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1. Introduction
County in the Community Charitable Trust (CitC) acknowledges its responsibility to safeguard the welfare of every child entrusted to its care. We are committed to providing a safe environment for all participants engaging with CitC activities and services. All individuals associated with CitC, including Trustees, Staff, Volunteers, Participants, Contractors, and Guests, are expected to abide by and uphold our safeguarding policy.

We believe that every child has the right to be protected from abuse and exploitation. Therefore, we will work diligently to prevent harm or maltreatment, ensure safe and effective care, and promote the well-being of all participants. In our efforts, we will collaborate with local and national agencies to implement appropriate procedures for reporting, making referrals, accessing training, and providing specialist support as needed.

Together with Newport County AFC (NCAFC), we will ensure the safety of all individuals engaging with our organisation and strive to minimise risks in our services and activities. We are committed to fostering an environment where everyone can participate in an enjoyable and safe manner, free from abuse or harm.

2. Aims and Objectives
This policy sets out our commitment to safeguarding and includes procedures which all adults working and volunteering within CitC must follow if they have concerns about the safety and welfare of a child.

To ensure that safeguarding is paramount across the organisation, our aims are as follows:

· The safety and welfare of all children engaging with CitC is our priority.
· Every individual, regardless of age, culture, social background, disability, gender, language, racial origin, religious belief, or sexual identity, has the right to protection from abuse or harm.
· All suspicions, reports, and allegations of abuse or poor practice will be taken seriously and responded to swiftly, with appropriate investigations involving local authorities where necessary.
· All staff are recruited and checked in accordance with our safer recruitment process. (See Section 19. Safer Recruitment).
· All staff, volunteers, and trustees have a responsibility to report concerns about the safety or welfare of children.
· Appropriate training is provided to all staff, ensuring they are equipped to handle safeguarding concerns and supported in reporting suspicions.
· CitC will ensure all staff working with children are adequately qualified and undergo relevant checks, including those through the Disclosure and Barring Service (DBS).



3. Scope of the Policy
The scope of the policy covers any activity led by staff working/volunteering for CitC, as well as any sessions and programmes managed or delivered by CitC in wider community settings.

This policy and set of procedures apply to:

· Senior Managers and Trustees.
· Staff (paid/unpaid) working for, in partnership with or on behalf of CitC. This includes contracted members of staff, casual staff, temporary staff and volunteers. For the purposes of this document, the term ‘staff’ refers to any of the above.
4. Working in Partnership
CitC is committed to working in partnership with: -

· [bookmark: _Hlk178873833]Gwent Safeguarding Board (specifically the South East Wales Safeguarding Children Board (SEWSCB))
· Newport City Council (NCC)
· The Police
· The Disclosure and Barring Service
· Newport County AFC (NCAFC)
· The Football Association of Wales (The FAW)
· The Football Association (The FA)

5. Legal Framework and Statutory Guidance
For the purposes of this safeguarding policy, a 'child' is defined as any person who has not yet reached their 18th birthday, in accordance with the Children Acts of 1989 and 2004. This definition applies regardless of a child's living arrangements, educational status, or involvement in the workforce or armed forces. CitC is committed to ensuring that all children under the age of 18 are protected from harm, abuse, and neglect.

6. The Safeguarding Team
The safeguarding team at CitC plays a crucial role in ensuring the safety and well-being of all children involved in our activities. The team, consisting of a Senior Safeguarding Manager, Designated Safeguarding Officers and a Leading Safeguarding Trustee, is responsible for implementing, monitoring, and reviewing safeguarding policies, providing guidance and support to staff, and responding to concerns or incidents.

Our Senior Safeguarding Manager (SSM) is Norman Parselle

The role of the SSM is to oversee safeguarding arrangements within the CitC and ensure that procedures are robust. They are also the person who should be contacted in the event of a disclosure of abuse, which involves an adult working in a position of trust within CitC.
Our Designated Safeguarding Officers (DSOs) are Deiniol Parselle, Gareth Marshman, Joe Beckett, Liam Jenkins and Richard Taylor.

The role of the DSO is to respond to concerns about the safety/welfare of children who are engaging with CitC and participating in our programmes and activities. The DSO will escalate all concerns to the SSM.

CitC also has a Leading Safeguarding Trustee, who is available to provide strategic oversight, guidance, and support to the Safeguarding Team. Our Leading Safeguarding Trustee is Samantha Scott.

6.1 Contact Details

	Senior Safeguarding Manager

	Norman Parselle
Chief Executive Officer
	Primary Contact Number: (01633) 251246
Emergency Contact Number: 07722 147695
Email: community@newport-county.co.uk



	Designated Safeguarding Officers

	Deiniol Parselle
Head of Health & Education 
	Primary Contact Number: (01633) 251246
Email: deiniol.parselle@countyinthecommunity.co.uk

	Liam Jenkins
Head of Community Programmes
	Primary Contact Number: (01633) 251246
Email: liam.jenkins@newport-county.co.uk

	Joe Beckett
Head of Schools Programmes
	Primary Contact Number: (01633) 251246
Email: joe.beckett@countyinthecommunity.co.uk

	Gareth Marshman
Volunteer Coordinator
	Primary Contact Number: (01633) 251246
Email: gareth.marshman@countyinthecommunity.co.uk

	Richard Taylor
Fan Engagement Officer
	Primary Contact Number: (01633) 251246
Email: fanengagement@countyinthecommunity.co.uk



	Lead Safeguarding Trustee

	Samantha Scott
Lead Safeguarding Trustee
	Primary Contact Number: (01633) 251246
Email: trustees@countyinthecommunity.co.uk



7. Roles and Responsibilities
This section outlines safeguarding duties for all staff, volunteers, and trustees to ensure clarity in preventing and responding to safeguarding issues.

7.1 All Staff and Volunteers 
All staff and volunteers are responsible for identifying and reporting safeguarding concerns to the DSO or SSM. Duties include, but are not limited to, the following: 

· Duty to Protect: Each staff member and volunteer has a responsibility to safeguard children. They must be familiar with the safeguarding policy and procedures.
· Recognising and Responding: All individuals must be able to recognise signs of abuse or neglect and report any concerns immediately.
· Reporting Concerns: Any concern, suspicion, or disclosure of abuse must be reported immediately to a Designated Safeguarding Officer (DSO) or escalated directly to the Senior Safeguarding Manager (SSM), if deemed necessary.

7.2 Designated Safeguarding Officer (DSO)
	



The DSO is the first point of contact for safeguarding concerns, responsible for investigating reports, maintaining records, and escalating issues when necessary. They report directly to the SSM.
(See Designated Safeguarding Officer Document for roles and responsibilities).

7.3 Senior Safeguarding Manager (SSM)
	



The SSM oversees safeguarding practices across CitC, including the work of the DSO(s). They are responsible for safeguarding management, policy development, training, compliance, and reporting to Trustees. (See Senior Safeguarding Manager Document for roles and responsibilities).

