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SAFEGUARDING CHILDREN AND VULNERABLE ADULTS POLICY

1
Policy
1.1

The University recognises that it has a duty of care towards children and vulnerable adults on University premises to ensure they are safeguarded against abuse. The University also recognises that it has a responsibility to protect staff from unfounded allegations of abuse. The University recognises its duty to ensure that relevant checks are carried out on individuals who work with children and/or vulnerable adults. The University also recognises its duty to refer any relevant information to the ISA if they have moved or dismissed an individual because of harm or risk of harm to a child or vulnerable adult. Appendix 1 of this policy provides information and procedures for reporting any suspicions of abuse of children or vulnerable adults to the relevant agencies. 
1.2
Cardiff University is committed to increasing awareness of issues relating to children and vulnerable adults, promoting good practice and assisting members of staff in making informed and confident responses in relation to safeguarding issues for children and vulnerable adults. The policy is designed to safeguard children and vulnerable adults who come into contact with the University community, and the staff working with children and vulnerable adults, to ensure that there are clear guidelines and procedures for identifying risk and reporting concerns. 

1.3
The University is committed to a practice that ensures children and vulnerable adults are safeguarded whilst enjoying opportunities to develop their full academic, social and emotional potential.  This applies whatever their age, culture, disability, ethnic origin, gender, religious belief and/or sexual identity.    The arrangements for safeguarding are premised on the basis that the University will:

· take all reasonable measures to ensure that the risks of harm to children or vulnerable adults through the University’s actions or inactions are minimised;
· take all appropriate actions to address concerns raised about the welfare of children and vulnerable adults in connection with University business 
2
Scope
2.1
This policy extends to all members of the University and particularly to staff and students working with children and vulnerable adults (excluding staff working in the University Day Care Centre which is covered separately by a comprehensive Child Protection Policy and relevant regulatory requirements).  It also extends to volunteers, students and contract workers engaged on behalf of the University. 
2.2
This document sets out the arrangements in place within the University to safeguard children and vulnerable adults in line with best practice, statutory requirements (where applicable) and the common law
. 
2.3
The Students Union may have specific issues relating to their activities that relate to safeguarding children and vulnerable adults. Where issues arise that are relevant to the Students Union and the University, the organisations will work together to address these issues. The Designated Officer and contact person for the Students Union will be the Students Union General Manager.
2.4
The University has a separate policy for circumstances where children accompany their parent(s)/guardian(s) onto any part of the University campus. Further information can be found on: http://www.cardiff.ac.uk/osheu/resources/cu%20safe%20guarding%20children%20and%20young%20persons%20on%20university%20premises.doc
3
Responsibilities 
3.1
Why is Safeguarding Necessary in Higher Education?  

Primary and secondary schools and Further Education colleges have a statutory duty to safeguard and protect young people in their care. Higher education institutions are not specifically named in the Childrens Act as having a duty to safeguard and protect children and young people since their core client group is over eighteen years old. They do, however, have a common law duty to take such steps that, in the circumstances of a higher educational institution, are reasonable to ensure that children, young people and vulnerable adults are safe and that reasonably foreseeable harm does not occur as a result of careless acts or omissions of the institution. 
3.2
The overall responsibility for implementing this scheme lies with the University’s Governing Body. 

3.3

Designated Authority 
The University has a “Designated Officer” to lead and co-ordinate safeguarding practice for children and vulnerable adults. There are two Assistant Designated Officers to work with the Designated Officer and to ensure that there is continuity of availability.  The names of the officers are shown at section 13 below.
Any concerns regarding the welfare of children or vulnerable adults should be reported to the Designated Officer/Assistants.
A Safeguarding Group exists and is responsible for reviewing operational practice and for recommending any amendment to the Policy.
3.4

Institutional Responsibilities
The University has a responsibility to carry out criminal record checks through the Criminal Record Bureau (CRB) for staff , students and volunteers working with children and vulnerable adults in appropriate roles Posts for which a CRB check is required will be identified during the recruitment process. 
The University has a responsibility to refer information to the ISA if they have moved or dismissed an individual because of harm or risk of harm to a child or vulnerable adult. 
3.5
Individual responsibilities 

All staff who interact with children and vulnerable adults are in a position of trust and should act accordingly.

There is also a responsibility on individuals to advise the University’s Human Resources division if their role changes in a way that would mean they are now working with children and/or vulnerable adults and may require a CRB check. Students on placement should advise the University’s Registry division. 

4
Key definitions 

4.1
Who is a child?
The relevant context arises from:

· the Children Act 1989 which states the legal definition of a child as “a person under the age of 18”; and
· the Health and Safety at Work Regulations 1999 (Reg 19) which defines the term “children/child” to apply to persons between birth and 16 years.  Individuals of 16 and 17 years are ‘young persons’, anyone over 18 adult.

4.2
The terms ‘child’, ’under18-year old’ and ‘young person’ are used interchangeably in this document.  “young person/people” is not a legal term, but for the purposes of this document, a young person is someone who might not perceive themselves as a child, but who is still in the age range of the legal definition.

4.3
Once people reach the age of 18 the law assumes them to have full legal capacity
.  Before that point, assumptions about their ability to take decisions on their own behalves will depend on the circumstances, though generally speaking, the older they are, the stronger the assumption that they have the capacity to make decisions for themselves.

4.4
Who is a vulnerable adult?

Section 115(4) of the Police Act 1997 states that a person can be considered to be “vulnerable” if they are “substantially dependent upon others in performing basic physical functions, or his ability to communicate with those providing services, or to communicate with others, is severely impaired, and, as a result, he would be incapable of protecting himself from assault or other physical abuse, or there is a potential danger that his will or moral well-being may be subverted or overpowered”. 
5
What may constitute relevant activities in the University context 



5.1
It is recognised that there are a wide range of planned and organised activities taking place across the University which involve the known participation of children and vulnerable adults.  Such activities have increased over the last few years as the University has responded positively to the central governmental priority to widen participation in higher education.  
5.2
These broad headings provide areas of activity that may involve children and/or vulnerable adults: 

· recruitment and widening access events;

· mentoring

· academic study on undergraduate or continuing education programmes;

· short-term work experience placements;

· participation in research studies;

· sports activities;

· planned externally organised events involving residence in University accommodation;

· family occupancy in University accommodation.
(This list is not exhaustive and it would be advisable for each School/Directorate to review their own range of activities to ensure they carry out a risk assessment as required) 

5.3
The University’s responsibilities may also extend to the uninvited visitor, trespassing on university property under Occupiers’ Liability legislation. 

5.4
Given this background the University recognises the need for a safeguarding culture in relation to children and vulnerable adults and the particular importance of ensuring that: 

· the relevant health and safety requirements are understood and are being met;

· the extent of the commitment to safeguarding is clearly established and  communicated internally and externally as appropriate;

· both collective and individual responsibilities are clearly defined and acted upon;

· there is a protection for University staff by ensuring that appropriate systems are in place;

· staff with particular responsibilities are trained appropriately.
5.5
Effective safeguarding practice starts with having in place effective procedures.  This document, and relevant appendices, sets out the arrangements in place within the University to safeguard children and vulnerable adults in line with best practice, statutory requirements (where applicable) and the common law.

5.6
The intention is that this becomes a working document and provides advice and support for those engaged in activities with children and vulnerable adults.  
5.7
Research Involving Children and Vulnerable Adults 
5.7.1
Some members of staff will be carrying out research involving children and / or vulnerable adults. Where children/vulnerable adults are involved in research, extreme care should be taken over ethical procedures and explicit authorisation for participation of children/vulnerable adults should always be obtained from the School Research Ethics Committee and external ethics committees as required. Care should also be taken to ensure that the research procedures comply with the Mental Capacity Act 2005. Procedures have been developed to ensure that a researcher undertaking such work is subject to the relevant CRB checks and is aware of how to respond if he/she has concerns about a child or vulnerable adult in order that the child/vulnerable adult is safeguarded. The procedures are designed to be compatible with the All Wales Protection Procedures (2008) and are found in Appendix 4. 

5.7.2
The Head of School and the designated School Ethics Officer must ensure that there are appropriate mechanisms to bring to the attention of any staff or students for whom the School is responsible and whose work involves research with children/vulnerable adults, that they must check and comply with any legal requirements before proceeding with any work.  The responsibility for checking and complying with such legal requirements remains that of the researcher.
5.7.3
Further information is available in the Procedures for Cardiff University Schools in Respect of Non-Clinical Research Involving Human Participants, Human Material or Human Data and Cardiff University’s Research Governance Framework.

5.8
Widening Access and Recruitment

5.8.1
The University carries out a wide range of activities for young people in order to increase levels of participation in higher education.  Given the specific nature of this work, detailed guidelines, procedures and training have been produced based on “Aimhigher… Aimsafer: A Framework for Safeguarding Children and Young People in Higher Education Institutions”.   This includes:

· example Code of Conduct documents for participants/schools/guardians;
· risk assessment templates;
· maintaining a list of staff/student volunteers who are CRB checked (staff and student volunteers in Undergraduate Recruitment and the Widening Access Unit are CRB checked);
· providing staff participants in Schools with a copy of the Code of Conduct.   

