key factor is the activities the member of staff or a volunteer is carrying out rather than just the 
presence of children and young people. By this we mean that if a museum is open to the public and 
some of those who visit are children or young people it doesn’t make the staff or volunteers eligible 
unless they are working directly in an education, caring or supervisory role with those people. The key 
word here is eligibility. The nature and frequency of your work/contact with children, young people 
and adults at risk of abuse will define your eligibility to have a check. 
 
If you don’t meet the criteria (explained below) you are not eligible, can’t have a check and 
therefore don’t need to consider it. Obviously, that doesn’t mean that your museum doesn’t need a 
Safeguarding Policy - just that you don’t need to worry about a DBS check. 
 
You are eligible for a DBS check if: 
• You have regular and frequent contact with children and young people in an in an education, caring 
or supervisory role. This is defined as at least 4 times in a month or 4 times in a week, for example: 
a 1 week holiday club where you work unsupervised with children and young people on 4 or more 
days, or a once-a-week museum club. 
• You are supervising an overnight activity, eg. a sleepover. Overnight is defined as 02:00-06:00 and 
would involve the intention to be sleeping. So for instance, a Dawn Chorus activity, whilst it might 
come into the time slot, would not count. A Museums at Night activity, even if it went on till midnight, 
if it didn’t involve sleep, would not count. 
 
So, to break it down: 
1. Do you run activities for children and young people where you are supervising them? 
No – you are not eligible for DBS check 
Yes - go to 2 
 
2. Do these activities happen at least either 4 times in a month or 4 times in a week, or a single 
overnight occasion? 
No – you are not eligible for DBS check. 
Yes – you should apply for a check 
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What if I am covering someone else’s shift or event? 
If you step in to cover a person who does have a DBS check when they are on holiday or sick, you are 
not eligible and therefore not required to have a check as long as it is less frequent than 4 times 
in a month or 4 times in a week. 

 
Further information  

- The Government guidance for DBS eligibility can be found here: 
https://www.gov.uk/government/publications/dbs-check-eligible-positions-guidance   

- A Government overview of the Disclosure and Barring service can be found here: 
https://www.gov.uk/disclosure-barring-service-check/overview    

- The Government definition of regulated activity for children and adults can be found here:  
- https://www.gov.uk/government/publications/dbs-regulated-activity   
- The Government definition of Regulated activity for adults and children can be found here:  
- https://www.gov.uk/government/publications/dbs-check-eligible-positions-guidance   
- and here for adults: https://www.gov.uk/government/publications/new-disclosure-and-barring-

services   and here for children: 
http://www.education.gov.uk/childrenandyoungpeople/safeguardingchildren/a00209802/disclosure-
barring  

 
 

THE RECRUITMENT OF EX-OFFENDERS 
 
Guidance on the ‘Rehabilitation of Offenders Act 1974’ 
The ROA was introduced in 1974 to ensure that ex-offenders who have not re-offended for a 
period of time since the date of their conviction are not discriminated against when applying for 
jobs. The ROA enables ex-offenders to ‘wipe the slate clean’ of their criminal records in the sense 
that they are no longer legally required to disclose to organisations convictions that are ‘spent’, 
unless the job they are applying for is exempted from the Act. A range of different types of work, 
occupations, employment and professions are exempted and are contained in the Exemptions 
Order of the ROA. This includes work that involves access to children, young people, the elderly, 
disabled people, alcohol or drug misusers and the chronically sick. In such cases, organisations are 
legally entitled to ask applicants for details of convictions, irrespective of whether they are ‘spent’ or 
‘unspent’ under the Act. The length of time required for an ex-offender to become ‘rehabilitated’ 
depends on the sentence received and the age when convicted. Custodial sentences of more than 
two-and-a-half years can never become ‘spent’. Application forms for roles that are exempt from 
the ROA should always make this clear. 
 