7.4 Trustees
Trustees hold ultimate accountability for safeguarding within CitC, ensuring compliance with legal obligations and intervening when necessary. They receive regular updates on safeguarding matters during Senior Management Team (SMT) and Board of Trustees meetings and, if necessary, report serious incidents to regulatory bodies.

7.5 Internal Reporting Pyramid

8. Procedures for Responding to Concerns/Disclosures
	



Safeguarding is everyone’s responsibility. If you are worried about a child, it is essential to report your concerns—taking no action is not an option. For information on the categories of abuse, as well as signs and indicators to watch for, please refer to the categories of abuse document.

8.1 Responding to Concerns/Disclosures
What to do if you receive a disclosure of abuse or poor practice from a child:

1. Stay calm and composed.
2. Ensure the person is safe and there is no immediate danger.
· If immediate medical treatment is needed, call for an ambulance and inform medical staff that the situation may involve safeguarding concerns.
· If sexual abuse is suspected, advise the child not to bathe or shower, as this may affect the preservation of evidence.
Receive
3. Listen carefully to what is said without displaying shock or disbelief. Acknowledge their courage in telling you.
· Accept the disclosure without making judgments or assumptions. You do not need to determine if the information is true.
Reassure
4. Reassure the child that they were right to tell you and that they are not to blame for what has happened.
· Do not promise confidentiality—explain that you will need to inform an appropriate colleague (DSO or SSM) to ensure they get the necessary help.
· Avoid making promises about specific outcomes (e.g., "everything will be all right").
React
5. Keep questions to a minimum and only ask open-ended questions to clarify what they have said (e.g., “Can you explain what you mean by that?”).
· Avoid leading questions or probing for details.
6. Explain what will happen next and who you need to inform (e.g., the DSO or SSM).
Record
7. Take notes as soon as possible, ideally during the conversation. Write down exactly what was said in the child’s own words.
· Include details like the time, date, and place, and describe any observable behaviour or appearance.
· Do not amend original notes; cross out mistakes and do not use correction fluid.
8. Keep the original notes secure, as they may be needed later, and pass them on to the Designated Person (DSO or SSM).
Report
9. Within one hour of the disclosure, report the matter to the SSM.
[bookmark: _Hlk178078944]Please refer to Section 9: Handling of Disclosure - Flow Chart’ for a visual diagram of this procedure.

9. Handling of Disclosure - Flow Chart


Disclosure received
Within 1 hour of disclosure
By end of working day
NO
YES
Is the child in immediate danger?
DISCLOSURE RECEIVED
Call 999
Is medical treatment required?
YES
NO
NO
Is sexual abuse suspected?
YES
Advise child not to bathe or shower to preserve evidence
Call an ambulance and inform medical staff that the situation may involve safeguarding concerns
RECORD: Take notes of the disclosure, ideally during the conversation

· Write down exactly what was said in the person’s own words.
· Include the time, date, and place.
· Describe any observable behaviour or appearance.
· Do not amend original notes; cross out mistakes and do not use correction fluid.
REPORT the matter to a DSO or SSM within 1 hour of the disclosure
The matter will be escalated to the relevant authorities by the SSM 



































10. Alleged Abuse by Staff, Managers, Volunteers, and Trustees
If a concern/disclosure involves reference to alleged abuse or inappropriate behaviour by an adult working within CitC, the Senior Safeguarding Manager should be contacted as soon as possible. In their absence, a Designated Safeguarding Officer should be contacted. (See 6.1 Contact Details).

10.1 Responding to allegations of abuse by Staff Members
· A record should be made by the member of staff in receipt of the concern/disclosure. This should be passed to the SSM. Copies should not be retained by you.
· If the concern/disclosure involves the SSM, this must be reported directly to the Local Authority Designated Officer (LADO). This needs to be done as soon as possible (within 24hrs). (Mike Sloan Tel: 01633 851485)
· The member of staff who is in receipt of a concern or disclosure must not discuss this with the adult involved.
· The SSM will contact the LADO the first instance.
· The SSM will report any allegations about staff working in CitC to The Football Association of Wales (FAW) and FA Safeguarding Team within 24 hours of the allegation being reported.
· If a member of Staff/Volunteer or Trustee is suspended or dismissed from their role then the English Football League (EFL), The Football Association of Wales (FAW) and Football Association (FA) safeguarding teams should be informed within 72 Hours. 
· CitC has a legal duty to make a referral to the DBS after a first investigation/suspension or is dismissed from working with the organisation.
· Records of allegations involving staff will be stored confidentially and securely.

11. Record Keeping
Effective record-keeping is a critical part of safeguarding practice. It ensures that all concerns, disclosures, and referrals are documented, securely stored, and appropriately accessible. Proper management of safeguarding records helps maintain confidentiality, ensures accountability, and supports the protection of children under our care.

11.1 Original Records of Concerns or Disclosures
Any original records regarding concerns or disclosures made by a staff member must be handed directly to the Designated Safeguarding Officer (DSO) or Senior Safeguarding Manager (SSM) as soon as possible. This can be done either in person or digitally. For example, notes taken on a phone’s notes app may be screenshotted, or written notes can be photographed and sent to the DSO or SSM via text.

11.2 Secure Storage of Records
All safeguarding records are securely and confidentially stored on CitC's ‘My Concern’ system, with restricted access to authorised personnel only, ensuring confidentiality and data protection compliance.

11.3 Access to Records
Where appropriate, access to safeguarding records may be granted to the Designated Safeguarding Lead at partner schools or colleges involved with CitC activities, ensuring appropriate sharing of information while safeguarding confidentiality.

11.4 Retention and Destruction of Records
Records of concerns and disclosures will be retained for the duration of the child’s registration with CitC for participation in sporting activities. Upon the individual’s departure, these records will be securely destroyed in accordance with data protection guidelines.

11.5 Referrals to Social Care
In cases where a concern or disclosure leads to a referral to social care, CitC will forward the relevant information to the South East Wales Safeguarding Children Board (SEWSCB). SEWSCB will store a copy of the referral on their system in accordance with their safeguarding protocols.

11.6 Personal Contact Information
All personal contact information provided to CitC is securely stored. Parents or carers are responsible for notifying CitC of any updates to their contact details to ensure accurate records.

12. Information Sharing
Information Sharing is a crucial aspect of working with children. Decisions about how much information to share, with whom, and when, can profoundly impact individuals' lives.

Sharing information effectively can ensure that an individual receives the right services at the right time and prevent a need from becoming more acute or difficult to address. In extreme cases, it could mean the difference between life and death. Equally, poor or non-existent information sharing has repeatedly been highlighted as a key issue in Serious Case Reviews following the death or serious injury of a child.

Fears about sharing information cannot be allowed to stand in the way of the need to safeguard and promote the welfare of children at risk of abuse or neglect.

