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If you have a safeguarding concern, please refer to: 
• Pages 12-14: What to do if a child/young person/adult at risk discloses to you 
• Page 24: Procedure for reporting concerns 
• Page 26: Safeguarding concern/incident form 
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Scope, Purpose & Definitions 
 
Scope of the policy 
 
Dunedin Consort is committed to creating a safe environment in which we work with children, 
young people and adults at risk of harm (referred to as child/young person/adult at risk throughout 
this policy) by protecting them from abuse and harm. This policy applies to ALL staff including 
employees and non-employee workers, which in this context is taken to mean senior managers and 
the Board of Directors, as well as freelance musicians, workshop leaders, volunteers and sessional 
workers, agency staff, students, and anyone else working on behalf of Dunedin Consort. (referred 
to as ‘staff’ throughout this policy).  
 
This policy sets out the steps we will take to ensure the safety and wellbeing of children, young 
people and adults at risk of harm.  
 
This Policy is publicly available on Dunedin Consort’s website. Dunedin Consort also 
acknowledges responsibility for ensuring it is made available to all of its staff, as well as to those 
who engage with its services in education, care and community settings.  
 
This policy includes:  

• 4R’s of Protection 
• Legal framework 
• Purpose of Policy 
• Designated Protection Staff 
• Key terminology and definitions 
• What to do if a child/young person/adult at risk discloses to you 
• Code of practice 
• Procedure for reporting concerns 
• Procedure for allegations against staff 
• Safeguarding concern/incident form 
• Permission form for use of photographs and recorded images 

 
The 4Rs of protection  
This policy follows the 4Rs of protection: 

• Recognise any concerns for a child/young person/adult at risk that you are working with, 
this may be welfare/wellbeing or child/adult protection 

• Respond appropriately to any concerns about a child/young person/adult at risk within 
organisation policy and procedures 

• Refer – this will be the responsibility of the DPL following discussion with yourself and 
others.  This may include calling local statutory services or the NSPCC Helpline on 0808 
800 5000  

• Record – once you have discussed any concerns with the DPL you must record this 
information using your organisational recording form  
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Legal framework  
 
This policy has been drawn up with reference to the legislation, policies and guidance that are in 
place to protect children in Scotland, namely:  
 
Children and Young People 

• Children (Scotland) Act 1995 as amended 
• Getting it right for Every Child (GIRFEC) 2022 
• The Protection of Vulnerable Groups (Scotland) Act 2007 
• The Children and Young People (Scotland) Act 2014 
• National Guidance for Child Protection Scotland (2021) 
• The United Nations Convention on the Rights of the Child (UNCRC) 
• Children’s Hearings (Scotland) Act 2011 
• Creating Safety - Child Protection Guidelines for Scotland’s Arts, Screen and Creative 

Industries (published by Creative Scotland and Children in Scotland in 2019) 
 
Adults at Risk of Harm   

• The Adult Support and Protection (Scotland) Act 2007 
• Adults with Incapacity (Scotland) Act 2000  
• Mental Health (Care and Treatment) (Scotland) Act 2003 as amended 

 
Other legislation  

• Human Rights Act 1998  
• The Data Protection Act 2018 (GDPR) 
• Disclosure (Scotland) Act 2020 – due to be updated in April 2025 
• Equality Act 2010 

 
 
Purpose of the policy 
 

• To protect all children, young people and adults at risk of harm who receive or participate 
in Dunedin Consort’s services from harm. This includes the children of adults who use our 
services; 

• To provide staff and volunteers, as well as children and young people and their families, 
with the overarching principles that guide our approach to child/adult protection. 

 
Dunedin Consort recognises that:  
 

• The welfare of children and adults at risk of harm is paramount in all the work we do; 
• In every decision we take, all children and adults at risk of harm — regardless of age, 

disability, gender reassignment, race, religion or belief, sex, or sexual orientation — have an 
equal right to protection from all types of harm or abuse; 

• Some children are additionally vulnerable because of the impact of previous experiences, 
their level of dependency, communication needs or other issues; 
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• Working in partnership with children, young people, their parents, carers and other 
agencies is essential in promoting young people's welfare; 

• All Dunedin Consort staff are responsible for making themselves aware of Dunedin 
Consort’s Child and Adult Policy. 

