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SAFEGUARDING POLICY AND PROCEDURE
Children and Young People

[bookmark: _Int_0ZTx7K3n]Palewell Press Ltd is committed to, and accepts it is responsible for, safeguarding children and young people involved in the Press and its activities. This policy and procedure provide the framework by which the Managing Director and Volunteers will act in order to fulfil those responsibilities.

This is one of two (PPL)  safeguarding policies, the other of which relates to safeguarding of Vulnerable Adults (Adults at Risk) and generally applies to people aged 18 years and over.

1) Palewell Press Ltd – Background Information
Palewell Press Ltd (PPL) is an independent publisher of books on Human Rights, Environment and Lost Wellbeing. Its principal purpose is to help people share untold stories by improving access to book publication for refugees and other writers on today's challenging issues. During its submission windows, manuscripts may be received from writers in any country. A high proportion of our authors, however, are based in the UK and have been marginalised by political, economic or social circumstances, ill-health or disability.
PPL is run by the Managing Director assisted by a team of volunteers. On a quarterly basis, the Managing Director meets with a group of three Advisers who function as an informal Trustees providing advice on strategy and policy. Occasional voluntary or paid help is provided by PPL’s published authors and illustrators.
PPL operates from the Managing Director’s home at 89 Sheen Lane, London SW14 8AE, which is also its registered business address. There are no other premises. Volunteers work remotely on their own equipment and have a fortnightly meeting with the Managing Director. either online or in a public space such as a café. When a larger space is required for a book launch or other event, a public venue such as a library or bookshop is used on a paid-for or free basis. PPL has a number of charity partners with whom it holds occasional joint events. For example, PPL collaborates with Together in the UK and has judged a refugee poetry competition for the charity and run a book stall at that charity’s meetings. Palewell Press is a limited company, registered in England, Number 10473109.
[bookmark: _Hlk201129323]For the purposes of this document the term “staff” encompasses the Managing Director, the volunteers (whose details are on the website https://palewellpress.co.uk/about-us/team/ ), the three Advisers, students on work experience placements, and PPL’s published Authors and Illustrators when they are carrying out work at the invitation of PPL. The Palewell Press Ltd Safeguarding Policy and Procedure is applicable to all those people.
Children and young people may attend some services provided directly by PPL as follows:
· Book Launches and Readings, Book Festivals, and PPL sales of books at events not hosted by PPL.
· Creative Writing workshops, and one-to-one mentoring of writers in venues such as community centres or libraries 
2) Definition of a child:

A child is defined as anyone who has not yet attained their 18th birthday. 
Child protection guidance points out that even if a child has reached 16 years of age and is:
· living independently
· in further education
· a member of the armed forces
· in hospital; or
· in custody in the secure estate
they are still legally children and should be given the same protection and entitlements as any other child (Department for Education, 2023). 
For the purposes of this policy PPL recognises its safeguarding responsibilities for children and young people up to the age of 18, regardless of their context. Where a young person has reached 18, and is recognised as an adult at risk, the Palewell Press Ltd Safeguarding Vulnerable Adults Policy, which is available, with other key policies, on the PPL website https://palewellpress.co.uk/about-us/ is applicable.
3) What is Child Abuse 
Child abuse or mistreatment can occur in many ways. It is defined in the Children’s Act 1989 as 
· Neglect
· Physical Abuse
· Sexual Abuse
· Emotional abuse

Appendix 1 identifies different forms of abuse and common signs of abuse in children and young people and provides a link to further details on this on NSPCC website. 

