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CATCH’s mission is to provide an up to date modern community centre’ARK’ for 
young people and the wider community where essential services and activities can 
be provided. We recruit and develop staff/volunteers with a range of skills and 
expertise to support the running of ARK and the various CATCH Youth Programmes. 
We deliver a comprehensive programme of activities for young people through our 
volunteer network and by working with other groups and partner agencies adressing 
th needs for the local community. Our aim is to empower young people by 
providing a range of developmental opportunities, to interact with adults and young 
people from all backgrounds and to offer them choices that they don’t currently 
have. Our facilities are for recreation, education and leisure with the emphasis on 
improving the life choices for all the community.

All staff/volunteers, management and trustees will work together to encourage the 
development of an ethos which embraces difference and diversity and respects the 
rights of children and young people.

CATCH is committed to safeguarding and promoting the welfare of all children and 
young people. It recognises its responsibility to take the necessary steps to promote 
safe practice and to protect children from harm, abuse and exploitation.  CATCH 
also acknowledges its duty to act appropriately and without delay to any 
allegations, reports or suspicions of abuse.

This policy has been developed to ensure the welfare and protection of any child or 
young person who accesses the services provided by CATCH. We recognise that 
safeguarding can be an emotive and sometimes difficult subject and understand 
that some staff and volunteers may find it challenging. We aim to support staff 
through training to respond appropriately to concerns and ensure they are fully 
aware of their responsibilities.  At CATCH we are committed to practice which 
supports the view that protecting children and young people is everybody’s 
responsibility.  

In implementing this Safeguarding policy CATCH will:

• Ensure that all volunteers and management understand their legal duties in 
relation to keeping children safe from harm, abuse and exploitation.

• Ensure that all volunteers understand their safeguarding responsibility to work within 
the organisation’s Safeguarding Policy and Procedures. To encourage good 
practice safeguarding will be a standing agenda item at Team Leader, 
Management and Trustee meetings.

• Ensure that Designated Safeguarding Lead/s are aware of Local Safeguarding 
Children’s Board (LSCB) interagency safeguarding protocols and are confident in 
how to work within them.

• Ensure that all volunteers, management and trustees understand their responsibility 
to report concerns without delay using the appropriate ‘Cause For Concern Form’ 
to the Designated Safeguarding Lead. This also includes reporting an allegation of 
concern about another colleague’s conduct towards a child or young person

• Ensure that the Designated Safeguarding Lead/s role is written into their job 
description, and that they have the appropriate level of training and knowledge to 
carry out the role. This in particular includes an understanding of taking necessary 
action where required to refer to required statutory child safeguarding agencies 
such as Children’s Social Work Service, Police and the NSPCC.

• Ensure that safeguarding training is up to date for all volunteers and management 
and appropriate records of training are kept for audit and refresher purposes.


• Ensure that all Volunteers and/or paid staff over the age of 18 have 
undergone appropriate DBS assessment
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The following guidance has been used in the development of this policy:

Working Together to Safeguard Children 2018

What to do if you’re worried a child is being abused

DOE - Child Sexual Exploitation February 2017


2. CATCH DESIGNATED SAFEGUARDING LEAD/S DETAILS


CATCH has appointed a trained Designated Safeguarding Lead (DSL) who has 
specific responsibility for dealing with safeguarding concerns.  In their absence a 
Deputy Designated Safeguarding Lead (DDSL) will be available for volunteers and 
management to get support and advice from. Ideally at least 1 DSL or DDSL will be 
on-site but where necessary should be available by phone. 


The role and responsibilities of the Designated Lead/s are:


• To make sure that all volunteers and management are aware of who they should 
go to and what they should do if a child/young person has disclosed abuse or 
neglect.


• To make sure that any concerns about a child/young person are acted on, 
recorded and referred where necessary, and to follow up to make sure that the 
concerns have been addressed and appropriate actions have been taken to 
safeguard in a timely manner.


