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Named staff contacts 
(Concerns about a child or young person should immediately be reported to the Named Contact)  
 

 

Contact Role Name Location 

Contact 1.  
Music Service 
Manager 
 

Stuart Brown The Atkinson, Lord Street, 
Southport PR8 1DB 
 
0151 934 3933 
07929 742628 
 
Stuart.Brown@sefton.gov.uk 
 

Contact 2.  
Service 
Manager for 
School 
Improvement 
Sefton MBC 

Jacqui Patterson 
 

jacqui.patterson@sefton.gov.uk 
 
07870 379748 

 

All tutors are responsible for knowing who the CPLO (Child Protection Liaison Officer) or 
Designated Safeguarding Lead Officer in each school in which they work.  If the CPLO is not 
clearly displayed at the school please request that this is done and/or ensure the information 
is supplied. 
 
All concerns should be reported to both the CPLO/ Designated Safeguarding Lead Officer in 
the school and to a Named Contact above.  Further information and guidance about reporting 
is contained within this document. 

 
 

  

Safeguarding Policy  
1st September 2022 
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Sefton Music Service Safeguarding Children Policy 

 
 
1. Sefton Music Service believes that safeguarding children is at the centre of its work 

and that the work of all adults is vital for promoting the well-being of children. 
 

1.2 Purpose of this Policy 
 
The following policy document is designed for specialist instrumental tutors, volunteers, partner 
organisations and other staff who work for and in Sefton. It is designed to ensure we: 
 

• Are aware of our responsibilities in relation to safeguarding and child protection. 

• Know the procedures that should be followed to keep children and ourselves safe. 

• Know where to go to find additional information regarding safeguarding, including key 
indicators relating to child abuse. 

• Fully support Sefton Music Services commitment to safeguarding and child protection. 
 
1.3 Every Child Matters 
 
This is what every child is entitled to expect: 
 

• Being healthy 

• Staying safe 

• Enjoying and achieving 

• Making a positive contribution 

• Achieving economic well-being 
 
1.4 The Definition of Safeguarding 
 
Safeguarding and promoting the welfare of children is defined in ‘Keeping Children Safe in 
Education’ 2022 (Department for Education) as: 
 

• protecting children from maltreatment, 

• preventing the impairment of children’s mental and physical health or development, 

• ensuring that children grow up in circumstances consistent with the provision of safe and 
effective care, 

• taking action to enable all children to have the best outcomes. 
 
Safeguarding children and young people and promoting their well-being is therefore more than 
just child protection.  In order to safeguard children and young people and ensure their personal 
development, we will have safeguarding at the heart of our purpose. 

 
All partners of the Music Service and commissioned providers, tutors, volunteers and staff 
will seek to safeguard children and young people by: 

 
● Valuing them, listening to and respecting them. 
● Ensuring all tutors, staff and volunteers are familiar with their organisation’s safeguarding policies 

and procedures, including contact details for their Designated Safeguarding Person through an 
induction process. 

● Recruiting tutors, staff and volunteers following Safer Recruitment guidelines, ensuring all 
necessary checks are made. 
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● Ensuring all tutors, staff and volunteers regularly undertake child protection training so that they 
aware of the different forms of abuse/risks to children (including eSafety) and the signs to look 
out for, what to do in the event of a disclosure by a child and how to keep both children and 
themselves safe during their activities.   

● Sharing information about concerns with agencies who need to know, and involving parents and 
children appropriately. 

 
 
1.5 Definitions of Abuse 
 
There are different types of abuse. They are: 

• Physical abuse 

• Emotional abuse 

• Sexual abuse 

• Neglect 

• Bullying and discrimination 
 
Abuse creates all kinds of emotions, including feeling frightened, confused, alone, guilty, unloved 
and ashamed.  Abuse can include domestic abuse, female genital mutilation, child on child abuse, 
child sexual expoiltation, child criminal expoiltation and forced marriage. Abuse can be a matter of 
omission as well as abusive action.  
LGBT – ‘The fact a child/young person may be LGBT is not in itself and inherent risk factor for harm. 
However, children who are LGBT can be targeted by other children’ ‘Keeping Children Safe in 
Education’ 2022. 
 
All people who work in Sefton should feel they can seek advice as well as report concerns and 
issues. 
 