The Protection of Children Act 1999 & Court Services Act 2000 states it is an offence to knowingly 
employ anyone with a conviction for specified crimes against children including murder, manslaughter, 
rape, grievous bodily harm and a number of sexual offences, to work with people under 18. Apart from 
these there are no other set guidelines on which offences make an individual unsuitable to work with 
vulnerable people. 
 
Factors to consider: 
• Whether the conviction is relevant to the role. 
• The seriousness of the offence. 
• The length of time since the offence occurred. 
• Whether the applicant has a pattern of offending behaviour. 
• Whether the applicant’s circumstances have changed. 
• The circumstances surrounding the offence and explanation offered by the applicant. 
 
Confidentiality 
The Trust will ensure that Disclosure information is not passed onto persons who are not 
authorised to receive it, and we will keep such information in locked cabinets for as long as it is 
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needed – generally for no more than six months. 
 
 

PRCLT Policy statement on the recruitment of ex-offenders  
(template supplied by DBS) 

 
As an organisation assessing applicants’ suitability for positions which are included in the Rehabilitation 
of Offenders Act 1974 (Exceptions) Order using criminal record checks processed through the 
Disclosure and Barring Service (DBS), The Princess Royal Class Locomotive Trust (PRCLT) complies 
fully with the Code of Practice and undertakes to treat all applicants for positions fairly. The PRCLT 
undertakes not to discriminate unfairly against any subject of a criminal record check on the basis of a 
conviction or other information revealed.  
 
The PRCLT can only ask an individual to provide details of convictions and cautions that the PRCLT 
are legally entitled to know about. Where a DBS certificate at either standard or enhanced level can 
legally be requested (where the position is one that is included in the Rehabilitation of Offenders Act 
1974 (Exceptions) Order 1975 as amended, and where appropriate Police Act Regulations as 
amended), the PRCLT can only ask an individual about convictions and cautions that are not protected.  
 
The PRCLT is committed to the fair treatment of its staff, potential staff or users of its services, 
regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, 
physical/mental disability or offending background.  
 
The PRCLT has a written policy on the recruitment of ex-offenders, which is made available to all DBS 
applicants at the outset of the recruitment process.  
 
The PRCLT actively promotes equality of opportunity for all with the right mix of talent, skills and 
potential and welcome applications from a wide range of candidates, including those with criminal 
records. The PRCLT select all candidates for interview based on their skills, qualifications and 
experience.  
 
An application for a criminal record check is only submitted to DBS after a thorough risk assessment 
has indicated that one is both proportionate and relevant to the position concerned. For those 
positions where a criminal record check is identified as necessary, all application forms, job adverts and 
recruitment briefs will contain a statement that an application for a DBS certificate will be submitted in 
the event of the individual being offered the position.  
 
The PRCLT ensures that all those in The PRCLT who are involved in the recruitment process have 
been suitably trained to identify and assess the relevance and circumstances of offences. The PRCLT 
also ensures that they have received appropriate guidance and training in the relevant legislation 
relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.  
 
At interview, or in a separate discussion, The PRCLT ensures that an open and measured discussion 
takes place on the subject of any offences or other matter that might be relevant to the position. 
Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of 
an offer of employment.  
 
The PRCLT makes every subject of a criminal record check submitted to DBS aware of the existence 
of the Code of Practice and makes a copy available on request.  
  
The PRCLT undertakes to discuss any matter revealed on a DBS certificate with the individual seeking 
the position before withdrawing a conditional offer of employment.  
 
