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SAFEGUARDING CHILDREN AND YOUNG PEOPLE POLICY 

1. Purpose 
 

Safeguarding and promoting the welfare of children/young people 
 
ICM recognises that, under the Children Act 2004, it has a duty and responsibility for making 
arrangements to ensure all its functions are discharged having regard to safeguarding and 
promoting the welfare of children/young people in their care – this includes all services 
directly provided and commissioned by the local authority.  Children is anyone up until their 
18th birthday, young people are defined anyone aged 14-17. 
 
“Safeguarding and promoting the welfare of children/young people” is defined in Working 
Together 2015 as: 
 
 protecting children from maltreatment 
 preventing impairment of children’s health and development 
 ensuring that children grow up in circumstances consistent with the provision of safe and 

effective care  
 taking action to enable all children to have the best outcomes 
 
2. Statement of Intent 

 
ICM are committed to safeguarding all of our work where the human rights of young 
people and practitioners are upheld and safeguarded. It is our aim to broaden the scope 
of safeguarding to ensure it’s relevant to all of our work and is factored in when planning, 
delivering and evaluating our work. It is EVERYBODY’S business. Due to the nature and 
culture of our practice we are rooted into community engagement. Our work celebrates 
diversity and community participation. Below (section 2 – working practices) you will find 
our process and procedures for home visits and safe working. We recognise the risks of 
home visits but feel this approach and method is worth mitigating the obvious 
safeguarding risks to both practitioner and young person/ family. Risk assessments will 
be completed to offset risk with appropriate measures that uphold human rights. 
 
Our safeguarding policy and practice aim to challenge and empower communities and 
ICM to ensure that our policy and practice upholds the dignity, culture and personal and 
collective safety of all of our communities of interest. 

 
3. Persons affected 

 All staff, paid and unpaid, this includes volunteers 
 All service users 
 All visitors and contractors 

 
4. Safeguarding policy 

ICM is committed to the importance of safeguarding and promoting the welfare of children. It 
has:  
 
• a clear line of accountability for the commissioning and/or provision of services designed 

to safeguard and promote the welfare of children; 

• a senior board level lead to take leadership responsibility for ICM’s safeguarding 
arrangements; 

• a culture of listening to children and taking account of their wishes and feelings, both in 
individual decisions and the development of services; 
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• clear whistleblowing procedures (see policy), which reflect the principles in Sir Robert 
Francis’s Freedom to Speak Up review and are suitably referenced in staff training and 
codes of conduct, and a culture that enables issues about safeguarding and promoting 
the welfare of children to be addressed;  

• arrangements which set out clearly the processes for sharing information procedures, 
with other professionals and with the Safeguarding Children Partnership (SCP); 

• a designated professional lead for safeguarding (see below). Their role is to support other 
professionals in their agencies to recognise the needs of children, including rescue from 
possible abuse or neglect. Designated professional roles should always be explicitly 
defined in job descriptions. Professionals should be given sufficient time, funding, 
supervision and support to fulfil their child welfare and safeguarding responsibilities 
effectively; 

• safe recruitment practices for individuals whom ICM will permit to work regularly with 
children, including policies on when to obtain a DBS check; 

• Recruitment processes in place ensuring that all staff involved in recruitment have 
previously completed “Safer Recruitment” training courses 

• appropriate supervision and support for staff, including undertaking safeguarding training: 

• ensuring that staff are competent to carry out their responsibilities for safeguarding and 
promoting the welfare of children and creating an environment where staff feel able to 
raise concerns and feel supported in their safeguarding role; 

• staff are given a mandatory induction, which includes familiarisation with child protection 
responsibilities and procedures to be followed if anyone has any concerns about a child’s 
safety or welfare. 

• staff are given a mandatory induction in the latest Keeping Children Safe in Education 
publication 

• all staff should have regular reviews of their own practice to ensure they improve over 
time in their work with children, young people and families. 

• clear policies in line with those from the SCP for dealing with allegations against people 
who work with children (p.10). Such policies should make a clear distinction between an 
allegation, a concern about the quality of care or practice or a complaint. An allegation 
may relate to a person who works with children who has:  

o behaved in a way that has harmed a child, or may have harmed a child; 

o possibly committed a criminal offence against or related to a child; or 

o behaved towards a child or children in a way that indicates they may pose a risk 
of harm to children. 

ICM will ensure that staff understand; 
 

 What they need to do, and what they can expect of one another, to safeguard 
children.  

 Core legal requirements, making it clear what individuals and ICM should do to keep 
children safe. In doing so, ICM seeks to emphasise that effective safeguarding 
systems are those where:  
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 The child’s needs are paramount, and the needs and wishes of each child, be they a 
baby or infant, or an older child, should be put first, so that every child receives the 
support they need before a problem escalates;  

 That all staff who come into contact with children and families are alert to their needs 
and any risks of harm that individual abusers, or potential abusers, may pose to 
children; 

 The requirement to share appropriate information in a timely way and can discuss any 
concerns about an individual child with colleagues and local authority children’s social 
care; 

 The necessity to use their expert judgement to put the child’s needs at the heart of 
the safeguarding system so that the right solution can be found for each individual 
child; 

 The necessity to contribute to whatever actions are needed to safeguard and promote 
a child’s welfare and take part in regularly reviewing the outcomes for the child 
against specific plans and outcomes; 

 The necessity to update safeguarding training regularly in line with recommended 
guidelines. 

 Key principles will be communicated that; 
 safeguarding is everyone’s responsibility: for services to be effective each 

professional and organisation should play their full part; and  
 a child-centred approach: for services to be effective they should be based on a clear 

understanding of the needs and views of children. 
  
5. Revision history 
 
This policy and related guidance will be monitored by the Directors on a regular basis for 
compliance and will be reviewed at least annually. 

Date approved or 
amended 

Signed 

14/8/15 

 
 

12/8/16 

 
13/4/17 
 

 
12/4/18 
 

 

7/9/18 

 

21/6/19 
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30/9/21 

 

12/12/21 

 

12/12/22 

 

12/12/23 

 

 

 

Safeguarding Reporting Procedures  

1. PURPOSE 
  

ICM is committed to safeguarding children and young people. This procedure establishes the 
guidelines to be followed by staff (paid and unpaid), without exception, for the protection of 
service users from abuse. All children and vulnerable adults have a right to protection and 
their welfare is paramount. 
 
2. Persons affected 

 This procedure affects all staff members, paid and unpaid (this includes volunteers). 
 
3. Responsibilities 
The responsibilities for dealing with safeguarding lie with the following:  

All members of staff (paid and unpaid) are required to report any suspected abuse and be 
aware of the appropriate reporting and support procedure for safeguarding. 
 
The Safeguarding Officer(s) will discharge their safeguarding functions in a way that ensures 
that children are safeguarded from harm, and promotes their welfare. They are responsible 
for following up any suspected reports of abuse and for informing the Police or other 
appropriate external bodies. 
 
