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1. Box Clever Safeguarding and Child Protection Policy Statement 

Box Clever is an award-winning, writer-led theatre company dedicated to the 
creation of contemporary theatre for young people. 
 
Young people are at the centre of everything we do and their safety and protection 
are paramount. We have a duty of care to safeguard and protect all young people 
participating in our projects and create a positive and safe environment for them. 
 
The purpose of this policy is: 

 to protect children and young people who take part in activities led by Box 
Clever  

 to provide staff, as well as children and young people and their families, with 
the overarching principles that guide our approach to child protection. 

 
This policy applies to anyone working on behalf of Box Clever including both 
permanent and freelance staff, trustees, interns, students on work placement, and 
volunteers. 
 
Legal framework  
 
This policy has been drawn up based on legislation, policy and guidance that seeks 
to protect children in England. 
 
The key guidance for child protection is Working Together to Safeguard Children 
(Department for Education, 2018). This states: 

 everyone who works with children has a responsibility for keeping them safe 
 everyone who comes into contact with children and families has a role to play 

in sharing information and identifying concerns 
 
 A summary of all the current key legislation and guidance is available 
from  https://learning.nspcc.org.uk/safeguarding-child-protection 
 
Box Clever recognises that: 
 

 the welfare of the child/young person is paramount, as enshrined in the 
Children Act 1989 

 all children and young people, regardless of age, sex, gender, gender 
reassignment, gender identity, sexual orientation, culture, race, ethnicity, 
disability or religious belief systems, have the right to equal protection from all 
types of harm or abuse 

 some children are additionally vulnerable because of the impact of previous 
experiences, their levels of dependency, communication needs or other 
issues 

 working in partnership with children, young people, their parents, carers, 
schools and other agencies is essential in promoting young people’s welfare 
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We will seek to keep children and young people safe by: 
 

 valuing, listening to and respecting them  
 appointing a designated safeguarding officer, and a lead trustee for 

safeguarding 
 adopting child protection and safeguarding practices through policies, 

procedures and a code of conduct for all staff and volunteers 
 developing and implementing an effective e-safety policy and related 

procedures  
 providing training or instruction so that all staff and volunteers know about and 

follow our policies, procedures and code of conduct, confidently and 
competently  

 recruiting and selecting staff and volunteers safely, ensuring all necessary 
checks are made 

 recording and storing and using information professionally and securely, in 
line with data protection legislation and guidance  

 using our safeguarding and child protection procedures to share concerns and 
relevant information with agencies who need to know, and involving children, 
young people, parents, families and carers appropriately  

 using our procedures to manage any allegations against staff and volunteers 
appropriately  

 creating and maintaining an anti-bullying environment and ensuring that we 
have a policy and procedure to help us deal effectively with any bullying that 
does arise  

 ensuring that we have an effective complaints and whistleblowing policy in 
place 

 building a safeguarding culture where staff and volunteers, children and 
young people, treat each other with respect and are comfortable about 
sharing concerns. 
 

 
Contact details 
 
Designated Safeguarding Officer and Child Protection Lead: Emily Gorrod-Smith 
Email: emily@boxclevertheatre.com 
 
Trustee Lead for Safeguarding and Child Protection: Andrea Gillie 
Email: gillieandrea@gmail.com 

 

In an emergency call 999 
For advice call NSPCC Helpline 0808 800 5000  
 
We are committed to reviewing our policy and good practice annually.  
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2. Designated Safeguarding Officer (DSO) role description 
 
Purpose of the role 
 

 To take the lead in ensuring that appropriate policies, procedures, 
arrangements, and training for keeping children and young people safe, are in 
place for all Box Clever activities. 

 To promote the safety and welfare of children and young people involved in 
Box Clever’s activities across the organisation. 

 
Duties and responsibilities 

 

 To arrange initial safeguarding training for new members of staff as part of the 
induction process 

 To ensure that all staff read and sign the Safeguarding and Child Protection 
Policy annually 

 To ensure that all permanent staff and returning freelancers refresh their 
knowledge annually 

 To ensure that all staff understand what to do if they have concerns about a 
child’s welfare 

 To be Box Clever’s point of contact for all reporting of child safeguarding and 
child protection concerns 

 To be Box Clever’s point of contact for all reporting of child bullying incidents 
 To receive and record information from anyone who has concerns about a 

child who takes part in Box Clever activities. 
 To receive and record information from anyone who has concerns about a 

member of staff  
 To ensure that all safeguarding and child protection concerns are responded 

to appropriately. This might include making referrals to the Local Authority 
Designated Officer, children’s social care department or the police (See 
section 5 Child Protection Reporting Procedures) 