Further information is available in appendix 8
6
Student Admissions 
6.1
Whilst the majority of applicants under 18 years of age will be seeking admission to the University’s undergraduate degree, preliminary year , international foundation programmes and pre-sessional English language courses the University recognises that it offers programmes and modules through its Welsh for Adults Centre and the Centre for Lifelong Learning which may also be attractive to younger applicants.

6.2
The University will provide guidance for applicants who will be aged under 18 years at the commencement of their programme of study about the nature of the University environment, which will include links to the University’s safeguarding policy and contacts.  This guidance will also be copied to the applicant’s guardian(s) / parent(s) for information, both at the point of offer and prior to enrolment. Further guidance on admissions and the admission of younger students and vulnerable adults is included in appendix 7. 

6.3
The University needs also to be aware that applications may be received from vulnerable adults for any of the University’s programmes, including those offered by the Welsh for Adults Centre and the Centre for Lifelong Learning. Information about safeguarding vulnerable adults as part of the admissions procedure is available in appendix 7.
6.4
Information for students who require a CRB disclosure as a requirement for a particular course is found in appendix 5. 
7
Regulatory Bodies
7.1

The Criminal Records Bureau (CRB)
The Criminal Records Bureau (CRB) exists to help protect children and vulnerable adults by providing wider access to criminal record information through its checking service to support organisations recruiting people into positions of trust
. 
7.2
This service enables organisations in the public, private and voluntary sectors to make safer recruitment decisions by identifying candidates who may be unsuitable for certain work, especially that which involves children or vulnerable adults. .

7.3
Organisations can ask successful job applicants to apply to the Criminal Records Bureau for one of two types of check – standard or enhanced.  The type of check required will depend upon the nature of the position. 
7.4

The Independent Safeguarding Authority (ISA)

The Safeguarding Vulnerable Groups Act 2006 created the new Independent Safeguarding Authority (ISA) with the aim of setting up a registration scheme for those who want to work or volunteer with children and vulnerable adults. This had currently been delayed
 for a government review of the provisions and this policy will be updated when the situation has been resolved. 

7.5 
There is currently a duty to refer any relevant information to the ISA if an organisation has moved or dismissed an individual because of harm or risk of harm to a child or vulnerable adult.
8 
Implications of unsuitability from CRB outcomes or allegation investigation outcomes
8.1

Students 

If a student training for work with children and/or vulnerable adults is found unsuitable due to the results of their CRB checks or an investigation into an allegation the University will remove that student from the course. Any decision that requires the student to withdraw will depend on whether the student’s behaviour has breached the University’s internal policies and/or whether the student could transfer to some other course.  
8.2 Staff

8.2.1
The University obtains enhanced CRB disclosures for staff working in relevant positions. The University will consider all information provided carefully and make fair and reasonable judgements regarding staff members.

8.2.2
All University members of staff are advised to minimise physical contact with students, except for reasons of health and safety, or where physical contact may be a necessary part of learning (health related study) or the provision of personal care.

8.2.3
The University has a responsibility for providing a safe working and learning environment and therefore reserves the right to deny employment to individuals where CRB checks suggest they may pose a danger. 

8.2.4
The University reserves the right in accordance with its employment procedures, to suspend and/or dismiss staff members from employment or undertaking a specific role with respect to that employment. This may be undertaken in circumstances where the individual acquires a relevant criminal record, or where they have withheld relevant information about their criminal record at the point of employment.  Action will be taken in line with the relevant policy or procedure and with due regard to the circumstances of each case.
8.2.5
The University recognises its responsibility for the well-being of staff. Any staff member who considers that they themselves may be a vulnerable adult, can seek support from the University’s Occupational Health service and Staff Counselling Service. Any staff member who considers that they may have been subject to inappropriate behaviour or abuse will also have access to the University’s Dignity at Work and Study Policy.
8.2.6
Guidance is provided by the University in order to raise awareness about good practice in relation to contact with under 18s and vulnerable adults and what to do if a person covered by this policy discloses abuse or any other safeguarding issue.  It is made available:

· via the web;
· via induction to the role;
· via individual communication undertaken with contributors to widening participation activities.
Further guidance is included in the code of practice in appendix 2. 
9
Training
The University will ensure relevant and appropriate training is available for staff whose work involves contact with children and vulnerable adults and that this training equips them with the relevant knowledge and skills to undertake their work in accordance with the duty set out in this policy. This training will be regularly updated. 
10
Health and Safety
10.1
The University has statutory duties in relation to negligence and health and safety, these being:

· to take reasonable care to avoid acts or omissions which the University could reasonably foresee would be likely to cause injury;
· to conduct the University’s undertaking in such a way as to ensure, so far as is reasonably practicable, that there is not an exposure to risks to health and safety. 
10.2
The Management of Health and Safety at Work Regulations: Regulation

19 sets out specific requirements for the protection of young persons including avoiding harmful exposure to radiation or agents which may in any way chronically affect health and avoiding risks to health posed by excessive heat, cold, noise or vibration.  Also to take into account their physical and psychological strength, concentration and reduced perception of danger.  As stated above the Health and Safety at Work Act 1999 (Reg 19) defines the term “children/child” to apply to persons between birth and 16 years.  Individuals of 16 and 17 years are ‘young persons’, anyone over 18 adult.

10.3
The Occupier’s Liability Act 1957 requires that an occupier must be prepared for children to be less careful than adults will be in a similar situation.  This will be even more so if the child is known to have learning difficulties or is known to have a medical condition which may make the child more vulnerable than the average to foreseeable risk of harm.

10.4
Risk Assessments – Overview
Heads of Schools or Directorates are responsible for ensuring that the appropriate mechanisms are in place to ensure that risk assessments are carried out and suitable and sufficient control measures are in place and operational.  This applies for activities that are taking place both on and off campus.

10.5
A risk assessment may be required at the application stage for an undergraduate programme of study or a part-time course in the Cardiff Centre for Lifelong Learning.  Further information on this is included in the section below on Admission to Study at the University

10.6
Guidance and information about carrying such risks assessment is available from the Occupational Safety, Health and Environment Unit.  Contact details are shown at section 13 below. Further guidelines are included in Appendix 6. 
11 Indecent Images and Child Pornography
11.1
The possession of indecent images of children in any format is a serious criminal offence.

11.2
The University’s IT Regulations and Acceptable Use Policy (IT Facilities) determine unacceptable use of IT equipment at the University that includes the creation, transmission or display of any offensive, obscene or indecent images, data or other material, or any data capable of being resolved into obscene or indecent images or material. Information is included in the regulation and policy documents: http://www.cardiff.ac.uk/govrn/cocom/uniitregs/index.html
12
Managing and Reporting Concerns about Children/Vulnerable Adults’ Welfare 
12.1 
Any allegations or concerns relating to staff, students or others in contact with the University should be reported to the Designated Officer or Assistant (see appendix 1) or to the Principal Investigator where identified in the course of research (see Appendix 4). This includes direct allegations from an individual, allegations from a third party (e.g. member of staff or student) or allegations from an external organisation e.g. police or social services. 
12.2
Guidelines in the appendices include examples of categories of abuse and advice and procedures for raising concerns. These guidelines aim to increase awareness, promote good practice and to help members of staff make informed and confident responses in relation to safeguarding issues for children and vulnerable adults.
13
Approval, Monitoring and Review 
13.1
Approval
The Safeguarding Children and Vulnerable Adults Policy has been approved by the Equality and Diversity and Governance Committee(s). 
13.2

University Council has the overall responsibility of overseeing the implementation of this policy. 

13.3

Monitoring 
The implementation of this policy will be monitored on an annual basis and a summary of any concerns reported provided to the Governance Committee.
13.4
Review 
The Designated Officer will ensure this Policy and the operation of associated protocols and guidance will be reviewed annually.  Furthermore the Policy may be subject to review in response to any legal or other developments in this area.
14
Contact Details 
Policy Information 

Information and advice on this policy and appendices is available from Catrin Morgan, Equality & Diversity Manager, Governance and Compliance ext 70230, MorganCA5@cardiff.ac.uk.
For the purpose of this policy, the Designated and Assistant Officers are:
Designated Officer

Dr Christopher Turner, Director of Registry, Governance and Students

Assistant Officers 

Jill Bedford, Director of Registry and Academic Services

Jayne Dowden, Director of Human Resources
Designated Officer for the Students Union 
The Designated Officer for the Students Union is Jason Dunlop, Students Union General Manager 

Information and advice on elements of this policy and the associated operational processes can be obtained from the following:

	Specified area
	Contact name
	Contact details

	Criminal Record Bureau checking and staff recruitment
	Human Resources - Robert Eales 
Registry – Jill Bedford/Lizanne Duckworth
	Ext 74897
Ext 74131/76864

BedfordJ@cardiff.ac.uk
DuckworthL@cardiff.ac.uk

	Health and Safety/Risk Assessments
	Mike Salmon, Occupational Safety, Health and Environment Unit
	Ext 76514
SalmonML@cardiff.ac.uk


	Research Projects
	Kathy Pittard Davies, Research and Commercial Division
	Ext 79274

DaviesKP2@cardiff.ac.uk

	Admissions
	Lizanne Duckworth, Registry and Academic Services
	Ext 76864

DuckworthL@cardiff.ac.uk

	Widening Access
	Annie Mitchell, SRWEB Division  Ext 70012 
	Ext 70012
MitchellA1@Cardiff.ac.uk