 
 
We will seek to keep children, young people and adults at risk of harm safe by:  
 

• Valuing them, listening to and respecting them; 
• Appointing a Designated Protection Lead (DPL) for children, young people and adults at 

risk of harm, in addition to a deputy and a lead board member for child and adult 
protection; 

• Adopting child/adult protection practices through procedures and a code of conduct for 
staff and volunteers; 

• Providing effective management for staff and volunteers through supervision, support, 
training and quality assurance measures, so that all staff and volunteers are familiar with 
and can follow our policies, procedures and behaviour codes confidently and competently; 

• Recruiting staff and volunteers safely, ensuring all necessary checks are made; 
• Recording and storing information professionally and securely; 
• sharing information about child/adult protection and good practice with children, adults at 

risk of harm, their families, carers, staff and volunteers; 
• Using our procedures to share concerns and relevant information with agencies and 

members of staff who need to know, and involving children, young people, parents, 
families and carers appropriately; 

• Using our procedures to manage any allegations against staff and volunteers appropriately; 
• Creating and maintaining an anti-bullying environment and ensuring that we have a policy 

and procedure to help us deal effectively with any bullying that does arise; 
• Ensuring that we have effective complaints and whistleblowing measures in place; 
• Ensuring that we provide a safe physical environment for our children, young people, staff 

and volunteers, by applying health and safety measures in accordance with the law and 
regulatory guidance; 

• Building a culture where staff and volunteers, children, young people and their families, 
treat each other with respect and are comfortable about sharing concerns.  

 
 
This policy should be read in conjunction with our other policies, including: 
 

• Environmental Policy  
• Equality, Diversity and Inclusion Policy 
• Health and Safety Policy [in process] 
• HR Policy [in process] 
• Musicians and Staff Charter [in process] 
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Designated Protection Staff 
 
At the time of writing (February 2025), they are: 
 
Designated Protection Lead (DPL): 
Lucia Capellaro (Learning & Participation Manager) 
Tel: 0131 516 3718  
Mobile: 07761 971 369 
Email: lucia@dunedin-consort.org.uk 
 
Senior Protection Lead (SPL): 
Andrew Trinick (Chief Executive)  
Tel: 0131 516 3718  
Mobile: 07300 021 902 
Email: andrew@dunedin-consort.org.uk 
 
Designated Board Member for Protection (DBM): 
Cathy Bell 
Tel: 0131 516 3718 
Email: belcathy5@gmail.com  
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Role of the Designated Protection Lead  
 
Purpose of the role 

• To take the lead in ensuring that appropriate arrangements are in place for keeping safe 
children/young people/adults at risk, at Dunedin Consort; 

• To promote the safety and welfare of children and young people involved in Dunedin 
Consort’s activities at all times. 

 
Duties and responsibilities 

1. Take a lead role in developing and reviewing Dunedin Consort’s Child and Adult 
Protection Policy and procedures, and in implementing Dunedin Consort’s Child and 
Adult Protection Policy and procedures: ensuring all safeguarding and protection issues 
concerning children/young people/adults at risk who take part in Dunedin Consort’s 
activities are responded to appropriately; 

2. Ensure that everyone working or volunteering with or for children/young people/adults at 
risk at Dunedin Consort, including the Board of Trustees, understands the Child and Adult 
Protection Policy and procedures, and knows what to do if they have concerns about a 
child’s/young person’s/adult at risk’s welfare; 

3. Ensure children/young people/adults at risk who are involved in activities at Dunedin 
Consort and their carers know who they can talk to if they have a safeguarding concern and 
understand what action the organisation will take in response; 

4. Be the first point of contact for receiving and recording information from anyone who has 
concerns about a child/young person/adult at risk who takes part in Dunedin Consort’s 
activities; 

5. Take the lead on responding to information that may constitute a protection concern, 
including a concern where an adult involved with Dunedin Consort may present a risk to 
children/young people/adults at risk. This includes: 

a. assessing and clarifying the information 
b. making referrals to statutory organisations as appropriate 
c. consulting with and informing the relevant members of the organisation’s 

management 
d. following the organisation’s safeguarding policy and procedures 

6. Liaise with, pass on information to and receive information from statutory protection 
agencies such as: 

a. the local authority child protection services 
b. the police 

This includes making formal referrals to agencies when necessary. 
7. Store and retain protection records according to legal requirements and Dunedin Consort’s 