 To store and retain child protection records according to legal requirements 
and the organisation’s safeguarding policy and procedures 

 To consult the NSPCC Helpline when support is required 
 To report any safeguarding incidents to the Safeguarding Lead on the Board 

and to report it in the Incident Register 
 To be familiar with current issues relating to safeguarding, child protection and 

abuse and keep up to date with new developments in this area. 
 To have undergone safeguarding and child protection training 
 To attend regular training in issues relevant to child protection and share 

knowledge from that training with all staff 
 To ensure DSO cover is in place when the DSO is unavailable 
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3. Safer Recruitment Procedures 
 

 Box Clever adopts safer recruitment procedures. This includes interviewing 
applicants, and taking up two references prior to appointment. 

 Referees will be asked specifically about the applicant’s suitability to work with 
children. 

 Before offers are made, applicants for jobs will be asked to sign a declaration 
stating that there is no reason why they would be considered unsuitable to 
work with children and MUST declare all previous convictions (whether spent 
or not) as well as any cases pending against them. All such information is 
treated in confidence and will not be used against applicants unfairly. 

 All Box Clever staff will undergo Enhanced Disclosure and Barring Service 
(DBS) checks. These are renewed every three years. (Unless staff members 
are signed up to the update service). 

 From 1st April 2024 all Box Clever Trustees will undergo Enhanced Disclosure 
and Barring (DBS) checks before appointment. These are renewed every 
three years. (Unless Trustee members are signed up to the update service). 

 All new staff will receive initial safeguarding and child protection training, as 
part of their induction to Box Clever.  

 As part of the initial training new staff are required to read the Safeguarding 
and Child Protection Policy and sign a declaration stating their intention to 
observe the policy. 

 All new staff will complete the NSPCC Introduction to Safeguarding Training 
on joining the Company (unless they have done training with another 
organisation in the last year and this can be evidenced with a certificate). 
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4. Behaviour Code for Staff 
 
Purpose 
 
This code outlines the conduct that Box Clever expects from all our staff and 
volunteers. This includes both permanent and freelance staff, trustees, interns, 
students on work placement, and volunteers.  
 
Following the behaviour code will help to protect children and young people from 
abuse and will reduce the possibility of staff having unfounded allegations being 
made against them. 
 
Box Clever is responsible for making sure that everyone in our organisation has 
seen, understood and agreed to follow the code of behaviour, and that they 
understand the consequences of inappropriate behaviour. 

In addition all staff and volunteers should familiarise themselves with the information 
in Appendix 1: Definitions and Types of Abuse. 

 
The role of Staff and Volunteers 
When working with children and young people at Box Clever you are likely to be 
seen as a role model and must always act appropriately. 
 
Responsibilities of Staff and Volunteers 
You are responsible for: 

 prioritising the welfare of children and young people 
 providing a safe environment for children and young people. This includes:  

1. having a good awareness of issues to do with safeguarding and child 
protection and taking action when appropriate 

2. making sure the space you are working in is safe 
3. ensuring equipment is used safely and for its intended purpose 
4. ensuring you know where the fire exits are and what to do in an 

emergency evacuation 
 following our policies and procedures. This includes policies and procedures 

for: 
a. safeguarding and child protection 
b. whistleblowing (see section 7) 
c. e-safety (see section 10) 
d. respect and dignity at work 
 

 staying within the law at all times 
 modelling good behaviour for children and young people to follow 
 challenging all unacceptable behaviour  
 reporting any breaches of the behaviour code to the DSO. 
 reporting all concerns about a young person and allegations/suspicions of 

abuse, following our reporting procedures. This includes inappropriate 
behaviour being displayed by an adult, child or young person and directed at 
anybody of any age. 
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Respecting Children and Young People 
You should: 

 listen to and respect children at all times 
 value and take children’s contributions seriously 
 respect a young person’s right to personal privacy as far as possible 

(If you need to break confidentiality, to follow child protection 
procedures, it is important to explain this to the child or young person 
at the earliest opportunity.) 

 
Diversity and Inclusion 
You should: 

 treat children and young people fairly and without prejudice or 
discrimination 

 understand that children and young people are individuals with 
individual needs 

 respect differences in age, sex, gender, gender reassignment, gender 
identity, sexual orientation, culture, race, ethnicity, disability and 
religious belief systems and appreciate that all participants bring 
something valuable and different to the work/project/rehearsal 

 challenge discrimination and prejudice 
 encourage young people to speak out about attitudes or behaviour that 

makes them uncomfortable. 