For more detailed guidance see http://www.crb.homeoffice.gov.uk/PDF/CIPD_Employing_ex-
offenders%20guide.pdf   
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APPENDIX 3 
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APPENDIX 4 
 

RISK ASSESSMENT FOR SCHOOL VISITS 
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RISK ASSESSMENT FOR CHILDREN’S CRAFT ACTIVITIES AT THE 
WEST SHED MUSEUM 

 

Activity Hazards Actions required 

Using scissors to 
cut out materials 

Cutting fingers 

 

Poking in eyes 

 

Parents/ guardians to accompany children 
during activities and supervise them 

 

Provision of ‘safety scissors’ for younger 
children 

Use of glue to stick 
materials 

Getting in mouth 
or eyes 

Parents/ guardians to accompany children 
during activities and supervise them 

 

Toilet with hand basin/ washing facilities 
nearby 

 

Use of small 
decorative objects 

Choking hazards  Parents/ guardians to accompany children 
during activities and supervise them 
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APPENDIX 5 
 
 

SAFEGUARDING INCIDENT REPORT FORM 
 

To be filled out by the person reporting the concern. Please fill out all the information that is known. 
 
DETAILS ABOUT THE CHILD 

 
Name: 

 
Address:    

 
 
 
 
Date of birth:    

 
 
 
DETAILS OF THE CONCERN: 

 
e.g. who said what, what was observed, etc. 

 
 
 
 
 
 
 
For incidents on-site: location this incident took place in 
 
 
 
Have you or anyone else spoken with the child / vulnerable adult and if so what was 
discussed? 
 
 
Have you or anyone else spoken with the parents / carers / or other adult and if so what 
was said? 
 
 
 
 
 
 
ACTION TAKEN: 
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Your name and position: ________________________________________________________  
 
Signature       _______________________________________________________ 
 
Date:        _______________________________________________________ 

 

 

 



APPENDIX 6 
 
PRO FORMA FOR A REFERRAL OF CONCERN REGARDING A CHILD’S 

WELFARE 
 
To be completed by the ‘Designated Officer’ 
 
 
DETAILS ABOUT THE CHILD 

 
Name: 

 
Address:    

 
 
 
 
Date of birth:    

 
 
 
 
DETAILS OF THE CONCERN: 

 
e.g. who said what, what was observed, etc. 

 
 
 
 
 
 
 
 
For incidents on-site: location this incident took place in 
 
 
 
Have you or anyone else spoken with the child / vulnerable adult and if so what was 
discussed? 
 
 
 
 
Have you or anyone else spoken with the parents / carers / or other adult and if so what 
was said? 
 
 
 
ACTION TAKEN: 
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Your name and position: ________________________________________________________  
 
Signature       _______________________________________________________ 
 
Date:        _______________________________________________________ 

 

 

Copy of form sent to:-   _____________________________________________________ 
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APPENDIX 7 
 
 

PROCEDURES FOR MANAGING ALLEGATIONS AGAINST STAFF/ 
VOLUNTEERS 

 
 
The child or children concerned should receive appropriate support. They, and their parents or 
carers, should be helped to understand the process, told the result of any enquiry or 
disciplinary process and where necessary helped to understand the outcomes reached. The 
provision of information and advice must take place in a manner that does not impede the 
proper exercise of enquiry, disciplinary and investigative processes. 

 
Staff, foster carers, volunteers and other individuals about whom there are concerns should be 
treated fairly and honestly, and should also be provided with support throughout the investigation 
process as should others who are also involved. They should be helped to understand the 
concerns expressed and the processes being operated, and be clearly informed of the outcome of 
any investigation and the implications for disciplinary or related processes. However, the police, 
and other relevant agencies, should always be consulted before informing a person who is the 
subject of allegations which may possibly require a criminal investigation. 

 
 
Confidentiality 
Every effort should be made to maintain confidentiality and guard against publicity while an 
allegation is being investigated/considered. In accordance with ACPO guidance, the police will not 
normally provide any information to the Press or media that might identify an individual who is 
under investigation, unless and until the person is charged with a criminal offence (In exceptional 
cases where the police might depart from that rule, for example, an appeal to trace a suspect, the 
reasons should be documented and partner agencies consulted beforehand). The system of self-
regulation, overseen by the Press Complaints Commission, also provides safeguards against the 
publication of inaccurate or misleading information. 