Child and Adult Protection Policy and procedures; 
8. Ensure that Dunedin Consort keeps up-to-date records of Protecting Vulnerable Groups 

(PVG) scheme memberships for its staff  involved working with children/young 
people/adults at risk; 

9. Ensure that the Child and Adult Protection Policy is reviewed annually; 
10. To regularly participate in safeguarding and protection training days; 
11. Act as a source of advice, support and knowledge within Dunedin Consort 
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Key terminology and definitions  
 
Definition of a Child/Adult at risk of harm 
 
CHILD AT RISK OF HARM 

In Scotland, the definition of a child varies in different legal contexts, but statutory guidance which 
supports the Children and Young People (Scotland) Act 2014, includes all children and young 
people up to the age of 18. 

Where a young person between the age of 16 and 18 requires support and protection, services will 
need to consider which legal framework best fits each persons’ needs and circumstances. The 
National guidance for child protection in Scotland gives more detail about this and explains how 
professionals should act to protect young people from harm in different circumstances. 

ADULT AT RISK OF HARM 

An adult at risk of harm, as defined in the Adult Support and Protection (Scotland) Act 2007, is 
someone aged 16 years or over, who meets all of the following three criteria (commonly known as 
the three-point test): 

• that they are unable to safeguard their own well-being, property, rights or other interests; 
• that they are at risk of harm; and 
• that because they are affected by disability, mental disorder, illness or physical or mental 

infirmity they are more vulnerable to being harmed than adults who are not so affected. 

It should be noted and strongly emphasised that the three criteria above make no reference to 
capacity. Capacity is not, and never should be, a consideration in the three-point test. 

 
What is child protection? 
 
Child protection refers to the processes involved in consideration, assessment and planning 
of required action, together with the actions themselves, where there are concerns that a 
child may be at risk of harm. Child protection guidance provides overall direction for agencies and 
professional disciplines where there are concerns that a child may be at risk of harm. Child 
protection procedures are initiated when police, social work or health professionals determine that 
a child may have been abused or may be at risk of significant harm.  
 
Child protection involves: 

• immediate action, if necessary, to prevent significant harm to a child/young person/adult at 
risk 

• inter-agency investigation about the occurrence or probability of abuse or neglect, or of a 
criminal offence against a child/young person/adult at risk. Investigation extends to other 
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children/young people/adults at risk affected by the same apparent risks as the person who 
is the subject of a referral 

• assessment and action to address the interaction of behavior, relationships and conditions 
that may, in combination, cause or accelerate risks 

• focus within assessment, planning and action upon listening to each child’s/young 
person’s/adult at risk’s voice and recognising their experience, needs and feelings 

• collaboration between agencies and persistent efforts to work in partnership with carers in 
planning and action to prevent harm or reduce risk of harm 

• recognition and support for the strengths, relationships and skills within the child/young 
person/adult at risk and their world in order to form a plan that reduces risk and builds 
resilience 

 
What is abuse? 
Child and adult abuse and neglect is the maltreatment of a child/young person/adult in any form. 
An individual may abuse or neglect a child/young person/adult at risk directly, or may be 
responsible for abuse or neglect because they fail to prevent significant harm by another person.  
 
There is no statutory definition or uniform defining criterion for significant harm, which refers to 
serious interruption, change or damage to a child’s physical, emotional, intellectual or behavioural 
health and development. It can occur within a relationship of trust and can happen to a 
child/young person/adult at risk regardless of their age, gender, race, disability or ability, sexual 
orientation, religion or socio-economic status.  
 
Children/young people/adults at risk may be abused in a family or in residential care or in the 
community, including artistic and sporting activities by any individual known to them or by a 
stranger. People with disabilities are at increased risk of abuse through various factors such as 
stereotyping, prejudice, discrimination, isolation and a powerlessness to protect themselves or 
adequately communicate that abuse has occurred.  
 
The main types of abuse are: physical, emotional, sexual and neglect. 
 
The list below must not be used as a checklist but will give some guidance on how to recognise 
abuse and neglect.  Different types of abuse may overlap or co-exist. 
 