The Directors are responsible for supervision of these activities. 
 

1. DEFINITIONS OF ABUSE 

PHYSICAL ABUSE 
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating, or otherwise causing physical harm to a child. Physical harm may also 
be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness 
in a child. 
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EMOTIONAL ABUSE 
Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe 
and persistent adverse effects on the child’s emotional development. It may involve 
conveying to children that they are worthless or unloved, inadequate, or valued only insofar 
as they meet the needs of another person .It may include not giving the child opportunities to 
express their views, deliberately silencing them or ‘making fun’ of what they say or how they 
communicate… It may involve seeing or hearing the ill-treatment of another. It may involve 
serious bullying (including cyber bullying), causing children frequently to feel frightened or in 
danger, or the exploitation or corruption of children. Some level of emotional abuse is 
involved in all types of maltreatment of a child, though it may occur alone. 
 
SEXUAL ABUSE 
Sexual abuse involves forcing or enticing a child or young person to take part in sexual 
activities, not necessarily involving high levels of violence, whether or not the child is aware 
of what is happening. The activities may involve physical contact, including penetrative (rape, 
or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching 
outside of clothing.  
They may include non-contact activities, such as involving children in looking at, or in the 
production of, sexual online images, watching sexual activities, or encouraging children to 
behave in sexually inappropriate ways, or grooming a child in preparation for abuse 
(including via the internet). Sexual abuse is not solely perpetrated by adult males. Women 
can also commit acts of sexual abuse as can other children. 
 
Following the revelations of widespread sexual harassment and harmful sexual behaviours 
reported on the Everyone’s Invited website, and Ofsted’s rapid review of sexual abuse in 
schools, we have re-emphasised our forthright opposition to any tolerance of harassment or 
online sexual abuse and intervene early when any such unacceptable behaviour is found. 
We hope to create and maintain a culture where all young people suffering from such 
problems have no compunction about coming forward and telling the staff who or what is 
involved. This “no tolerance” approach to unwanted abusive communications will apply to 
electronic technology/mobile phones too. Our e-safety policy update reflects the new 
assumption that such online abuse is currently rife and needs to be stamped out.  
 
 
 
 
 
NEGLECT 
 
Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, 
likely to result in the serious impairment of the child’s health or development. Neglect may 
occur during pregnancy as a result of maternal substance abuse. Once a child is born, 
neglect may involve a parent or carer failing to  
 provide adequate food, clothing and shelter (including exclusion from home or 

abandonment); 
 protect a child from physical and emotional harm or danger; 
 ensure adequate supervision (including the use of inadequate care-givers); 
 ensure access to appropriate medical care or treatment; 
 It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs. 

 
Definitions from Working together to safeguard children, 2015  
 
Domestic Abuse 
 
(Refer to Domestic Abuse policy on SCP website for further guidance) 
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A referral must be made direct to Children’s Social Care if it seems reasonable to suspect 
that: 
 
a) a child sees, hears, experiences or is otherwise aware of domestic abuse – i.e. that 

domestic abuse is part of their experience of family life.  This applies regardless of 
whether they actually witness any particular event or are physically harmed, and 

 
b) the non-abusing parent will not be able – for whatever reason – to ensure the safety and 

well being of their child without significant professional assistance and support. 
 
 
2. WORKING PRACTICES 

CONSENT – RIGHTS BASED 

When consent is required for any care, activity or intervention we will, unless it is an 
emergency, obtain consent from the individual if of sufficient age and or understanding. 

Where relevant, we will ensure we fulfil our obligations under Child Care Law in terms of 
parental responsibility and Mental Capacity Legislation on supporting, where possible, the 
individual's right to make their own decisions. Any decisions made should be the least 
restrictive and recorded.  

STAFF RATIOS TO CHILDREN AND YOUNG PEOPLE 

There must always be a minimum of two responsible adults present for group work activities. 
 
It is vital that careful checks are made with the Regulatory Authorities to ensure that ICM 
have the correct ratios. See section 3.5 for regulatory guidance. 

• recommendations of your Regulatory Authority, to ensure safe, effective, care as 
required 

• specific regulations for the more hazardous activities e.g. abseiling, rock climbing, 
canoeing etc. and carry out risk assessments. 

• digital youth work – see below regarding lone working 
 
ICM wherever possible will encourage suitable participants/members to help work alongside 
others. It is important to be clear about their responsibilities and to remember that they may 
need support and guidance to do this. 

2.1 E SAFETY / DIGITAL YOUTH WORK AND ONE TO ONE WORKING 

A risk assessment will always be undertaken to ensure: 
 the care or activity provided is suitable for one to one and or digital working, 
 the lone worker has been recruited, trained and supervise to undertake this 

particular role, 
 that health and safety issues have been identified and recommendations 

followed, 
 safeguards are in place to protect individuals’ rights to safe working practice, 
 safeguards are in place in relation to strategies for emergency situations, 
 accurate and relevant written recording is maintained following any care and 

activity, signed and dated. 
 

WHY DO WE NEED TO INCLUDE ESAFETY? 

Recent advances of the internet, mobile phones and other electronic technology has made 
access to information and communication increasingly easy for everyone.  This is especially 
so for those who cannot always go out to socialise and rely on websites for social 
networking, watching films, downloading music, buying lottery tickets, shopping etc. 
Government guidance is clear, that all organisations working with children, young people 
adults at risk, families, parents and carers have responsibilities. It is also important to 
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remember, children, young people and adults at risk can also abuse and such incidents fall 
into the remit of this policy. 
Recent alarming reports suggest peer-to-peer pressure amongst schoolchildren for girls to 
provide “nudes” and other sexually stimulating material to adolescent boys is becoming so 
commonplace in schools that young people don’t bother to report such incidents anymore. 
Although we do not have RSHE (Relationships, Sex and Health Education) in our curriculum, 
everyone is made aware of our stance on this matter and the reporting procedures if any 
pressure is exerted to carry out such activity.   
 
 
 
 
eSafety code of conduct. 
 
We expect everyone in our organisation to agree and sign up to our eSafety code of conduct 
to: 

1. use the internet and other forms of communication in a sensible and polite way. 
2. only access websites, send messages or access and use other resources that will not 

hurt or upset anybody. 
3. seek permission if I want to use personal information or take photographs of other 

people. 
4. report any concerns to the Lead or Deputy  
5. be clear that we cannot maintain confidentiality if there is a concern about the welfare 

of a child, young person or adult at risk. 

WHAT ARE THE RISKS? 