More information on understanding and identifying abuse and neglect can be found below: 
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--
2 
 
1.6 Aims of this document 
 

• To make this policy clear to tutors, parents/carers and colleagues in accordance with Sefton 
Council Policy. 

• To share good safeguarding practice with all responsible adults. 

• To ensure safer recruitment and selection, which deters people who may harm children. 

• To ensure tutors and volunteers know how to deal with an allegation. 
 
 
2 Roles and Responsibilities 
 
Safeguarding is everyone’s business and it is a failure of our duty to prevent abuse as well as to 
report it.  Everyone, including admin support, tutors and volunteers has a duty to follow the 
guidelines set out below.  We all have a statutory responsibility to safeguard and promote the welfare 
of children and young people.  Issues and concerns must be reported to the school and Sefton 
Council (for central activities), without delay. It is the responsibility of tutors and volunteers to know 
who the Child Protection Liaison Officer/ Designated Safeguarding Lead Officer is for every school 
in which they work. 
 

https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
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It is important to remember to…. ‘maintain an attitude of ‘it could happen here’ where safeguarding 
is concerned. When concerned about the welfare of a child, staff should always act in the best 
interests of the child’ and also to….’be aware that children may not feel ready or know how to tell 
someone that they are being abused, exploited or neglected and/or they may not necognise their 
experiences as harmful’.   ‘Keeping Children Safe in Education’ 2022. 
 
 
2.1 Role of the Designated Safeguarding Lead  
 
The DSL must be a senior member/s of the leadership team.  They have a legal responsibility for 
dealing with child protection issues, providing advice and support to other persons, liaising with the 
Local Authority, and working with other agencies.   
 
 
2.2 Protecting Children:  Seeking Advice and Reporting 
 
The following are some scenarios which tutors may encounter.  Remember you can seek advice at 
any time. 
 
If the situation arises during central activities (not in a school during school time): 
 

• You think something is wrong with a child and you are not sure what to do – report to 
one of the Named Staff Contacts listed above. 

 

• You see an injury (and you do not have any other information) – report to one of the 
Named Staff Contacts listed above. 

 

• Child reveals information to you which may indicate abuse, neglect or bullying – report 
to one of the Named Staff Contacts listed above. 

 
In every case: 
 

• Do not promise to keep information confidential. 
 

• Always make a record of time, date and notes of what you noticed and how you reported it. 
For guidance, please see our standard referral form included in the annexe of this document. 
 

• Keep calm and be non-judgemental. 
 
Remember:  this is about prevention, not just reporting. 
 
 
3 Abuse of Trust 
 
Remember that all adults who work with children and young people are in a position of trust.   
 
All tutors and volunteers should ensure that: 
 

• All relationships are appropriate to the person’s age, gender and understanding  
 

• Their language and conduct do not give rise to speculation 
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From time to time, tutors or volunteers may encounter children, young people or vulnerable 
adults who display attention seeking behaviour, or profess to be attracted to them.  
 
Tutors should: 
 

• Deal with those situations sensitively and appropriately 
 

• Ensure that their behaviour cannot be misinterpreted 
 

• Ensure that a senior member of staff is made aware of the situation immediately 
 
 
4 One-to-One Working 
 
Tutors are encouraged to work with small groups of pupils and pairs when teaching specialist 
lessons.  There will be cases, often with older and more advanced pupils that one-to-one lessons 
are more appropriate.  When teaching one-to-one staff should be aware that students are 
particularly vulnerable to misinterpretations or inappropriate behaviour.  When teaching one-to-one: 
 

• Be aware of sensitivities and how the student may feel about your actions 

• Keep professional boundaries as you would with a whole class. 

• Do not try to develop a ‘friendship’ or communicate with the student directly outside of lesson 
time. 

• Do not reveal personal information to the student or exchange mobile numbers or email. 

• Do not agree to teach in rooms which are in isolated positions, without windows or with 
windows that which are too small. 

• Ensure a senior member of staff within the setting is aware of when and where you are 
teaching each week.  

• Ensure that you sign into and out of schools on each visit.  

• Do not transport a pupil in your vehicle even with the prior consent of the pupil’s 
parent/guardian 

• Apply the guidance for reporting concerns. 

• Do not touch students 
 
4.1 Safe Venues 
 
All Sefton Music Sessions must take place on Sefton Council property or school premises. 
Contracted Sessions must not take place in the homes of children or in any other private 
venue.  
 