Physical Abuse is the causing of physical harm to a child/young person/adult at risk. Physical abuse 
may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning or suffocating. 
Physical harm may also be caused when a parent or carer feigns the symptoms of, or deliberately 
causes, ill health to a person they are looking after. 
 
In a performing arts situation, physical abuse may occur when the nature and intensity of training 
disregard the capacity of the young person’s immature and growing body. Problems may also be 
encountered when children/young people are working on set or in an alien environment, when 
extra care and attention is needed. 
 
Emotional Abuse is the persistent emotional ill treatment that has severe and persistent adverse 
effects on a child’s/young person’s/adult at risk’s emotional development. ‘Persistent’ means there 
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is a continuous or intermittent pattern which has caused, or is likely to cause, significant harm. 
Emotional abuse is present to some extent in all types of ill treatment of a child/young person/adult 
at risk, but it can also occur independently of other forms of abuse. It may involve: 

• conveying to someone that they are worthless or unloved, inadequate or valued only in so 
far as they meet the needs of another person 

• exploitation or corruption of someone, or imposition of demands inappropriate for their 
age or stage of development 

• repeated silencing, ridiculing or intimidation 
• demands that so exceed someone’s capability that they may be harmful 
• extreme overprotection, such that a child/young person/adult at risk is harmed by 

prevention of learning, exploration and social development 
• seeing or hearing the abuse of another (in accordance with the Domestic Abuse 

(Scotland) Act 2018) 
 
In the performing arts this may occur when the young person is constantly criticised, given 
negative feedback or forced to perform at levels that are above their capability, with inappropriate 
levels of expectation. Other forms of emotional abuse could take the form of name-calling and 
bullying. 
 
Sexual Abuse is any act that involves a child/young person/adult at risk in any activity for the 
sexual gratification of another person, whether or not it is claimed that the child/young 
person/adult at risk either consented or assented. Sexual abuse involves forcing or enticing a 
child/young person/adult at risk to take part in sexual activities, whether or not they are aware of 
what is happening.  
 
The activities may involve physical contact, including penetrative or non-penetrative acts. They 
may include non-contact activities, such as involving children in looking at, or in the production of, 
pornographic material or in watching sexual activities, using sexual language towards a child or 
encouraging children to behave in sexually inappropriate ways.  
 
For those who may be victims of sexual offences aged 16-17, child protection procedures 
should be considered. These procedures must be applied when there is concern about the 
sexual exploitation or trafficking of a child. 
 
In the performing arts, activities which might involve physical contact with students could 
potentially create situations where sexual abuse may go unnoticed. 
 
Neglect is the persistent failure to meet a child’s/young person’s/adult at risk’s basic physical and/or 
psychological needs, which is likely to result in the serious impairment of the child’s health or 
development. There can also be single instances of neglectful behaviour that cause significant harm. 
Neglect can arise in the context of systemic stresses such as poverty, and is an indicator of both 
support and protection needs. 
 
‘Persistent’ means there is a pattern which may be continuous or intermittent which has caused, or 
is likely to cause significant harm. However, single instances of neglectful behaviour by a person in 
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a position of responsibility can be significantly harmful. Early signs of neglect indicate the need for 
support to prevent harm. 
 
The GIRFEC SHANARRI indicators set out the essential wellbeing needs. Neglect of any or all of 
these can impact on healthy development. Once a child is born, neglect may involve a parent or 
carer failing to provide adequate food, clothing and shelter (including exclusion from home or 
abandonment); to protect a child/young person/adult at risk from physical and emotional harm or 
danger; to ensure adequate supervision (including the use of inadequate caregivers); to seek 
consistent access to appropriate medical care or treatment; to ensure the child/young person/adult 
at risk receives education; or to respond to a child’s/young person’s/adult at risk’s essential 
emotional needs. 
 
Faltering growth refers to an inability to reach normal weight and growth or development 
milestones in the absence of medically discernible physical and genetic reasons. This condition 
requires further assessment and may be associated with chronic neglect. 
 
Malnutrition, lack of nurturing and lack of stimulation can lead to serious long-term effects 
such as greater susceptibility to serious childhood illnesses and reduction in potential stature. For 
very young children the impact could quickly become life-threatening. Chronic 
physical and emotional neglect may also have a significant impact on teenagers. 