Staff should understand the circumstances in which they may lawfully share information, and recognise that it is in the public interest to prioritise the safety and welfare of children:

· [bookmark: _Hlk178868521]If there are concerns about a child's welfare, or if it is believed that a child is at risk of harm, the information must be shared with a Designated Safeguarding Officer (DSO) who will escalate the matter to the Senior Safeguarding Manager (SSM). The SSM will then assess whether to notify the South East Wales Safeguarding Children Board (SEWSCB) and/or the police, following local authority procedures.
· Parents and carers will be informed of concerns unless doing so would increase the risk to the child. In such instances, advice will be sought from the SEWSCB.
· In emergency or life-threatening situations, relevant information may be shared with the appropriate emergency services without consent.
· If a crime is suspected and/or a child is at immediate risk, the police should be notified without delay.

The law does not prevent the sharing of sensitive, personal information within organisations. If the information is confidential but involves a safeguarding concern, sharing it may be justified.

The law also allows the sharing of sensitive, personal information between organisations where the public interest in protecting the welfare of a child or preventing a serious crime outweighs the interest in maintaining confidentiality.

13. Whistleblowing
CitC encourages individuals to raise any concerns regarding the health, safety, and welfare of children involved with our programmes and activities and outlines the process for doing so. CitC seeks to reassure individuals that they will be protected from reprisals or victimisation for whistleblowing reports made in good faith.

The CitC Whistleblowing Policy, located in Section 9.3 of the Employee Handbook provides a clear method for raising concerns, ensures a timely response, explains how feedback on actions taken will be communicated, and details how to escalate the matter if the response is unsatisfactory.

13.1 Allegations Against SSM or DSO
If you have a concern about a Designated Safeguarding Officer (DSO), it should be raised with the Senior Safeguarding Manager (SSM), who will determine how the investigation will proceed. This may include initiating an external investigation.

If you have a concern about the Senior Safeguarding Manager (SSM), the concern should be raised with the Chair of Trustees, who will decide how the investigation will proceed. This may also include the possibility of an external investigation.

	Chair of Trustees

	John Relish
Chair of Trustees
	Primary Contact Number: (01633) 251246
Email: trustees@countyinthecommunity.co.uk





13.2 Complaints and Appeals
[bookmark: _Hlk178085433]You must raise your concern in writing. The earlier you express your concern, the easier it is to take action. You will need to provide the following information:

· The nature of your concern and why you believe it to be true.
· The background and history of the concern (giving relevant dates).

Although you are not expected to prove beyond doubt the truth of your suspicion, you will need to demonstrate to the person contacted that you have a genuine concern relating to suspected wrongdoing or malpractice within CitC and there are reasonable grounds for your concern.

14. Code of Conduct
CitC is committed to maintaining the highest standards of professional conduct among its staff. All staff members are provided with a comprehensive Employee Handbook, which outlines expected behaviours and responsibilities. This includes sections on maintaining personal boundaries, attendance and punctuality, and ethical standards.

Failure to comply with the policies and procedures outlined in the handbook may result in disciplinary action, up to and including dismissal.

When working with children, staff are required to adhere to the following specific guidelines:

1. Punctuality and Attendance
Staff must be punctual for work and sessions. Any absence due to sickness must be reported to your line manager as soon as possible to ensure appropriate cover is arranged.
2. Session Preparation and Completion
Staff are responsible for preparing and conducting coaching sessions with the highest level of care and professionalism. This includes:
· Completing the register for each session and ensuring that all participants are accounted for.
· Ensuring that any photos or videos taken have explicit parental consent.
· Notifying school administration if any participant arrives who is not on your register, as unregistered participants are not permitted to attend sessions.
· Ensuring that no child is left unattended at any time.
· Completing a session-specific Risk Assessment to identify and mitigate potential hazards.
· Ensuring that adequate First Aid is available at all times.
· Checking and accounting for all equipment before, during, and after the session.
· Limiting the use of mobile phones during sessions to emergency situations only.


3. Uniform and Appearance
Staff are expected to wear appropriate CitC uniform at all times while working with children. This includes maintaining a professional appearance that reflects the values of CitC.
4. Communication Boundaries
CitC enforces strict boundaries to protect both staff and participants. Staff are prohibited from engaging in direct communication with participants under the age of 18 through:
· Messaging apps (including apps such as WhatsApp).
· Social media platforms (e.g., Facebook, Twitter, Instagram, Snapchat, TikTok).
· Any necessary communication should be conducted via approved channels, such as the SPOND app.
5. Professional Conduct and Safeguarding
(a) Staff must uphold professional conduct at all times and report any concerns or safeguarding issues to the Designated Safeguarding Officer (DSO) or Senior Safeguarding Manager (SSM) immediately. (Refer to Section 8. Procedures for Responding to Concerns/Disclosures).

(b) Physical intervention or restraint should only be used if absolutely necessary for the safety of the child. (Refer to Section 21. Physical Intervention and Restraint).

[bookmark: _Hlk178872461]14.1 Players/Spectators Code of Conduct
	



All players participating in CitC activities must adhere to the Player Code of Conduct. The document outlines the expected behaviours and responsibilities of players, emphasising respect for teammates, opponents, and officials, as well as the importance of fair play and sportsmanship. 

	



CitC also provides a Parent/Guardian Code of Conduct specifically for parents and guardians attending events as spectators. This document outlines the expected behaviours of parents and guardians, aiming to create a supportive and respectful atmosphere for all participants.

Players, parents, and guardians are required to review and sign both codes of conduct to confirm their commitment to maintaining a positive and respectful environment during all events.

15. Transporting Children
When transporting children in CitC vehicles, staff must ensure they have appropriate insurance coverage, and that the vehicle is roadworthy. All staff must adhere to speed limits, traffic laws, and safety regulations at all times. To safeguard both staff and children, staff should avoid one-to-one situations when transporting young people.

As outlined in section 4.15 (e) of the Employee Handbook, staff should not transport participants in their personal vehicles unless it is an emergency and no CitC transport, such as the minibus, is available. In this situation, staff must:

· Inform the SSM and/or DSO of the situation.
· Obtain consent from the participant’s parents or guardians before transport.
· Ensure that the vehicle is covered by appropriate business insurance.
· Ideally, have another CitC staff member present in the vehicle to avoid one-on-one situations with the child.

16. Visits and Trips
When organising trips and visits during CitC time, careful consideration must be given to the following factors to ensure that the welfare and educational needs of participants are upheld:

· Ensure that any trip in CitC time is justified on educational grounds.
· Ensure that a balance is maintained between time spent on trips and not missing vital educational activities.
· Avoid undue pressure being applied to participants to participate.
· Avoid disruption to the school timetable by organising trips during school holidays to avoid loss of educational time.
· Avoid booking CitC trips for any year groups in their examination periods.
· Avoid trips where time spent travelling is disproportionate to the potential benefits gained.
· Avoid trips where the cost of participating is socially divisive.

16.1 Risk Assessments
A risk assessment must be completed for all trips involving children. The assessment should identify potential hazards, assess the level of risk, and outline measures to mitigate these risks. Once completed, the risk assessment must be submitted via email to the Senior Safeguarding Manager (SSM) for review and approval prior to the trip.

16.2 Lost Children
In the event that a child cannot be accounted for, the following steps must be taken immediately:

Step 1: Immediate Search

· Conduct an immediate search of the surrounding area.
· Request assistance from available people and provide a description of the child, including their clothing.
· If in a public building, alert staff and request their assistance in the search.
· If possible, request that exits are sealed off and access to CCTV is provided.
· Reassure other children in your care to minimise distress.