	Work Experience
	Michelle Jones 
	Ext 744897
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Background/Legal Context 
· The Education Act (2002) Section 175

· The Children Act (1989 and subsequent amendments)
· The Safeguarding Vulnerable Groups Act 2006 (currently subject to Review) 
· The Mental Capacity Act (2005)
· The Bichard Enquiry Report (2004)

· Protection of vulnerable adult schemes;

· Aimhigher… Aimsafer: A Framework for Safeguarding Children and Young People in Higher Education Institutions.  London Aim Higher, 2005;

· Safeguarding Vulnerable Groups Act 2006

· Safeguarding Children: DIUS 2007

· The role of the Children’s Commissioner for Wales and the specific statutory powers bringing HEIs within the umbrella of accountable organisations.
· Safeguarding Children: Working Together Under the Children Act 2004 (April2007) (note page 33 that indicates that HEI’s are not included in the duties to safeguard under the Children Act.)
16
Related Policies and guidance 
Managing the Health and Safety of Children and Young Persons on Cardiff University Premises

http://www.cardiff.ac.uk/osheu/resources/cu%20safe%20guarding%20children%20and%20young%20persons%20on%20university%20premises.doc
Health and Safety Policy (http://www.cardiff.ac.uk/osheu/resources/UNIVERSITY%20SHE%20POLICY.pf) 

Recruitment Policy (http://www.cardiff.ac.uk/humrs/recruit/recdocumentation/recruitment-documentation.html) 

Data Protection & Confidentiality Policies:

(http://www.cardiff.ac.uk/govrn/cocom/resources/Data%20Protection%20Policy%20-%20Final%2007.doc)

http://www.cardiff.ac.uk/govrn/cocom/accinf/index.html
Mental Health Policy (http://www.cardiff.ac.uk/studx/personaltutorshandbook/policy/studentmentalhealth/index.html)

Student and Staff Policies Relating to conduct:

http://www.cardiff.ac.uk/regis/sfs/index.html
http://www.cardiff.ac.uk/for/staff/hrinfo/index.htm
University IT Regulations including Acceptable Use Policy: 

http://www.cardiff.ac.uk/govrn/cocom/uniitregs/index.html
APPENDICES
Appendix 1 – Managing and Reporting Concerns 
1
Managing Concerns

1.1

Any allegations identified in the course of research, and where none of the alleged victims and or alleged perpetrators are members of the University community should be reported to the Principal Investigator in line with the procedures outlined in appendix 4 of the University’s Safeguarding Children and Vulnerable Adults Policy. 
1.2   
All other allegations or concerns relating to staff, students or others in contact with the University should be reported to the University’s Designated Officer or Assistant. This includes direct allegations from an individual, allegations from a member of staff or student or allegations from an external organisation e.g. police or social services. Allegations can be in relation to an identified individual, a group or an activity (e.g. downloading indecent images of children).  If the allegation is received directly from the individual alleging abuse, the person reporting the allegation should explain that they are obliged to report allegations to the Designated Officer (or Assistant) and cannot keep the matter confidential.                                                                                                                                                                                                                                                      
1.3
Where a complaint of abuse is reported, the Designated Officer (or Assistant) will carefully consider the information available and decide on the appropriate course of action.  Such situations may require contact with the relevant external agencies (including Social Services and the police) for them to investigate the matter and determine any necessary action.  In cases that involve students it is likely that the Director in Registry will be the Assistant Designated Officer responsible for considering appropriate actions and in cases involving staff it is likely that the Director of Human Resources will be the Assistant Designated Officer responsible for considering appropriate actions. 
1.4
The Designated Officer (or Assistant) will consider the implications of any issue raised and whether it is necessary to take further action through the relevant internal procedures.  This may include invoking the University Disciplinary Procedures (which also include procedures for suspension and dismissal). The Designated Officer (or Assistant) may invoke the Student Discipline Procedure where a relevant allegation about a student is received: http://www.cardiff.ac.uk/regis/sfs/regs/0910academicregsdocs/3.01%20Student%20Discipline%20Procedure%202009-10.doc
Human Resources will be contacted via the Designated Officer (or Assistant) when an allegation is made against a member of staff and an investigation may invoke staff Disciplinary Procedures. 
1.5
The procedures for managing such concerns aim to strike a balance between the need to protect children and vulnerable adults from abuse and the need to protect staff, students and volunteers from false or unfounded accusations.  Support mechanisms operating within the University for staff and students include the Dignity at Work and Study Advisers and Staff/Student Counselling:

http://www.cardiff.ac.uk/govrn/cocom/equalityanddiversity/dignityatwork/index.html
http://www.cardiff.ac.uk/cllng/index.html
1.6
Records will be kept of all such complaints or allegations and their outcomes and held securely by the Designated Officer in accordance with the Data Protection Act and in line with the University’s Records Retention Schedule: http://www.cardiff.ac.uk/govrn/cocom/recordsmanagement/recordsretention/recordreten.html
2
Disclosures/allegations by External Agencies and Requests for Information 

2.1
The Designated Officer (or Assistant) should be advised of any external allegations/police investigations relating to safeguarding issues in order to invoke relevant disciplinary/fitness to practice procedures as appropriate. When an appropriate external organisation e.g. the police or social services contacts the University to ask for information about a member of staff or student in relation to a safeguarding allegation or asks for the University to attend a case conference (or similar) to share information, the Designated Officer (or Assistant) should be contacted to advise on the University’s response. Any disclosures made to a multi-agency case conference must be accurate, relevant and not excessive.  Advice on Confidentiality and Data Protection is available from Ruth Robertson, Deputy Director for Governance and Compliance ext 75767, robertsonr@cardiff.ac.uk. An investigation into an allegation via the police or social services may invoke the University’s internal disciplinary procedures as appropriate. 
3
Concerns about welfare 
3.1
Categories of Concern 
The categories and indicators of abuse below are produced from external guidelines
. A person may abuse or neglect a child/vulnerable adult by inflicting harm, or by failing to act to prevent harm.  Children and young people may be abused in a family or in an institutional or community setting; by those known to them or by a stranger.  Some young people may be more vulnerable than others, and this can influence how the University should respond to concerns about their welfare.  For example, young people of 16 and 17 may legally consent to sexual activity, although they may still be relatively immature emotionally (they cannot, however, legally have sex with anyone who has any position of trust regarding them: Sexual Offences Act 2003).  On the other hand, even people who are adults may be more vulnerable because of mental or physical disabilities.  In addition, particularly vulnerable young people and vulnerable adults may find it more difficult to recognise and report abuse.
3.1.1
Abuse – is a violation of an individual’s human and civil rights and may be a single or repeated acts. Abuse may be physical, verbal, psychological, financial or sexual. Abuse can be an act of neglect or omission to act, or be the unintended result of a person’s actions. 
3.1.2
Physical Abuse: may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, or otherwise causing physical harm, including by fabricating the symptoms of, or deliberately causing, ill-health.

3.1.3
Emotional or Psychological Abuse: is the persistent emotional ill-treatment of a child//vulnerable adult such as to cause severe and persistent adverse effects on the child and/or vulnerable adult’s emotional development. This may include threats of harm or abandonment, humiliation, verbal or racial abuse, demeaning and denigrating remarks, isolation or withdrawal from services or supportive networks. 
3.1.4
Sexual Abuse: involves the actual or likely sexual exploitation of a child/vulnerable adult and to which a vulnerable adult has not or could not consent and/or was pressured into. The child/vulnerable adult may be dependent and/or developmentally immature.

3.1.5
Neglect: is the persistent failure to meet a child or vulnerable adult’s basic physical and/or psychological needs, likely to result in the serious impairment of health and development.

3.2
In many instances of abuse will constitute a criminal offence.
4
Identifying Concerns 
4.1
Concerns may arise because:

· a child/young person/vulnerable adult discloses abuse
· a member of staff, student or third party (e.g. police) raises an allegation of abuse (this can be in relation to an individual, a group or an activity e.g. downloading indecent images of children)
· there are suspicions or indicators that a child or vulnerable adult  is being abused – the indicators of abuse can obviously be very difficult to recognise and it is not your responsibility to decide whether a child has been abused, but only to raise concerns that you may have;
· there are observable changes in a child/young person/ vulnerable adult’s behaviour that may be related to abuse;
· a child/young person/vulnerable adult may abuse another child/young person/vulnerable adult;
· the behaviour of a member of staff or volunteer towards a child/young person/vulnerable adult causes concern or there is suspicion that a staff member or volunteer is harming a child/young person/vulnerable adult.
4.2
The following may indicate that abuse is taking place (this list is not exhaustive):

· Unexplained or suspicious injuries, particularly if such an injury is unlikely to have occurred accidentally
· An injury for which the child/young person/vulnerable adult’s explanation appears inconsistent

· The child/young person/vulnerable adult  describes an abusive act or situation

· Unexplained changes in behaviour

· Inappropriate sexual awareness or sexually explicit behaviour

· Apparent mistrust of others

· The child/young person/vulnerable adult becomes increasingly dirty or shabby
5
Reporting Concerns
5.1
The following table provides some useful dos and don’ts if a child/young person/vulnerable adult discloses abuse or if there are suspicions a child/young person/vulnerable adult is being abused:
	DO
	DO NOT

	Be supportive.
	Panic

	Take what the child/young person/ vulnverable adult says seriously
	Delay

	Remain calm.
	Promise to keep secrets.