 
In the performing arts, this could occur when a tutor does not keep a child or young person 
physically safe, or when inadequate rest breaks or facilities (such as changing and toilet facilities) 
are provided. 
 
 
Other areas to be aware of: 
 
Bullying and Cyber-Bullying. Bullying is intentional behaviour that hurts someone else. It 
includes name calling, hitting, pushing, spreading rumours, threatening or undermining someone. 
It can happen anywhere – at school, at home or online. It's usually repeated over a long period of 
time and can hurt someone both physically and emotionally. Cyberbullying is bullying that takes 
place online. Online bullying can follow the child wherever they go, via social networks, gaming 
and mobile phone. A person can be bullied online and offline at the same time. Further 
information can be found at Respectme: respectme.org.uk/index.html 
 
Criminal Exploitation is abuse where children/young people/adults at risk are manipulated and 
coerced into committing crimes. 
 
Domestic Abuse is any type of controlling, bullying, threatening or violent behaviour between 
people who are or have been in a relationship. It can happen between adults related to one another. 
It can seriously harm children and young people. 
 
Female Genital Mutilation (FGM) is an offence in Scotland. FGM is when a female's genitals are 
deliberately altered or removed for non-medical reasons. It's also known as 'female circumcision' or 
'cutting', but has many other names.  
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Forced Marriage is considered to be an abuse of human rights under Forced Marriage (Protection 
and Jurisdiction) (Scotland) Act 2011. 
 
Sexual Exploitation is a type of sexual abuse. It happens when a child/young person/adult at risk is 
coerced, manipulated or deceived into sexual activity in exchange for things that they may need or 
want like gifts, drugs, money, status and affection. Children/young people/adults at risk are often 
tricked into believing they're in a loving and consensual relationship so the sexual activity may 
appear consensual. This is called grooming and is a type of abuse. They may trust their abuser and 
not understand that they're being abused. It does not always involve physical contact, and can also 
occur through the use of technology.  
 
Online Abuse is any type of abuse that happens on the internet. It can happen across any device 
that's connected to the web, like computers, tablets and mobile phones. And it can happen 
anywhere online, including social media, text messages and messaging apps, emails, online chats, 
online gaming, and live-streaming sites. It takes many forms but can include cyberbullying, 
emotional abuse, grooming, sexting, sexual abuse and sexual exploitation. 
 
Trafficking is where children/young people/adults at risk tricked, forced or persuaded to leave 
their homes and are moved or transported and then exploited, forced to work or sold. Transfer or 
movement can be within an area and does not have to be across borders. Examples of and reasons 
for trafficking can include sexual, criminal and financial exploitation, forced labour, removal of 
organs, illegal adoption, and forced or illegal marriage. 
 
Further information on types of abuse can be found at: nspcc.org.uk/what-is-child-abuse/types-of-
abuse/ 
 
 
Adult Protection 
An adult at risk of harm is a person (aged 16 years or over) who: is unable to safeguard their own 
well-being, property, rights or other interests. is at risk of harm. is more vulnerable because they are 
affected by disability, mental disorder, illness or physical or mental infirmity. 
 
What is harm? 
Harm includes all harmful conduct and, in particular, includes: 

• conduct which causes physical harm 
• conduct which causes psychological harm, for example, causing fear, alarm or distress 
• unlawful conduct which appropriates or adversely affects property, rights or interests – for 

example, theft, fraud, embezzlement or extortion 
• conduct which causes self-harm 

 
As with child protection, abuse of adults includes physical, emotional, neglect (and acts of 
omission) and sexual abuse.  Further categories include financial or material.  
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What	to	do	if	a	child/young	person/adult	at	risk	discloses	
to	you	

(including historical abuse) 
 
A flowchart of the procedure for reporting concerns can be found at Appendix A, and there is 
an Safeguarding Concern/Incident Form at Appendix C. 
 

• If you think a child/young person/adult at risk is in immediate danger, contact the police 
on 999. Then inform the DPL. 

• If you're worried about a child/young person/adult at risk but they are not in immediate 
danger, speak with your DPL without delay. 

• It is important to recognise that, whilst assessing whether a child/young person/adult at 
risk is in immediate danger, one’s own lived experience will affect your conscious and 
unconscious bias in decision making. If you are unsure, speak with your DPL. 