There are many potential risks including: 
 

 accessing inappropriate or illegal websites. 
 receiving unwanted or upsetting texts, e-mail messages or images. 
 being “groomed” by another with a view to meeting the child, young person or adult 

at risk for their own illegal purposes including sex, drugs or crime. 
 viewing or receiving socially unacceptable material such as inciting hatred or 

violence. 
 sending bullying messages or posting malicious details about others. 
 ignoring copyright law by downloading e.g. music, videos, homework cheat 

materials etc. 
 overspending on shopping and gambling sites. 
 being at risk of identity fraud for money transactions. 
 inappropriate relationships or prostitution. 

 

WHAT ELSE MIGHT BE OF CONCERN? 

A young person who: 
 

 is becoming secretive about where they are going to or who they are meeting. 
 will not let you see what they are accessing online. 
 is using a webcam in a closed area, away from other people. 
 is accessing the web or using a mobile for long periods and at all hours 
 clears the computer history every time they use it. 
 receives unexpected money or gifts from people you don’t know. 
 does not appear to have the money they should have. 

 
A person who: 
 

 befriends a child, young person or adult at risk on the internet or by text messaging. 
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 has links to children, young people and/or adults at risk on their social media pages           
especially if they work in a position of care such as a sports coach or care worker. 

 is secretive about what they are doing and who they are meeting. 
 

WHAT DO I DO IF I AM CONCERNED? 

If you have any concerns, speak to the Lead or Deputy for Safeguarding.  
Remember:   

 do not delay. 
 do not investigate. 
 seek advice from the Lead or Deputy  
 make careful recording of anything you observe or are told 

MINIMISING THE RISKS 

We will: 
 

 talk to children, adults and adults at risk about what they are accessing online.   
 ensure everyone uses PCs, iPads and other technology in a general space where 

we can monitor what is going on. 
 explain the risks of giving out personal details online. 
 talk about how people can be anyone they want to be online, e.g. by using 

misleading emails, photographs of other people, telling lies about their age, hobbies, 
school. 

 encourage children, young people and adults at risk to think carefully about what 
photographs or videos they use online. They can be used and tampered with by other 
people, or they may not be appropriate. 

 advise children, young people and adults at risk to only text, chat or webcam to 
people they know in real life.  

 talk about how to identify SPAM messages or junk mail and how to delete them.  
This also applies to messages from people they do not know, or opening 
attachments. 

 discuss how people hide their identities online and the importance of never meeting 
new online “friends” in real life. 

 make sure children, young people and adults at risk understand they can always talk 
to us, or their parents and/or carers, about anything that makes them feel 
uncomfortable. 

 look on the internet together for information about how to deal with or report 
problems. 

 talk about how/when information or images get on to the internet, they can never be 
erased. 
 
 
 
 
 

HOME VISITS 

Home visits will only be made when necessary and booked by the organisation. Measures 
will be made to inform colleagues by phone of houses visited, duration and outcome of the 
visit. All visits will be subject to a generic risk assessment re: home visits 

 Each home visit will be carefully planned and recorded and include:  

 who is being visited? 

 the purpose of the visit 
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 who will carry out the visit? 

 the time expected to carry out the visit 

 who will also be present during the visit? 

 members of staff paid or unpaid, and others 

 any physical contact which may be required, and will be undertaken in line with the 
code of conduct within this policy. 

All home visits will be made in a polite and friendly manner. Personal relationships or 
showing favouritism must not happen. 

Any safeguarding concerns raised and any untoward incidences, such as no access or a 
child being at home alone, should be followed up, recorded and managed in line with this 
safeguarding policy. 
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ESAFETY REFERRAL FLOWCHART

Is a crime in 
progress or is 

anyone in 
immediate 
danger? 

 
Is the concern 

about child sexual 
abuse images 

(anywhere in the 
world)?  

Is the concern about 
an unknown person 

who is 
communicating with 

a child for sexual 
reasons? 

Is the concern 
about a known 
person, non- 

sexual 
harassment or 
other potential 

crime? 

  
  
 

Dial 999 
Immediately 

  
  

Contact the IWF 
(Internet Watch 

Foundation) 
www.iwf.org.uk 

  
  

Contact CEOP  
(Child Exploitation 

and Online 
Protection Centre) 

www.ceop.police.u
k 

  
  
  
 

Contact the local 
police 

Illegal content or activity is found or suspected 

Inform the Lead for Safeguarding (or Deputy if unavailable)  who will liaise, await response, and review eSafety arrangements as 
necessary. 

Yes 

N
o 

N
o 

N
o 

 

Yes Yes Yes 



 

                            Page 12 of 29 

PHOTOGRAPHY & FILMING GUIDANCE 

The use of photography is really important to record the successes and achievements of 
children, young people and adults at risk in their lives and activities.  However, it is vital to 
remember that photography can be used and distributed inappropriately including on the 
Internet.   
It is therefore important to be clear about: 

 explaining to parents and carers why caution is necessary 
 the purpose of photos e.g. parent’s and carer’s own record, media and publicity etc 
 the content required when using a professional photographer 
 informing parents and seeking their consent for any publication or media use 
 publishing only limited details alongside individuals’ photos in newspapers etc  
 taking photographs openly and away from changing areas 
 the suitability of clothing e.g. swimsuits 
 any group photos being taken only during the activity or on the premises 
 all those taking photos signing a registration form, which includes the reason, use and 

storage of all photographs and films  
The above guidance applies to any photographic and filming equipment including 
camera phones, digital or video cameras, which and who’s equipment is used should 
also be recorded on the registration form 

YOUNG PEOPLE WHO WORK IN OUR ORGANISATION 

All young people who are undertaking volunteer work, apprenticeships or work experience 
within our organisation/group are to be included within this policy and their safeguarding as 
individuals given the same importance as all young people we come into contact with. Any 
disclosures, observations of possible harm or disturbing behaviour must be reported to the 
Lead or Deputy immediately. 
They will also require an induction program that includes their commitment to safeguarding 
within the remit of the safeguarding policy and in line with all staff induction. 
In addition, information on the young person’s contacts recorded as relevant e.g. parents, 
carers, school representatives and any supervisors, with emergency contact numbers. 

CODES OF CONDUCT  

We aim to provide a safe environment free from discrimination, upholding and promoting 
equality, diversity and inclusion. We undertake to:  

 treat all children and young people and adults at risk with respect and dignity 
 ensure that their welfare and safety is paramount at all times 
 maintain professional boundaries both face to face and when using technology 
 ensure any intimate touch required, to carry out care, treatment or training is within 

relevant guidelines and is safe and appropriate 
 Intimate touch and care will always be part of a plan, agreed with the individual 

concerned, their parents or carers. 
 always listen to individuals and take account of their wishes and feeling  
 always act in a professional way and not accept bullying, swearing or other disruptive 

behaviour 
 liaise openly with parents and carers 
 only use physical contact if absolutely necessary, avoid being alone with children, 

young people and adults at risk whenever possible listen to, and act upon, any 
disclosures allegations, or concerns of abuse 

 participate in approved safeguarding training at appropriate levels 
 ensure restraint is only used as part of an agreed plan by staff trained in the use of 

the particular restraint or as an emergency action to protect from harm. All use of 
restraint will be reported and recorded by the member of staff concerned to the Lead 
or Deputy lead for safeguarding and to the relevant manager.  