• The Designated Lead will record any reported incidents in relation to safeguarding 
a child/young person using the CATCH Safeguarding ‘Cause For Concern Form’. 
Completed Safeguarding Concern Forms will be held securely with limited access in 
line with the Data protection Act 2018.


The named staff at CATCH are:


Name of Designated Safeguarding Lead: Derek Sylvester


Telephone number: 07970044860


E-mail: Derek Sylvester <del@arkleeds.co.uk>


Name of 2nd Designated Safeguarding Lead: Saahibah Nawaz


Telephone number: 07773099336


E-mail: saahibah@catchleeds.org


Name of Trustee (responsible for Safeguarding): Suzanne Hallam


Telephone number: 07960723159


E-mail: suzannehallam25@icloud.com
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Telephone number of Children’s Social Work Service 


During Office hours (Monday to Friday, 8am to 5pm) - 0113 376 0336 


Social Care - Emergency Duty team (out of hours) - 0113 5350600 and provide them 
with as much information as possible. 


You can also email on childrensedt@leeds.gcsx.gov.uk


3. RECOGNISING THE SIGNS AND SYMPTOMS OF NEGLECT OR ABUSE 


This section provides the definitions of abuse under the umbrella headings of 
Physical Abuse, Emotional Abuse, Sexual Abuse, Neglect and Contextual 
Safeguarding.


CATCH requires all staff/volunteers and management to familiarise themselves with 
this guidance. We will ensure that all staff undertake basic awareness training in the 
signs and symptoms of child abuse. It is important that all staff are offered support 
and training to help them not only identify but also act upon any form of abuse that 
they may notice.    


CATCH acknowledge that child abuse is quite rare however, it is important that all 
volunteers and management understand the different forms of abuse that some 
children may experience and the signs and symptoms of such abuse. 


The following are definitions and potential signs of types of abuse, the lists are not 
exhaustive.


NEGLECT: Is the persistent failure to meet a child’s basic physical and/or 
psychological needs, likely to result in the serious impairment of the child’s health or 
development.  Neglect may occur during pregnancy as a result of maternal 
substance abuse. It may also include neglect of, or unresponsiveness to, a child’s 
basic emotional needs.


Examples which may indicate neglect (it is not designed to be used as a checklist):


• Hunger

• Tiredness or listlessness

• Child dirty or unkempt

• Poorly or inappropriately clad for the weather

• Poor school attendance or often late for school

• Poor concentration

• Affection or attention seeking behaviour

• Untreated illnesses/injuries

• Pallid complexion

• Stealing or scavenging compulsively

• Failure to achieve developmental milestones, for example growth, weight

• Failure to develop intellectually or socially

• Neurotic behaviour
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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/carer fabricates the symptoms 
of, or deliberately induces illness in a child.


EMOTIONAL ABUSE: Is the persistent emotional maltreatment of a child such as to 
cause severe and persistent adverse effects on the child’s emotional development.  
It may involve conveying to children that they are worthless or unloved, inadequate, 
or valued only in so far 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 the child’s developmental capability, as 
well as overprotection and limitation of exploration and learning, or preventing the 
child participating in normal social interaction.  It may involve seeing or hearing the 
ill-treatment of another.  It may involve serious bullying, (including cyber- bullying) 
causing children frequently to feel frightened or in danger, or the exploitation or 
corruption of children.  Some level of emotional abuse is involved in all types of 
maltreatment of a child, though it may occur alone.


Examples which may indicate emotional abuse (it is not designed to be used as a 
checklist): 


• Over-reaction to mistakes, continual self-deprecation

• Delayed physical, mental, emotional development

• Sudden speech or sensory disorders

• Inappropriate emotional responses, fantasies

• Neurotic behaviour: rocking, banging head, regression, tics and twitches

• Self-harming, drug or solvent abuse

• Fear of parents being contacted 

• Running away / Going missing

• Compulsive stealing

• Masturbation, Appetite disorders - anorexia nervosa, bulimia


Female Genital Mutilation (FGM)


FGM is illegal in the UK and a form of child abuse with long-lasting, harmful 
consequences. It is also known as ‘female genital cutting’, ‘circumcision’ or 
‘initiation’. All reports or disclosures of FGM should be reported immediately but 
physical examination must not take place.