5 Bullying 
 
Do not assume that issues regarding bullying and prevention of bullying is only the school’s 
responsibility.  Complaints about bullying (or any type of abuse by another child), should be taken 
seriously and reported to the main contact.  If tutors suspect or witness bullying it is important to 
remember that the perpetrators are likely to have significant needs and that help should be sought 
without delay.  Sharing and good behaviour towards others can be promoted through example and 
activities. 
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6 Behaviour Guidelines for Tutors and Volunteers 
 
Remember: someone may misinterpret your actions, however well intentioned. Ask yourself 
are my actions fair, reasonable, warranted, proportionate, measured, safe and applied 
equally? 
 
6.1 Do not: 
 

• use your position to gain access to information for your own advantage or another’s detriment 
 

• intimidate, threaten, coerce or undermine anyone 
 

• engage in any sexual activity (even consentual), with a pupil/student with whom you are working. 
 

• play games or engage in physical contact that is inappropriate 
 

• jump to conclusions about people’s behaviour without checking facts  
 

• investigate any allegations by yourself 
 

• make suggestive remarks or gestures, tell jokes of a sexual nature or engage in inappropriate 
verbal banter 

 

• create a personal relationship with a pupil/student  
 

• give any personal details about yourself or others to a student unless you have agreed this with 
their parents and a senior member of staff 

 

• Transport a pupil in your vehicle even with the prior consent of the pupil’s parent/guardian 
 

• allow any student to access any of your personal accounts on social networking sites 
 

• rely on your good name to protect you - it may not be enough 
 

• believe that an allegation could not be made against you, it could 
 

• Touch students 
 
 
6.2 Do: 
 

• report all health & safety issues and concerns, including low level concerns, without delay to the 
Designated Safeguarding Lead in schools and the Music Service Manager. 

 

• keep students safe and protect them from physical and emotional harm 
 

• look after yourself 
 

• treat everyone with respect 
 

• provide a positive example you wish others to follow 
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• work with another appropriate adult in all planned activities whenever possible 
 

• make sure you are seen and/or heard by others if working alone with a student 
 

• respect people’s right to personal privacy 
 

• create an environment in which people feel comfortable in pointing out attitudes and behaviours 
they don’t like 

 

• report and challenge all inappropriate and/or abusive activities, such as ridicule or bullying 
 

• familiarise yourself with the school code of behaviour in the schools where you work 
 

• report costly gifts you receive & ensure they are not of significant value or intention 
 

• give gifts to students only as part of an agreed reward system  
 

• follow procedures for reporting all allegations against tutors, carers and volunteers 
 

• report low-level concerns in writing to the Designated Safeguarding Lead and the Music Service 
Manager. The record should include details of the concern, the context in which the concern 
arose, and action taken.  

 
Tutors who are asked to work in inappropriate accomodation (such as cupboards, rooms with no 
window, and rooms in isolated areas), should first discuss the problem with the school and then 
report it to the Music Service manager if changes are not made. 
 
6.3 Reporting an Incident: Guidelines for Staff, Self-Employed Tutors, Volunteers and 
Others Working Directly or Indirectly 
 

• Take all concerns seriously 
 

• Show the child you are listening – use open, encouraging body language and give them your full 
attention 

 

• Avoid asking leading questions – keep an open mind 
 

• Reflect back to them what they have said to check their understanding, using their language if 
possible 
 

• Write down the concern as soon as possible after you have been told.  It may or may not be 
appropriate to make notes whilst the child is talking, but afterwards, making a note of the 
conversation should be the first thing you do 
 

• Write down the concern in the child’s language wherever possible.  Use quotes if you can 
remember.  Stick to the facts – do not paraphrase or make any assumptions.  Include the date, 
time and location of the alleged incident and of the referral 
 

• Include physical descriptions with as much detail as you can.  For example, if you observe a 
bruise, make note of its approximate size, colour and location.  A description of the child’s physical 
demeanour when speaking to you may also be relevant – for example, if the child is paler than 
usual in colour, is shaking or appears calm. 
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• When emailing a concern, do not name a child directly. 
 

• Sign and date the written record 
 

• Report the matter immediately to the Name Staff Contact (or Second Named Staff Contact in 
his/her absence or where the Named Staff Contact is the subject of the allegation).  