4) Key Principles:

PPL is committed to delivering safeguarding by:

· creating a safe and welcoming environment, where everyone is respected and valued, ensuring the organisation is run in a way that actively prevents harm, harassment, bullying, abuse and neglect
· ensuring that everyone involved in delivering services and activities on our behalf at PPL events are aware of our shared responsibility in respect of safeguarding children and young people
· being clear with all concerned about the responsibility to Report, Record and Refer any concern or incident which raises potential safeguarding issues for a child or young person (see section 5 below)
· ensuring that third parties providing services and activities for children and young people at PPL events are operating with appropriate safeguarding policies and procedures
· being ready and committed to acting swiftly and appropriately in response to any sign that a child or young person may be at risk 
· ensuring that PPL’s Advisers are committed to fulfilling their duty to refer to the Local Area Designated Officer (LADO) anyone who works with children at PPL (staff ot third parties) whose actions cause concern or harm to a child or young person – see Section 5) note 3) below and Section 7) for contact details. .

PPL minimises risk of harm and ensures compliance with its Safeguarding responsibilities by:
i. ensuring PPL has a Nominated Safeguarding Person (NSP) (see Appendix 3 for information about NSP’s responsibilities) and a Nominated Safeguarding Trustee (NST) who have both undertaken Level 2 Safeguarding training and who take a key responsibility for implementing safeguarding arrangements in CCC – see section 8 below for their details and contact information
ii. implementing safe recruitment and appointment procedures for staff, undertaking all relevant checks and taking up references where relevant before appointment
iii. ensuring that staff are aware of their responsibilities in relation to safeguarding by requiring them to confirm that they have read and understood the safeguarding policies during their induction period, by email to enquiries@palewellpress.co.uk and undertake Level 1 Safeguarding training
iv. having in place, and taking all reasonable steps to ensure everyone is aware of, relevant codes of conduct setting out PPL’s values and expected standards of behaviour towards other people 
v. having in place, and effectively communicating, clear reporting, recording and referral procedures to follow up on any concerns (see section 6 below)
vi. taking seriously, and responding appropriately to, all allegations and suspicions of abuse
vii. requiring the NSP to report any safeguarding issues to the Advisers at its quarterly meetings as a standing agenda item
viii. ensuring that the Safeguarding Policy and Procedure is reviewed regularly by the NSP, NST and the Advisers

5) What to do in the event of a Safeguarding concern, issue, disclosure or incident

[bookmark: _Int_IMGAlV14]In the event of a concern arising or being reported, a disclosure or an incident: you should immediately take action as follows:

a) If there is a significant and immediate risk to a child or young person call the police (999)
b) If the matter has been raised by a child or young person, do not question them for details but listen carefully to what they are saying and reassure them that they will be listened to, taken seriously and that they are doing the right thing in talking about it
c) Stay calm and concentrate on what is being said
d) Empathise but don’t say anything that would indicate you are making a judgement on what you are being told  
e) [bookmark: _Int_cKdu0C5W]Report the matter to the NSP as soon as possible – see contact details in Section 7) below, who can help make any decisions that need making. In the event that the NSP is not available or not responding to messages, alternative contacts who can offer support are the NST, Managing Director and the Advisers (contact details in Section 7)
f) Record what has happened by completing the Safeguarding Record Form (see Appendix 2 or at https://palewellpress.co.uk/about-us/) at the time of, or as soon as possible after, the issue, incident or disclosure occurs and submit that to the NSP. 



The NSP will, depending on the circumstances:

i. have a further conversation with the person who has raised the matter with the member of staff to ascertain or clarify facts following the same approach outlined above

In any event, the NSP will:

ii. Record, by completing or updating the Safeguarding Record Form (Appendix 2)
iii. Refer to the Richmond SPA and discuss and agree next steps
iv. [bookmark: _Int_WOch2dzj]Check against PPL records whether any previous concerns have been raised in regard to the young person concerned
v. Report the matter to the Nominated Safeguarding Trustee (NST) & Managing Director and keep them informed of developments

PLEASE NOTE: 

1. Neither the staff member who is initially involved nor the NSP or anyone else to whom the matter is reported should undertake any investigation of the situation – the matter should be referred to the SPA and any further actions taken in agreement with them.