If the search is unsuccessful, the child is defined as missing. In this case you must:

Step 2: If the Child is Not Found

· Call 999 to notify the police. If the child is from out of the area, notify the placing authority's police, as the child may return home.
· Inform the parents or individuals with parental responsibility.
· Notify the Local Authority responsible for the child, the child's Social Worker, and the relevant Line Manager or follow the out-of-hours procedure (Emergency Duty Team).
· After the incident, document all details in the incident logbook and obtain the parent/carer's signature.

17. Children Not Collected
When children are signed up for CitC activities, contact details, including emergency contacts, are required from the parent or carer. If a child is not collected at the end of a session, CitC staff will attempt to contact the parent/carer using the provided details.

If contact cannot be made, an adult from the organisation will supervise the child. A Designated Safeguarding Officer (DSO) will be notified, and they may escalate the situation to the Senior Safeguarding Manager (SSM). The SSM may then decide to involve the South East Wales Safeguarding Children Board (SEWSCB) or contact the Police, depending on the circumstances.

18. Anti-Bullying
CitC is committed to providing a caring, friendly, and safe environment where everyone can participate in activities in a relaxed and secure atmosphere. Bullying of any kind is unacceptable and will be dealt with promptly and effectively.

We are a TELLING organisation. Anyone who is aware of bullying—whether a child, parent, staff member, or volunteer—is expected to report it to the DSO, SSM, or a Trustee.

Our aim is to prevent bullying among children at CitC, stop any incidents as quickly as possible, and provide support for those involved. We will also offer clear guidance to staff, volunteers, children, and their families on how to prevent and address bullying.

We believe that children should never experience abuse of any kind, and we have a responsibility to safeguard their welfare. Bullying can cause distress, harm well-being, and, at its worst, lead to severe harm. Every individual, regardless of age, disability, gender reassignment, race, religion, sex, or sexual orientation, has the right to protection from harm.

18.1 What is Bullying?
Bullying includes a range of abusive behaviour that is repeated and intended to hurt someone either emotionally or physically. It can take place in the real world or online. Examples of this include, but are not limited to:

· The use of aggression with the intention of hurting another person.
· Being unfriendly, excluding (emotionally and physically), sending hurtful text messages, tormenting (e.g. hiding personal items, threatening gestures).
· Pushing, kicking, hitting, punching or any use of violence.
· Racist racial taunts, graffiti, or gestures.
· Unwanted physical contact or sexually abusive comments.
· Negatively focussing on the issue of sexuality.
· Name-calling, sarcasm, spreading rumours, teasing.

Please visit the NSPCC website to view summaries of key legislation and guidance on Bullying and Cyberbullying (NSPCC), Online Abuse (NSPCC) and Child Protection (NSPCC).

19. Safer Recruitment
	


	


CitC is committed to ensuring the safety and welfare of all children by implementing robust safer recruitment procedures. We will carry out thorough checks on all Trustees, Staff, Volunteers, Participants, Contractors, and Guests to ensure they are suitable to work with children. This includes conducting enhanced DBS checks and verifying that no applicant has been barred from working with children. (See CitC’s Safer Recruitment Policy).

19.1 Recruitment of Ex-Offenders
When recruiting ex-offenders for full-time, part-time, or volunteer roles, CitC will conduct thorough and robust checks in accordance with our ex-offender’s procedure (See CitC’s Safer Recruitment Policy). This includes appropriate vetting to confirm the applicant has not been barred from working with children. An enhanced DBS check will be mandatory, and all relevant factors will be carefully considered to ensure the safety and welfare of children within our programmes.

Additionally, CitC will conduct a case-by-case risk assessment, taking into account the nature of any convictions and their relevance to the role. We are committed to treating all applicants fairly, provided their criminal record does not compromise child safety.

CitC also ensures that all DBS results and sensitive information are handled confidentially.



20. Managing Risk
CitC is committed to safeguarding the well-being of all participants by actively managing risks in physical environments. Our risk management process involves:

20.1 Conducting Risk Assessments
Regular safeguarding risk assessments will be carried out to identify potential hazards in the physical environments where activities, events, and residential stays are conducted.

20.2 Identifying Potential Risks
Staff will assess risks related to:

· In-person interactions, such as transport, supervision, and the organisation of activities and events.
· Physical environments, including the condition and safety of venues, equipment, and accommodation during trips or residential stays.

20.3 Mitigation Strategies
Once risks are identified, CitC will implement appropriate measures to minimise them, including:

· Enhanced supervision and clear staff-to-child ratios during activities.
· Defined protocols for staff and participants to report any concerns.
· Risk prevention measures, such as checking equipment, ensuring adequate safety briefings, and maintaining safe travel arrangements.

20.4 Reviewing and Updating Assessments
Risk assessments will be regularly reviewed, especially following any significant incidents or changes in activities. Adjustments will be made to ensure ongoing safety and compliance with safeguarding standards.

20.5 Staff Training
All staff and volunteers will be provided with regular training on how to recognise, assess, and mitigate risks in physical environments. Training will focus on:

· Identifying potential risks in day-to-day activities.
· Applying mitigation measures effectively.
· Following procedures for reporting and addressing concerns as part of safeguarding responsibilities.



21. Physical Intervention and Restraint
CitC acknowledges that there may be rare circumstances where physical intervention or restraint is necessary to ensure the safety of children and staff.

[bookmark: _Hlk178943745]21.1 Legal Compliance
All physical interventions must comply with current legislation, including the Children Act, The Welsh Government's Reducing Restrictive Practices Framework and relevant guidance from local authorities. Staff must ensure that their actions adhere to the law, focusing on safeguarding the well-being of all parties involved.

21.2 Justification for Use
Physical restraint should only be used when there is an immediate and serious risk of harm to the child, other individuals, or significant property damage. It must never be used as a disciplinary measure or to control behaviour unless absolutely necessary for safety.

21.3 Minimum Force, Maximum Care
In situations where restraint is necessary, the minimum amount of force should be applied, for the shortest possible time, ensuring the child's dignity and well-being are upheld throughout. Non-physical alternatives, such as de-escalation techniques, should always be prioritised.

21.4 Trained Personnel
Only staff members who have undergone specialised training in the safe use of physical intervention techniques are authorised to carry out restraint. Training will focus on minimising risk, recognising potential harm, and utilising de-escalation methods.

21.5 Post-Intervention Review
Following any instance of physical restraint, an immediate review must be conducted by the Senior Safeguarding Manager (SSM) or Designated Safeguarding Officer (DSO). The review will assess:

· The justification and appropriateness of the intervention.
· The well-being of the child and staff involved.
· Any necessary follow-up actions, including support for those affected and any required changes to policies or procedures.

The review of physical intervention must be documented accurately on the My Concern system, detailing the circumstances, actions taken, and outcomes.