 
Relationships with Children and Young People 
You should: 

 promote relationships that are based on openness, honesty, trust and 
respect 

 avoid favouritism 
 be patient with others 
 use special caution when you are discussing sensitive issues with 

children or young people 
 ensure your contact with children and young people is appropriate and 

relevant to the nature of the activity you are involved in 
 ensure there is always more than one adult present during activities 

with children and young people.  

 

Unacceptable behaviour 
When working with children and young people, you must not: 

 allow concerns or allegations to go unreported 
 take unnecessary risks 
 smoke, vape, consume alcohol or use illegal substances 
 develop inappropriate relationships with children and young people 
 make inappropriate promises to children and young people 
 give a gift to a child or young person 
 give a lift to a child or young person  
 have any physical contact with a child or young person (unless it is an 

emergency) 
 be in a private space with a child or young person 
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 engage in behaviour that is in any way abusive. This includes having 
any form of sexual contact with a child or young person 

 allow children and young people to have your personal contact details 
(mobile number, email or address) or have contact with them via a 
personal social media account (this includes being “followed by” or 
“friends with” children and young people on social media platforms) 

 take photos of children or young people on personal devices including 
on phones and cameras. (If a staff member is required to photograph 
or film content, they will use equipment provided by Box Clever) 

 act in a way that can be perceived as threatening or intrusive 
 patronise or belittle children and young people 
 make sarcastic, insensitive, derogatory or sexually suggestive 

comments or gestures to or in front of children and young people. 
 

Working in Schools 
All the above apply. In addition, when working in a school you should  

 ensure that there is a teacher present in the room when you are 
working with students.  

 let the teacher present in the room deal with any poor behaviour or 
emergencies 

 ensure that you are not on your own with a student 
 
Upholding this code of behaviour 
You should always follow this code of conduct and never rely on your reputation or 
that of our organisation to protect you. 
If you have behaved inappropriately, you will be subject to our disciplinary 
procedures. Depending on the seriousness of the situation, you may be asked to 
leave Box Clever.  
We may also make a referral to statutory agencies such as the police and/or the 
local authority children’s social care department.  
If you become aware of any breaches of this code, you must report them to the DSO. 
If necessary, you should follow the whistle blowing procedure or, if appropriate, the 
child protection/safeguarding procedures. 

 
 

 

5. Child Protection Reporting Procedures 

 
The following procedures apply to all Box Clever staff and will be covered by training 
to enable staff to understand their role and responsibility.  

The aim of our procedures is to provide a framework which enables staff to take 
appropriate action when they are concerned that a child is being harmed or abused 
or at risk of harm or abuse. 
 
All concerns must be reported. 
 
 



9 
 

Working in a school  
 
If you witness or overhear something you are concerned about, suspect abuse, spot 
signs or indicators of abuse or if a child or young person makes a disclosure to you, 
you must report it to the school’s Designated Safeguarding Lead (or your school 
contact) before you leave the premises.  
 
If you are concerned for a child or young person’s immediate safety keep them with 
you until the DSL or their Deputies arrive.  
 
The school will have their own procedures which you will need to follow; this may 
include completing a form for them. Do not leave the premises until you are satisfied 
that the school’s DSL or your school contact is responding to the matter. You must 
also complete a Box Clever Child Protection Incident Record Form (see Appendix 3) 
and return it to Box Clever’s DSO.  
 
 
Working at a venue or a community space 
 
If you witness or overhear something you are concerned about, suspect abuse, spot 
signs or indicators of abuse or if a child or young person makes a disclosure to you, 
you must report it. Different contexts require different reporting procedures. 
 

 If it is a school group attending with a teacher, you must report the concern to 
the teacher in charge before they leave. If the space you are working in has a 
Designated Safeguarding Officer, you must also report the concern to them 
and follow their procedures. In addition, you must complete a Box Clever 
Child Protection Incident Record Form and return it to Box Clever’s DSO on 
the same day. 

 If it is a project/event outside of school and the venue or community space 
has a Designated Safeguarding Officer, you must report the concern to them 
and follow their procedures. In addition, you must complete a Box Clever 
Child Protection Incident Record Form and return it to Box Clever’s DSO on 
the same day.  

 
If you are concerned for a child or young person’s immediate safety, keep them with 
you and contact the police or the Local Authority Designated Officer.  
 
DSO Reporting Procedures 
 
The DSO will report all Box Clever Child Protection Incidents to the Trustee Lead for 
Safeguarding 
 
Incident at a school 
 
Box Clever’s DSO will contact the school’s DSL (contact information to be provided 
on booking form) to confirm that the incident has been assessed and followed up. 
This is recorded on the Box Clever Child Protection Incident Register. 
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Incident at a Venue or Community Space 
 
If the incident involves a student(s) attending with a teacher, Box Clever’s DSO will 
contact the school’s DSL to confirm that the incident has been reported, assessed, 
and followed up. This is recorded on the Box Clever Child Protection Incident Form. 
 