2. The information being handled under this procedure is by its very nature, sensitive. We are obliged, under our safeguarding responsibilities, to pass information to the relevant people, in accordance with this procedure i.e. initially the NSP and NST, in relevant cases the emergency services and the SPA and other Local Safeguarding authorities. You cannot therefore promise someone making a disclosure to you that you will keep the information to yourself. You are however required to ensure that you maintain confidentiality in that the information is only disclosed to people to whom it must be disclosed under this procedure.  

3. If the matter involves an allegation against anyone who works with children (staff, volunteers, casual, agency or self-employed staff) that they have:
• behaved in a way that has harmed, or may have harmed, a child 
• possibly committed a criminal offence against children or related to a child
• behaved towards a child or children in a way that indicates s/he is unsuitable to 
  work with children;
PPL, including Advisers, has a legal ‘Duty to Refer’ to the Local Authority Designated Officer (LADO). Contact details for the LADO are in Section 8 below. This duty to refer allegations against staff to the LADO is in addition to the requirement to refer a safeguarding matter to the SPA as outlined above. The SPA is likely to advice on this. The role of the LADO in these circumstances is outlined in Appendix 3. 

6) Relationship with other CCC policies and procedures

i) Whistleblowing Policy
PPL would always encourage people to come forward in the normal way to the Managing Director with any concerns they might have about behaviours in the workplace. Its Whistleblowing Policy clearly states PPL’s commitment to provide protection to individuals who disclose, in good faith, information about alleged wrongdoing at work in line with that Policy. 


ii) Data protection Policy and Confidentiality Statement 

PPL’s Data Protection Policy covers the recording, storage and retention of sensitive data. PPL recognises the potential of photos to amount to personal data which will be covered by this policy.  

As part of PPL’s commitments to child protection, all photos of children will only be taken with prior written parental consent and will only be used for the purpose signed for. Any photographs will only be taken on and shared via a PPL device or as commissioned by PPL. 

Any photos taken of children at PPL will only be stored on, and shared via, PPL equipment. Under no circumstances will photos be shared via any social media channels except in so far as that has been agreed in writing with a parent.

iii) PPL Staff Code of Conduct covers the use of mobile phones and social media at work

iv) Handling Allegations of Abuse against a member of staff, tutors and instructors, volunteers or trustee
 
[bookmark: _Int_fe1JrpOa]In the event that the concern, disclosure or incident involves an allegation against a member of staff, tutor, instructor, volunteer or trustee, the Complaints, Grievance, Disciplinary and/or Whistleblowing policies may become relevant.
 
The initial steps for handling such allegations will be in accordance with Section 5) of this procedure: i.e.  the information being passed to the NSP, a Safeguarding Report Form (Appendix 2) being completed and the NSP taking action on that as outlined in this document, including making a referral to the Local Authority via the SPA and, if the matter involves a member of ‘staff’, to the LADO.
 
Subsequent steps will be informed by any advice from the LADO. Where it is appropriate to invoke one or more of the above procedures, the terms of the relevant procedure will be followed. 

7) Key Contact Details:

1) Nominated Safeguarding Person (NSP): Camilla Reeve, Palewell Press Managing Director enquiries@palewellpress.co.uk  0771-332-7217

2) Nominated Safeguarding Trustee (NST):  tbc 

3) Richmond Single Point of Access Call 020 8547 5008 from 8am to 5.15pm, Monday to Thursday, and 8am to 5pm on Friday. During out of hours, phone 020 8770 5000.

4) Local Area Designated Officer (LADO) LADO@achievingforchildren.org.uk   
020 8891 7370 or through Kingston and Richmond SPA





Policy to be approved by Advisers July 2026
Review date – July 2027

 Appendix 1: Types and signs of child abuse

(source NSPCC website) 
Types of harm and or abuse include but are not limited to:

· Bullying and Cyberbullying 
· Child Sexual Exploitation 
· Child Trafficking 
· Criminal exploitation and Gangs 
· Domestic Abuse 
· Emotional Abuse 
· Female Genital Mutilation 
· Grooming 
· Neglect 
· Online abuse 
· Physical abuse 
· Sexual Abuse 