 
Reporting	a	concern	
 
People don’t always recognise, understand or react appropriately when a child/young person/adult 
at risk starts to tell them about experiences of abuse, and that this can mean that they don’t get the 
support they need.  
 
Key Point: if a child/young person/adult at risk discloses abuse, it may be the beginning of a legal 
process and the process of recovery for the child/adult. Proceedings against a perpetrator can be 
seriously affected by a suggestion that the child has been lead. 
 
You should be aware that: 

• It is not your responsibility to investigate suspected cases of abuse 
• You should not take any action beyond that listed in Dunedin Consort’s policy procedures  
• You cannot promise a child/young person/adult at risk complete confidentiality – they 

must explain that they may need to pass information to other professionals to help keep the 
child or other children safe. 

• If you have concerns, you must act – it may be the final piece of the jigsaw that is needed 
to protect that person, or may prevent other people from being hurt. 

 
When recording a disclosure: 

• Records should be made as soon as possible after the event/concern is raised. 
• They should contain the date, time, people present, anything said (verbatim if possible) and 

any action taken. 
• Physical appearance/behaviour should be recorded as factually and accurately as possible. 
• Include observations of parents/carers and details of family circumstances where possible. 
• Professional opinion should be set apart from factual observations and labelled as such. 
• Judgmental language should be avoided. 
• You always keep an open mind when recording and distinguish between fact and opinion, 

considering carefully which details to include or omit. 
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• Discussion should take place between the person with the concern and the DPL where 
possible to reduce the chances of something being missed and/or misinterpreted. Frontline 
staff/volunteers need to share their observations, concerns, any action already taken and 
what action they think should be taken next. 

	
	
Responding	to	someone	disclosing	
 
If a child/young person/adult at risk tells you they are being harmed: 
 
Do 
✓  Be accessible and receptive 
✓  Listen carefully 
✓  Take it seriously 
✓  Reassure them that they are right to tell 
✓  Say what will happen next (e.g. I need to tell someone) 
✓  Make a careful accurate record of what was said 
✓  Seek advice from an appropriate person 
 
Don’t 
x  Stop someone who is speaking freely 
x  Ask leading questions 
x  React strongly (e.g. saying ‘how disgusting’) 
x  Jump to conclusions, especially about the abuser 
x  Speculate or accuse anybody 
x  Tell the them you will keep their secret 
x  Make promises you cannot keep 
x  On no account speak with a parent/carer about until the DPL has advised on the next step. 
 
Listening for Protection 

• Just listen and be supportive, do not directly question the child/young person/adult at risk. 
• Allow child/young person/adult at risk to freely recall significant events, do not push them 

to tell you more than they wish. 
• Record the conversation immediately. 
• Record time, day, date, location of conversation, and anyone else who was present. 

 
Sign your record and hand it to the DPL.  
All subsequent events affecting the child/adult will need to be recorded. 
 
If the child/young person/adult at risk decides to withdraw during a disclosure, you should stress 
that they can have further discussions in the future – that there will always be someone to listen to 
them.  They can also be given alternative sources of support such as the telephone number of 
ChildLine – 0800 11 11. 
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Further	guidance		
	
Below are some phrases you may find useful during a disclosure: 

• ‘What you are saying is very important and I will treat it as such’.  
• ‘It’s not your fault, you are not at blame for what happened’. 
• ‘I’m glad you were able to tell me/someone’. 
• ‘I will help you as best I can’. 
• ‘This is so important I need to speak to someone who can do something about what is 

happening to you’. 
 
The following guidance should be followed as far as possible: 

• Show them you care, help them, OPEN UP.  Give them your full attention and you’re 
your body language open and encouraging.  Be compassionate, be understanding and 
reassure them their feelings are important.  Phrases like “you’ve shown such courage today” 
help.   

• Take your time, SLOW DOWN.  Respect pauses and don’t interrupt them – let them go at 
their own pace. Recognise and respond to their body language. And remember that it may 
take several conversations for them to share what’s happened to them. 

• Show you understand, REFLECT BACK. Make it clear you’re interested in what they’re 
telling you.  Reflect back what they’ve said to check your understanding – and use their 
language to show its their experience.     