 Make activities FUN and enjoyable 
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2.1 INDUCTION AND TRAINING 

We have a clear induction and training strategy with clear job descriptions and 
responsibilities and all relevant procedures.  All new staff, paid and unpaid, will 
receive induction training as soon as possible and sign to record they have: 

 received and understood this policy.  
 been given any relevant resources 
 understood the commitment to safeguarding training 

 
When needed, staff will receive further safeguarding training, at the appropriate level, 
as soon as possible. We also agree a probationary period of 6 months with clear 
goals and then provide supervision at regular intervals of 3 months with a negotiated 
colleague.  
 
Updated training is normally required every 2 years (on line) or three years (face to 
face). 
Staff working directly with at risk groups  will also undertake the free online 
government training for PREVENT/Channel and FGM 
 
3. PROCEDURES 
 
The following procedures must be followed and referred to as necessary: - 
3.2 ICM Safeguarding Lead’s 
3.3 Referrals flowchart for reporting of actual or suspected abuse 
3.4 Allegations Management: Allegations of abuse or malpractice against a member  
      of staff: paid or unpaid  
3.5 Good practice procedures for minimising risk 
3.6 Common Assessment Framework (CAF)  
3.7 Child In Need (CIN)   
3.8 Domestic abuse 
 
The safeguarding children and young people policy and procedures should also be 
read in conjunction with the accompanying safeguarding policies and procedures 
 
Whistleblowing 
Safe transportation of children and young people 
Boundaries 
e-safety 
Photography  
Behaviour  
Safer recruitment and selection 
 
3.1 SAFEGUARDING PROCEDURES 

 ICM’s commitment to keeping children and young people safe is regularly and 
consistently referenced in all our key policies, procedures, and appropriate documents 
and publications. 
 

 ICM communicates its safeguarding policies and procedures to all staff. This is done as 
part of induction, at supervision for relevant roles and policies and procedures are 
available on the ICM Google Drive under policies and procedures: safeguarding 
 

 ICM communicates its safeguarding policies and procedures to all staff and relevant 
stakeholders, including the children and young people we support through its website, 
staff and documentation. Safeguarding updates on practice or referral routes etc is a 
standing item on team meeting agendas. 
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 ICM communicates its safeguarding policies and procedures to its Board Members as 

part of a standing agenda item at Board meetings. 
 

3.2 REPORTING OF SAFEGUARDING CONCERNS TO THE SAFEGUARDING 
LEADS 

All actual/suspected abuse must be reported in confidence to the Safeguarding Lead, below. 
Concerns must be reported where possible on the same day the concern arises or as soon 
as possible and must be followed up in writing within 24 hours. If the concern is urgent and a 
child is at significant risk of harm do not allow a delay in your reporting if you cannot contact 
the Safeguarding Lead. 
 
Safeguarding Officers 
 
Lead Officer Bruce MacGregor – Tel 07881 958011/ 01473 852552 Email: 
bruce@ipswichcm.org.uk 
Deputy:  Alicia Durbin – Tel 01473 852551 Email: alicia@ipswichcm.org.uk 
Advisory Consultant – Tel 07881967729 Email: mark@communitypraxis.com 
  

RESPONSIBILITIES OF THE SAFEGUARDING OFFICER(S) 

This role will work closely with the senior Board level lead. The Lead Safeguarding Officer’s 
role is to support other staff to recognise the needs of children, including identifying and 
responding to possible abuse. The role will be given sufficient time, funding, supervision and 
support them to fulfil their child welfare and safeguarding responsibilities effectively 
They will discharge their safeguarding functions in a way that ensures that children are 
safeguarded from harm, and promotes their welfare. 
 
In the case of allegations made against ICM Staff (including volunteers) the Safeguarding 
Lead will work with the LADO and must follow local Suffolk County Council/SCP procedures.  
In cases of actual or suspected abuse by a member of ICM staff the Safeguarding Lead in 
consultation with the LADO will ensure the Police and/or other statutory bodies like Social 
Services are informed as appropriate. The victim must be protected from further abuse while 
the Police/ external agencies conduct their own investigation. 
 
If not already aware any allegation must be reported to the Safeguarding Lead unless the 
Safeguarding Lead is the alleged perpetrator, in that situation the report will be made to the 
Deputy Safeguarding Lead. 
 
Any information held either electronically or in hard copy will be held securely in a password 
protected document or sealed envelope in a secure, locked cabinet/drawer. Any electronic 
database used for recording and reporting abuse internally will protect the identity of the child 
and use an identifying code rather than the name so as to ensure confidentiality. 

RESPONSIBILITIES OF ICM DIRECTORS 

Although some Safeguarding responsibilities can be delegated over all responsibility lies with 
the Board of Directors of ICM. 
 
To enable the Board not only to support the management and staff team in the organisation, 
including the Safeguarding Lead Officer, but also to provide an important mechanism for 
critically evaluating the information presented to the Board by the management team, and, 
where necessary, challenging and checking it out.  
 
To ensure that ICM is taking steps to safeguard and take responsibility for the children with 
whom it works and is acting in their best interests, taking all reasonable steps to prevent any 
harm to them, assessing and managing risk, ensuring safeguarding policies and procedures 
are in place, undertaking ongoing monitoring and reviewing of policies and procedures 
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including complaints and recruitment, to ensure that safeguards are being implemented and 
are effective, that ICM is responding appropriately to allegations of abuse, the Board of 
Directors will review Safeguarding issues as a standing item at Board meetings.  

3.3 FLOWCHART FOR REFERRAL FOR ACTUAL OR SUSPECTED ABUSE 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Contact  Customer First 0808 800 4005 or police on 999 if an 
emergency 
REFERRALS FORMS 

All professionals making telephone referrals to Suffolk’s children’s social services (including 
via Customer First) MUST confirm this in writing within 24 hours. If you are worried about 
the immediate safety of a child/young person and cannot contact a Safeguarding Officer call 
the police on 999. You can also contact the local authority.  
 
Your report must be accurate and where possible use the child’s exact words if they 
disclosed the information to you, not your own.  
 

Concerns 
Suspicion/allegation of abuse by: child disclosure, observation,  

report by another person, anonymous communication 

Consult 
I If appropriate, speak with the Safeguarding Officer.   All can speak informally with Children and Young People’s Services 

IMPORTANT: Any consultation should not delay a referral 

Action 
DO NOT INVESTIGATE 

Refer to Children and Young People’s Services and/or Police.  You or the Safeguarding Officer 
should make the referral. Parents and carers should be advised that you are doing this unless this 

might put the child at risk or cause any delay in referring 

Confirm 
DO NOT INVESTIGATE 

Verbal referrals must be followed by a written referral within 24 hours 
 
 

Commitment 
You may be required to provide other information, as required 

RECORD Sign and Date 

RECORD Sign and Date 

RECORD Sign and Date 

RECORD Sign and Date 

RECORD Sign and Date 
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The report must be signed and dated, including the year. Ensure the form is emailed safely 
following the directions on the form and ensure a copy is sent to ICM’s Safeguarding Lead in 
the same manner marked “Confidential SG”. 
 