SEXUAL ABUSE:  Involves forcing or enticing a child or young person to take part in 
sexual activities, not necessarily involving a high level of 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 include non-contact activities, such as involving children in looking at, or in the 
production of, sexual online images, watching sexual activities, or encouraging 
children to behave in sexually inappropriate ways, or grooming a child in 
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preparation for abuse (including via the internet). Sexual abuse is not solely 
perpetrated by adult males. Women can also commit acts of sexual abuse, as can 
other children.


CONTEXTUAL SAFEGUARDING: As well as threats to the welfare of children from within 
their families, children may be vulnerable to abuse or exploitation from outside their 
families. These extra-familial threats might arise at school and other educational 
establishments, from within peer groups, or more widely from within the wider 
community and/or online. These threats can take a variety of different forms and 
children can be vulnerable to multiple threats, including: exploitation by criminal 
gangs and organised crime groups such as county lines; trafficking, online abuse; 
sexual exploitation and the influences of extremism leading to radicalisation. 


Radicalisation and Terrorism


Extremist groups make use of the internet to radicalise and recruit and to promote 
extremist materials. Any potential harmful effects to individuals identified as 
vulnerable to extremist ideologies or being drawn into terrorism should also be 
considered. This should be treated as abuse through exploitation and reported. Signs 
that this is taking place can manifest in similar ways to other abuse but may also 
include changes in behaviour, through actions or words that indicate a particular 
alignment with extreme views or displaying negative attitudes to particular groups.


(see appendix 4.)


Concerns around radicalisation should be reported through Cause for Concern 
form. Further guidance/assistance and reporting can be accessed through:


PREVENT - 01135350810


Peer on Peer / Child on Child abuse


We recognise that children are capable of abusing their peers and that peer on 
peer abuse can manifest in many different ways, including bullying, cyber bullying, 
criminal and sexual exploitation, sexual harassment and violence, initiation/hazing, 
sharing of nudes and semi-nudes and abuse within intimate partner relationships. It is 
very clear that this type of abuse should always be treated seriously, and never just 
as banter, part of growing up. All cases of this type of abuse should be reported and 
consideration given to meeting the needs of the victim and of the perpetrator as 
there may be underlying causes for these actions.


Possible signs of abuse include:


• Unexplained or suspicious injuries such as bruising cuts or burns, particularly if 
situated on a part of the body not normally prone to such injuries or the 
explanation of the cause of the injury is does not seem right.


• Unaccountable covering of limbs during warm weather.


• Fear of going home or being on their own.
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• The child discloses abuse, or describes what appears to be an abusive act.


• Someone else (child or adult) expresses concern about the welfare of 
another child.


• Unexplained change in behaviour such as withdrawal or sudden outbursts of 
temper.


• Inappropriate sexual awareness or sexually explicit behaviour.


• Anal or vaginal itching, soreness or discharge.


• Distrust of adults, particularly those with whom a close relationship would 
normally be expected.


• Over compliance of adults, too willing to obey.


• Difficulty in making friends or isolation from peers.


• Aggressive behaviours including bullying.


• Symptoms of drug or alcohol use.


• Eating disorders, depression, self-harm or suicide attempts.


Early indicators of child exploitation including criminal and sexual exploitation: 


• Repeatedly going missing, in particular when found out of area. 


• Having money, clothes, phones or other items that are unexplained.


• Being picked up by unknown adults in various cars or taxis. 


• Mobile phone use has increased or use of multiple handsets


• Friendships or relationships with older children or adults that have controlling 
characteristics.


• Often leaving home and being evasive about their whereabouts.


• Unexplained injuries, bruises, scratches, marks.


• Carrying weapons or items they can use as weapons that they have no need to 
carry.


• Change in behaviour, for example becoming withdrawn, aggression, agitated, 
tiredness. 