22. Training
CitC is committed to ensuring that all staff and volunteers are well-informed and equipped to safeguard children effectively. This includes understanding:
· The Signs and Symptoms of Abuse: Recognising potential indicators of abuse or neglect.
· Responsibilities for Reporting: Knowing their responsibility to report any concerns to the Designated Safeguarding Officer (DSO) or Senior Safeguarding Manager (SSM).
· Procedures for Reporting Allegations: Understanding the protocols for reporting safeguarding concerns regarding adults working with children.

To support these goals, CitC provides safeguarding training to all staff and volunteers on a regular basis, at least annually. This training ensures that personnel can identify concerns, respond appropriately, and understand their roles within the safeguarding framework.

Additionally, in compliance with statutory requirements, the SSM and DSO are required to renew their training every two years.

22.1 External Agencies
In cases where training is delivered by external agencies, CitC will require a Certificate of Accreditation to ensure that the training meets established standards and best practices in safeguarding. This certification will verify that the external provider is qualified and capable of delivering effective training that aligns with CitC’s commitment to safeguarding and child protection.

23. Quality Assurance of External Staff
When staff from external organisations work with CitC, we require a Service Level Agreement (SLA) that confirms the implementation of relevant safeguarding checks. This includes a barred list check for individuals engaged in regulated activities. Additionally, an enhanced DBS certificate, which includes barred list information, is mandatory for anyone who will be working unsupervised with children.

CitC will also provide our safeguarding policies to external agencies to ensure alignment and compliance with our standards.

24. Safeguarding Online and Digital Safety
CitC is dedicated to safeguarding individuals' safety and well-being in digital spaces. We recognise the increasing risks associated with online communication and interactions. To address these concerns, the following guidelines are established:

24.1 Safe and Responsible Online Communication
All staff, volunteers, and participants are expected to engage in respectful, professional, and appropriate communication in all online interactions. As outlined in section 4.15 (d) of the Employee Handbook, staff should primarily communicate with participants through the SPOND app, rather than using personal phone numbers, email, or social media.

If using a personal phone is unavoidable, staff members should ensure their number is withheld for privacy protection. Additionally, personal social media accounts should be set to private to prevent non-friends from viewing any personal information or activity. Staff are reminded to avoid interacting with participants on personal social media accounts, maintaining a clear boundary between personal and professional life.

24.2 Cyberbullying Prevention and Intervention
CitC is committed to preventing cyberbullying. We raise awareness among staff, participants, and volunteers about the risks and signs of cyberbullying. We provide training on how to identify, prevent, and intervene in incidents. Procedures are in place to ensure that any reports of cyberbullying are acted on swiftly and appropriately.

24.3 Data Privacy and Security
All staff and volunteers must comply with GDPR and data protection regulations. This includes the secure handling of sensitive data and personal information when communicating online. Any sharing of data must be done with the explicit consent of the individual or their guardian, using secure platforms approved by CitC.

24.4 Reporting Concerns
Any concerns related to online interactions, including instances of cyberbullying, inappropriate content, or breaches of data privacy, must be reported immediately to the Designated Safeguarding Officer (DSO) or Senior Safeguarding Manager (SSM). CitC will investigate and address any concerns in line with established safeguarding procedures.

25. Prevent Policy
	


	


CitC is committed to supporting the government’s Prevent strategy, which aims to safeguard individuals from being drawn into terrorism or extremism. All staff, volunteers, and trustees play a role in identifying and addressing concerns related to radicalisation. For more detailed information on our approach to the Prevent duty, please refer to CitC’s Prevent Policy.

26. Cultural and Faith Considerations
CitC is committed to ensuring that all safeguarding measures are culturally sensitive, inclusive, and respectful of individual faiths and cultural backgrounds. While we value and respect cultural and religious practices, the safety and well-being of children will always take precedence.

Safeguarding policies and procedures will be applied consistently, ensuring that no cultural or faith-based practices compromise the safety of any child or young person in our care. All staff are required to recognise and respond to potential safeguarding concerns, regardless of cultural or religious considerations, while promoting an inclusive and supportive environment for all.

27. Equality, Diversity, and Inclusion
At CitC, we are committed to providing equality of opportunity, valuing diversity, and fostering a culture of inclusion, which are essential to our success and the well-being of everyone involved.

We strive to ensure that our staff, trustees, coaches, volunteers, and participants reflect the diversity of the communities we serve. CitC is committed to being a place where everyone can express their identity freely and feel valued, regardless of their background. We will ensure that equality is embedded in all of our activities, policies, and decisions, with a focus on creating a safe, respectful, and inclusive environment for all.

28. Policy Review and Monitoring
The Senior Safeguarding Manager (SSM), in collaboration with nominated Designated Safeguarding Officers (DSOs) and Trustees with significant safeguarding experience, will review and monitor this policy and its procedures annually. They will recommend and implement any necessary updates. The revised policy will be submitted to the Board of Trustees each year to ensure that any identified deficiencies or weaknesses are promptly addressed. Additionally, a review will be conducted if a significant safeguarding issue arises or if there is a change in relevant legislation.

Trustees


Senior Safeguarding Manager


Designated Safeguarding Officer(s)


Staff and Volunteers
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		Position

		Designated Safeguarding Officer



		Responsible for

		Overseeing the welfare and safety of children and vulnerable adults during their time with County in the Community



		Location

		273a Corporation Road, Newport, NP19 0FD
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MAIN DUTIES OF THE DESIGNATED SAFEGUARDING OFFICER	 

 

The County in the Community Designated Safeguarding Officer (DSO) is responsible for receiving, investigating, and responding to safeguarding concerns within County in the Community. They will predominantly act as the first point of contact for safeguarding issues and ensure that appropriate actions are taken to protect children and vulnerable adults involved in County in the Community’s activities

 	

Responsibilities: 



· Act as the main point of contact for safeguarding concerns from staff, volunteers, and participants.

· Respond to concerns promptly and ensure appropriate steps are taken, including referral to external agencies if needed.

· Ensure all safeguarding incidents are properly documented and maintaining accurate and confidential records of all safeguarding issues on the 'My Concern' system.

· Provide regular updates on Safeguarding incidents and escalating high-risk or complex cases to the Senior Safeguarding Manager (SSM).

· Liaise with external agencies, including social services, the police, and the local authority’s safeguarding board, when necessary.

· Collaborate with the SSM and other safeguarding personnel to promote a safeguarding culture within CitC.

· Hold a minimum Level 3 qualification in safeguarding or be willing to obtain this certification.



Personal Responsibilities:



· Handle sensitive situations with care and confidentiality.

· Build positive and trusting relationships with staff, volunteers, and participants to create a safe environment for reporting concerns.

· Listen empathetically and reassure those reporting concerns.

· Stay calm when responding to safeguarding issues.

· Identify and escalate concerns appropriately.
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		Position

		Senior Safeguarding Manager



		Responsible for

		Overseeing the welfare and safety of children and vulnerable adults during their time with County in the Community



		Location

		273a Corporation Road, Newport, NP19 0FD
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MAIN DUTIES OF THE SENIOR SAFEGUARDING MANAGER	 

 

The County in the Community Senior Safeguarding Manager (SSM) leads the safeguarding strategy and operations across the organisation, ensuring the safety and welfare of vulnerable adults and children involved in all activities, programmes, and events. The SSM ensures safeguarding is central to CitC’s work and compliance with relevant legislation and best practices.