	Reassure the child/young person that it was right to tell someone.
	Ask leading questions

	Use language the child/young person understands.

	Ask the child/young person/vulnerable adult to repeat the story unnecessarily.

	Explain what will happen next.
	Express any opinions about what you are told.

	Write down immediately afterwards what was said, including the time, place and any other observations: sign and date the record.
	Discuss the disclosure with anyone other than the Designated Officer and other relevant personnel.

	Pass the report to the Designated Officer.
	Start to investigate.

	Remember that you need support.  Seek advice and support for yourself.
	


(from Safeguarding Children: Guidance for English Higher Education Institutions (DIUS, December 2007)

6
Contacting Social Services  

Cardiff Social Services 

Intake and Assessment Team – during office hours

029 20536400
7
Emergency Duty Team Numbers Wales – If out of hours 
	Cardiff and the Vale of Glamorgan 
Telephone 029 2044 8360

Mobile (for text messages ONLY) 0781 223 0073

Fax 029 2044 8363

Email edt@cardiff.gov.uk

	Anglesey

01286 675502

	Blaenau Gwent, Carphilly, Monmouthshire Newport and Torfaen: 

0800 3284432  

	Carmarthenshire 

01558 824283
	Ceredigion 

0845 6015392

	Conwy 

01492 515777 
	Gwynedd 
01248 717227

	Merthyr Tydfil 

01443 849944
	Neath Port Talbot

01639 895455

	Pembrokeshire 

08708 509 508
	Rhondda Cynon Taff 

01443 849944

	Swansea

01792 775501
	Wrexham, Flintshire and Denbighshire.

0845 0533 116
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[image: image2]Relevant options that may be considered by the Designated Officer (or Deputy) may include: 

· Taking steps necessary to ensure safety of the child(ren)/vulnerable adult(s) in question  

· Invoking internal procedures for addressing the relevant issues under the Student Discipline and Fitness to Practice Procedures, and/or Staff Disciplinary Procedures
· Making a referral to the relevant external agency e.g. police/social services/ISA

· Providing advice on taking part in information sharing forums (e.g. with the police/social services
· Keeping a secure record of the allegation and actions taken in line with DPA requirements 
Appendix 2: General Guidance on Behaviour  

1. 
The points contained below are not intended to provide a complete checklist of what is, or is not, appropriate behaviour for staff, but are intended to provide some illustrations of behaviour that is inappropriate, inadvisable or illegal.  There may be occasions and circumstances in which staff have to make decisions or take action in the best interests of a child or vulnerable adult which could contravene such general guidance or where no guidance exists.  Individuals are expected to make judgements about their behaviour in order to secure the best interests and welfare of the child or vulnerable adult.  Where no specific guidance exists staff should:

i) always discuss the circumstances that informed their action, or their proposed action with a senior colleague.  This will help to ensure that the safest practices are employed and reduce the risk of actions being misinterpreted.

ii) always discuss any misunderstanding, accidents or threats with a senior colleague;

iii) always record discussions and actions taken with their justifications.
2. 
University Environment 
2.1
The nature of the University environment does inevitably mean that any under 18s or vulnerable adults will come into unsupervised contact with a wide variety of people who are over 18 years old during the course of their academic study, residence in University accommodation or any other organised activities.  This contact will include staff and fellow students.  However, such contact does not fall within the statutory requirements for a CRB check to be undertaken and accordingly there is no blanket obligation for CRB checks to be carried out for all University staff.   This includes members of staff in Schools who are allocated as personal tutors and members of staff/students working within University Residences.

2.2
A member of staff who has not been CRB checked may, by force of circumstance, be called upon to respond to an emergency situation which involves a child or vulnerable adult.  In some individual situations this may involve an unsupervised one-on-one contact being made.  

2.3
The essentially adult and unsupervised nature of the University environment will be communicated in writing to the parents/guardians of any undergraduate students who are under 18 years. This communication will take place prior to admission, so that a clear statement is being issued prior to first joining the University, as to the nature of the academic and residential environment and the fact that contact with staff and fellow students who are not CRB checked will be inevitable.
2.4   
As a general guide:  

i. All children, young people and vulnerable adults should be treated with dignity and respect 

ii. All staff should understand their responsibilities in relation to safeguarding children and vulnerable adults and should contact Human Resources for advice and training if they are concerned that they do not sufficiently understand their duty

iii. Situations where there is only one staff member present with a child should be avoided.  On those occasions where a confidential interview or a one-to-one meeting is necessary, these should be conducted in a room where the exit is clearly visible and, where possible, the door to the room is left open.
iv. Meetings with any student under the age of 18 outside the normal teaching environment should be avoided.  Where such meetings cannot be avoided, inform another staff member that they are taking place.
v. Intimate or sexual relationships between staff and students under the age of 18 and/or vulnerable adults are an abuse of trust which in the former instance may constitute a criminal offence.
vi. In situations where a young person may be providing information of a particularly sensitive nature, for example to staff with pastoral responsibility, staff should be careful not to probe for details which could be misconstrued as unjustified intrusion.
2.5
Unnecessary physical contact with young people and/or vulnerable adults should be avoided, for example, gestures such as putting a hand on the shoulder or arm. Whilst these gestures may be well intentioned, such acts could be misinterpreted.
i. In situations where it is necessary for staff to restrain a young person/child and/or vulnerable adult in order to prevent self-injury, injury to others or damage to property, only the minimum force necessary may be used and any action taken must be to restrain. 

ii. Staff required to administer first aid (normally a trained first aider) should ensure, wherever possible, that another member of staff is present if they are in any doubt as to whether necessary physical contact may be misconstrued.
iii. Staff should be careful in their use of language/terminology and not make unnecessary comments which could be interpreted as having a sexual connotation.
iv. The personal telephone number, personal email or home address of any staff member should not be given.
v. In the case of an individual making a disclosure or where there is cause for concern, explain that this information will have to be referred on and follow the guidance in appendix 1.  Do not attempt to resolve any complaints alone and report all allegations or suspicions of abuse to the relevant person (see appendix 1). 

vi. Any allegations or suspicions of abuse should be reported immediately to the Designated Officer, Safeguarding Officer or Deputy Designated Officer (see section 13 of the safeguarding policy). 

vii. If a member of staff feels that they or other members of the University may be at risk from being the subject of, or exposed to, an unwarranted accusations in connection with younger or vulnerable students, they should alert their Head of School/Directorate or line-manager.
2.6
Staff should be aware that breaches of the law and other professional guidelines could result in disciplinary or criminal action being taken against them. 

Appendix 3: Safeguarding Children and Vulnerable Adults and Employment
1
Scope
The information outlined below has been developed to ensure the University as an employer complies with its obligations in respect of CRB checks. 
2
Recruitment

The University pays due regard to its legal obligations in respect to the recruitment and selection of staff members and its primary aim is to recruit and retain staff of the highest professional standards in all sections of the workforce.

2.1
Within the recruitment process the University reviews all applicants, verifies identity and academic and vocational qualifications, obtains professional references, and ensures that candidates have the health and physical capacity for their employment. The recruitment process also includes interviews and where appropriate Criminal Records Bureau Checks. Further information on the University’s Recruitment procedures can be found at http://www.cardiff.ac.uk/humrs/recruit/appendix/Manual.doc.
2.2
A CRB check may be required for University employees who work in close contact with children and/or vulnerable adults as well as certain other professions such as Medicine, Dentistry and Nursing. All candidates are informed of the need for a CRB check through the Vacancy Information.  The CRB acts as a ‘one-stop-shop’ for checking police records and, in relevant cases, information held by the Department of Health and the Department for Children, Schools and Families.  
2.3
At the same time that an offer of employment is being made, the successful applicant will be invited to complete a CRB form and to visit the HR Directorate for verification of their documents.

2.4
Whilst the employee may commence employment for the University during this period, they may not undertake any duty which would require them to be in contact with children and/or vulnerable adults until a satisfactory Disclosure is available.
2.5
The level of CRB checks will be determined by the requirements of the role. Where staff hold an honorary contract the requirements of this aspect of the role will form part of this decision. 
2.6
The University has a responsibility for providing a safe working and learning environment and therefore reserves the right to deny employment to individuals where CRB checks suggest they may pose a danger. 

2.6
The University recognises its responsibility for the well-being of staff. Any staff member who considers that they themselves may be a vulnerable adult, can seek support from the University’s Occupational Health service and Staff Counselling Service. Any staff member who considers that they may have been subject to inappropriate behaviour or abuse will also have access to the University’s Dignity at Work and Study Policy.
2.7
Members of staff who hold an honorary contract with another organisation will be subject to that organisation’s safeguarding policy when undertaking the duties covered by their honorary contract. 