If the space has its own DSO, Box Clever’s DSO will contact them to confirm that the 
incident has been reported, assessed, and followed up. This is recorded on the Box 
Clever Child Protection Incident Form. 
 
If the space does not have its own DSO, or in a situation where the Box Clever DSO 
considers follow up is required, Box Clever’s DSO will use the most appropriate 
reporting system for the situation. This may include: 
 

 Reporting the matter to the Local Authority Designated Officer 
 Reporting the matter to the police 
 Reporting the matter to social services 
 Asking for advice from the NSPCC 

 
Action taken will be recorded on the Box Clever Child Protection Incident Form. 
 
Escalating an Incident 
 
If Box Clever’s DSO has any concerns about the severity of the incident, or how the 
incident is being followed up by the school, venue or community space they will 
contact the Trustee Lead for Safeguarding for advice. (Or in their absence the Chair 
of the Board).  
 
However, the DSO will always have the authority to report concerns directly to the 
statutory authorities. (In this instance, it is important that the Trustee Lead for 
Safeguarding and the Chair of the Board is immediately informed). 
 
Action taken will be recorded on the Box Clever Child Protection Incident Register. 
 

 
 

Trustees’ Reporting Responsibilities - Significant concern or incident 
 
In addition to following the procedures above, any serious or significant concerns or 
incidents (including those that are potentially serious or significant) and in particular 
any allegation towards a member of staff must be reported to: 

 
1. the Arts Council (in line with the terms and conditions of our funding)  
2. the Charity Commission 

 
Both organisations want the information by next day and expect that by the time they 
are told, we will have already informed the appropriate statutory bodies and if 
significant concern or incident involves a staff member, that they will have been 
suspended, whilst an investigation takes place. 
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6. What to do if a child makes a disclosure to you 
 
Follow these steps if a child or young person discloses to you: 
 
1. Listen and Believe 

Listen carefully and believe them. Do not express your own views and do not 
ask questions other than for clarification. Do not promise to keep secrets but 
make it clear that you believe what they are saying is true. Do not say 
anything that makes the child feel responsible for the abuse. Do not interrupt 
the child, ask leading questions, change the subject or interrogate the child. It 
is the job of the experienced police and social services to investigate the 
situation. 

 
2. Reassure and Record  

Tell them that they are doing the right thing by telling you and say that you 
need to take some notes about what they are saying. It is important to use the 
child’s words. If this isn’t possible at the time, write down the incident as soon 
as possible. Be specific in your notes. If a child makes a disclosure to you, it is 
important that you record the facts accurately. Your notes should include: 

 The name of the person making the disclosure and your name 
 The date, time and location of the disclosure 
 The date and time of what has occurred 
 The names of people involved 
 What was said or done by whom (use actual words and phrases used 

by the child) 
 Any injuries identified on a body map (See Appendix 4) 

 
3. Do Not Confront  

Do not talk to the alleged or suspected abuser. This could make the situation 
much worse for the child. 

 
4. Explain  

Explain what you are going to do next. Tell the child that you must pass this 
information on to someone who can help. If you feel the child is in immediate 
danger or at risk of significant harm, keep them with you until either a DSL or 
the police or social services respond. (See reporting procedures above) 

 
5. Report  

Fill out a Box Clever Child Protection Incident form. Include the facts that you 
will have noted down. Report the disclosure or concern immediately following 
the reporting procedures above.  
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7. Whistleblowing 

What to do if you suspect a member of Box Clever staff 
 

It can be very difficult to report concerns about a member of staff or volunteer, but all 
staff and volunteers have a duty to do this. It is important to remember that a 
whistleblower is a witness not a complainant. 
 
Any concern a member of staff may have about the behaviour of another member of 
staff or volunteer, must be reported to the DSO. If the concern is about the DSO 
contact the Trustee Lead for Safeguarding. (See contact details for both at Section 1 
page 3.) 
 
Staff members who in good faith report their concerns will be fully supported. 
 
All concerns or allegations of abuse, will be fully recorded, investigated and reported 
appropriately. In order to do this, Box Clever will seek advice from the Local Authority 
Designated Officer (LADO) in the location where the alleged abuse occurred. The 
Trustee Lead for Safeguarding will also be informed. 
 
Box Clever will follow guidance from the Independent Theatre Council (ITC) when 
undertaking staff investigations and suspension. 