 
Resignations and ‘compromise agreements’ 
The fact that a person tenders his or her resignation, or ceases to provide their services, must not 
prevent an allegation being followed up in accordance with these procedures. It is important that 
every effort is made to reach a conclusion in all cases of allegations bearing on the safety or 
welfare of children including any in which the person concerned refuses to co-operate with the 
process. Wherever possible the person should be given a full opportunity to answer the allegation 
and make representations about it, but the process of recording the allegation and any supporting 
evidence, and reaching a judgement about whether it can be regarded as substantiated on the basis 
of all the information available should continue even if that cannot be done or the person does not 
co-operate. It may be difficult to reach a conclusion in those circumstances, and it may not be 
possible to apply any disciplinary sanctions if a person’s period of notice expires before the 
process is complete, but it is important to reach and record a conclusion wherever possible. By 
the same token so called 
‘compromise agreements’ by which a person agrees to resign, the employer agrees not to pursue 
disciplinary action, and both parties agree a form of words to be used in any future reference, 
must not be used in these cases. In any event, such an agreement will not prevent a thorough 
police investigation where appropriate. Nor can it override an employer’s statutory duty to make 
a referral to the Independent Safeguarding Authority where circumstances require that. 

 
Record keeping 
It is important that employers keep a clear and comprehensive summary of any allegations made, 
details of how the allegation was followed up and resolved, and details of any action taken and 
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decisions reached, on a person’s confidential personnel file and give a copy to the individual. Such 
information should be retained on file, including for people who leave the organisation, at least 
until the person reaches normal retirement age or for 10 years if that will be longer. The purpose 
of the record is to enable accurate information to be given in response to any future request for a 
reference. It will provide clarification in cases where a future Check reveals information from the 
police that an allegation was made but did not result in a prosecution or a conviction. And it will 
prevent unnecessary re-investigation if, as sometimes happens, allegations re-surface after a period 
of time. 

 
Timescales 
It is in everyone’s interest to resolve cases as quickly as possible consistent with a fair and thorough 
investigation. Every effort should be made to manage cases to avoid any unnecessary delay. 
Indicative target timescales are shown for different actions in the summary description of the 
process. Those are not performance indicators: the time taken to investigate and resolve individual 
cases depends on a variety of factors including the nature, seriousness, and complexity of the 
allegation, but they provide useful targets to aim for that are achievable in many cases. 

 
Initial considerations 
Procedures need to be applied with common sense and judgement. Some allegations will be so 
serious as to require immediate referral to children’s social care and the police for investigation. 
Others may be much less serious and at first sight might not seem to warrant consideration of a 
police investigation, or enquiries by children’s social care. However, it is important to ensure that 
even apparently less serious allegations are seen to be followed up, and that they are examined 
objectively by someone independent of the organisation concerned. Consequently, the Local 
Authority Designated Officer should be informed of all allegations that come to the 
employer’s attention so that s/he can consult police and social care colleagues as appropriate. 
The local authority designated officer should also be informed of any allegations that are made 
directly to the police (which should be communicated via the police force designated officer) or to 
children’s social care. 

 
The local authority designated officer should first establish, in discussion with the employer, that 
the allegation is within the scope of these procedures and may have some foundation. If the 
parents/carers of the child concerned are not already aware of the allegation, the designated officer 
will also discuss how and by whom they should be informed. In circumstances in which the police 
or children’s social care may need to be involved, the local authority officer should consult those 
colleagues about how best to inform parents. However, in some circumstances an employer may 
need to advise parents of an incident involving their child straight away, for example if the child has 
been injured while in the organisation’s care and requires medical treatment. The employer should 
inform the accused person about the allegation as soon as possible after consulting the local 
authority designated officer. However, where a strategy discussion is needed, or it is clear that 
police or children’s social care may need to be involved, that should not be done until those 
agencies have been consulted and have agreed what information can be disclosed to the person. If 
the person is a member of a union or professional association s/he should be advised to seek 
support from that organisation. 