3.
During Employment
3.1
When a member of staff’s role or their duties change which will result in them undertaking work which will require a CRB check they or their line manager should contact the Human Resources Division to ensure a CRB check is undertake.
3.2
The University reserves the right in accordance with its employment procedures, to suspend and/or dismiss staff members from employment or from undertaking a specific role with respect to that employment. This may be undertaken in circumstances where the individual acquires a relevant criminal record, or where they have withheld information about their criminal record at the point of employment.  Action will be taken in line with the relevant policy or procedure and with due regard to the circumstances of each case. 
3.3
The University will comply with its obligations under the Vetting and Barring Scheme which requires all Higher Education Institutions
  to refer information to the Independent Safeguarding Authority (ISA) when an individual has been dismissed or resigns because they have harmed a child or vulnerable adult. Further information on the University’s Disciplinary procedures can be found at http://www.cardiff.ac.uk/humrs/staffinfo/policyprocedures/index.html
4
Secure Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosure Information

4.1 
Disclosure information will be kept securely, in lockable, non-portable, storage containers. Only individuals that are entitled to see the information as part of their duties will have access to the disclosure information. 
5.2
Once a recruitment (or other relevant) decision has been made, the University will not keep disclosure information for any longer than is necessary. This will be for a period of six months, to allow for the consideration and resolution of any disputes or complaints. Only in exceptional cases and after consultation with the CRB will the University keep disclosure information longer than six months. 
5.3 
Once the retention period has elapsed, the University will ensure that any disclosure information is immediately destroyed by secure means. While awaiting destruction, disclosure information will not be kept in any unsecure receptacle. The University will not keep any photocopy or other image of the disclosure or any copy or representation of the contents of a disclosure.  We will however keep a record of the date of issue of a disclosure, the name of the subject, the type of disclosure requested, the position for which the disclosure was requested, the unique reference number of the disclosure and the details of the recruitment decision taken.
4.
Close Personal Relationships
The University fosters and maintains the highest standards of professionalism, intellectual integrity and social responsibility, all members of the University community should adhere to a code of conduct which shuns the improper use of financial, personal or professional relationships to influence professional judgements, decisions or interactions between staff or between staff and students. Further information on the University’s Code of Practice on Close Personal relationships can be found at http://www.cardiff.ac.uk/humrs/staffinfo/policyprocedures/recources/Code%20of%20Practice%20on%20Close%20Personal%20Relationships.doc

Appendix 4 – Cardiff University's Safeguarding Procedures

Interim guidance for Researchers Working with Children, Young People and Vulnerable Adults
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1. PURPOSE OF THE PROCEDURES

Research with children and young people can uncover child protection concerns or concerns about vulnerable adults. Cardiff University's procedures are designed to ensure that a researcher undertaking such work is aware of how to respond if he/she has concerns about a child, young person or vulnerable adult in order that the individual may be safeguarded. The procedures apply to all children and vulnerable adults contacted through a setting (eg school, youth club) or independently through the home etc.  The procedures are designed to be compatible with the All Wales Child Protection Procedures (2008) available at www.awcpp.org.uk. 
These procedures should be read in conjunction with the 

·   ESRC Research Ethics Framework (see Appendix B); and

· Cardiff University's  Safeguarding Children And Vulnerable Adults Policy 
2. KEY PRINCIPLES

· The key principles that underpin work with children and young people are found in the Children Act 1989 and 2004, and the UN Convention on the Rights of the Child. 

· In the context of this policy, researcher includes undergraduate and postgraduate students, salaried research staff and project staff, including casual staff, who have direct contact with children and young people in the course of their research. 

3. DEFINITIONS OF ABUSE AND NEGLECT

A child or vulnerable adult is considered as abused or neglected when somebody inflicts harm, or fails to act to prevent harm. Children and vulnerable adults may be abused in a family or in an institutional or community setting, by those known to them or, more rarely, by a stranger. 
In this Procedure, references to child or children includes young persons up to the age of 18 and references to vulnerable adults will include those covered by Section 115(4) of the Police Act 1997 and section 59 of the Safeguarding of Vulnerable Groups Act 2006 (See Safeguarding Children and Vulnerable Adults Policy). 
a. Physical Abuse

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, or otherwise causing physical harm. Physical harm may also be caused when a parent or caregiver fabricates or induces illness in a child whom they are looking after.

b. Emotional Abuse

Emotional abuse is the persistent emotional ill treatment of a child or vulnerable adult such as to cause severe and persistent adverse effects on emotional development. It may involve conveying to an individual that they are worthless or unloved, inadequate or valued only in so far as they meet the needs of another person.  It may feature age or developmentally inappropriate expectations being imposed on children. It may involve causing children or vulnerable adults to frequently to feel frightened or in danger, for example by witnessing domestic abuse within the home or being bullied, or, the exploitation or corruption of children. Some level of emotional abuse is involved in all types of ill treatment of a child, though it may occur alone.

c. Sexual Abuse

Sexual abuse involves forcing a child, young person or vulnerable adult to take part in sexual activities, whether or not they are 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 or vulnerable adults in looking at, or in the production of, pornographic material or watching sexual activities, or encouraging them to behave in sexually inappropriate ways.

d. Neglect

Neglect is the persistent failure to meet a child or vulnerable adult’s basic physical and/or psychological needs, likely to result in the serious impairment of their health or development. It may involve a parent or caregiver failing to provide adequate food, shelter and clothing, failing to protect a child or vulnerable adult from physical harm or danger, or the failure to ensure access to appropriate medical care or treatment. It may also include neglect of, or unresponsiveness to basic emotional needs. Neglect may occur during pregnancy as a result of parental substance misuse.

4. SAFEGUARDING 

Some researchers may have direct contact with children or vulnerable adults or come into possession of information about them through their research which has the potential to give rise to concerns about health and welfare. 

The University, as an organisation, is not subject to any specific safeguarding duties under the Children Act 2004.  It does however have a general duty of care (and health and safety obligations) to the extent that where matters are under the University’s control, these children and vulnerable adults are not harmed by the actions or inactions of its staff.
There are several ways in which the researcher may become aware that a child or vulnerable adult has been abused or is being abused:

a) an allegation made by the child or vulnerable adult directly (a disclosure)
b) by reports or allegations made by another person
c) by observing signs or indications of abuse
d) by an admission from an abuser
The suspected abuse of a child or vulnerable adult should be reported to social services or to the police which are the agencies with statutory powers to investigate suspected abuse. Other agencies/organisations must not undertake their own internal child protection enquiries.

5. GENERAL RESPONSIBILITIES 

Each person in contact with or working with children, young people, vulnerable adults and their families should:

a) understand his/her  role and responsibilities to safeguard the welfare of children and vulnerable adults 
b) be alert to the indicators of abuse and neglect

c) be familiar with and follow his/her organisation’s safeguarding protocol

d) have received safeguarding training commensurate with  his/her role

e)  where required by the legislation , ensure that he/she has been subject to, and cleared by, an up-to-date Criminal Records Bureau (CRB) 

	6.     RESPONSIBILITIES OF RESEARCHERS IN CONTACT WITH 

        CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS


A. Researcher’s Responsibilities

a) The researcher who is in contact with children, young people and vulnerable adults is expected to be familiar with the safeguarding procedures of the University and/ or host organisation (school, youth club/group etc) and he/she should seek training, if required. 
b) The researcher should report any issues of concern with regards to the physical and emotional welfare of the children and/or vulnerable adults with whom he/she works to the Principal Investigator (PI).
c) In the case of immediate danger to the child or vulnerable adult, the researcher should contact the police or social services directly.
d) The researcher must recognise his/her individual responsibility to his/her own safety and that of others with whom he/she works. 
Note: the researcher will not be:

e) responsible for assessing the accuracy of an allegation.
f) held personally responsible for the physical and/or emotional welfare of any child or vulnerable adult with whom he/she is conducting research.
B. Actions for the researcher in the event of a child/young person/vulnerable adult protection concern

· Show the child/vulnerable adult  that you have heard what they are saying, 

· Do not make the child/vulnerable adult repeat their account.

· Explain what actions you must take in a way that is appropriate to the age and understanding of the child/vulnerable adult 
· Explain the limits of confidentiality, as you have a responsibility to disclose information to those who need to know. Reporting concerns is not a betrayal of trust.

· Make a record of what you have been told, using the exact words if possible, as soon as possible and no later than 24 hours after the event.

· Report any concerns to the PI or team member with responsibility for safeguarding children and vulnerable adults within the research team or, if appropriate, to the member of staff of the host organisation with designated responsibility for safeguarding children and vulnerable adults (see below).

· Do not confront the alleged abuser.

· If you require advice or support, contact the local duty team or NSPCC helpline (see Appendix A).  The need to seek advice however, should not delay any emergency action needed to protect a child. if you are unable to contact social services or your PI/line manager for advice, you should report your concerns to the police 

· All concerns reported to social services are taken seriously.  It is better to have discussed it with an expert who has experience and responsibility to make an assessment. 

· Make a note of the date, time, place and individuals who were present at the discussion.