3.4 ALLEGATIONS MANAGEMENT: ALLEGATIONS OF ABUSE OR MALPRACTICE 
AGAINST A MEMBER OF STAFF (INCLUDING VOLUNTEERS).  

It is essential that any allegation of abuse made against a person who works with children 
and young people including those who work in a voluntary capacity are dealt with fairly, 
quickly, and consistently, in a way that provides effective protection for the child, and at the 
same time supports the person who is the subject of the allegation. The framework for 
managing allegations is set out in Working Together to Safeguard Children: A guide to inter-
agency working to safeguard and promote the welfare of children 2006, and Safeguarding 
Children and Safer Recruitment in Education 2007.   
 
The framework for managing cases set out in this procedure applies to a wider range of 
allegations than those in which there is reasonable cause to suspect a child is suffering, or 
likely to suffer, significant harm.  
It also caters for cases of allegations that might indicate that the alleged perpetrator is 
unsuitable to continue to work with children in their present position, or in any capacity. This 
may be due to concerns about the persons conduct in their personal or professional life that 
might indicate their unsuitability to work with children. It should be used in respect of all 
allegations that are consistent with the guidance in Working Together i.e. cases in which it is 
alleged that a person who works with children has: 
 
behaved in a way that has harmed, or may have harmed, a child 
possibly committed a criminal offence against, or related to, a child; or 
behaved in a way that indicates s/he is unsuitable to work with children.  
 
In compliance with the Local Safeguarding Board’s Allegations Management guidance, the 
following procedures will be followed; 
 
Reporting procedure for Allegations 
If the allegation is against an ICM member of staff the allegation must be reported 
immediately, at least within one working day, to the ICM Safeguarding Lead. If the 
allegation is against the Safeguarding Lead then the allegation must be reported to the 
Deputy Safeguarding Lead. The Safeguarding Lead/or Deputy must then report the 
allegation to the Local Area Designated Officer (LADO) on the same day. 

Contact details for LADO’s 0300 123 2044 

Email: ladocentral@suffolk.gcsx.gov.uk 

Please see attached link for guidance from the Suffolk Safeguarding Board regarding 
Managing allegations for full details. 

https://www.suffolksp.org.uk/assets/Working-with-Children-Adults/LADO/2019-12-10-
Arrangements-for-Managing-Allegations-of-Abuse-v9.pdf 

Initial consideration 

The LA Designated Officer (LADO) will discuss the matter with ICM’s Safeguarding Officer 
and, where necessary, obtain further details of the allegation and the circumstances in which 
it was made.  The discussion should also consider whether there is evidence/information that 
establishes that the allegation is false or unfounded. 

If the allegation is not patently false and there is cause to suspect that a child or young 
person is suffering, or is likely to suffer, significant harm, the LA Designated Officer should 
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immediately inform the police and convene a similar discussion to decide whether a police 
investigation is needed.  That discussion should also involve the employer. 

 
Action following initial consideration 

Where the initial evaluation decides that the allegation does not involve a possible criminal 
offence, it is dealt with by the Safeguarding Officer.  In such cases, if the nature of the 
allegation does not require formal disciplinary action, appropriate action should be instituted 
within three working days.  If a disciplinary hearing is required and can be held without 
further investigation, the hearing should be held within 15 working days. 

Where further investigation is required to inform consideration of disciplinary action, the 
Safeguarding Officer will discuss who will undertake that investigation with the LA 
Designated Officer.  In some settings and circumstances, it may be appropriate for the 
disciplinary investigation to be conducted by a person who is independent of ICM or the 
person’s line manager to ensure objectivity.  In any case, the investigating officer should aim 
to provide a report to the employer within 10 working days. 

On receipt of the report of the disciplinary investigation, the Safeguarding Officer should 
decide whether a disciplinary hearing is needed within two working days, and if a 
hearing is needed it should be held within 15 working days 

Suspension 
The possible risk of harm to children posed by an accused person needs to be managed 
and evaluated. The evaluation will be in respect of the child/ren  involved in the 
allegation and any other children in the individuals home, work  or community life. In 
some cases it will require consideration to be given to the use of suspension for the 
person involved in the allegation. This may be until the matter is resolved 

The member of staff must not be automatically suspended without careful thought and 
consideration of the circumstances of the allegation. In making the decision, the 
Safeguarding Officer must consider whether the person should be suspended from 
contact with children for the duration of the investigation, or until resolution has been 
reached. In any case, alternatives to suspension should be explored and advice sought 
from the LA Designated Officer. 

If the allegation has been referred and a strategy meeting is to be convened, it will be a 
task of the strategy meeting to consider the facts of the allegation, and although a senior 
manager of ICM cannot be directed to suspend, they will be supported in making the 
decision. This should be done after the views of the designated senior named officer from 
the police and Area Safeguarding Manager have been canvassed. 

If the allegation is reported to an ICM staff member against a member of staff (including a 
volunteer) of another organisation or agency then the member of ICM staff should consult 
with the ICM Safeguarding Officer and agree who should contact the LADO. However, if any 
delay in this procedure is likely to put a young person at risk of significant harm then the ICM 
member of staff should contact the LADO directly.     

BULLYING AND HARASSMENT 

Bullying and harassment can take many forms and include:  
• physical violence including threats, verbal assaults and taunts, the destruction of 

property, extortion, unwanted sexual interest or contact 
• indirect forms of bullying including ignoring a person and the withdrawal of friendship, 

malicious gossip and spreading rumours, abusive or oppressive graffiti, the use of 
social media, electronic messages and websites.  
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• it is often motivated by prejudice against certain groups for example on the grounds of 
race, religion, gender and disability 

 
Whether directed at children, young people, adults at risk, staff, volunteers, parent and 
carers, bullying and harassment, physical and/or emotional abuse will not be tolerated. All 
such behaviour will be treated as a safeguarding concern when aimed at children, young 
people and or adults at risk. 
 