 

• Ask for support from the Named Staff Contact if you need it – either before or after a referral.  The 
process can be stressful and upsetting for you and you should never feel that you are on your 
own. 
 

• Support and guidance can also be obtained from the NSPCC on 0808 800 5000.  This number 
should not be used for specific referrals but can be used gain general, confidential advice. 

 
6.4 In response to a complaint, the Named Staff Contact will: 

• Notify the Local Authority within 1 working day of receipt of the allegation. The Local Authority 
Designated Officer (LADO) will determine the nature and scope of the investigation. 
 

• Report back to you within 72 hours to confirm action has been taken 
   

The Local Authority Designated Officer will determine the correct process and organise the 
collection of information and checks (if appropriate). 
 
 
7 Safer Recruitment 
 
Candidates applying to the Sefton Music Service database must provide a full work history without 
gaps (or explained gaps in work), and appropriate references including one from a recent or current 
employer.  The recruitment process is rigorous in order to ensure the safety of Sefton children.   
 
7.1 Disclosure and Barring Service Check  
 
It is a mandatory requirement that all tutors, employees and volunteers have an enhanced DBS 
check.  Sefton Council carries out these checks.  They are renewed every two/three years.  
 
8 Allegations of Abuse against a Member of Staff, Tutor or Volunteer 
 
If an allegation of abuse is made against anyone who is working for or with, Sefton Music 
Service, national safeguarding guidelines will be followed: 
 
8.1 Responding to a complaint or an allegation  

• The Named Staff Contact will notify the Local Authority within 1 working day of receipt of the 
allegation. The Local Authority Designated Officer (LADO) will determine the nature and scope of 
the investigation. 
 

• The Named Staff Contact will then report back to you within 72 hours to confirm action has been 
taken   

• The Local Authority Designated Officer will determine the correct process and organise the 
collection of information and checks (if appropriate). 
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8.2   Witnessing an Incident Involving Another Adult or Volunteer 
 

• If you witness an incident which may be inappropriate or abusive between children or from an 
adult to a child, you have a duty to report this to the Designated Safeguarding Officer within the 
school, and to the Music Service Named Staff Contact.   If unsure you should not hesitate to take 
advice. 

• If necessary, you must take immediate steps to safeguard the child/children involved before 
reporting. 

 
8.3 If a tutor or volunteer thinks an allegation may be made or feels they may have behaved 

inappropriately they should: 

• Contact the people named on page 1 immediately 
 
8.4 Scope of procedures 
The procedures will apply where a person who works with children has: 
 

• Behaved in a way that has harmed or may have harmed a child 
 

• Possibly committed an offence against or related to a child 
 

• Behaved towards a child or children in a way that indicates that s/he is unsuitable to work with 
children 

 
They will also apply where: 
 

• Concerns arise about the person’s behaviour with regard to her/his own children 
 

• Concerns arise about the behaviour in private or community life of a partner, member of the family 
or other household member 

 
9 Administration of Medicines and First Aid 
 
A child’s health should always be put first during lessons and activities and it is important that 
children are observed for signs of tiredness or illness and appropriate action taken. This may be as 
simple as sitting and resting for a moment (when playing wind instruments and singing this can be 
particularly important), or being taken to a welfare officer in school if unwell.  For those working in 
schools during the school day, medicines should only be administered by the appropriate member 
of the school staff. 
 
Tutors and volunteers for centrally-based activities and groups should ensure they are aware as to 
the whereabouts of first aid equipment. 
 
In case of serious medical emergency (not in school during school hours), the parent should be 
notified immediately.  It may be necessary to phone for an ambulance dialling 999 or to accompany 
a child to casualty.  The child should be accompanied by a responsible adult or volunteer until a 
parent arrives.   
 
Emergency contacts details for parents will be kept and updated with ensemble registers. A full list 
of detail is kept in the office.  
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10 E-safety and Acceptable Use for Tutors and Volunteers   
 
10.1 Rationale 
 
The widespread availability and use of social media applications bring opportunities to understand, 
engage and communicate with each other in new ways. Children and young people are engaging in 
social media more than any other group in society and it significantly influences their lives. 

We recognise the positive influence that adults can have in using technology to educate and 
communicate with families.  By engaging in the virtual world, professionals can continue to have an 
understanding of this setting and positively demonstrate to young people how to have healthy virtual 
boundaries and relationships.   