7. SPECIFIC CIRCUMSTANCES

a) Child/vulnerable adult discloses a safeguarding concern in a setting (e.g. school)
If you have any reason for concern you must inform the project PI and the lead individual for child protection/safeguarding within the setting (frequently the manager/ head teacher etc). It is the responsibility of this lead individual to contact social services. 

b) Child/vulnerable adult discloses a safeguarding concern outside of a formal setting (within the home, community context etc)

If you have any reason for concern, these should be raised with the Principal Investigator/ person responsible for safeguarding children and vulnerable adults within the project, who should pass on these concerns to the local authority Social Services Duty Team (Appendix A).

c) Child/vulnerable adult raises a concern during a focus group/group discussion

A child or vulnerable adult may choose to disclose concerns during a focus group or group discussion.  In such circumstances, the limits of confidentiality should be restated and the child/vulnerable adult should be asked to speak to the researcher after the session.  If the child/vulnerable adult becomes distressed, it is best to terminate the group session and seek support from other staff.  Follow-up will be as in b) above.

d) The child/vulnerable adult is at immediate risk of harm
In the event that the researcher suspects that the child/vulnerable adult is in immediate danger, the situation should be treated as an emergency.  In such circumstances the researcher:

· should contact the Police (999) and inform the PI.
· should not, under any circumstances, confront or contact the accused, or talk to friends and/or family of the abused.
8. RESPONSIBILITIES OF Principal Investigator
A:  General Responsibilities of the Principal Investigator

· The PI is responsible for ensuring that the researcher working with children, young people and vulnerable adults is familiar with appropriate safeguarding procedures and is equipped with appropriate knowledge and skills.
· The PI is responsible for ensuring that the researcher working directly with children, young people and/or vulnerable adult has an up-to-date CRB check where required.
· The PI should follow University procedures for communicating safeguarding issues to the appropriate authorities, whilst keeping the best interests of the child/vulnerable adult and the researcher as the primary focus.
B:
Responsibilities of the Principal Investigator in the event of a child protection concern/ concerns regarding safeguarding vulnerable adults 
· The PI should contact the University’s Designated Officer (see Appendix A) whenever the alleged perpetrator or victim is a member of the University community or the abuse is alleged to have happened on University property
· A written referral to social services should be made as soon as a problem, suspicion or concern becomes apparent, and certainly within 24 hours. 

· During office hours, referrals may be made by telephone to the local social services office. Outside of office hours, a referral should be made to the Emergency duty team. (See Appendix A)

· Social services should acknowledge the written referral within one working day of receiving it. Social services should be contacted again if a response has not been received within 3 working days (See Appendix A).

· Any discussion about a child’s welfare should be recorded in writing by the PI, including a note of the date and time, and details of the individuals participated in the discussion. These records will be the responsibility of the PI and should be kept in a confidential and secure manner. 

· At the end of any discussion there should be clear agreement about what actions will be taken and by whom, with details disseminated to the relevant parties.

· If the decision by social services is that no further action is taken, this should be recorded in writing, including the reasons for that decision.

· It is important that any reasonable concerns are referred to social services, even if you think it may be unimportant or that the cultural context is not fully understood. The information provided could be crucial in a broader context. 

· There is no restriction stated in the Data Protection Act or other legislation that prevents reasonable concerns being shared for the purpose of protecting children and vulnerable adults. Therefore, the facilitation of information-sharing during the enquiry is to be encouraged. 

· Wherever possible, consent should be obtained, but the public interest in safeguarding children and vulnerable adults always overrides the public interest in maintaining confidentiality or obtaining consent. 
9. Wider Responsibilities

A:
Responsibilities of the University’s Designated Officer
The University’s Designated Officer (see Appendix A of this procedure) has responsibility for ensuring that these procedures are disseminated to Heads of Schools and also for ensuring that appropriate safeguarding training is available to students working with children and vulnerable adults (see section 11 of the University’s Policy of Safeguarding Children and Vulnerable Adults).

B:
Responsibility of Director of Human Resources
The Director of Human Resources is responsible for ensuring relevant training is available to all staff whose work involves contact with children, young people and vulnerable adults and that this training equips them with the relevant knowledge and skills to undertake their work in accordance with the duties set out in this policy.

Human Resources is also responsible for advising on which members of staff will require CRB checks by virtue of their employment at the University.

C:
Responsibilities of Heads of School
Heads of School are responsible for ensuring that all research work with children, young people and vulnerable adults is undertaken in compliance with these procedures and for ensuring that all staff and students undertaking research with children, young people vulnerable adults receive appropriate child protection and safeguarding training and CRB checks, via their PIs/Centre Directors.
10. ABUSE BY A PROFESSIONAL PERSON

It is best practice to avoid misunderstandings and to be clear about the correct procedure when working with or having contact with children and vulnerable adults. Staff should be advised to avoid any physical contact with a child or vulnerable adult which could be construed as over-familiar and to be aware of the implications of lone-working. It is important that any disclosure made by a child or vulnerable adult is passed to the designated officer (or deputy) and at no time should an adult agree with a child or vulnerable adult to keep secrets.

If the behaviour of a member of staff causes concern with regard to his/her relationship with children or vulnerable adults:

· do not dismiss these concerns or suspicions

· discuss the concerns with the named person who has responsibility for safeguarding children and vulnerable adults
· if the above is inappropriate, or it is felt  that the concern has not been taken seriously, social services should be contacted. 

· social services has a protocol for responding where there are allegations regarding a professional, and the University  should expect to be involved in a subsequent strategy discussion.

11. Review of procedure

The University’s Designated Officer shall ensure that this policy is compliant and consistent with the University’s Policy of Safeguarding Children and Vulnerable Adults which shall be reviewed annually.  Furthermore these procedures may be subject to review in response to any legal or other developments in this area.
Appendix A

USEFUL CONTACTS

CARDIFF UNIVERSITY TELEPHONE NUMBERS/CONTACTS
Designated Officer

Dr Christopher Turner, Director of Registry, Governance and Students

029 208 79190

Assistant Officers

Jill Bedford, Director of Registry and Academic Services
029 208 74131

Jayne Dowden, Director of Human Resources
029 208 79243
Criminal Record Bureau (checking and staff recruitment)
Robert Eales (Human Resources)

029 208 74450
NSPCC 24 HOUR HELPLINE 

0808 800 5000
EMERGENCY DUTY TEAM TELEPHONE NUMBERS - WALES

	Cardiff and the Vale of Glamorgan - 029 2044 8360


	Anglesey

01286 675502

	Blaenau Gwent, Carphilly, Monmouthshire Newport and Torfaen: 

0800 3284432  

	Carmarthenshire 

01558 824283
	Ceredigion 

0845 6015392

	Conwy 

01492 515777 
	Gwynedd 
01248 717227

	Merthyr Tydfil 

01443 849944
	Neath Port Talbot

01639 895455

	Pembrokeshire 

08708 509 508
	Rhondda Cynon Taff 

01443 849944

	Swansea

01792 775501
	Wrexham, Flintshire and Denbighshire.

0845 0533 116


Appendix B
USEFUL DOCUMENTS
All Wales Child Protection Procedures (2008)

http://www.torfaen.gov.uk/HealthAndSocialCare/ChildrenAndYoungPeople/ChildProtection/AllWalesChildProtectionProcedures/Publications/Procedures.pdf
ESRC Research Ethics Framework

http://www.esrc.ac.uk/ESRCInfoCentre/Images/ESRC_Re_Ethics_Frame_tcm6-11291.pdf
Mental Capacity Act Explanatory Notes

http://www.justice.gov.uk/about/mental-capacity.htm
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Appendix 5 – Criminal Record Checks 

1 
Background 
1.1
The University has processes in place in some areas to check the suitability of staff and students whose normal duties will include regularly caring for, looking after or supervising a young person or vulnerable adult.  This includes a requirement for such staff and students to undertake a criminal record check through the Criminal Record Bureau (CRB).  This will be confirmed at recruitment and employment for staff or normally during the admissions process for students or as placements arise. 
1.2
The nature of the University environment does inevitably mean that any under 18’s or  vulnerable adults will come into unsupervised contact with a wide variety of people who are over 18 years old in the course of their academic study, residence in University accommodation or other organised activities.  Such contact will include staff and fellow students.  Such contact does not fall within the requirements for a CRB check to be undertaken and accordingly there is no blanket obligation for CRB checks to be carried out for all University staff.   This includes members of staff who are allocated as personal tutors.  This position is communicated in writing prior to admission to the parents/guardians of any incoming students (undergraduate or lifelong learning) who are either under 18 years of age or vulnerable adults.  
1.3
Irrespective of whether a CRB check is required or not, all staff and appointed volunteers are in a position of trust and are expected to be aware of this and act accordingly at all times.  

2
Criminal Record Checks 

2.1
A critical element of effective safeguarding is to operate effective processes to check the suitability of staff and students working directly with children and vulnerable adults.  This includes a requirement for such staff and students to undertake a criminal record check through the Criminal Record Bureau (CRB).  
2.2
The law restricts the category of persons on whom standard or enhanced criminal record checks may be carried out.  In the context of working with children, such checks may only be conducted in relation to ‘regulated posts’: these being posts which are exempt from the Rehabilitation of Offenders Act 1974 and where the member of staff:
· regularly cares for, trains, supervises or is in sole charge of persons under 18 (enhanced disclosure); or
holds a position where the normal duties involve unsupervised contact with children under arrangements made by a responsible person (standard disclosure).

2.3
It may be more difficult to undertake CRB checks on applicants who have spent time overseas and CRB Disclosures may not be sufficient on their own.  In such circumstances, the level of information available will vary from country to country.  Checks can sometimes be made with relevant authorities abroad, for example, by obtaining certificates of good conduct from embassies or police forces
.  

2.4
The following categories of work in the University are subject to a CRB check being undertaken at recruitment:

· Clinical/nursing;
· Day Centre;
· Student Advisory Service

· Widening participation/schools liaison (for staff/students within Public Relations and Communications);
· Security;
· Counselling;
· Welsh Language tutoring;
· Research projects involving children/vulnerable adults;
· Any other need identified at recruitment.