• A significant decline in school results or attendance 


• Gang association 


• Self-harming


• Distancing from long term friends or family members.
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4. CONCERNS FOR A CHILD/YOUNG PERSON’S SAFETY


The procedures in this policy have been designed to ensure that the welfare and 
protection of any child and/or young person who accesses CATCH services are 
paramount. 


Concerns for a child/young person’s safety may come to light in one of the 
following ways:


• a child or young person shares that abuse has taken place or that they feel 
unsafe.


• a third party or anonymous allegation is received.


• a child or young person’s appearance, behaviour, play, drawing or statements 
cause suspicion of abuse, neglect and/or exploitation;


• a child or young person reports an incident(s) of alleged abuse which occurred 
some time ago


• a report is made regarding the serious misconduct or concerning behaviours of a 
worker towards a child or young person.


5. WHAT TO DO IF YOU ARE CONCERNED ABOUT A CHILD


There are four key steps to follow to help you to identify and respond appropriately 
to possible abuse, neglect and/or exploitation. Remember, confidentiality is very 
important. Do not discuss any issues with anyone not in direct responsibility for 
safeguarding. This will be a DSL, DDSL or where necessary, the senior member of the 
leadership team on site.
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It is important that you treat any allegations extremely seriously. Never think that 
someone else may be dealing with it. If you receive information that a child may be 
at risk of, or experiencing harm make sure you know how to respond appropriately. 
All concerns should be discussed with one of the designated staff for safeguarding 
as soon as possible. 


Stage 1


• Initially talk to a child/young person about what you are observing. It is okay to ask 
questions, but never use leading questions.


• Listen carefully to what the young person has to say and take it seriously. Make 
sure that you convey that you believe what the child is saying.


• Do not investigate concerns, your role is to gather information and refer only. 


• Always explain to children and young people that you cannot promise 
confidentiality and information that they share with you will have to be shared with 
others if this indicates they and or other children are at risk of harm.


• Notify the Designated Safeguarding Lead.


• Record the disclosure as soon as possible, the person who receives the allegation 
or has the concern, should complete a ‘Cause For Concern Form’ making sure it is 
signed and dated.  (see appendix 3.) CFC forms are available in the Café store 
room. The form should include the following:


• Date and time of notification


• Child/young person’s name


• What was said – make sure this is in their words


• Deposit CFC form securely in the drop box located in the Café store 
room.


• Find a Designated Safeguarding Lead or Senior Team Leader in their absence and 
they will take action.


• Do not delay reporting where you have concerns.


If there is a concern around an immediate threat of danger, the Police should be 
called through 999 service.


Cause for concern forms should be stored securely, preferably electronically.


Stage 2


• The Designated Safeguarding Lead will take immediate action where there are 
concerns for a child’s/young person’s safety. The DSL will decide on a course of 
action and may refer to other statutory services such as Children’s Social Work 
Service, the Police or others. If a referral is made direct to the Duty and Advice team 
this should be followed up in writing within 24 hrs.


Note:  Parents / carers will need to be informed about any referral to Children & 
Young people’s Social Work Service unless to do so would place the child at an 
increased risk of harm.
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6. SAFE RECRUITMENT


Sometimes there are people who work, or seek to work with children and young 
people who may pose a risk to children and who may harm them.  CATCH have a 
clear process for recruiting staff and volunteers which may help reduce this risk. Even 
if we know someone very well we must ensure that they go through the same 
recruitment and selection process.


• All new Staff/Volunteers will undergo a CATCH safer recruitment Risk 
Assessment (see appendix 2)


• We will use an application form to assess the candidate’s suitability for the role. This 
makes it easier to compare the experience of candidates and helps us get all of the 
important information we need to ask. 


• We will make it clear in all our stages of recruitment that we have a commitment 
to safeguarding and protecting children.


• We will have a face-to-face interview with pre-planned and clear questions. 


• We will include a question about whether they have any criminal convictions, 
cautions, other legal restrictions or pending cases that might affect their suitability to 
work with children.   


