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CHILD PROTECTION POLICY 

Bedford Tutor values young people and children as being a vital part of the organisation and desires to see 
them grow, mature and be challenged in a healthy and safe environment.  

Purposes 
The purpose of Bedford Tutor is to offer the children a safe and welcoming environment with fun activities 
where the children can grow and learn. 
A child/young person is defined as a person under the age of 18 (Children’s Act 
1989)  

Aims 
• To provide tuition activities for children and young people to help them develop from childhood into 

adulthood and to provide support for them. 

• To enable the children to express themselves. 

• To assist the children in integrating into the community. 

• To help children/young people appreciate the diversity of their cultures. 

Bedford Tutor  

1. Each child and young person should be formally registered with Bedford Tutor. The information 
includes an information/consent form which their parent/guardian must complete. These forms 
have vital information about health and should be kept securely and brought to each session.  

2. From September 2017, all parents must supply an additional contact number to call in case of 
emergency.  

Child Protection Representatives 

Bedford Tutor has appointed both tutors as child protection representatives, Annabel Walker (Level 3 
Safeguarding Children, Designated Officer) and Helena Walker, whose names are displayed within the 
public information folder. If a parent has any child safety concerns, they should discuss them with either 
Helena Walker or Annabel Walker. Our representatives will take on the following responsibilities: 

• Ensuring that the policy is being put into practice; 
• Being the first point of contact for child protection issues; 
• Keeping a record of any concerns expressed about child protection issues; 
• Bringing any child protection concerns to the notice of the Local Authority if appropriate; 
• Ensuring that tutors and parents are given appropriate supervision; 
• Ensuring that everyone involved with the organisation is aware of the identity of the Child Protection 

Representative. 

The policy will be reviewed on an annual basis to ensure that it is meeting its aims. 

Personal/Personnel Safety 

• A single child, or group of children or young people, under sixteen should not be left unattended at 
any time. 

• Avoid being alone with an individual child or young person for a long time (no more than one hour is 
permitted at Bedford Tutor). If there is a need to be alone with a child or young person (e.g. first aid 
or he/she is distressed) make sure that another tutor knows where you are and why. 

Child Safety, Collection & Non-Collection of Children 
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1. Make sure that the area you are using for activities is fit for the purpose, e.g. remove furniture or 
equipment that is broken. 

2. Make sure that all tutors, children and parents / guardians know: 
• The numbers to call in an emergency. 
• Where the first aid kit is. 
• Who is responsible for First Aid and how to record accidents or injuries in the incident book. 
• What to do in the event of a fire or other emergency. 

3. Once a year there should be a fire practice. 

4. Do not let children go home without an adult. Never let a child go with another adult unless the 
parent has informed you that this will happen. 

5. If a child is not collected from their session, they should wait in The Swallow Room (under adult 
supervision) until their parent / guardian, or an emergency contact, comes to collect them. During 
this time, tutors should reassure the child and ensure they are proactive in making contact with the 
child’s parent / guardian or emergency contact.  

Under normal circumstances, tutors should only give a lift home to a young person from tuition activities if 
the parents of the young person have specifically asked for them to do so. (If tutors are asked to give a 
young person or child a lift home, they are not obliged to do so, it is left to their discretion). 

Training 

It is a great benefit if tutors undertake regular training for this type of work. Bedford Tutor should keep tutors 
informed of relevant courses. 

Promoting Good Practice  

Abuse, particularly sexual abuse, can arouse strong emotions in people. It is important to understand these 
feelings, and ensure they do not interfere with any judgement about the correct action to take.  

Abuse can occur anywhere, including the home and at school. Some people will actively seek employment 
or voluntary work with children or vulnerable adults in order to harm them.  

Abusers can be from any background and of any age.  

Tutors will have regular contact with children and are vital in ensuring their protection. All concerns 
including unacceptable practice or abuse should be reported following the guidelines outlined in this 
document  

Following disclosure from a child, tutors should write down, as soon as possible after the discussion, what 
they have been told on the relevant form.  

Good Practice by Tutors  

Tutors should:  
• Always put the child’s welfare first. 
• Treat all children with the dignity and respect they deserve as human beings.  
• Work openly, avoiding unobserved situations of more than 45 minutes. 
• Gain the consent of the child involved if they need help of a personal nature, and also the consent 

of parents / guardians if possible (always explain what you are doing).  
• Not smoke, drink alcohol, or use drugs in the company of children.  
• Give constructive and enthusiastic feedback rather than negative criticism.  
• Recognise the developmental needs of children by ensuring all activities are appropriate for their 

age, ability and experience. 
• Be aware of any medical condition or existing injuries that may affect the children in your care.  