2.5
It is the responsibility of Heads of Schools and Directorates to identify whether or not a CRB check on the relevant member of staff is required.  Such a requirement should ideally be confirmed at the point of recruitment and appointment.  Where at the point of appointment it is known that staff will be working with children or vulnerable adults, the University makes appropriate checks before the person is appointed.  In addition to the CRB check this will include:

· obtaining and scrutinising comprehensive information from applicants (including a full employment history and references) and taking up and satisfactorily resolving any discrepancies or anomalies;
· obtaining independent professional and character references and following up any concerns;
· a face-to-face interview that explores the candidate’s suitability to work with children and vulnerable adults as well as suitability for the post;
· further checks as appropriate where obtaining a CRB Disclosure is not sufficient to establish suitability to work with children.

2.6
It is an offence for an employer to knowingly employ an individual who is disqualified for working with children in a ‘regulated’ position.  
3
Students 
3.1
Some students will be required to undertake a CRB check at recruitment as part of professional body or other requirements connected to a particular programme of study.  This is communicated to applicants in the relevant published recruitment materials and the relevant Schools’ admissions criteria.

4
University CRB checking procedures

4.1
The University has registered with the CRB for both staff and student applications and as a condition of registration has in place the required policies on the recruitment of ex-offenders, together with the secure storage, handling, use, retention and disposal of disclosures and disclosure information.  There are also procedures should a disclosure reveal a criminal offence.  Advice and guidance on the requirement for CRB checks and the application procedures is available via Human Resources.  
5
Individual responsibilities 

5.1
Members of staff who are CRB checked are responsible for informing the University if there is any change in their circumstances which may affect their clearance.

5.2
Irrespective of whether a CRB check is required or not, all University staff are in a position of trust and are expected to be aware of this and act accordingly at all times.  Guidance is provided to raise awareness about this area: see appendix 2.
6
Note on Independent Safeguarding Authority (ISA) Registration

The decision to require all staff, volunteers and students undertaking regulated activities to be ISA registered has been delayed
 following a government review of the legislation. This policy will be updated as required when the review has been completed. 

Appendix 6 – Risk Assessments 
1
Risk Assessments – on campus

A risk assessment must be carried out prior to any planned or organised activity that:

· is being co-ordinated specifically for under 18s or vulnerable adults; e.g. widening participation/recruitment activities;
· will involve an attendance/participation by under 18s or vulnerable adults; e.g. a student registered for a programme of study.

Such risk assessments must take account of the relevant legislation, including the Management of Health and Safety at Work Regulations 1999.

The full extent of the assessment will depend on the nature of the activity.  A generic assessment will suffice for most areas but specific assessments should be carried out for entry into locations where there are known hazards, e.g. laboratories, workshops.
2
Risk Assessments – Admissions

Once an offer has been made to an underage applicant, the relevant School(s) will be notified to facilitate an early risk assessment, with the aim of ensuring that statutory health and safety regulations do not preclude pursuit of programme-related activities which constitute all or part of the core and/or optional modules required for the applicant’s satisfactory progression on their chosen programme of study.  
Disabled applicants may also include those who fall under the definition of vulnerable adults in section 4.4 of the Safeguarding Children and Vulnerable Adults Policy. Once an offer has been made to an applicant who has disclosed a disability the Disability and Dyslexia Service requests additional information as part of the procedure for identifying support and reasonable adjustments. This procedure may include any risk assessments relevant to safeguarding vulnerable adults. 
3
Risk Assessments – Trips and Activities away from the University

Trips and activities away from the University are likely to represent one of the most serious health and safety concerns for children and young people.  All external trips and activities require careful examination before the visit goes ahead.  It is the responsibility of the Head of School/Directorate to ensure that a risk assessment is conducted before the event.  

The regulation of centres and providers of facilities where children and young people engage in adventure activities falls within the Activity Centres (Young Persons Safety) Act 1995.  

4
Risk Assessment – Placements 

Where undergraduate students under the age of 18 are undertaking work placements as part of their programme of study, a risk assessment should be undertaken in advance.  This will assess the suitability of the placement in relation to health and safety risks, together with any other implications for the students’ welfare.  The extent of risk will be influenced by:

· the duration of the placement;
· whether the nature of the placement means that the young person might be left alone with an adult;
· whether the placement has a residential component.
Appendix 7: Admission to study at the University

Admissions

1
Scope
1.1
Whilst the majority of applicants under 18 years of age will be seeking admission to the University’s undergraduate degree, preliminary year, international foundation programmes and pre-sessional English Language courses the University recognises that it offers programmes and modules through its Welsh Language Teaching Centre and the Centre for Lifelong Learning which may also be attractive to younger applicants.

1.2
The University needs also to be aware that applications may be received from vulnerable adults for any of the University’s programmes, including those offered by the Welsh for Adults Centre and the Centre for Lifelong Learning.
1.3
The safeguarding approach for admissions to the University outlined below therefore applies equally to all categories of applicants who have submitted applications for a programme of study at the University.  

2
Definitions
2.1
The term ‘applicant’ refers to any individual who has submitted a formal application for study at the University, irrespective of application route.

2.2
The term ‘placed applicant’ refers to any individual who has satisfied all conditions of their offer of admission and whose place has been confirmed by the University.

3
High level principles
3.1
Applicants under 18 years of age at the commencement of programmes
Information and Guidance

3.1.1
The University will provide guidance for applicants who will be aged under 18 years at the commencement of their programme of study about the nature of the University environment, which will include links to the University’s safeguarding policy and contacts.  

3.1.2
This guidance will be issued at the point of offer, to inform applicants’ decisions about their offers, and reissued for placed applicants to coincide with the dispatch of enrolment information. 

3.1.3
This guidance will also be copied to the applicant’s guardian(s) / parent(s) for information, both at the point of offer and prior to enrolment.
3.1.4
Applicants under 15 years of age at the commencement of programmes

If very young students apply to study at Cardiff University e.g. students under the age of 15, the University will carry out a risk assessment to determine the specific risks attached to admitting the student and will add relevant conditions to the student’s admission where necessary. 
Risk Assessments
3.1.5
When risk assessments are carried out in line with the guidelines in appendix 6, The applicant will be informed in writing of the outcome of this assessment, including any action required, to inform his/her decisions about offers which have been made by Cardiff University and other higher education institutions.

Risk Management and Student Support

3.1.6
Heads of School and the relevant administrative support divisions, principally Residences, Student Support Service, will be notified of students under 18 in each relevant intake cohort, to ensure that all relevant academic and support divisions are aware of these students’ potential additional support needs and their duties in relation to undertaking appropriate risk assessments.
3.2
Vulnerable Adults
3.2.1
The University recognises that it may not be aware of vulnerable adults’ circumstances at the point of application or during the admissions process.  

3.2.2 From the point of offer, the Disability and Dyslexia Service will make contact with all disabled applicants (including those who may be identified as vulnerable adults under the definition included in section 4.4 of the Safeguarding Children and Vulnerable Adults Policy) to request additional information as part of the procedure for identifying support and reasonable adjustments. This procedure may include any specific needs relevant to safeguarding vulnerable adults 
4
Supporting documents
· Procedure for applicants who will be aged under 18 at the commencement of their programme – available from the Admissions team upon request
· CU Safeguarding children and young persons on University Premises http://www.cardiff.ac.uk/osheu/resources/cu%20safe%20guarding%20children%20and%20young%20persons%20on%20university%20premises.doc
· CU Health and Safety in Fieldwork – available from http://www.cardiff.ac.uk/osheu/safety/generalsafety/index.html 

· Safety, Health and Environmental Monitoring Policy and Guidance – available from http://www.cardiff.ac.uk/osheu/safety/generalsafety/index.html
Appendix 8 - Events on the University Premises for Children/Young Persons and Vulnerable Adults 

1
Context

Appendix 8 forms part of the wider Safeguarding Children and Vulnerable Adults Policy and aims to provide guidance for University staff organising events on campus for those who are under 18 or classed as vulnerable adults (see definitions in the Safeguarding Children and Vulnerable Adults Policy). The policy aims to: 

· ensure the protection of children and vulnerable adults who attend recruitment/widening access events on campus 

· ensure that staff do not put themselves in a situation where allegations could be made against them

· set out the procedure to follow where an incident of abuse is suspected. 

2
Scope
2.1
The University offers a range of activities and services on the premises and in the community.  By the nature of these activities, leisure staff, volunteers and others contracted by academic schools and divisions are in various degrees of contact with children. The University therefore has in place procedures which are linked with local ACPC (Allied Child Protection Consultants Ltd) procedures, detailing referral and other responses to information that may arise concerning child protection concerns, and the requirements for staff training for those working with children. Working practices and procedures should be adopted that minimise situations where abuse of children may occur, such as unobserved contact. 

2.2
The document sets out guidelines and good practices to safeguard young people visiting the university which is a predominantly adult environment.

It identifies appropriate training and development for staff who are responsible for events on the university premises or in community settings which are attended by young people and vulnerable adults. It documents the roles and responsibilities of university staff and external staff who may accompany young persons and vulnerable adults when visiting the University. 