Common signs of child abuse 
· Unexplained change in behaviour
· Becoming withdrawn
· Seeming anxious 
· Becoming uncharacteristically aggressive 
· Lacks social skills and has few friends, if any
· Poor bond or relationship with a parent 
· Knowledge of adult issues inappropriate to their age
· Running away or going missing
· Always choosing to wear clothes which cover their body 


More information available at:  https://www.nspcc.org.uk/what-is-child-abuse/  







Appendix 2: Safeguarding Record Form

This form must be completed in all cases where a Safeguarding issue or concern arises
Please remember at all times not to probe or to ask leading questions. Describe the nature of the Safeguarding concern or issue on this form only to the extent that you are able to with the information that has arisen and which can be obtained with calm, simple, open questions. Do not pressure the person in any way to provide information. Where you don’t know the information asked for leave blank – only submit what was disclosed to you, or what you observed. This form is an initial record of concern to help the NSP to assess next steps.

Once completed this form should be submitted immediately to the Nominated Safeguarding Person (enquiries@palewellpress.co.uk Tel 0771-332-7217) at PPL’s registered office or, in their absence, to the Nominated Safeguarding Trustee (tbc ). 

	Name of person completing form and role at PPL:



	Date:


	Contact details of person completing form:



	Are you recording a concern someone else has reported to you? If yes, please provide their name and contact details






	Details of incident/event giving rise to a safeguarding concern

	Date and Time:


	Location of incident/observation/disclosure:





	Details of the person (vulnerable adult or child/young person) who is the subject of this safeguarding concern

	Name:


	Address:



	Telephone and/or Email:


	If a child

	Age and Date of Birth:


	Name and contact details of parent/carer:








	What is the nature of the concern? Use additional sheets of paper to answer this question if necessary.
If this report arises from a child or vulnerable adult making a disclosure, please record their words as exactly as possible.

Please cover: is this a one-off or continuing issue?;type of abuse; what triggered the concern or disclosure; any physical or behavioural symptoms arising from the safeguarding issue.




















	Names and contact details of any witnesses: 





	Other comments:









Signature __________________________      	Date -____________________



Appendix 3 : The role of the Nominated Safeguarding Person (NSP) and the Local Authority Designated Officer (LADO)

1) The Nominated Safeguarding Person (NSP)

The NSP takes the lead responsibility for safeguarding and child protection including support for other staff and information sharing with other agencies, developing policies and staff training. It is not the role of the NSP to investigate any concern or issue raised. It is their role to record the information as set out in the Safeguarding Procedure and to refer the matter, without delay, to the Richmond Single Point of Access (SPA). 

The NSP will
· Act as a source of support, advice and expertise on matters of user safety
· Refer safeguarding concerns or disclosures relating to U18s to Richmond SPA
· [bookmark: _Hlk201681381]Report allegations made against members of staff/volunteers to the Local Area Designated Officer via the SPA. This is known as the duty to refer and is a legal duty and trustee responsibility
· Develop and update safeguarding policies, ensuring staff are made aware of their responsibilities, and centre users are clear how to raise a concern.
· Ensure that confidential records are kept of any concerns, and of any conversations or referrals to statutory agencies.
· Ensure all staff have appropriate child protection and safeguarding training and maintain training records
· Ensure that there are clear rules in place for staff in regards to the use of the internet, social media, mobile phones and other technology tools within the workplace


2) The Local Authority Designated Officer (LADO)

In the event of an allegation against a member of staff, the LADO is involved from the initial phase of the allegation through to the conclusion of the case. They will provide advice, guidance and help to determine whether the allegation sits within the scope of the procedures. The LADO helps co-ordinate information-sharing with the right people and will also monitor and track any investigation, with the aim to resolve it as quickly as possible. The LADO will attend local strategy meetings and chair managing allegation strategy meetings. If you have concerns about a staff member or volunteer relating to child protection you are legally obliged to refer the case to the LADO.
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