We will: 

• provide a racial justice strategy, culture of equality and respect for all with zero 
tolerance to any form of bullying or harassment 

• report all incidents of bullying or harassment observed or disclosed, to the Lead or 
Deputy  

• take immediate steps to stop the behaviour and mitigate the effects of bullying and 
harassment  

• record all incidents with observations and witness statements, and action taken, 
signed, timed and dated 
 

TRANSPORT  

We ensure that we: 
 gain written permission from parents or carers to carry children, young people and 

adult at risk 
 keep a register of who is being transported and who is driving, when to where and 

return, with collection and return times being specified 
 provide all transporting and being transported with an emergency contact numbers 
 plan journeys regarding time, distance and stopping points  
 consider if another driver might be required or the possible need for extra supervision  
 have emergency procedures in place 

and we ensure that drivers:   
 are recruited under safeguarding recruitment procedures  
 suitably qualified to drive the required vehicle 
 provide proof of insurance regarding business use and comprehensive insurance 
 can evidence the vehicle is roadworthy and suitable for transporting each individual  
 provide suitable and age appropriate seat belts, booster seats and wheelchair anchor 

points 
 avoid transporting children, young people or adult at risk on their own  

ACTIVITIES, EVENTS AND VISITING SPEAKERS/ACTIVITY LEADERS 

We will always ensure visitors and activities undertaken are risk assessed and we are 
committed to: 

• ensuring that those who run activities have the expertise, knowledge and skills to do 
so properly  

• completing a risk assessment which involves identifying risks and the means of 
reducing or eliminating those risks for all activities or events  

• risk assessing any changes being made to activities or events involving 

• having a written plan in place if event or activity has to be cancelled  

• having a written plan in place in case of emergency including contact numbers  

• implementing the required actions identified by the risk assessment process and 
reviewing the effectiveness of these on a regular basis 
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THE LATE PICK UP OF A CHILD, YOUNG PERSON  

If attempts to contact the parent and nominated emergency contact fail, then the supervising 
adult should wait with the child, young person or adult at risk with other staff, volunteers or 
parents wherever possible.     
 
Staff paid and unpaid should avoid: 

• taking the child or adult home or to another location; 
• waiting alone with the child or adult in a vehicle or at the venue; 
• sending the child or adult home with another person, without parental consent; 
• leaving the child or adult alone. 

 
If all attempts to make contact fail, it may be advisable to contact the police for advice. 
 
CHILD, YOUNG PERSON GOES MISSING 

If a young person goes missing from the group or organisation it should be reported to the 
police. Use 999 where there is a concern that they cannot be found or are vulnerable. 
A missing person may be assessed as ‘at risk’ if they fit one or more of the following 
categories. 

• is under 16  
• has expressed feelings of suicide 
• has dementia  
• has been acting totally out of character 
• has mental health issues 
• is under increased stress 
• has an illness or a physical disability 
• has a learning disability 
• is in need of regular medication/care 
• is an addict 

 
The Lead or Deputy should be informed as soon as possible and all details and actions 
recorded dated timed and signed. 
 
FIRST AID 

Our First Aiders have completed specific training as set out by the Health and Safety 
Executive (HSE).   They hold valid and up to date certificates of competence issued by an 
organisation whose training and qualifications are approved by the HSE.  

The duties of a First Aider are:  

• to give immediate First Aid to children, young people, adults at risk, staff or visitors 
when needed 

• to ensure that an ambulance or other professional medical help is called when 
necessary 

Our organisation undertakes to ensure there is always a trained first aider on site at our 
venues or, if other venues used such as schools, that they have appropriate first aid cover. 

We also provide training and guidance on dealing with hazardous materials such as blood, 
other bodily fluids and chemicals. We ensure sufficient equipment is available to deal with 
accidents or spillage. 

All incidents will be reported and recorded in the First Aid and Incident Accident Books 
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BUILDINGS AND VENUES 

Safeguarding risk assessments will be carried out on all building and venues used by our 
organisation or by the host's venue management, such as schools  
The safeguarding risk assessment should cover 

• access especially how people enter and leave the building  
• signing in protocol 
• use of keys 
• toilets and changing rooms 
• any outside space 
• car parks 

ANY OTHER RELEVANT ISSUES 

3.5 GOOD PRACTICE PROCEDURES FOR MINIMISING RISK 

Plan the work of the group so as to minimise situations where the abuse of children 
and/or young people may occur 
Arrange that an adult is not left alone with a child or young person where there is little or 
no opportunity of the activity being observed by others.  This may mean groups working 
within the same large room or working in an adjoining room with the door left open.  This 
good practice can be as much benefit to the adult as to the child or young person. 

Ensure that all staff, paid and unpaid, who work with children and young people do not 
meet one of the children or young people outside designated ICM  premises without a 
parent or other adult being present. 

Always have at least two adults present with a group, particularly when it is the only 
activity taking place on ICM premises.  OFSTED recommends that the following number 
of adults should be present when working with children.  If there are not enough leaders, 
the event should not take place. 

 Age 0 - 2:  1 adult to 3 children  

 Age 2 - 3: 1 adult to 4 children  

 Age 4 - 8: 1 adult to 6 children  

 Age 9 - 12: 1 adult to 8 children  

 Age 13 - 18: 1 adult to 10 children. 

 
However, these are just general recommendations in addition we must always ensure 
appropriate ratios of leadership to children and young people are observed according to 
age and gender and reflect the needs identified in the risk assessment for the activity and 
the group of children and young people involved. 

Consent forms including medical details should always be used for children and young 
people attending the activity and should be readily available during the activity. 

Never take a group off the premises with fewer than two adults.  Consent forms including 
medical details should always be used for specific outings or activities outside ICM 
premises. 

As it is good practice to keep a record of each activity/session these will be used.  This 
record should include a register of children and staff and details of any significant 
incidents.   
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Always keep a register with the address and contact phone number of every child.  These 
records are to be kept securely, in line with the Data Protection policy. 

All staff working with children or young people will be subject to a DBS enhanced check. 
While waiting for a DBS check to arrive the person will never be left alone with children 
unsupervised.  

Any photography or filming of children and young people at ICM activities will be subject to 
the Photography and filming policy. 
 
Verification 
 
The Safeguarding Officer will forward statistical data to the Board of Directors showing a 
breakdown of numbers of reported cases and where they have been referred to. 
 
 
Revision history 
 

           The Board of Directors will review this procedure annually or as and when there are changes 

in legislation. 

 

Date Approved Date Amended 
14/8/15  
12/8/16 12/8/16 
13/4/17 13/4/17 
12/4/18 12/4/18 
7/9/18 7/9/18 
21/6/19 21/6/19 
19/6/20 19/6/20 
30/9/20 30/9/20 
30/9/21 30/9/21 
12/12/21 12/12/21 
12/12/22 12/12/22 
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Annex A 
RECOGNISING POSSIBLE CHILD/YOUNG PERSON ABUSE 

The following behavioural signs may be indicators of child/young person abuse, but care 
should be taken in interpreting them in isolation. 

Physical signs 

 Any injuries, bruises, bites, bumps, fracture, etc. which are not consistent with the 
explanation given for them. 

 Injuries which occur to the body in places which are not normally exposed to falls, rough 
games, etc. 