 
 
After	a	disclosure	-	next	steps	
 
After a disclosure has been made, the subsequent handling of the matter by the DPL is laid out in 
the flowchart in Appendix A.  
 
Children/young people from birth to 18, or beyond, may have a Named Person to help support 
their wellbeing within the GIRFEC/GIRFE approach.  
 
The Named Person will be a point of contact for any concerns about a child’s/young person’s/adult 
at risk’s welfare and wellbeing and will carefully consider the situation by asking five questions: 
 

• What is getting in the way of this child’s/young person’s/adult at risk’s wellbeing? 
• Do I have all the information I need to help this child/young person/adult at risk? 
• What can I do now to help this child/young person/adult at risk? 
• What can my agency do to help this child/young person/adult at risk? 
• What additional help, if any, may be needed from others? 

 
Once they have considered the situation they may discuss with the child’s/young person’s/adult at 
risk’s carer(s) and other appropriate professionals if required, to assess what needs to be done to 
improve their wellbeing.  
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SHANARRI 
 
Wellbeing sits at the heart of the GIRFEC approach and reflects the need to tailor the support and 
help that children, young people and their parents are offered. To help make sure everyone has a 
common understanding of what wellbeing means, we describe it in terms of eight indicators. 
The SHANARRI indicators aim to help those working with children/young people/adults at risk 
assess how someone is doing at any point in time and identify what support is needed. The 
indicators state that every child/young person/adult at risk should be: 

• Safe 
• Healthy 
• Achieving 
• Nurtured 
• Active 
• Respected 
• Responsible 
• Included 

 
 
Contextual safeguarding 
 
‘Contextual safeguarding’ is an ecological approach which complements the use of the My World 
Triangle and the concept of resilience. There are principles and tools within this evolving approach 
which may add depth to understanding and response, particularly in relation to risks and harm 
young people face beyond the family home. 
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Recognising	general	signs	of	abuse	
 
Abused children and adults may be afraid to tell anybody about the abuse. They may struggle with 
feelings of guilt, shame or confusion – particularly if the abuser is a parent, caregiver or other close 
family member or friend. Anyone working with children, young people or adults at risk needs to be 
vigilant to the signs listed below. Whilst these signs do not necessarily mean that someone is being 
abused, they probably indicate that there are some problems which should be investigated. 
 
• Regularly experiencing nightmares or sleeping problems 
• Changes in personality 
• Outbursts of anger 
• Changes in eating habits 
• Showing an inexplicable fear of particular places or making excuses to avoid particular people 
• Self-harming (includes head banging, scratching, cutting) 
• Not receiving adequate medical attention after injuries 
• Showing violence to animals, toys, peers or adults 
• Regular flinching in response to sudden but harmless actions, e.g. someone raising a hand  
• Lacking in confidence or often wary/anxious 
• Children with knowledge of "adult issues" e.g. alcohol, drugs, sex 
• Regressing to the behaviour of younger children 

 
Whether or not a child’s behaviour or appearance is concerning depends on their age or stage of 
development. Children with learning difficulties, physical disabilities or health-related issues may 
be at a different developmental stage to most of their peers. However, those who have experienced 
abuse or neglect from a young age may also display developmental delays compared to others their 
own age. In such cases, the lack of a clear medical explanation for these delays may be an indicator 
of abuse. 
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Code of Practice 
 
Dunedin Consort staff will adhere to this Code of Practice and its principles in their approach to all 
children/young people/adults at risk. Best practice will help protect children/young people/adults at 
risk; they take into consideration that both parties can be vulnerable at any time within a one to one 
or small group teaching situation: 
 

1. Best practice includes valuing and respecting children as individuals, in line with the UN 
Convention on the Rights of the Child and the Scottish Government’s GIRFEC framework, 
and adults at risk using the GIRFE framework. 

2. It is important not to have any inappropriate physical contact with children/young 
people/adults at risk, and this must be avoided. Inappropriate physical contact could be 
defined as unnecessary contact, or contact which could be seen to encroach on an 
individual’s space in a way that could make them feel uncomfortable. Where physical 
contact/assistance is appropriate (for example, in music when adjusting a bow/instrument 
hold), it is important to always explain to the individual what is going to happen, to ensure 
that actions cannot be misinterpreted and to make sure that others in the vicinity are clear 
as to the actions that are going to take place. 