 

Responsibilities:  

· Lead CitC's safeguarding efforts, ensuring all programmes and activities prioritise the safety and welfare of children and vulnerable adults.

· Serve as the primary contact for safeguarding concerns, receiving and reviewing reports of potential safeguarding issues.

· Conduct immediate inquiries to clarify concerns and determine which external agencies or organisations need to be involved.

· Make appropriate decisions on how to respond to safeguarding concerns, seeking advice from EFL in the Community, statutory agencies (e.g., Social Services, Police), or other sports organisations as necessary.

· Collaborate with relevant safeguarding officers or external agencies when necessary, including referring cases to statutory bodies like Social Services or the Police.

· If concerns involve CitC staff or volunteers, consult with P4B Law and Trustees to initiate disciplinary processes when needed.

· Ensure all safeguarding actions and decisions are thoroughly documented and stored securely on the My Concern system.

· Act as the primary link between CitC and external agencies handling safeguarding cases.

· Organise annual safeguarding training for all staff, ensuring they are equipped to identify and address safeguarding issues, including those related to extremism and radicalisation.

· Oversee the DBS process, ensuring that all relevant staff undergo appropriate checks during onboarding and that staff lists are regularly reviewed.

· Hold a minimum Level 3 qualification in safeguarding or be willing to obtain this certification.

Personal Responsibilities:

· Show empathy and understanding in sensitive situations.

· Handle sensitive situations with care and confidentiality.

· Make informed decisions swiftly in response to concerns.

· Remain composed when managing difficult cases.

· Stay calm when responding to safeguarding issues.

· Identify and escalate concerns appropriately.
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Source: Department for Education ‘Keeping Children Safe in Education 2024’ Statutory Guidance Document published 2nd September 2024.



INDICATORS OF ABUSE AND NEGLECT



Early help

Any child may benefit from early help, but all school and college staff should be particularly alert to the potential need for early help for a child who:



· is disabled or has certain health conditions and has specific additional needs

· has special educational needs (whether or not they have a statutory Education, Health and Care plan)

· has a mental health need

· is a young carer

· is showing signs of being drawn in to anti-social or criminal behaviour, including gang involvement and association with organised crime groups or county lines

· is frequently missing/goes missing from education, home or care,

· has experienced multiple suspensions, is at risk of being permanently excluded from schools, colleges and in Alternative Provision or a Pupil Referral Unit

· is at risk of modern slavery, trafficking, sexual and/or criminal exploitation

· is at risk of being radicalised or exploited

· has a parent or carer in custody, or is affected by parental offending

· is in a family circumstance presenting challenges for the child, such as drug and alcohol misuse, adult mental health issues and domestic abuse



DEFINITIONS OF ABUSE



Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm or by failing to act to prevent harm. Children may be abused in a family or in an institutional or community setting by those known to them or, more rarely, by others. Abuse can take place wholly online, or technology may be used to facilitate offline abuse. Children may be abused by an adult or adults or by another child or children.



Emotional abuse: the persistent emotional maltreatment of a child such as to cause severe and adverse effects on the child’s emotional development. It may involve conveying to a child 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 feature age or developmentally inappropriate expectations being imposed on children. These may include interactions that are beyond a child’s developmental capability as well as overprotection and limitation of exploration and learning or preventing the child from participating in normal social interaction. It may involve seeing or hearing the ill treatment of another. It may involve serious bullying (including cyberbullying), 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, although it may occur alone.



Sexual abuse: involves forcing or enticing a child or young person to take part in sexual activities, not necessarily involving violence, whether or not the child is aware of what is happening. The activities may involve physical contact, including assault by penetration (for example rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing, and touching outside of clothing. They may also include non-contact activities, such as involving children in looking at, or in the production of, sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate ways, or grooming a child in preparation for abuse. Sexual abuse can take place online, and technology can be used to facilitate offline abuse. Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can other children.



Neglect: 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, for example, 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 caregivers); or ensure access to appropriate medical care or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.
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PLAYER CODE OF CONDUCT



Representing County in the Community and Newport County AFC



As a player, I will:



· Play to the best of my ability.

· Respect my teammates, opponents, match officials, and coaches.

· Follow the rules as directed by the referee and respect decisions without criticism.

· Shake hands with the opposition and officials after each game.

· Listen to and follow instructions from my coach.

· Never enter the field without the referee’s permission.



Additionally, I will:



· Act as an ambassador for County in the Community and Newport County AFC, including on social media.

· Refrain from using offensive, insulting, or abusive language or behaviour.

· Speak to a Designated Safeguarding Officer if I have any concerns.



I understand that if I fail to follow the Code of Conduct, County in the Community and Newport County AFC may:



· Require me to apologise to my teammates, opponents, the referee, and my coach.

· Exclude me from the team on match day.

· Issue a formal warning from the coach or the club.

· Suspend me from training.

· Remove me from the Community Programme/Club.





I agree:



		Print

		



		Sign

		

		Date

		







Parent/Carer information (for players under 18):



		Print

		



		Sign

		

		Date
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PARENT, GUARDIAN & SPECTATOR CODE OF CONDUCT 



County in the Community fully supports the Football Association of Wales’ ‘Behind the Line, Behind the Team’ campaign, recognising the valuable role coaches and volunteers play as positive role models for young participants.



Please show your support for County in the Community and FAW Safeguarding by signing the declaration below. By signing this Code of Conduct, you acknowledge your understanding of the following expectations. Breaches may lead to disciplinary action.



Parents, guardians, and spectators are expected to:



· Demonstrate exemplary behaviour by respecting match officials, players, coaches, managers, and fellow spectators.

· Ensure timely drop-off and pick-up of your child before and after sessions, matches, and events.

· Support and motivate all players, including the opposition, and encourage your child to do the same.

· Teach your child to obey the laws of the game and that effort is what matters most.

· Never publicly criticise, ridicule, or embarrass any child.

· Provide appropriate kit and clothing suitable for the environment and weather conditions.

· Ensure that your child wears proper sportswear and protective gear.

· Disclose any medical concerns or changes in conditions to staff members.

· Avoid placing unnecessary pressure on your child or forcing them into activities they do not wish to pursue.

· Applaud effort and good play.

· Refrain from interfering with coaching instructions or confusing players with contradictory advice.

· Encourage all children to embrace diversity and avoid discrimination based on religion, race, gender, social class, or ability.

· Accept that striving to win is more important than the outcome.

· Respect match officials' decisions.

· Ensure that your child understands and adheres to their Code of Conduct.

· Avoid posting inappropriate or negative content on social media that may harm the reputation of the game.

· Maintain high standards of behaviour, avoiding the use of foul, abusive, or insulting language, behaviour, or gestures.

· Stay behind the line and do not enter the field of play without prior permission from the referee.

· Help make football fun for all participants.