• We will check the candidate’s identity by asking them to bring photographic ID. 


• We will check the candidate actually holds any relevant qualifications they say 
they have.


• We will ask all volunteers to take part in supervised trial shifts to assess their 
suitability for the role.


• We will apply for a DBS (Disclosure Barring Service) check for all staff/volunteers 
aged 18 and over. This will include all our volunteers/staff who have contact with 
children or have access to our records, including volunteers, management and 
trustees. A trained member of staff will administer all DBS checks. Further information 
is available directly from DBS (https://www.gov.uk/disclosure-barring-service-check/
overview).


• We will always check any references they provide asking specifically about an 
individual’s suitability to work with children.


• We will provide candidates a copy of our safeguarding policy and provide 
appropriate training. 


There may be occasions where we wish to appoint a worker from abroad. This will 
mean that DBS checks may not be able to be undertaken. Nevertheless, a “fit 
person” check may be available from the country the person is moving from. We will 
ensure that additional references are undertaken on any worker from abroad.


(see stand-alone Safer Recruitment Policy)
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7. MANAGEMENT AND SUPERVISION OF STAFF/VOLUNTEERS


CATCH is committed to the appropriate management and supervision of staff and/
or volunteers working with children and or young people to ensure that appropriate 
lines of accountability are in place with respect to work with children and young 
people. 


Staff will receive regular supervision meetings. These will be recorded and the notes 
agreed by both parties and stored securely.


When a member of staff is involved in a child protection incident this will be 
reviewed within supervision i.e. recordings, assessments, monitoring arrangements 
etc. and decisions relating to the level of involvement will be taken by the 
Designated Safeguarding Lead.


When a member of staff is a member of a child protection core group, working with 
a child who is subject to a child protection plan, or a vulnerability risk management 
plan if they are identified as medium or high risk of exploitation, supervision will occur 
at a minimum of monthly intervals and discussion of the case will be a standing 
agenda item. Said member of staff will ensure that minutes of core group meetings 
are shared with their supervisor and minutes are kept securely in compliance with 
the Data Protection Policy. 


Supervisors will ensure that information about children is appropriately shared with 
other organisations and that they will be informed if work ceases with a child when 
other organisations are involved.


8. ALLEGATIONS AGAINST STAFF/VOLUNTEERS


CATCH will ensure that any allegations made against a member of staff/volunteer 
will be dealt with swiftly and in accordance with these procedures:


i. The worker must ensure that that the child is safe and away from the 
person against whom the allegation is made.


ii. The Designated Safeguarding Lead should be informed immediately. In 
the case of an allegation involving the Designated Safeguarding Lead, 
alternative arrangements should be sought to ensure that the matter is 
dealt with by an independent person (Management or Trustees).


iii. The named person should contact the local authority designated officer 
(LADO - who is based within Children Services, Integrated Safeguarding 
Unit) for advice on how to proceed with the immediate situation. Outside 
of working hours the Emergency Duty Team can give advice and/or in the 
event of an emergency situation arising, the police.


iv. The Local Authority Designated Officers in Leeds can be contacted 
Monday to Friday on: 0113 2478652.


v. Between them they operate a duty system for LADO Notifications.


vi. The individual who first received/witnessed the concern should make a full 
written record of what was seen, heard and/or told as soon as possible 
after observing the incident/receiving the report. It is important that the 
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report is an accurate description. The Designated Safeguarding Lead can 
support the worker during this process but must not complete the report 
for the worker. This report must be made available on request from either 
the police and/or Children’s Services.


vii. Should a concern be raised against a Volunteer or member of staff, they 
shall be subject to an investigation and risk assessment before resuming 
role.


9. INFORMATION SHARING


Working with children and young people in areas of child protection requires great 
sensitivity to their wishes and needs. However, agencies should make their staff 
aware that a young person’s request that information is not shared must be 
respected unless:


i. Disclosure is to protect the interest of the young person, that is where there 
are child protection or safeguarding concerns.


ii. Disclosure is in the public interest, including for the purpose of prevention 
or detection of crime, apprehension or prosecution of offenders.