 Injuries which appear to have been caused by a weapon e.g. cuts, welts, etc. 

 Injuries which have not received medical attention. 

 Instances where children/young people are kept away from the group inappropriately or 
without explanation. 

 Self-mutilation or self-harming e.g. cutting, slashing, drug abuse.  

Emotional signs 
Changes or regression in mood and behaviour, particularly where a child/young person 
withdraws or becomes clinging.  Also depression/aggression. 

 Nervousness or inappropriate fear of particular adults.  

 Changes in behaviour e.g., under-achievement or lack of concentration, inappropriate 
relationships with peers and/or adults e.g., excessive dependence attention-seeking 
behaviour. 

 Persistent tiredness, wetting or soiling of bed or clothes by an older child.  

Signs of neglect 

 Regular poor hygiene 

 Persistent tiredness 

 Inadequate clothing 

 Excessive appetite 

 Failure to thrive e.g. poor weight gain, consistently being left alone and unsupervised 

 

Indicators of possible sexual abuse 

 Any direct disclosure made by a child/young person concerning sexual abuse. 

 Child/Young person with excessive preoccupation with sexual matters and detailed 
knowledge of.  

 Adult sexual behaviour, or who regularly engages in age-inappropriate sexual play. 

 Preoccupation with sexual activity through words, play or drawing. 

 Child/Young person who is sexually provocative or seductive with adults. 

 Inappropriate bed-sharing arrangements at home. 

 Severe sleep disturbances with fears, phobias, vivid dreams or nightmares, sometimes 
with overt or veiled sexual connotations.  

 Other emotional signs (see above) may be indicative of sexual or some other form of 
abuse.  
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Annex B 
HOW TO REACT WHEN A CHILD/YOUNG PERSON WANTS TO TALK ABOUT 
ABUSE  

 General points 

 Take seriously what the child/young person says (however unlikely the story may sound) 

 Keep calm 

 Look at the child/young person directly 

 Be honest 

 Let them know you will need to tell someone else – don’t promise confidentiality  

 Reassure them they are not to blame for the abuse 

 Be aware that the child/young person may have been threatened  

 Never push for information 

 Ask questions for clarification only; avoid asking questions that suggest a particular 
answer. 

 

 Helpful things to say or show 

 Show acceptance of what the child/young person says 

 “I am glad you have told me” 

 “It’s not your fault” 

 “I will help you” 

 

 Avoid saying 

 “Why didn’t you tell anyone before?” 

 “I can’t believe it” 

 “Are you sure this is true?” 

 Never make false promises 

 Never make statements such as “I am shocked!”, or “don’t tell anyone else” 

 

 Concluding 

 Reassure the young person that they were right to tell you and that you take them 
seriously 

 Let the young person know what you are going to do next and that you will let them know 
what might happen 

 Immediately report the matter, as per procedures. 
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3.6 COMMON ASSESSMENT FRAMEWORK (CAF) PROCEDURE 

The Common Assessment Framework (CAF) is a tool that any professional working with 
children, young people and their families can use to help them identify unmet additional 
needs.  It is intended to be used to support the development of relationships with families 
and early intervention when it is needed. 

CAF is used when we alone are unable to meet all the identified needs and it is necessary to 
refer a child with whom we are working to another agency for support. In some cases it may 
be difficult to establish exactly what the needs are, or how those needs will be met.   

Consent from family/young person is required, CAF can only be used when the child or 
young person and family are happy to work alongside professionals to meet the child’s 
needs. 

If an ICM Staff member believes they have reason to complete a CAF form they should 
consult with their line manager prior to making that referral.    

Please read “Meeting the needs of children and families in Suffolk: Social Care and Common 
Assessment Framework thresholds guidance”. 

Meeting the needs 
Thresholds2.pdf

 
 
Referring a child to CAF 
Completed CAF paperwork will form the referral and should be passed immediately to: 
 
CAF Administration 
Suffolk County Council 
c/o The Integrated Access Team 
3rd Floor, Landmark House,  
Ipswich IP1 5PF 
Tel: 01473 263210 Fax: 01473 263280 
 
The consent of the family for this referral and their consent to share information should be 
obtained unless to do so would put an individual at risk or there are compelling legal reasons. 

The CAF 
process in 

Suffolk

presentation to 

CAF panel in 
Cluster

Action Plan
Lead Professional
Review date

integrated actionsReview

This child/young 
person will benefit from CAF

Seek informed
consent

Discussion and
Completion of

CAF 

Always 
consider 
safeguarding 
procedures
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3.7 CHILDREN IN NEED (CIN) PROCEDURES 

This procedure focuses on children “in need” as defined in Section 17 of the Children Act 
1989. It is recognised that many children and families have needs that do not fall within this 
definition. The Common Assessment Framework provides the opportunity for individual 
agencies and professionals to identify such needs and provide services for children and 
families at the appropriate level.  
 
Section 17 Children’s Act - This guidance applies to every child “in need” as defined in 
Section 17 of the Children Act 1989: 
 
“A child shall be taken to be in need if: 
a) he is unlikely to achieve or maintain, or have the opportunity of achieving or maintaining, a 
reasonable standard of health or development without the provision for him of services by a 
local authority, and 
b) his health or development is likely to be significantly impaired, or further impaired, without 
the provision for him of such services, or 
c) he is disabled”. 
 
This is a high threshold and requires that a child be considered to be a Child “in need” only if 
their health or development is likely to be significantly impaired. 
 
Definition of Child In Need 
 
The following guidance aims to assist professionals and parents to interpret the legal  
definition of a child “in need” and to help achieve consistent expectations about when an 
Initial Assessment will be done. 
 
These descriptions identify the sort of situations which may indicate that a child is “in need”. 
They are simply for guidance, and are not intended for use as threshold criteria or as a 
means of establishing priority for attention. Threshold decisions are professional judgements 
to be made solely on the basis of the legal definition of a child “in need”. Ultimate 
responsibility for decision making lies with Social Care Manager in Children’s Social Care. 
 
 
1. Abuse and neglect 
 
Extra-familial abuse may, of course, mean that a child becomes “in need”. It should only be 
dealt with under “child protection” procedures when it gives rise to “reasonable cause to 
suspect that a child is suffering, or is likely to suffer, significant harm” in terms of abuse or 
neglect. 
 
If there is “reasonable cause to suspect actual or likely significant harm” in terms of abuse or 
neglect as defined in Working Together, such concerns must be dealt with under Child 
Protection procedures. See section 4.1 
 
2. Family Dysfunction 
 
Where parenting capacity is chronically inadequate, and parents do not consistently provide 
basic care, emotional warmth, stimulation, guidance, boundaries, or stability in relationships. 
 