 
If there is cause to suspect a child is suffering or is likely to suffer significant harm, a strategy 
discussion should be convened. In these cases the strategy discussion should include a 
representative of the employer (unless there are good reasons not to do that), and take account of 
any information the employer can provide about the circumstances or context of the allegation. In 
cases where a formal strategy discussion is not considered appropriate because the threshold of 
‘significant harm’ is not reached, but a police investigation might be needed, the local authority 
designated officer should nevertheless conduct a similar discussion with the police, the employer, 
and any other agencies involved with the child to evaluate the allegation and decide how it should be 
dealt with (NB. The police must be consulted about any case in which a criminal offence may have 
been committed). Like a strategy discussion, that initial evaluation may not need to be a face to face 
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meeting. It should share available information about the allegation, the child, and the person against 
whom the allegation has been made, consider whether a police investigation is needed and, if so, 
agree the timing and conduct of that. In cases where a police investigation is necessary the joint 
evaluation should also consider whether there are matters which can be taken forward in a 
disciplinary process in parallel with the criminal process, or whether any disciplinary action will need 
to wait completion of the police enquiries and/or prosecution. 

 
If the complaint or allegation is such that it is clear that investigations by police and/ or enquiries by 
children’s social care are not necessary, or the strategy discussion or initial evaluation decides that 
is the case, the local authority designated officer should discuss next steps with the employer. In 
those circumstances options open to the employer will range from taking no further action to 
summary dismissal or a decision not to use the person’s services in future. The nature and 
circumstances of the allegation and the evidence and information available will determine which of 
the range of possible options is most appropriate. 

 
In some cases, further investigation will be needed to enable a decision about how to proceed. If 
so, the local authority designated officer should discuss with the person’s employer how and by 
whom the investigation will be undertaken. That should normally be undertaken by the employer. 
However in some circumstances appropriate resources may not be available in the employer’s 
organisation or the nature and complexity of the allegation might point to the employer 
commissioning an independent investigation. 

 
Suspension 
The possible risk of harm to children posed by an accused person needs to be effectively evaluated 
and managed in respect of the child(ren) involved in the allegations, and any other children in the 
individual’s home, work or community life. In some cases that will require the employer to consider 
suspending the person. Suspension should be considered in any case where there is cause to 
suspect a child is at risk of significant harm, or the allegation warrants investigation by the police, or 
is so serious that it might be grounds for dismissal. People must not be suspended automatically, or 
without careful thought. Employers must consider carefully whether the circumstances of a case 
warrant a person being suspended from contact with children until the allegation is resolved. NB. 
Neither the local authority, the police, nor children’s social care can require an employer to 
suspend a member of staff or a volunteer. The power to suspend is vested in the employer alone. 
However, where a strategy discussion or initial evaluation discussion concludes that there should be 
enquiries by children’s social care and/or an investigation by the police, the local authority 
designated officer should also canvass police/children’s social care views about whether the accused 
member of staff needs to be suspended from contact with children, to inform the employer’s 
consideration of suspension. 

 
Monitoring progress 
The local authority designated officer should regularly monitor the progress of cases either via 
review strategy discussions or by liaising with the police and/or children’s social care colleagues, 
or the employer as appropriate. Reviews should be conducted at fortnightly or monthly intervals 
depending on the complexity of the case. 

 
Information sharing 
In the initial consideration at a strategy discussion or joint evaluation the agencies concerned, 
including the employer, should share all relevant information they have about the person who is the 
subject of the allegation, and about the alleged victim. Wherever possible the police should obtain 
consent from the individuals concerned to share the statements and evidence they obtain with the 
employer, and/or regulatory body, for disciplinary purposes. That should be done as the 
investigation proceeds rather than after it is concluded. That will enable the police and CPS to share 
relevant information without delay at the conclusion of their investigation or any court case. 
Children’s social care should adopt a similar procedure when making enquiries to determine 
whether the child or children named in the allegation is in need of protection or services so that 
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any information obtained in the course of those enquiries which is relevant to a disciplinary case can 
be passed to the employer or regulatory body without delay. 