Every effort will be made to maintain confidentiality for all concerned. If appropriate, 
support will be offered to the child, parents and members of staff. 
 
Suspension of a staff member does not indicate guilt on their part. It is a step taken 
to protect children while any investigation is taking place and Box Clever are seeking 
to establish the facts of the situation. 
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8. Storage of personal information both off and on site 
 

 Personal information that is acquired or held in the course of working with 
children should be treated as confidential. Particular care should be taken with 
sensitive information. 

 At the end of a project, any hard copies of children’s personal information 
(e.g. emergency contact numbers, medical info etc.) must be shredded. 

 Consideration should also be given to UK General Data Protection Regulation 
(UK GDPR) and the Data Protection Act 2018 which requires that information 
is obtained and processed fairly and lawfully; that it is accurate, relevant and 
not held for longer than is necessary; and kept securely. 

 Box Clever uses the Disclosure and Barring Service to help assess the 
suitability of applicants for positions of trust. Box Clever complies fully with the 
DBS Code of Practice regarding the correct handling, use, storage, retention 
and disposal of Disclosures and Disclosure Information. 

 Disclosure information will never be kept in an applicant’s personnel file and is 
only passed to those who are authorised to receive it. 

 We recognise that it is a criminal offence to pass this information to anyone 
who is not entitled to receive it. 
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9. Anti-bullying policy 

Bullying behaviour is unacceptable. Box Clever will endeavour to ensure that an 
environment free from bullying is provided for every child and young person who 
participates in our activities.  
 
All staff must be alert to any bullying behaviour when working with young people and 
should encourage participants to report any instances of bullying.  
 
Definition 
The Anti Bullying Alliance defines bullying as the repetitive, intentional hurting of one 
person or group by another person or group, where the relationship involves an 
imbalance of power. Bullying can be physical, verbal or psychological. It can happen 
face to face or through cyberspace. 
 
Bullying can be: 

 Emotional - being deliberately unfriendly, excluding, tormenting (e.g. hiding 
possessions, using threatening gestures). 

 Physical - pushing, hitting, kicking or any use of violence. 
 Racist - racial taunts, graffiti, gestures 
 Sexual - unwanted physical contact or sexually abusive comments 
 Disability related - ridiculing a child because of their disability 
 Homophobic - because of, or focusing on the issue of sexuality 
 Religious - because of or focusing on the issue of faith 
 Verbal - name-calling, sarcasm, spreading rumours , shouting or swearing 
 Cyber - all areas of internet, such as email and internet chat room, social 

media, platform misuse, mobile phone threats by text messaging and calls, 
misuse of associated technology, i.e. camera and video facilities 

Procedures  
If you are responding to incidents or allegations of bullying in a school, or whilst 
working with a school group in a venue or community setting: 

 Report what has happened to the teacher in charge 
 Let the teacher in charge deal with the situation 

If you are responding to incidents or allegations of bullying in a venue or community 
setting without a teacher present: 

 listen to all the children involved to establish what has happened  
 record details of the incident and any actions you have taken, on the Box 

Clever Child Protection Incident form  
 inform the DSO and forward the form within 24 hours 
 inform parents and carers (unless doing so would put a child at further risk of 

harm) 
 provide support to the child or children being bullied, children who witnessed 

the bullying and the child or children who have been accused of bullying 
 ask the child or children who have been bullied what they would like to 

happen next 
 consider appropriate sanctions for children that have carried out bullying  
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 continue to monitor the situation even if the situation has been resolved 

Be aware that bullying could be a child protection issue and other statutory agencies 
may need to be involved.  
 

10. E-Safety Policy 
 
Children’s safety online is just as important as offline. The purpose of this policy is to 
protect children and young people who engage with Box Clever and participate in 
our activities, and who make use of information technology such as mobile phones, 
iPads/tablets and the internet, as part of their involvement with us.  
 
It is also to provide staff and volunteers with the overarching principles that guide our 
approach to e-safety and to ensure that as an organisation we operate in line with 
our values and within the law in terms of how we use information technology and 
behave online.  
 