Nevertheless it is essential that the use of ICT and online tools is carefully managed to ensure that 
all members of the musical community (teachers, families and young people), are kept safe whilst 
recognising the potential risks or dangers with ICT usage and data storage. 

10.2 Policy 
 
The internet is prominent in everyday life for personal and professional use.  It is important that all 
tutors are aware that their online conduct can have an impact on their role and reputation.  

Caution and professional judgement is required and consideration should be given to how 
applications are used, who you communicate with and the subject matter. 

Examples of inappropriate actions which could result in disciplinary action: 

• Posting comments on Facebook, or other social media sites, about pupils or their parents or 
partnership organisations which are inappropriate and/or divulge personal information 

• Commenting about other colleagues at work or sending inappropriate messages which could 
constitute harassment, discrimination, victimisation or bullying 

• Posting comments about personal views of issues in the public domain which could lead 
Sefton Council to lose confidence in the contractor e.g. racist comments 

• Posting illegal, sexual or offensive materials (content based on race, sex, disability, age, 
gender, religion or any other protected characteristic)   

It is crucial that all tutors and volunteers work within the professional boundaries stated below to 
protect themselves and the young people they work with. 
 
10.3 Do not: 
 

• Use email, text or social networking to communicate with children and young people.  This 
applies to all children no matter what the circumstances are, up to the age of 19. 

 
Any pre-existing relationships which may compromise the above guidance should stop.  It can be 
problematic to ban certain relationships online, e.g. a parent may also be a relation, a colleague or 
a spouse.  At all times the individual is responsible for ensuring that their online relationships are 
appropriate to their position and the choice of information posted is appropriate to those 
relationships. 
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10.4 Do: 
 

• Communicate with parents/carers only when making arrangements for lessons or other 
musical activities.  Please inform SMSS (music.service@sefton.gov.uk) of any ongoing 
communications between yourself and parents/carers, in an email clearly headed ‘Parental 
Communication’.  
 

• Avoid mentioning work, your opinions of your colleagues or processes and projects on your 
own private social media networks 

• Consider carefully whether it is appropriate to accept colleagues or parents as ‘friends’ on 
your private social networks.  It may be advisable to manage your online ‘friends’ in social 
networks by creating friend groups then restricting access to certain information and 
photographs by particular groups. 

• Check your privacy settings on any personal social media sites you visit.  Tutors/ volunteers 
should always remember that once content is shared online it is possible for it be circulated 
more widely than intended without consent or knowledge (even if content is thought to have 
been deleted or privately shared). 
 

10.5 Cyber bullying 

There are many types of cyber bullying with the most common detailed below.  This list in not 
exhaustive and may become longer as new technologies and new threats emerge.  

• Text messages —that are threatening or cause discomfort - also included here is 
‘Bluejacking’, (the sending of anonymous text messages over short distances using Bluetooth 
wireless technology)  

• Picture/video-clips via mobile phone cameras - images sent to others to make the victim feel 
threatened or embarrassed.  

• Mobile phone calls — silent calls or abusive messages; or stealing the victim’s phone and 
using it to harass others, to make them believe the victim is responsible.  Emails — 
threatening or bullying emails, often sent using a pseudonym or somebody else’s name.  

• Chat room bullying — menacing or upsetting responses to children or young people when 
they are in a web-based chat room.  

• Instant messaging (IM) — unpleasant messages sent while children conduct real-time 
conversations online using Snapchat, WhatsApp or other messaging software.  

• Bullying via websites — use of defamatory blogs (web logs), personal websites and online 
personal ‘own web space’ sites such as Bebo (which works by signing on in one’s school, 
therefore making it easy to find a victim), and WordPress – although there are others. 

 
11 Use of Mobile Phones by Tutors and Volunteers 
 
Tutors and volunteers should not use mobile phones to contact children or young people.   
 
11.1 Use of Mobile Phones by Pupils 
 
Most children use mobile phones sensibly, but they can be a tool for the sharing of unpleasant 
photos, bullying behaviour or grooming by adults.  If unpleasant information on a mobile phone is 
discovered: 
 

• Do not delete the inappropriate texts, messages or images 



Sefton Music Service: Safeguarding Children Policy Sept 2022 Page 13 
  

 

• Help and support pupils involved 
 

• Do not confiscate the device as this should not remain in your possession.  For central 
activities, report the situation to the parent who is collecting the child and to the Head of 
Service or Projects and Programmes Officer.  For school activities, follow the school policy 
to report the incident. 