 
Action following a criminal investigation or a prosecution 
The police or the CPS should inform the employer and local authority designated officer 
straightaway when a criminal investigation and any subsequent trial is complete, or if it is decided to 
close an investigation without charge, or not to prosecute after the person has been charged. In 
those circumstances the local authority designated officer should discuss with the employer whether 
any further action is appropriate and, if so, how to proceed. The information provided by the police 
and/or children’s social care should inform that decision. Action by the employer, including dismissal, 
is not ruled out in any of those circumstances. The range of options open will depend on the 
circumstances of the case and the consideration will need to take account the result of the police 
investigation or trial, as well as the different standard of proof required in disciplinary and criminal 
proceedings. 

 
Action on conclusion of a case 
If the allegation is substantiated and the person is dismissed or the employer ceases to use the 
person’s services, or the person resigns or otherwise ceases to provide his/her services, the local 
authority designated officer should discuss with the employer whether a referral to the Independent 
Safeguarding Authority is required, or advisable, and the form and content of a referral. A referral 
must always be made to the ISA if the employer thinks that the individual has harmed a child or 
poses a risk of harm to children. Also, if the person is subject to registration or regulation by a 
professional body or regulator, for example by the General Social Care Council, General Medical 
Council, Ofsted etc. the designated officer should advise on whether a referral to that body is 
appropriate. If it is decided on the conclusion of the case that a person who has been suspended can 
return to work the employer should consider how best to facilitate that. Most people will benefit 
from some help and support to return to work after a very stressful experience. Depending on the 
individual’s circumstances, a phased return and/or the provision of a mentor to provide assistance 
and support in the short term may be appropriate. The employer should also consider how the 
person’s contact with the child or children who made the allegation can best be managed if they are 
still in the workplace. 

 
Learning lessons 
At the conclusion of a case in which an allegation is substantiated the employer should review the 
circumstances of the case to determine whether there are any improvements to be made to the 
organisation’s procedures or practice to help prevent similar events in the future. This should 
include issues arising from any decision to suspend a member of staff, the duration of the suspension 
and whether or not suspension was justified. 

 
Action in respect of unfounded or malicious allegations 
If an allegation is determined to be unfounded or malicious, the employer should refer the matter 
to children’s social care to determine whether the child concerned is in need of services, or may 
have been abused by someone else. In the rare event that an allegation is shown to have been 
deliberately invented or malicious, the police should be asked to consider whether any action might 
be appropriate against the person responsible.  
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APPENDIX 8 

 
PHOTOGRAPHY CONSENT FORM FOR SCHOOLS 

 
 
The PRCLT may wish to take photographs of your pupils during their visit, which may 
be used for promotional material for the museum. 

 
To help us comply with the Data Protection Act 1998, we’d like your permission before we take 
any photographs. 

 
For your information: 

 
• No names or other personal information will be included in any captions. 

 
• We will only use the images for the purposes permitted by you, as indicated below. 

 
 
 
 
Please complete the following section: 

 
The school agrees to images of pupils being used in the following ways (please circle as appropriate 
for each use): 

 
• On education flyers/ newsletters sent to schools         YES        NO 

 
• Public displays within the museum                              YES        NO 

 
• On the museum’s website                                         YES        NO 

 
• For internal museum records                              YES        NO 

 
 
 
Name of School:    
Date of visit: 

 
I have read and understand the information above and give permission for 
photographs to be taken of our pupils on their visit to the West Shed museum. 

 
 
Signed: 

 
Print name:    

 
Please turn the page over to print the names of any pupils who we do not have permission to 
use images of. 