I agree:



		Print

		



		Sign

		

		Date
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SAFER RECRUITMENT POLICY



1. Introduction

2. Scope of the Policy

3. Equal Opportunities

4. Recruitment Planning and Job Advertising

5. Application Process

6. Shortlisting and References

7. Interview Process

8. Job Offer and Pre-Employment Checks

8.1 Recruitment of Ex-Offenders

9. Induction and Probation

10. Record Keeping and Confidentiality

11. Monitoring and Review of the Policy



1. Introduction

In line with County in the Community’s (CitC) Safeguarding Policy, we follow Safer Recruitment procedures to ensure that all participants are in a safe and secure environment. Our commitment to safeguarding means that we will conduct thorough enhanced DBS checks, barred list checks, and verify identity and the right to work in the UK for all staff and volunteers who come into contact with our participants.



Additionally, we recognise that safeguarding is an ongoing responsibility that extends beyond recruitment. Therefore, we implement training and support for our employees and volunteers to promote a culture of vigilance and accountability. By prioritising the safety and well-being of children and vulnerable individuals, we aim to foster an environment where everyone can thrive.



2. Scope of the Policy

This policy applies to all aspects of the recruitment process conducted by Trustees and staff of County in the Community (CitC).



Specifically, this policy and its associated procedures apply to:



· Senior Managers and Trustees involved in decision-making regarding recruitment and appointments.

· All individuals working for, in partnership with, or on behalf of CitC, including contracted members of staff and individuals or organisations that may participate in the recruitment process (e.g., those who sit in on interviews). For the purposes of this document, the term "staff" encompasses all of these categories.



3. Equal Opportunities

CitC is committed to achieving equal opportunities, which is central to our mission of providing opportunities and enhancing lives. It is unlawful to discriminate, directly or indirectly, in recruitment or employment on the basis of any of the nine 'protected characteristics' defined by the Equality Act. These characteristics are age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, and sexual orientation.

4. Recruitment Planning and Job Advertising

To ensure that CitC recruits the most qualified and suitable candidates, a clear and structured approach to recruitment planning and job advertising is vital. This approach guarantees transparency in all job postings, ensuring that prospective employees and volunteers are fully informed of the role’s expectations and safeguarding responsibilities.



The recruitment planning and job advertising process includes the following steps:



4.1 Defining the Role

The key responsibilities of the role, along with the required skills and experience, are clearly defined and agreed upon before the recruitment process begins. This ensures that the prospective employee or volunteer understands what is needed to fulfil the role.



4.2 Job Description

A comprehensive job description is provided to all applicants, which includes a job summary, the main duties of the role, and the specific personal responsibilities expected of the candidate.



4.3 Safeguarding Responsibilities

All job/role descriptions explicitly reference the individual’s safeguarding responsibilities, ensuring applicants are aware of their obligations towards safeguarding children and vulnerable adults. The safeguarding statement may read as follows:



"As a member of the County in the Community team, you are expected to fully commit to safeguarding the well-being of children and vulnerable adults. This includes adhering to our safeguarding policies and procedures, ensuring participant safety at all times, and promptly reporting any concerns or suspicions of harm or neglect. Compliance with DBS (Disclosure and Barring Service) requirements is mandatory to maintain our commitment to the highest safeguarding standards."



4.4 Safeguarding Statement in Advertisements

All job advertisements for roles within County in the Community (CitC) will explicitly state that appointment to the position is subject to the successful completion of a DBS (Disclosure and Barring Service) check. This requirement underscores our commitment to safeguarding the well-being of children and vulnerable adults.



4.5 Advertising the Role

Job advertisements will be shared across CitC’s online platforms, including social media, to reach a broad audience. The role may also be advertised through external platforms, including the club’s channels, job centres, and other relevant outlets to ensure wide visibility.









5. Application Process



5.1 Application Submission

Prospective candidates are required to complete an application form. Both online (JotForm) and Word document application forms are available to accommodate different preferences.



5.2 Application Review and Shortlisting

Completed applications are reviewed by a panel. The panel ensures that each application form is fully completed, including sections on criminal records and self-disclosures, and that any gaps in employment history are accounted for.



5.3 Panel Composition

The application review and shortlisting panel will include at least one Designated Safeguarding Officer (DSO) or the Safeguarding Support Manager (SSM).



6. References



6.1 Reference Requests

Two references will be sought from shortlisted candidates. CitC will request the name, phone number, email address, and relationship of each referee to the candidate.



6.2 Reference Form

Both online (JotForm) and Word document versions of the reference form are available for convenience.



6.3 Eligibility of Referees

References must not be provided by relatives of the candidate to ensure objectivity. One reference should ideally come from the candidate’s current or former place of work. If possible, one reference should demonstrate the candidate’s previous involvement of working with children and young people.



6.4 Safeguarding Assessment

Referees will be asked to indicate whether they have any concerns regarding the candidate's suitability to work with children and vulnerable adults.



7. Interview Process



7.1 Interview Planning and Location

Interviews will be conducted in person. CitC will provide a reasonable amount of notice to candidates prior to the interview to allow for adequate preparation. Additionally, CitC will consider the accessibility needs of candidates, including parking and travel arrangements, before booking an interview location. For example, interviews may be held within a 10-minute walk from the nearest bus or train station.



7.2 Questioning

Each interview will include at least one safeguarding question to assess the candidate's understanding of safeguarding practices. Additionally, at least one scenario-based question will be asked to evaluate the candidate’s problem-solving skills and their approach to real-life situations related to the role.



7.3 Interview Panel

The interview panel will include at least one Designated Safeguarding Officer (DSO) or the Safeguarding Support Manager (SSM).



8. Job Offer and Pre-Employment Checks

The successful candidate will be offered the position subject to satisfactory DBS checks and references. This information will be communicated clearly via phone call or email to the successful candidate.



An DBS check will be completed for all new staff and volunteers. To initiate the DBS check, candidates are required to provide three forms of identification. Acceptable forms of ID may include a passport, driving license, or utility bill, among others.



Should a DBS check reveal information about previous convictions, CitC will carefully consider this information in accordance with legislation and in the best interests of children and vulnerable adults. Unless they have been barred from working with children or vulnerable adults, ex-offenders should not necessarily be excluded from employment at CitC. (See 8.1 Recruitment of Ex-Offenders).



[bookmark: _Hlk179374411]8.1 Recruitment of Ex-Offenders

CitC complies with the DBS Code of Practice by:



· Treating applicants with a criminal record fairly.

· Avoiding unfair discrimination against individuals based on convictions or any information obtained from the DBS.

· Only requesting a Disclosure when the position indicates that it is necessary, such as when working with children or vulnerable adults.



8.1.1 Procedure

If a criminal record is disclosed, we will discuss the disclosure with the candidate before deciding whether to withdraw a conditional offer of employment. In all cases where offences are disclosed, a risk assessment will be conducted that considers the circumstances of the offence and the position applied for.



Before withdrawing an offer of employment or a voluntary position, members of CitC’s Safeguarding Team will discuss any matters revealed during the interview, in the Confidential Declaration Form, or in the DBS Disclosure with the individual seeking the position.