10. RECORDING AND MANAGING CONFIDENTIAL INFORMATION


A ‘Cause For Concern’ form for recording concerns/allegations of abuse, harm and 
neglect will be available to all staff/volunteers. This will be a detailed form outlining 
name of child, date of birth, date and details of incident. Information recorded 
should be verbatim or as near as possible using the exact words spoken by the 
individual of concern. The person who receives the allegation or has the concern 
should complete and sign this form.  


CATCH is committed to the safe and secure management of confidential 
information. All personnel information, including volunteer information, is kept locked 
and can only be accessed by those that require it to carry out their role. Only 
relevant information is kept and this is regularly reviewed and outdated information 
destroyed appropriately.


CATCH is also committed to the rights of children and young people to 
confidentiality and this will be respected by all workers. However, where a worker 
feels that the information disclosed by a child or young people should be referred to 
their line manager for investigation by an appropriate agency, the young person 
should be told that confidentially cannot be kept.


Archiving


All records pertaining to safeguarding should be kept securely until such time as the 
they are no longer valid and for a minimum of 3 years.


11. TRAINING
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All newly appointed staff and volunteers at CATCH will receive training, support, 
information and guidance to ensure they understand their role and responsibilities 
with regard to Child Protection. This will include:


• Details of the structure of the organisation will be provided, including the details of 
overall responsibility for child protection within the organisation.


• Details of the organisations aims and objectives will be provided.


• An assessment of staffs (paid and unpaid) training and development requirements 
will be completed.


• The roles and responsibilities of staff and volunteers within the organisation will be 
clarified.


• Clear details of the expectations, roles and responsibilities of all newly appointed 
staff and volunteers will be provided.


• All staff and volunteers must agree and sign up to the organisations Safeguarding 
& Child Protection Policy and procedures. 


• Training, information and a copy of the organisations Volunteer Code of Conduct 
will be provided. 


• The contact details and roles and responsibilities of the organisations Child 
Protection Officer will be provided.


CATCH will provide access to additional Safeguarding courses for all staff/volunteers. 
It is expected that all staff/volunteers will complete the ‘Introduction to Working 
Together to Safeguard Children and Young People’ course within 3 months of their 
start date subject to course availability.


12. CODE OF CONDUCT


This code of conduct applies to all behaviour/communication with young people 
whether in person, by telephone or through social media.  


This Code of Conduct is principally designed to safeguard children and young 
people involved in any activity, but will help staff/volunteers by identifying required 
standards of behaviour as they carry out their role as a volunteer. Following this 
Code of Conduct will reduce the likelihood of any misinterpretations of staff/
volunteer actions. It is key for staff/volunteers to remember that they have been 
allocated a position of trust and responsibility and you must act in accordance with 
this. 


• Staff/Volunteers must understand their role and CATCH policies and procedures 
and be clear about what they should do if a concern about the safety or welfare of 
a young person arises.


• Staff/Volunteers will maintain appropriate boundaries and exercise reasonable 
and appropriate interactions with others.
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• Staff/Volunteers will maintain appropriate physical and emotional boundaries with 
young people and vulnerable adults.


• Staff/Volunteers look to adults for examples of appropriate behaviour. Staff/
Volunteers must use appropriate language and model honourable behaviour. Staff/
Volunteers will treat everyone with patience, courtesy, respect, and dignity and will 
work collaboratively and cooperatively with others.


• Staff/Volunteers should use positive words and encouragement to change 
behaviour and encourage others to do likewise.


• Staff/Volunteers must exercise discretion and confidentiality, and should consult 
with an immediate supervisor before disclosing confidential information to others.


• Staff/Volunteers must always be in the presence of an adult when interacting with 
young people or vulnerable adult.  This means that an adult should be nearby to see 
and hear what you are doing and help you if you need assistance.