 

• If there is no one available to help and the matter is serious it will require a referral to the 
police   

 
12 Photographs, Videos & other Images (Tutors and Volunteers) 
 
Photos can fall into the wrong hands and can be easily manipulated once they are downloaded 
electronically.   

 

• Personal devices should never be used to record videos or images of children. 
 

• Tutors and volunteers should only use the school’s own equipment to take photographs or 
videos of children, with the express agreement of Senior Leadership within that particular 
school. 
 
  

• Photographs / videos of young people participating in activities in school / educational 
establishments must be in line with the establishment’s data protection, privacy and 
safeguarding policies. 
 

• For Music Service events, the service will make the necessary arrangements in regards to 
filming and photography where required.  Tutors and volunteers are not required and should 
not be asked to take any photographs or videos of children and young people on their own 
personal devices. 
 

 
12.1 Photographs, Videos and other images  
 
Sefton Music Service follows procedures outlined in the General Data Protection Regulation 
2018.  For further information, please see our Privacy Policy at  www.skymusichub.com/privacy-
policy/. 
 

• We will obtain the consent of all adults and parents/carers of all children appearing in photographs 
before they are created. (Applies where images are clearly identifiable.) Videographic data of 
young people will not be collected and/or stored by us. 

 

• We will be clear with the individual and/or their parent/carer as to why and what you’ll be using 
the image for, where it will be displayed and who will see it 

 

• if we use images from a school or another provider, we will check that they have obtained 
informed consent for our usage of the images (as opposed to the school or other provider’s) 

 

• We may pass information on to other parties in relation to ‘protected characteristics’ or where 
there is a safeguarding concern, in the interests of maintaining the safety and wellbeing of all 
young people in our care 

http://www.skymusichub.com/privacy-policy/
http://www.skymusichub.com/privacy-policy/
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• We will not store images, or data for longer than is necessary for the specific purpose outlined 
above.  All data will be securely disposed of following the completion of its usage. 

 

• Official photographers will be appointed for large-scale events.   
 

• Safeguarding trumps GDPR – information can be shared with the Named Staff Contact in 
accordance with our safeguarding policy, regardless of data protection regulations. 

 
 
12.2 Photographs: Safeguarding ‘Dos and Don’ts’ 
 

• Don’t use full names, personal contact details or any specific identifying information of the subject 
of any image you use.  Examples of specific identifying information would be:  

o ‘the child with the dark hair who lives at number 11, Castle Street’. 
o George Smith’s younger brother 
o George, who attends Junior Brass and goes to Farnborough Road Junior School 

 

• Do be aware that children and families fleeing domestic abuse may be recognised via 
photos/images and whereabouts revealed to an abusive partner 

 

• Don’t use images of children in swimming costumes or other revealing dress – this increases the 
risk of inappropriate use 

 

• As an individual tutor, member of staff or volunteer, don’t keep hold of any images of children or 
young people.  Images should always be stored in a secure location either within school / 
educational setting or by Sefton Music Service. 

 
 
13 Information Sharing and Confidentiality 
 
Sefton Council keeps information about children within Capita One database, mostly regarding its 
ensemble and lesson activities so that pupil information can be accessed for Arts Council England 
reporting. 
 

• At a lower level of concern, parents, carers and young people can withhold consent to share 
information - seek to reassure them so they can access appropriate services 

 

• If a young person confides in you about being harmed or abused and asks you not to tell anyone, 
do not promise to do this 

 

• If you are dealing with significant abuse or harm, you have a legal duty to share information 
with the Police or the LADO.  

 

• If in any doubt seek advice. 
 

• The School CPLO and/or the Music Service Named Contact must be made aware of all child 
protection concerns immediately. 
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13.1 Seven golden rules for information sharing 
 
1. Remember that General Data Protection Regulation is not a barrier to sharing information but 

provides a framework to ensure that personal information about living persons is shared 
appropriately. 

 
2. Be open and honest with the person (and/or their family where appropriate), from the outset 

about why, what, how and with whom information will, or could be shared, and seek their 
agreement, unless it is unsafe or inappropriate to do so. 