Keep a written record of any injury, along with details of any treatment given.  
• Always follow the risk assessments and revise these accordingly.   

Incidents involving tutors 
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If any of the following incidents occur, they must be reported immediately to a Child Protection 
Officer and a record of the incident should be completed in writing. 
  

• You witness a tutor acting inappropriately towards a child.  
• A tutor accidentally hurts a child.  
• A child appears distressed. 
• A child appears sexually aroused by your actions. 
• A child misunderstands or misinterprets a tutor’s actions. 

In most instances the parents / guardians of the child should also be informed. However, where it is 
suspected that the incident relates to a child protection issue, reference must be made to Bedford Borough 
Child Abuse Help Page: https://www.bedford.gov.uk/health_and_social_care/children__young_people/
child_protection/if_you_are_concerned.aspx 

Photography & Social Media 
Nobody is permitted to take photographs of a child under the age of 18 without prior permission from the 
parent / guardian. Photos will only be posted online with written permission from a parent / guardian. 

• Bedford Tutor will educate children about the boundaries between a tutor and customers. Therefore, 
care must be taken to ensure that tutors do not communicate with customers using personal social 
media; a business Facebook account has been created for customers. Children under the age of 18 
will not be contacted by phone, email or social media unless the parent / guardian gives permission 
for this. 
Tutors are aware of the growing trend of sexting and aware that these images are illegal even if 
shared willingly and sent by anyone under the age of 18 years (Time to Listen – NSPCC 2015).  
Annabel Walker is in charge of all matters involving social media and ensures all material posted is 
both ethical and suitable for parents / guardians to view.  

Recognition of Unacceptable Practice, Abuse and Bullying  
Tutors are not expected to be experts in abuse, and, therefore, it can be very difficult to recognise. 
However, tutors do have a responsibility to act if they have any concerns at all about the behaviour of 
someone (adult or child) towards children, or if a child tells a tutor about possible abuse. Tutors should use 
the guidelines in this policy to take immediate and appropriate action. It is also important to understand that 
allegations may also be made some time after the event – these are still recordable incidents and must be 
reported.  

What is Unacceptable Practice?  
Tutors should not behave in the ways described below, or let anyone else behave in this way without 
challenging them.  
Tutors must never:  

• Ridicule or demean a child.  
• Engage in rough, physical or sexually provocative games, including horseplay.  
• Allow or engage in inappropriate touching in any form.  
• Allow children to use inappropriate language (swearing etc.) unchallenged.  
• Make sexually suggestive comments to a child, even in fun.  
• Allow allegations a child go unrecorded or not acted upon.  
• Do things of a personal nature that children can do for themselves.  
• Leave participants in the tuition venue alone.  
• Abuse their position of trust by engaging in sexual activity with a child.  

If any of this behaviour is noted, a Child Protection Officer must be informed.  

What is Abuse?  

Abuse can be broadly separated into five categories: 
• Emotional: The persistent lack of love and affection, being threatened, taunted or criticised.  
• Sexual: When adults use children or vulnerable adults to meet their own sexual needs, physically, or 
show children pornographic material.  
• Physical: Being physically violent to a child or vulnerable adult, giving children alcohol or drugs, excessive 
or inappropriate training regimes.  
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• Neglect: Failure to meet basic needs (e.g. food, warm clothing) leaving participants alone unsupervised, 
failure to give love/affection.  
• Bullying: Deliberate, hurtful behaviour, usually repeated over time. It may be physical, verbal, emotional or 
sexual and may be committed by another child, or adult.  

Effects of Abuse  

Abused children can suffer long term damage, for example, they may turn to prostitution, may hurt others or 
may even commit suicide.  

Identifying Signs of Abuse  

Indicators include the following:  
• Unexplained, untreated or suspicious injuries (particularly on non-bony areas), such as cigarette 

burns, scalds, finger / hand marks. 
• An injury for which the explanation seems inconsistent.  
• Self-inflicted injury.  
• Sexually explicit behaviour – towards other children or adults.  
• A child describes what appears to be an abusive act towards him / her.  
• An adult or child expresses concerns about another child’s welfare. 
• An unkempt appearance, hunger, or being inappropriately dressed for the weather.  
• A noticeable loss of appetite/overeating, or loss of weight.  
• Unexplained changes in behaviour, particularly being withdrawn or aggressive.  
• Inappropriate sexual awareness.  
• Distrust of adults, afraid of going home.  
• Difficulty in making friends or socialising with others.  
• A child is prevented from socialising with other children.  