• Staff/Volunteers must promptly report to their supervisor any inappropriate or 
bullying behaviour.


• Staff/Volunteers must promptly report suspected abuse or child protection 
concerns to their supervisor or Safeguarding Lead. If it involves a supervisor, report 
the incident to the next person in a supervisory role, such as the Management Team.


• Staff/Volunteers must cooperate fully in any investigation of child abuse.


• Staff/Volunteers will dress appropriately, consistent with their role and assigned 
activities, including not wearing any clothing with offensive or profane messages or 
pictures.


• Staff/Volunteers must communicate on social media sites professionally and 
respectfully understanding the implications their posts may have on their 
volunteering position with CATCH.


• Adult Staff/Volunteers aged 18 plus are advised not to become “friends” with 
unrelated young people/children aged under 18 on social media sites. This is strongly 
discouraged, due to how dynamic social media sites are and the different maturity 
levels of adults and youth.


• Staff/Volunteers MUST NOT privately communicate (electronically or through any 
other communication form) with an unrelated young person or an unrelated 
vulnerable adult whom we serve when not working or volunteering.


• Staff/Volunteers MUST NOT accept gifts from or give gifts to young people or 
vulnerable adults without approval from their supervisor. Provision will be made for 
essential emergency items at the discretion of the Management Team and Team 
Leaders (such as clothing and food/drink).


• Staff/Volunteers MUST NOT use tobacco products, cigarettes or e-cigarettes on or 
near to the ARK facility. Volunteers must consider their actions whilst around young 
people. 


• Staff/Volunteers MUST NOT use, possess, or be under the influence of alcohol or 
illegal drugs at any time.  
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• Staff/Volunteers should not travel in a vehicle with an unrelated young person 
under 16 years without another adult volunteer present, except in documented 
exceptional emergencies. If circumstances exist where it is necessary for a person 
under 16 to be transported alone, the following safeguards must be followed;


• Contact made with parent carer seeking consent prior to journey


• Safeguarding lead contacted to explain why the transport is necessary prior 
to journey


• Record all details on a CFC form as to why and how the transport was 
required and any permissions or conversations had.


• Staff/Volunteers MUST enforce the CATCH Youth Programme Code of Conduct 
and carry out actions fairly and consistently.


Any breach of the code of conduct may lead to disciplinary action being taken. 
Serious breaches may result in a referral to Police and/or Social Services.


13. VISITORS TO ARK DURING CATCH YOUTH PROGRAMME


Upon arriving at the ARK, all visitors, including contractors, will be handed a ‘Visitor 
Information Sheet’. All visitors must report to the ARK reception to sign in (Young 
people under the supervision of responsible adults, may be covered under the 
signature of nominated responsible person).  Staff have the right to ask for 
identification from any person on site.  Visitors must not enter any area of ARK 
unaccompanied including the outdoor Sports Field.


14. REVIEW OF SAFEGUARDING & CHILD PROTECTION POLICY


This policy and procedures will be reviewed annually by the Designated 
Safeguarding Lead and all staff and volunteers will be notified of any changes.


15. REVIEW OF SAFEGUARDING CASES


• All cause for concerns and open Safeguarding cases will be reviewed by the 
DSL’s and Safeguarding Trustee representative quarterly.


• All high risk cause for concerns will be reviewed weekly until closed.


16. USEFUL CONTACTS / SUPPORT ORGRANISATIONS


If you have concern that a child is being harmed as a result of abuse, neglect or 
exploitation, you must not keep these concerns to yourself. Keeping children safe is 
everyone's responsibility.  
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You need to ensure that you speak to the appropriate organisations that can listen 
to and record your concern, and then take appropriate action. 


In Leeds, these are the numbers that you can ring for advice and to make a referral: 


Children Services


If you are a member of the public you can phone Children’s Social Work Services on 
0113 222 4403 between 8am and 6pm.  


If you are involved with a child or family in a professional capacity phone the Duty & 
Advice team on 0113 3760336 between 8am and 6pm. 