Having a criminal record does not necessarily preclude a candidate from working with CitC; it depends on the type of position and the nature of the offences.



8.1.2 Appeals and Complaints Procedure

If an applicant is unhappy with how CitC has processed the disclosure or how a risk assessment has been conducted, they may submit an appeal or complaint in writing to the Chair of Trustees (trustees@countyinthecommunity.co.uk). 



The appeal or complaint should include the following information: name, address, nature of the appeal, date of the disclosure document concerned, identity of the person or appointing body responsible for making the appointment and any other relevant information.



The Chair of Trustees will instigate an independent assessment of the issues in question. The appeal/complaint will be addressed within six months, and the adjudication will be sent to both the applicant and the CitC Chief Executive Officer.



9. Induction and Probation



9.1 Induction Process

New employees will participate in a comprehensive induction programme, which includes but is not limited to the following:



· A guided tour of CitC offices.

· An overview of fire drill procedures to ensure safety protocols are understood.

· Provision of uniforms and essential equipment relevant to the position.



The staff member responsible for the induction will document the completion of these activities by signing an induction confirmation form.



9.2 Induction Timeline

As noted in Section 3.2(d) of the Employee Handbook, the induction process will span the first few months of employment. The content and duration of the induction will be tailored to the complexity of the role.



9.3 Training Requirements

All new employees are required to complete safeguarding and first aid training within the first six months of employment and participate in refresher training annually thereafter.



Employees will be registered for access to the following online training platforms:



· EduCare: Safeguarding/First Aid training

· CiP-IT: Data Protection training



10. Record Keeping and Confidentiality

All employment documents, personal information, references, applications, and DBS information will be kept confidential on CitC’s private OneDrive, accessible only to the Senior Safeguarding Manager (SSM) and the Data Protection Officer.



10.1 Applicant Date

During the application, shortlisting, and interview processes, applicants’ information will be shared with the shortlisting and interview panels as necessary.



Interview notes will remain confidential and securely stored on CitC’s private OneDrive. Notes for unsuccessful applicants will be retained for six months after the interview, after which this personal data will be securely destroyed.



10.2 Employee Data

General employee data will be held for the duration of employment and for six years after the last day of contractual employment. Employee contracts will be retained for six years following the end of employment. Records of leave will also be held for six years.



11. Monitoring and Review of the Policy

This policy will be reviewed every three years, as part of the Safeguarding Policy review, to ensure its continued relevance and effectiveness. The review process will include an assessment of recruitment practices, current legislation, and safeguarding best practices. The policy will be updated in accordance with any changes in law or safeguarding guidelines. Additionally, CitC will evaluate recruitment outcomes, including any safeguarding incidents, to identify areas for improvement. If any issues are identified, the policy will be updated immediately.
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PREVENT POLICY



1. Principles

2. Definitions

3. Training, Support and Mentoring

4. Safeguarding Contacts

5. Reference Documents and Guidance Resources



1. Principles

Preventing people from being drawn into terrorism, extremism and radicalised ideology has never been more important. As a provider of education and training programmes for people, particularly young people, from ethnically diverse, and socially and economically disadvantaged areas it is essential that the Charity is involved in the ‘Prevent’ Strategy.



We are committed to ensuring that our participants are educated in the dangers of extremism and understand how to protect themselves and report concerns.



The Charity will promote and reinforce values of openness and respect, tolerance, cohesion and equality of opportunity and treatment by: 



· Creating space for free and open debate; and by listening, valuing, and respecting our participants’ voices.

· Breaking down barriers and supporting inter-faith and inter-cultural dialogue and understanding and by engaging all participants in playing a full and active role in wider engagement in society.

· Making sure that the Charity is free from bullying, harassment, and discrimination.

· Providing support for participants who may be at risk by providing appropriate sources of advice and guidance.

· Making sure that staff and participants are aware of their roles and responsibilities in preventing violent extremism.

· Promoting British values.



2.  Definitions



2.1 Extremism 

Extremism is defined in the 2011 Prevent strategy as vocal or active opposition to fundamental British values, including democracy, the rule of law, individual liberty and mutual respect and tolerance of difference faiths and beliefs. The definition in HM Government Prevent Duty Guidance includes calls for the death of members of our armed forces, whether in this country or overseas.



2.2 Radicalisation

Radicalisation refers to the process by which a person comes to support terrorism and extremist ideologies associated with terrorist groups. 



Some possible signs of radicalisation include: 



· Increasingly extreme views about another section of society or government policy.

· Downloading, viewing, or sharing extremist propaganda from the internet.

· Becoming withdrawn and/or increasingly intolerant of more moderate views.

· Changes in appearance or health (including mental health) and becoming isolated from family, friends, peers, or social groups.

· Expressions of a desire/intent to take part in or support extremist activity.



2.3 Terrorism 

Terrorism is defined in the Terrorism Act 2000 (TACT 2000) as an action that endangers or causes serious violence to a person / people; causes serious damage to property; or seriously interferes or disrupts an electronic system. The use or threat must be designed to influence the government or to intimidate the public and is made for the purpose of advancing a political, religious, or ideological cause. 



2.4 British values

British Values are defined as democracy, the rule of law, individual liberty, and mutual respect for tolerance of those with different faiths and beliefs, and for those without any faith.



3.  Training, Support and Mentoring

Training on the Prevent strategy will be delivered for all Staff, Trustees, and Volunteers.



Ongoing support will also be provided to make sure that staff are informed and confident to take appropriate preventative and responsive steps. Information, advice, and guidance for staff will be available and distributed via email briefings and/or training interventions.



4.  Contacts

Any concerns of a young person or vulnerable adult being at risk demonstrated by behaviour during a session, views posted online or concerns from family or friends should be referred to a Designated Safeguarding Officer or Senior Safeguarding Manager.



		Senior Safeguarding Manager



		Norman Parselle

Chief Executive Officer

		Primary Contact Number: (01633) 251246

Emergency Contact Number: 07722 147695

Email: community@newport-county.co.uk







		Designated Safeguarding Officers



		David Lewis

Head of Health & Education 

		Primary Contact Number: (01633) 251246

Email: dave.lewis@newport-county.co.uk



		Deiniol Parselle

Head of Schools Programmes

		Primary Contact Number: (01633) 251246

Email: deiniol.parselle@countyinthecommunity.co.uk



		Liam Jenkins

Head of Community Programmes

		Primary Contact Number: (01633) 251246

Email: liam.jenkins@newport-county.co.uk



		Gareth Marshman

Volunteer Coordinator

		Primary Contact Number: (01633) 251246

Email: gareth.marshman@countyinthecommunity.co.uk



		Richard Taylor

Fan Engagement Officer

		Primary Contact Number: (01633) 251246

Email: fanengagement@countyinthecommunity.co.uk











5.  Reference Documents and Guidance Resources



HM Government Prevent Duty Guidance



Channel Awareness Training – training on the Channel Programme which provides support to individuals who are vulnerable to being drawn into terrorism.
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