These concerns will require a response under child protection procedures if they give rise to 
“reasonable cause to suspect actual or likely significant harm” in terms of abuse or neglect 
as defined in Working Together. If that threshold is not met, a child “in need” response will 
invariably be appropriate. 
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3. Children with Disability 
 
Children with a disability are defined by Section 17 of the Children Act 1989 as being “in 
need”. They, and their families, may require services in respect of needs that are directly 
related to their disability. But they may also have needs that arise for other reasons. 
 
If there is “reasonable cause to suspect “that they are suffering or likely to suffer significant 
harm in terms of abuse or neglect” these must be dealt with under child protection  guidance. 
Otherwise child “in need” guidance applies to children with disability as for any other child in 
need. 
 
The severity of a disabled child’s needs may impact significantly on the parent’s ability to 
care for other children in the family. It may therefore be appropriate to consider the siblings of 
disabled children as children in need under these procedures. 
 
5. Absent Parent 
 
Where a parent has died, or is in prison, or has effectively abandoned a child – or where the 
child is an unaccompanied asylum seeker. This group does not include children whose 
needs arise from other adverse family circumstances or poor parenting. 
 
6. Socially Unacceptable Behaviour 
 
Where a child’s behaviour is having a significant detrimental effect on the community or 
family life – including children who are offending or are at risk of offending. This group may 
include children who are at risk in terms of truancy, sexual activity, drug misuse, alcohol 
misuse, or fire-setting – though the possibility of these behaviours being associated with 
abuse or neglect should be considered. 
 
7. Family in Acute Stress 
 
Where a parent is normally able to provide adequate care and meet their child’s needs, but 
has difficulty in doing so because of family circumstances and environmental factors. For 
example: loss of employment, homelessness, separation, or bereavement. 
 
8. Low Income 
 
Where income is so low as to have a significant impact on a child’s health and development, 
for example, where a family’s circumstances are such that their income is below standard 
state entitlement. This may include asylum seeking families or young people moving toward 
independence. 
Children and young people who, for whatever reason, are living apart from their immediate 
families in the community and being supported under Suffolk’s Family and Friend’s policy is 
included in this. 
 
Consent to referral 
 
Consent of parents, and of children and young people (according to their age and 
understanding), and joint working are highly desirable because honesty and openness is 
likely to enable effective partnership working and better outcomes. 
 
However, the absence of consent to referral and inability or unwillingness to work jointly must 
not be barriers to referral for Initial Assessment, nor to intervention for children “in need”. It is 
important to keep a clear record of why consent is not sought, or withheld, or not available. 
 
 
 
Consent to sharing information 
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Parental consent should always be sought to share information unless there is reason to 
believe that to do so would place a child at risk of further harm, or if their health or 
development are likely to be significantly impaired because consent is refused. 
 
There is an underlying assumption that work with children “in need” and their families should 
be undertaken in a spirit of partnership with the objective of enabling parents to take 
responsibility in addressing concerns for their child. 
 

If an ICM Staff member believes they have reason to report a Child in Need they should 
immediately consult with the ICM Safeguarding Lead prior to making a referral, unless they 
believe any delay in reporting that will result in significant harm to a child or young person.  

Reporting procedures for CIN 
 
Practitioners who have a concern about a child’s welfare have a professional responsibility to 
determine whether their concern seems likely to meet the threshold for action by Children’s 
Social Care under either Child In Need or Child Protection guidance, or whether it can 
appropriately be referred to the CAF process. 
 
All referrals to Children’s Social Care should be made through Customer First, not via 
the CAF process. 
 
Send CAF pages 1-9 to Customer First to request further assessment by CYP Social Care 
Services (SCS) 

 
Professionals should consult with colleagues in Children’s Social Care to explore the issues 
about which they are concerned if they are in doubt about whether a referral is appropriate. 
Such consultation should not be regarded as constituting a referral. A Social Care Manager 
makes the decision whether to carry out an initial assessment. 
 
Lead professional 
Child In Need Meetings should always agree who is to be the Lead Professional. This may 
be the Social Worker, but it may be appropriate for some other professional to take this role. 
This applies to complex and non-complex circumstances. 
 
The Lead Practitioner is responsible for ensuring that information is appropriately shared, 
and that everyone involved understands both the nature of the concerns, the outcomes 
required, and what is in the plan. They should also convene and run the Core Group, and be 
responsible for convening future Child In Need Meetings to review progress. 
 
Refer to CAF pathway flowchart and CAF consent process flowcharts for details.  

caf pathway 
flowchart.pdf

Caf consent process 
flowchart.pdf

 
You may need to download the free Adobe Reader programme to open these documents. 
Go to http://get.adobe.com/uk/reader/  
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3.8 DOMESTIC INCIDENTS/ABUSE PROCEDURE 

(Refer to Domestic Abuse policy on SCP website for further guidance) 
 
A referral must be made direct to Children’s Social Care if it seems reasonable to suspect 
that: 
 
c) a child sees, hears, experiences or is otherwise aware of domestic abuse – i.e. that 

domestic abuse is part of their experience of family life.  This applies regardless of 
whether they actually witness any particular event or are physically harmed, and 

 
d) the non-abusing parent will not be able – for whatever reason – to ensure the safety and 

well being of their child without significant professional assistance and support. 
 
Referrals should be made with the agreement of a parent unless the child’s best interests are 
not served by seeking or obtaining consent.  Non-consent should not be a barrier to referral if 
there is on the face of it reasonable cause to suspect that the child may suffer significant 
harm of otherwise not have significant needs met. 
 
A disclosure or allegation by a victim is not a pre-requisite for referral of concerns regarding a 
child.  Concern about the effects of domestic abuse on a child may be triggered in other 
ways – for example, by hidden or inadequately explained injuries to a parent or carer, or 
damage to the home or personal property, or by the behaviour of parents, or concerns 
expressed by the child, or concerns about the child’s wellbeing. 
 
 
The Government defines domestic abuse as; 
 
“Any incident of threatening behaviour, violence or abuse (psychological, physical, 
sexual, financial or emotional) between adults who are or have been intimate partners 
or family members regardless of gender or sexuality” 

The legal definition of “significant harm” to children was extended in January 2005 to 
include harm suffered from seeing or knowing of the abuse of another, particularly in 
the home. This was reinforced by the Adoption and Children Act 2002. 

 
Child protection referrals where the primary concern relates to a domestic abuse incident 
may include: 
 
Verbal Altercation 
 

 Children not present but usually part of the household 
 Children in house but not witness to the incident 
 Children present 
 Children present and victim of abusive behaviour 

 
Damage to Property 
 

 Children not present but usually in the household 
 Children present but not witness to the incident 
 Children present 

 
Physical Assault 
 

 Children not present but usually part of the household 
 Children in house but not witness to the incident 
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 Children present and witness the incident 
 Children present and a victim of assault 

 
Sexual Assault 
 

 Children not present but usually part of the household 
 Children in house but not witness to the incident 
 Children present and witness to the incident 
 Children present and a victim of sexual abuse 

 