If your enquiry needs a response from children’s social work services outside normal 
office hours, please phone the Children’s Social Work Service Emergency Duty team 
on 0113 535 0600.                                     


Local Authority Designated Officer – 01133789687, email - lado@leeds.gov.uk


West Yorkshire Police – 101 (Non-Emergency)


NSPCC Child Protection Helpline


The NSPCC Child Protection Helpline is a free 24-hour service that provides 
counselling, information and advice to anyone concerned about a child at risk of 
abuse. Telephone: 0808 800 5000 - Email: help@nspcc.org.uk


Reviewed 18/02/22 (DS)


Reviewed 12/09/23 (DS)


Reviewed 03/02/24 (DS)


Reviewed 13/02/25 (DS)


Reviewed 16/02/26 (DS)


Modification to Whistleblower policy 24/04/26 – (DS)


CFC and drop box location added 21/05/26 (DS)





Appendix 1.
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 W:\Catch Management Team\CATCH Policies\Safeguarding & Child Protection 
Policy\Safer recruitment policy


Appendix 2. Safer recruitment risk assessment
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CATCH Safer Recruitment Risk Assessment  

This risk assessment should be completed when considering whether a person working as a 
volunteer or employed staff at CATCH. 

Name of Person............................................................................................................  

Areas to consider  

How has the person been introduced to 
CATCH? 

 
 
 

What is the motivation for wanting to support 
CATCH? 

 
 
 

How frequently will the person attend CATCH?  
 
 

Has the person ever supported at CATCH 
previously? 
 
 

 

Is the person in paid employment or provide 
voluntary support elsewhere? 

 
 
 
 

Has the person ever worked with young people 
before and if so where? 

 
 
 
 

Has the person ever been declined for a 
position working with young people? 
If so where and when? 
 

 

Can the person provide references from anyone 
other than a family member? 
(16-18yrs to provide 1 reference from School or 
College) 
(18+ to provide 2 references) 
 

 
 
 
 

Can the person provide proof of identity? 
(Photo ID or Passport) 
 

 

Does the person have a recent DBS?  
 
 
 

Is the person aware of any reason they should 
not volunteer or work with young people? 
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Appendix 3 Cause for concern form
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CONFIDENTIAL 
 

Cause for Concern Form 
 

Important Note: Please do not interpret what is seen or heard; simply record the facts. After 
completing the form, pass it immediately to one of the CATCH Safeguarding Leads (Derek 
Sylvester or Lauren Turnbull) or a Team Leader/Manager. 
 
Full Name of Child: ____________________________________ 
 
ARK Membership Number (if applicable): ______ 
 
Full Name of Staff Member Completing Form: ____________________________________ 
 
Day: __________    Date: __________    Time: __________    Place: 
___________________________________ 
(of observed behaviour/discussion/disclosure). 
 
Nature of incident/concern including relevant background (record child’s words verbatim): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please continue on blank sheet of paper, mark confidential and attach to this form. 
 

 
Staff Member Signature: ____________________________________    
     
Action/Passed To: 
_____________________________________________________________________________  
     

If it concerns a specific area of Safeguarding/Child Protection, please tick relevant 
box; if not tick the box marked other. 

□ Sexual □ Physical □ Emotional □ Neglect □ Other 
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Appendix 4. 





Appendix 5.


Whistleblowing Policy


Whistleblowing is the reporting of wrongdoing in any form within the workplace. Any 
witnessed action that may be illegal or cause harm to an individual, organisation or 
environment should be reported without fear of reprisal. CATCH has a Confidential 
Drop Box located in the store cupboard in the reception area. It is a locked box 
which will be checked weekly by DSL and any disclosures investigated. Disclosures or 
reports can be made discreetly by submitting a written document to the 
confidential drop box.


If anyone wants to make an anonymous disclosure to report wrongdoing and does 
not want to use the confidential drop box, they should contact the Information 
Commissioners Office (ICO) quoting Registration Ref. ZA926841 on 0303 123 1113 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