We will seek to keep children and young people safe by: 
 

 incorporating statements about safe and appropriate ICT use and online 
behaviour into the codes of conduct for both staff and volunteers and for 
children and young people 

 use our procedures to deal firmly, fairly and decisively with any examples of 
inappropriate ICT use or behaviour, complaints or allegations, whether by an 
adult or a child/young person (these may include breaches of filtering, illegal 
use, downloading or creating indecent images of children, cyberbullying, or 
use of ICT to groom a child or to perpetrate abuse) 

 informing parents and carers of incidents of concern as appropriate 
 reviewing and updating the security of our information systems regularly  
 providing adequate physical security for ICT equipment 
 ensuring that usernames, logins and passwords are used effectively 
 using only official email accounts provided by Box Clever and monitoring 

these as necessary 
 ensuring that the personal information of staff, volunteers, and participants 

(including participant names) are not published on our website unless 
permission has been given 

 ensuring that images of children, young people and families are used only 
after their appropriate permission has been obtained, and only for the purpose 
for which consent has been given 

 ensuring that any instance of cyberbullying is recorded and reported in line 
with Box Clever’s Anti-bullying policy 
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Taking photographs and filming content 
 

 Images and footage of children/young people will only be captured if both the 
parents and young person have provided consent to the school or Box Clever 

 Images and recordings of children should only be made when explicit 
permission is given to designated staff members/contractors in order to fulfil 
the role that Box Clever has engaged them to do. No other member of staff or 
contracted freelancers should be filming or photographing young people. 

 Images and recordings are only to be made using equipment that has been 
authorised by Box Clever in writing in advance.  

 Images and recordings must be stored safely and securely on authorised 
organisational systems and should be deleted when no longer required 

 Staff must not use images of children and young people participating in Box 
Clever activities, for personal use or promotion i.e. on social media 

 
 
Staff Conduct  
 

 Staff must not interact with children or young people via social media. This 
includes "following" or making “friends with” children and young people on 
social media platforms. Young people may choose to "follow" staff on their 
social media platforms but staff must never "follow back," accept friend 
requests or '"like" posts by young people. 

 Staff must not exchange personal phone numbers or email addresses with 
children and young people.  

 Staff must not identify children or young people by full name on public social 
media platforms unless explicit consent has been obtained 

 All communication with young people must take place through approved 
organisational channels and, where possible, include parents/carers, schools, 
or another responsible adult 

 If a child or young person has contacted you, do not delete messages, or 
content that may be evidence; preserve it and report it 
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11. Appendices: 
 
Appendix 1: Definitions and types of abuse: 
 

1. 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 feigns the symptoms of, 
or deliberately causes ill health to, a child whom they are looking after. A person 
might do this because they enjoy or need the attention they get through having a sick 
child. 
Physical abuse, as well as being a result of an act of commission can also be 
caused through the failure to act to protect. 

  

Possible signs of abuse:  

 Unexplained burns, broken bones, bite marks, cuts, bruises, or welts in the 
shape of an object. 

 Resistance to going home. 
 Fear of adults. 

 

Consider the possibility of physical abuse  

 When the parent or other adult caregiver offers conflicting, unconvincing, or 
no explanation for the child's injury 

 Describes the child as "evil," or in some other very negative way. 
 Uses harsh physical discipline with the child. 
 Has a history of abuse as a child. 
 Speaks to the child in an intimidating manner 

 

2. Emotional abuse 

Emotional abuse is the persistent emotional ill treatment of a child such as to cause 
severe and persistent adverse effects on the child’s emotional development. It may 
involve making a child feel or believe that they are worthless or unloved, inadequate 
or valued only insofar as they meet the needs of another person. 

 

Possible signs of abuse: 

 Apathy, depression. 
 Hostility 
 Difficulty concentrating 
 Overly compliant or demanding behaviour, extreme passivity, or aggression. 
 Extremes in behaviour, such as being either inappropriately adult (for example 

parenting other children) or inappropriately infantile (for example frequently 
rocking or head-banging). 

 Delayed in physical or emotional development. 
 Has attempted suicide. 
 Reports a lack of attachment to the parent. 
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Consider the possibility of emotional abuse when the parent or other adult 
caregiver: 

 Constantly blames, belittles, or berates the child. 
 Is unconcerned about the child and refuses to consider offers of help for the 

child's problems. 
 Overtly rejects the child. 

 
3. Sexual abuse 

Sexual abuse involves forcing a child or young person to take part in sexual 
activities, whether or not the child is aware of, or consents to, what is happening.  
The activities may involve physical contact, including penetrative acts such as rape, 
oral sex or non-penetrative acts such as fondling. 
Sexual abuse may include non-contact activities, such as involving children in 
looking at, or in the production of pornographic material or watching sexual activities 
or encouraging children to behave in sexually inappropriate ways. Boys and girls can 
be sexually abused by males and/or females, by adults and by other young people. 
This includes people from all walks of life. 

 

Possible signs of abuse: 

 Inappropriate interest in or knowledge of sexual acts. 
 Avoidance of things related to sexuality, or rejection of own genitals or body. 
 Either over compliance or excessive aggression. 
 Fear of a particular person or family member. 
 Difficulty walking or sitting. 
 Suddenly refuses to participate in physical activities. 
 