Identifying Signs of Bullying  

Although anyone can be the target of bullying, victims are often anxious, sensitive and shy, or insecure. 
Sometimes they are singled out for physical reasons, (for example, being overweight, small for their age, of 
a different race, or having a disability). Close supervision of children during tuition activities will help reduce 
the amount of bullying, but it will still occur outside of organised activities. Take all signs of bullying very 
seriously.  

A bully may be:  
• A parent / guardian / teacher / tutor who puts too much pressure on the child. 
• Another child who intimidates verbally, physically or sexually.  

Indicators include the following:  
• Behavioural changes, reduced concentration and/or becoming withdrawn.  
• Emotionally unsettled, reluctance to go to school or to outside activities (e.g. tuition).  
• Clingy, depressed or tearful.  
• A fall in performance during sessions.  
• Physical signs such as stomach ache, headache, sleeping problems, scratching or bruising, 

damaged clothes and/or over or under-eating.  
• Loses possessions frequently.  

If you observe one or more of the indicators of bullying, it is not proof of abuse. However, tutors 
must take action if they have any suspicions at all that a child is being abused.  

Anyone could be an abuser or bully - parent, friend or colleague – and you might find it difficult to believe 
that anyone you know could be an abuser. It is vital that tutors remain objective at all times and put aside 
personal feelings as the safety of the child is paramount.  

What is child protection? 
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Child protection is the response to the different ways in which a young person’s or child’s 
physical, emotional, intellectual and spiritual health are damaged by the actions of another 
person. 

If a child chooses to confide in a tutor it is because they consider that person to be someone they can trust 
or consider a friend. You must act.  

What you should do 

1. Listen to the child/young person 

2. Look at them directly and do not promise to keep any secrets before you know what they are, but 
always let the child/young person know if, and why, you are going to tell anyone  

3. Look at them directly and do not promise to keep any secrets before you know what they are, but 
always let the child/young person know if, and why, you are going to tell anyone 

4. Take whatever is said to you seriously and help the child/young person to trust his/her own feelings. 
Take notes of exactly what is said to you avoiding assumptions and conjecture. 

5. It is not the role of the tutor to investigate any allegations (this would contaminate evidence if a 
situation went to court).  

6. Speak immediately to the Local Authority or NSPCC for further advice and guidance. 

What you should not do 

1. Tutors should not begin investigating the matter themselves. 
2. Do not discuss the matter with anyone except the correct people in authority. 
3. Do not form your own opinions and decide to do nothing. 

Things to say or do: 

• ‘What you are telling me is very important’ 
• This is not your fault’ 
• ‘I am sorry that this has happened/is happening’ 
• ‘You were right to tell someone’ 
• What you are telling me should not be happening to you and I will find out the best way to help you’ 
• Make notes soon after the event. Try to write down exactly what the young person or child said. 

Avoid assumptions or conjecture. 

Things not to say or do: 

• Do not ask leading questions – Why? How? What? 
• Do not say ‘Are you sure?’ 
• Do not show your own emotions e.g. shock/disbelief 
• Do not make false promises. 

The Incident Report Form will guide you through the information needed, and this will include:  

• What the allegation is 
• Description of any injuries  
• The child’s account 
• Any witnesses to the incident 
• Relevant times and dates 
• Clarify what is fact, or your opinion  

Maintain confidentiality and not discuss with other parents, family or friends. Only speak about the situation 
with those who need to know.  
Appendix A 
Useful contacts  
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Bedford Borough Child Abuse Help Page: https://www.bedford.gov.uk/health_and_social_care/
children__young_people/child_protection/if_you_are_concerned.aspx 

Bedfordshire Police: 01234 841212 
NSPCC Helpline: 0808 800 5000 

ChildLine: 0800 1111 / www.childline.org.uk  
Kidscape: www.kidscape.org.uk 

Anti-Bullying Alliance: www.antibullyingalliance.org  

Multi Agency Support Hub (MASH) on 01234 718700 (office hours) or ring 0300 300 8123 (out of 
hours). 
multiagency@bedford.gov.uk 

If it is an emergency please ring 999 

NSPCC 24 hour Child Protection Helpline 
Telephone: 0808 800 5000 

This policy was adopted by Bedford Tutor on ………………………………………………….  

Signed by directors: 

Signature……………………………………………. 

Name in Capitals…………………………………… 

Signature……………………………………………. 

Name in Capitals…………………………………… 

The policy will be reviewed by both directors on:  

Date………………………………………………….. 
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