 
3. Seek advice if you are in any doubt, without disclosing the identity of the person where possible. 
 
4. Share with consent where appropriate and, where possible, respect the wishes of those who 

do not consent to share confidential information.  You may still share information without consent 
if, in your judgement, that lack of consent can be overridden in the public interest.  You will need 
to base your judgement on the facts of the case. 

 
5. Consider safety and wellbeing: Base your information-sharing decisions on considerations of 

the safety and wellbeing of the person and others who may be affected by their actions. 
 
6. Necessary, proportionate, relevant, accurate, timely and secure: Ensure that the information 

you share is necessary for the purpose for which you are sharing it, is shared only with those 
people who need to have it, is accurate and up-to-date, is shared in a timely fashion, and is 
shared securely. 

 
7. Keep a record of your decision and the reasons for it – whether it is to share information or not. 

If you decide to share, then record what you have shared, with whom and for what purpose. 
 
 
14 Summary 
 
This document includes policy and procedures for everyone working with Sefton Music Service. This 
document is will be subject to many amendments and corrections as better practice in safeguarding 
children becomes available. 
 
The key message is that all partners, workers and friends should voice their concerns and ideas 
openly so that we actively protect children together.  Although some of the content here may seem 
like ‘laying down the law in contrast to previous practice, we will continue to seek help and advice 
to refine our understanding so that best practice can be realistically achieved. 
 
Keeping children safe in education - GOV.UK (www.gov.uk) 
  

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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Annexe 1: Standard Referral Form 

 
 

REFERRAL – SAFEGUARDING / CHILD PROTECTION CONCERNS 
 

PLEASE COMPLETE AT THE EARLIEST OPPORTUNITY FOLLOWING AN INCIDENT 
ARISING 

 

STRICTLY CONFIDENTIAL 
 

THE CONTENTS OF THIS REPORT ARE NOT TO BE REPRODUCED, COPIED OR DIVULGED IN ANY WAY.  
INFORMATION IS NOT TO BE DISCUSSED WITH, OR REVEALED TO, PERSONS WHO ARE NOT REQUIRED IN 
THE INTERESTS OF A CHILD TO HAVE SUCH INFORMATION.  ALL ENQUIRIES FOR THE USE OF ANY SUCH 

INFORMATION SHOULD BE MADE TO THE LOCAL AUTHORITY DESIGNATED OFFICER 
 

PLEASE SEND FULL NAMES IN A SEPARATE MESSAGE IF THIS DOCUMENT IS BEING EMAILED 

 
 

DATE ALLEGED INCIDENT HAPPENED  

TODAY’S DATE   

  
REFERRER 
 
NAME  

ROLE  

ORGANISATION  

CONTACT DETAILS 
(incl. Address, E-Mail & 
Telephone number) 

 

 

 

 

 
CHILD’S DETAILS 
 
NAME*  

 

* Please anonymise if emailing  

 

ARE THERE ANY OTHER CHILDREN INVOLVED IN THE ALLEGATION?  
(Please provide details below) 
NAME*   

NAME*   

NAME*   
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NATURE AND DETAILS OF ALLEGATION 
 

PLEASE PROVIDE FACTUAL DETAILED INFORMATION ABOUT WHAT HAS BEEN SEEN OR HEARD AND BY 
WHOM: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please give as much detail as possible.  Try and quote the child’s words if you can.  Think about anything unusual you 
noticed visually as well – for example the child’s physical appearance, size and colour of any injuries etc.  

 
Please indicate the nature of the allegation (Please tick): 

PHYSICAL  SEXUAL  EMOTIONAL  NEGLECT  

  

 

 

DOES THE ALLEGATION INVOLVE THE USE OF COMMUNICATIONS TECHNOLOGY?  

IF YES PLEASE INDICATE THE FORM OF COMMUNICATION USED: 
ie. mobile phone imagery, text, social networking site, internet etc. 
 

 

 

 

 

Please forward at the earliest opportunity to Stuart Brown or Jacqui Patterson 
 
Stuart.Brown@sefton.gov.uk   jacqui.patterson@sefton.gov.uk 
 

07870 379748  
The Atkinson, Lord Street, Southport 
PR8 1DB      

    

 
 

mailto:Stuart.Brown@sefton.gov.uk
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