Consider the possibility of sexual abuse when the parent or other adult caregiver: 
 Is unduly protective of the child or severely limits the child's contact with other 

children, especially of the opposite sex. 
 Is secretive and isolated. 
 Is jealous or controlling with family members. 

 
4. 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 and 
development. It may involve a parent or carer failing to provide adequate food, 
shelter or clothing, failing to protect a child 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, a child’s basic emotional needs. 

 

Possible signs of abuse (neglect): 

 Clothing unsuited to the weather 
 Child dirty or unbathed 
 Extreme hunger 
 Apparent lack of supervision 
 Has not received help for physical or medical problems brought to the parents' 

attention 
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 Has learning problems (or difficulty concentrating) that cannot be attributed to 
specific physical or psychological causes 

 Is always watchful, as though preparing for something bad to happen 
 Lacks adult supervision 
 Is overly compliant, passive, or withdrawn 
 Comes to activities early, stays late, and does not want to go home 
 Is frequently absent from school 
 Begs or steals food or money 
 Lacks needed medical or dental care, immunizations, or glasses 
 States that there is no one at home to provide care 

 

Consider the possibility of neglect when the parent or other adult caregiver: 

 and child rarely touch or look at each other 
 Shows little concern for the child 
 Denies the existence of, or blames the child for, the child's problems in school 

or at home 
 Asks teachers or other caretakers to use harsh physical discipline if the child 

misbehaves 
 Sees the child as entirely bad, worthless, or burdensome 
 Demands a level of physical or academic performance the child cannot 

achieve 
 Looks primarily to the child for care, attention, and satisfaction of emotional 

needs 
 
5. Child-on-Child Abuse 

In most instances, the conduct of children towards each other will be covered by our 
Behaviour Policy. However, some allegations may be of such a serious nature that 
they may raise safeguarding concerns. 

The forms of child-on-child abuse are: 

 Bullying (including cyber bullying, prejudice based and discriminatory bullying) 
 Physical abuse which can include hitting, kicking, shaking, biting, hair pulling 

or otherwise causing physical harm 
 Abuse in intimate personal relationships between peers 
 Sexual Violence and Sexual Harassment 
 Causing someone to engage in sexual activity without consent 
 Consensual or non-consensual sharing of nudes and semi-nude images 

and/or videos 
 Upskirting 
 Initiation/hazing type violence and rituals 

 

Any downplaying of certain conduct can lead to a culture of unacceptable behaviour 
which will lead to children not reporting or normalising abuse causing an unsafe 
environment. We are clear that there will be a zero-tolerance approach to any form 
of child-on-child abuse. 
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Appendix 2 
 
 
Behaviour Code for Young People Participating in Box Clever Out of 
School Activities 
 
We have a behaviour code to ensure that everyone who takes part in Box Clever’s 
activities knows what is expected of them and feels safe, respected and valued. 
 
Everyone taking part in our activities must agree to follow the behaviour code. 
 
 
We expect people participating in a project to display appropriate behaviour at 
all times. This includes behaviour that takes place outside our organisation 
and behaviour that takes place online. 
 
 
You should: 
• be supportive and kind to others 
• be friendly 
• listen to others 
• be helpful 
• have good manners 
• treat everyone with respect 
• take responsibility for your own behaviour 
• talk to a member of Box Clever staff about anything that worries or concerns you 
• join in and have fun! 
 
You shouldn’t: 
• be disrespectful to anyone else 
• bully other people (online or offline) 
• behave in a way that could be intimidating 
• be abusive towards anyone 
 
Online Safety - Do not:  

 film or photograph anyone without their permission 
 post comments that might upset someone 
 share your personal information with people online 

 
 
 
 
What happens if I do not follow the code of behaviour? 
 
Minor or first-time incident - If you behave in a way that doesn’t follow our 
behaviour code, our staff or volunteers will remind you about it and ask you to 
change your behaviour. This gives you the chance to think and to plan how you 
could behave differently, with support from staff and/or volunteers. 
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Formal warning - If you continue not to follow the code of behaviour after your first 
reminder, or if your behaviour is more serious, you will be given a formal warning by 
the person running your activity. 
 
They will make a record about what happened and inform your parents or carers if it 
is appropriate. They will also talk with you about what happened and agree what 
support you need to improve your behaviour in the future. 
 
We might also decide that further steps should be taken, such as restricting you from 
taking part in some activities. 
 