The University Day Care Centre is covered by a separate Child Protection Policy.

3
Definition
The nature of events covered by this section of the Policy include:

· Events and activities for people under the age of 18 years that are delivered on the University campus or in other settings such as schools and community events by staff of the University and/or their agents.

· Events for people with disabilities or learning difficulties of any age organised on the University campus or in other settings.

4
Health and Safety
4.1
The Management of Health and Safety at Work Regulations: 

Regulation 19 sets out specific requirements for the protection of young persons including avoiding harmful exposure to radiation or agents which may in any way chronically affect health and avoiding risks to health posed by excessive heat, cold, noise or vibration. Also to take into account their physical and psychological strength, concentration and reduced perception of danger. As stated above the Health and Safety at Work Act (1999 Reg 19) defines the term ‘children/child’ to apply to persons between birth and 16 years. Individuals of 16 and 17 years are ‘young persons’, anyone over 18 years is an adult.

4.2
The Occupier’s Liability Act 1957 requires that an occupier must be prepared for children to be less careful than adults will be in a similar situation. This will be even more so if the children are known to have learning difficulties or is known to have a medical condition which may make the child more vulnerable than the average to foresee risk or harm.

The University has statutory duties in relation to negligence and health and safety, these being

· To take reasonable care to avoid acts or omissions which the University could reasonably foresee would be likely to cause injury;

· To conduct the University’s undertaking in such a way as to ensure, so far as is reasonably practicable, that there is not an exposure to risks to health and safety.
5          Guidance and Good Practice
5.1
A named contact should be identified to take responsibility for dealing with any safeguarding issues that arise during a particular event. In the case of centrally-organised events, the contact will be the Widening Access Manager or another appropriate individual with responsibility for running the event. For all other events the named contact will normally be the individual responsible for organising and running the event. It is the responsibility of the named contact to understand and implement the procedures and recommendations set out in this policy.   
5.2
The arrangements for each event should be documented and maintained for 5 years after the event. Incident/Accident/Near Miss Forms are available from the Occupational Safety, Health and Environmental Unit at 

http://www.cardiff.ac.uk/osheu/report_accident/index.html  

5.3
The event organiser is responsible for ensuring that a risk assessment has been considered and acted upon as appropriate. A Risk Assessment document must be completed prior to each event on campus. This should set out potential hazards and the measures taken to ensure the safety of participants.  An example of an event risk assessment is available from the widening access team. Advice relating to risk assessments is included in appendix 6. 
5.4
Guidelines on carrying out Criminal records Bureau Checks including who is required to have checks is included in the policy document and appendix 5 above. In the case of residential summer schools it is likely that staff and student representatives will require appropriate checks. Further advice can be obtained from Human Resources. 

6
Training 

Those with responsibility for arranging events will need to ensure that members of staff and student representatives who come into contact with students:

· are aware of the possibilities of abuse

· are familiar with the Safeguarding Children and Vulnerable Adults Policy

· receive relevant training/information on these issues
7
Suspicion/Allegation of abuse
Anyone with an anxiety or suspicion or receives an allegation of abuse during the event, should bring their concerns to the attention of the named contact with responsibility for safeguarding.  The named contact should make all staff and student representatives involved aware of the procedure for managing and reporting concerns in appendix 1.

8
Codes of Practice 

A Sample Code of practice for working with young children and vulnerable adults is available from the Widening Access Team. 

A Sample Code of conduct for young people and vulnerable adults staying on the University premises is available from the widening access team. 

9
Signposting 

The designated Safeguarding Officer at Cardiff University is Dr Christopher Turner, Director of Registry, Governance and Students. The Assistant Safeguarding Officers are: Jill Bedford, Director of Registry and Academic Services and Jayne Dowden, Director of Human Resources.

Appendix 9: Educational Visits
1
The general health and safety duties apply to education visits, but there are also additional factors to be taken into account:

Action Required:

· ensure risk assessment takes place where there will be students/attendees under 18 years of age taking part: the full extent of the assessment will depend on the nature of the activity, but as a minimum will include health and safety and supervision arrangements;
· visits with a residential component involve further considerations such as single sex accommodation, security and checking of staff;

2
Detailed guidelines, procedures and documentation have been produced by the Widening Access Team as models of good practice for visits to the University campuses by secondary school aged pupils. These include detailed risk assessment templates, parental/guardian consent forms, Code of Conduct documents for participants/schools/guardians. Staff organising such visits to the University are urged to contact the Widening Access Team to obtain guidance and copies of the appropriate documentation

3
Heads of Schools or Directorates are responsible for ensuring that the appropriate mechanisms are in place to ensure that risk assessments are carried out and suitable and sufficient control measures are in place and operational.  For under 18’s the risk assessment must also address any increased risk that might result from the persons age and inexperience.  General guidance and information about carrying out such risks assessment is available from the Occupational Safety, Health and Environment Unit: see 2 above.
4
Work Experience

The University works with local schools and agencies to provide short periods of work experience for children under 18.  Work experience can be given in a wide variety of work situations throughout the University.  Many staff who participate in work experience do not work in regulated posts and, therefore, will not have been checked through the Criminal Records Bureau.  Should children be working with staff who have been CRB checked, the existing Disclosure will suffice.  Schools and Directorates must ensure that where staff have not been CRB checked, no unchecked member of staff is left alone with a child at any time during the placement.

Appendix 10: Children of staff, students or visitors 

1
Where children accompany their parent(s)/guardian(s) onto any part of the University campus (and this includes Residences), they remain the responsibility of their parent(s)/guardians at all times.  Whilst staff and students are not prevented from bringing their children into work, they have a responsibility and a legal duty under the Health and Safety at Work Act to ensure that their children are not put at risk or endanger others by their actions: http://www.cardiff.ac.uk/osheu/resources/cu%20safe%20guarding%20children%20and%20young%20persons%20on%20university%20premises.doc
2
The University reserves the right to direct that a child be removed from campus where the presence of the child is causing an unacceptable health and safety risk or an unreasonable risk to safeguarding.
Appendix 11: Other Student Issues 

1
Contractual Capacity
A University is deemed in law to have a contractual relationship with its students, and there is no difficulty in including students under 18 within this concept.  Contracts with persons under 18 are enforceable if they relate to ‘necessaries’ (which include Higher Education and accommodation), and the only problem which arises is with contracts falling outside the definition.  An example of this is the agreement relating to a student loan and it is current practice for the Student Loans Company to ask students to confirm the agreement when they reach the age of 18.

2
Staff Student Relationships
The University’s Code of Practice on Close Personal Relationships applies to all students of whatever age.  The Sexual Offences (Amendment) Act (2001) created a new offence of abuse of trust.  It is an offence for a person aged 18 or over to have sexual intercourse with a person under that age, or to engage in any other sexual activity with, or directed towards such a person, if in either case he or she is in a position of trust in relation to that person.  

3
Alcohol
It is an offence for a person under 18 to purchase alcohol (and conversely to sell alcohol to such a person).  It is also an offence for any person to purchase alcohol on behalf of someone under 18, whether it is for consumption on licensed premised or publicly elsewhere (e.g. on the street).  The University will need to show that it is making every effort to ensure that the law is not broken or risk losing its licences.
4     
 Residences
Cardiff University residences do not include any shared bedrooms for students. Students however share kitchens and/or bathroom facilities with other residents and their guests/visitors (who may be adults of the opposite sex). 

Students under 18 and their parents/guardians are made aware via a letter from Registry that the University environment (including Halls of residence) is an adult environment and students are not supervised in student accommodation. 
Yes





Inform the Principal Investigator and follow the procedures in Appendix 4





Has the concern been identified in the course of research AND are none of the alleged victims and or alleged perpetrators members of the University community?





NO





YES





Designated Officer (or deputy) considers information given and all relevant options (see below)








Inform the designated officer or assistant


(Designated Officer - Dr Christopher Turner, Director of REGOS. Assistant Officers - Jill Bedford, Director of Registry and Academic Services, - Jayne Dowden, Director of Human Resources)




























































































Make a written record of the details of the allegation (if the disclosure/allegation is by the individual do not question further and explain the limits of confidentiality)





Staff to take any urgent action needed to keep the child/vulnerable adult safe e.g. call the police. If there is indication of an assault or medical treatment is required call an ambulance/the police as required. Make a written record of the details of the allegation (signed and dated)





Is a child/vulnerable adult at immediate risk of harm?








Disclosure or an allegation of abuse








8 What to do if you are worried about a child/vulnerable adult





No








� The University Nursery is covered separately by a comprehensive Child Protection Policy


� However see also the Mental Capacity Act 2005 - The Act’s starting point is to confirm in legislation that it should be assumed that a person aged 16 or over has full legal capacity to make decisions for themselves (the right to autonomy) unless it can be shown that they lack capacity to make a decision for themselves at the time the decision needs to be made


� More information is available on: http://www.crb.homeoffice.gov.uk/


� From June 2010


� The Department of Health guidance: “What to do if you’re worried a child is being abused” (2003) and the ‘Protection of Vulnerable Adults’ Guidance for Staff Document produced by the South Wales Inter-Agency Policy Group.  


� A HEI is designated as an ‘employer and service provider of a regulated and controlled activity’


� All Wales Child Protection Procedures 2008





� For more information contact Human Resources 


� From June 2010 
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