Final warning - If the support we have put in place isn’t helping you to change your 
behaviour, we might need to give you a final warning. Again, this will be recorded 
and we’ll inform your parents or carers as appropriate. At this point, we might need 
to talk with you and your parents or carers about other services that might be more 
able to give you the support you need and we might call your parents to collect you 
from the activity. At this point, we will make it clear whether we will welcome you 
back the next day/next session or if this is the end of your involvement in the activity. 
 
 
Child protection procedures 
If any member of staff or volunteer becomes concerned that your behaviour 
suggests you might be in need of protection or that you might present a risk of harm 
to other children and young people, they will follow our child protection procedures. 
This might involve making a referral to the local authority. If child protection 
procedures are necessary, we will talk this through with you and your parents as 
soon as possible, unless doing so would put you in danger or interfere with a police 
investigation. 
 
The role of parents and carers 
We see parents and carers as important in encouraging positive behaviour and will 
involve them as appropriate. 
 
We will always inform and involve your parents or carers if you receive a formal 
warning about your behaviour, unless doing so would put you in danger. 
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Appendix 3: Box Clever Child Protection Incident report 
 
Use this form to report any concerns you may have about a child or young person. 
The form should be completed and forwarded to Box Clever’s DSO on the day of the 
incident. 
 

Name of person submitting report:  

Name of child or young person you are concerned about and their address if known:  

Date of concern/incident: 

School or venue address of incident: 
 
  

What is the concern?  (Provide as much detail as possible) 
If you are reporting a disclosure or a conversation, please try to use the language that the 
child or young person used. 
  
 
 

 

 
 
 

 

 
  

 

If you are in a school, you 
must report this to the 
school’s Designated 
Safeguarding Lead or your 
school contact before you 
leave. Have you done this?  
Y/N 
Name of person you 
reported incident to:  

If the incident concerns a 
student from a school party 
attending an event, you must 
report it to the accompanying 
teacher before they leave. 
Have you done this?  
Y/N 
Name of person you 
reported incident to: 
  

If you are in a venue or 
community space that has 
a designated 
safeguarding officer you 
must report this to them. 
Have you done this? 
Y/N  
Name of person you 
reported incident to: 
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The Box Clever DSO must fill in the rest of the form 
 

Have you contacted the school to confirm that they have the 
information?    

Y/N    
Date: 
Name of contact:  

How is the concern/incident being followed up? Please provide 
as much information as possible. 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
  

Are you confident that the matter is being dealt with? Y/N Do you need to take 
further action? Y/N 

Have you contacted the DSO of the venue/community space to 
confirm that they have the information?    

Y/N 
Date: 
Name of contact: 

How is the concern/incident being followed up? Please provide 
as much information as possible.  

 
 
 
 
 
 
 
 
 
 
 
 
 
  

Are you confident that the matter is being dealt with? Y/N Do you need to take 
further action? Y/N 
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If the venue or community space does not have a Designated Safeguarding Officer or 
the matter needs following up Box Clever will seek advice from the NSPCC as to 
which agencies to report to. Please use the table to record who you have spoken to 
and the advice received. 
 

NSPCC Y/N 
Name of Contact 
 
Tel no 
Date 

Advice received 
 
 
 
 
 

  

Police Y/N 
Name of contact 
 
Tel No 
Date 

Advice received 
 
 
 
 
 
  

Social Services Y/N 
Name of contact 
 
Tel No 
Date 

Advice received 
 
 
 
 
 
  

Local Authority Y/N 
Name of contact 
 
Tel no 
Date 

Advice received 
 
 
 
 

 

 
  

Other 
Name of contact 
Tel no 
Date 
  

Advice received 
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Appendix 4: Body Map 
 
Please use this body map to record any injuries or signs of abuse. Please indicate 
which is the left side and which is the right. 
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Appendix 5: Anti Bullying Incident Report 
  
Submit this report to the DSO 
 

Name of person submitting 
report 

 

Date 
 

Names of children/young 
people involved in the 
behaviour 
 
 
 
  

 

Location 
 

Description of incident  

 
 
 
 
 
 
 
 
 
 
  

Action taken  
 
 

 
 
 
 
  

Follow up  
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12. Safeguarding and Child Protection Policy - Staff Compliance Form 
 
In order to comply with Box Clever’s Safeguarding and Child Protection Policy this 
form must be completed and signed by all employees annually; this includes 
permanent and freelance staff, trustees, interns and volunteers.  
 
I have read and understand the Safeguarding and Child Protection Policy  
I understand my responsibilities to report all concerns 
I agree to apply the Safeguarding and Child Protection Policy in its entirety 
 
 
Name:    _____________________________________________________ 
 
Signed:   _____________________________________________________ 
 
Date:  ______________ 
 