3. Never make suggestive or inappropriate remarks to or about a child/young person/adult at 
risk, even in the spirit of fun, as this could be misinterpreted. 

4. When teaching in a one to one or small group situation, staff should take care to observe 
certain aspects of their teaching environment in respect to the comfort and safety of both 
students and staff. These should include: 

I. A clear pathway to the door, (teachers should avoid working between the 
student(s) and the door). 

II. Avoidance of coverage under any circumstance of any windows within the 
room or the door if working in a one-to-one situation. 

III. If the room does not have a window, then the door should be kept open where 
possible. 

5. If you are a member of staff, using mobile phones, laptops or electronic devices whilst 
working should be avoided, where possible. If it is necessary to use an electronic device, 
please keep your device on Airplane Mode if possible, and only use relevant apps for the 
task. All app notifications on the device need be switched off. 

6. It is against Dunedin Consort’s policy for a member of staff to travel with children/young 
people/adults at risk alone in a car, no matter how short the journey. Another staff member 
should always be present, unless the specific issue has been discussed with a DPL and 
consent has been obtained from the parent/legal guardian. 

7. When children/young people/adults at risk are changing clothes, if the presence of an adult 
is necessary, there must be a minimum of two adults in the room at all times. 

8. The consent of parents/legal guardians of children/young people/adults at risk must be 
sought prior to the taking of any images (photographs or filming) and this consent should 
cover both the taking/recording of images and any subsequent publication of them either 
in printed (marketing materials, reports etc.) or electronic (websites, e-newsletters, 
presentations) format. A consent form is included in Appendix D, and this, or an electronic 
version of it or similar, must be completed prior to any images being taken. 
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9. Any member of staff who is aware that a child/young person/adult at risk may have become 
inappropriately attracted to a member of staff (including themselves) should report this to 
the DPL who will be able to provide advice, support and guidance and also monitor or take 
action as required. 

10. Similarly, any member of staff who is aware that a member of staff (including themselves) 
may have become inappropriately attracted to a child/young person/adult at risk, must 
bring this to the attention of the DPL who will be able to provide advice, support and 
guidance and also monitor or take action as required. 

11. Where it appears that working relations between a child/young person/adult at risk and a 
member of staff may be starting to break down, the DPL must be informed and a process 
put in place to monitor the situation to ensure the relationship does not deteriorate further. 

12. A member of staff working on behalf of Dunedin Consort will never enter a student’s 
home.  

13. Staff must never give out personal details of anyone, especially those of a child/young 
person/adult at risk. 

14. It is important that you keep yourself abreast of the Dunedin Consorts policies and 
procedures on a regular basis. 

15. Make time with your colleagues to discuss the topic of keeping children/young 
people/adults at risk safe. 

16. If you are in any doubt or need further guidance, please consult Dunedin Consort’s DPL. 
 
 
Escalation process – what to do if concerns are not being appropriately 
acted upon 
 
Escalating is the course of action that should be taken when there are concerns that a child’s/young 
person’s/adult at risk’s safety is compromised and the current action of either Dunedin Consort or 
other external agencies do not support the protection of a child or adult at risk of harm.  This also 
applies if Dunedin Consort has concerns that an external agency is not acting on concerns 
appropriately. 
 
If you have concerns about the safety or welfare of a child/young person/adult at risk and feel they 
are not being acted upon by your manager or DPL you can take further advice from social care 
yourself, contact the NSPCC Helpline however in the first instance, the aim should be to resolve the 
disagreement at the lowest level between those involved.  If this fails, the matter will be raised with 
the DBM for Child/Adult Protection for further discussion and to agree a course of action.  A 
record of all conversations and actions must be kept. 
 
Dunedin Consort acknowledge that: 

• Problem resolution is an integral part of professional co-operation and joint working to 
protect children/adults. 

• Professional disagreement requires resolution in a constructive and timely fashion. 
• At no time must professional disagreement distract from ensuring the child/adult is safe.   
• The aim must be to resolve a professional disagreement at the earliest possible stage. 
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Managing allegations against staff and volunteers 
 
Any concerns about the welfare of a child/young person/adult at risk arising from alleged poor 
practice, abuse or harassment by an employee of Dunedin Consort must be discussed with the DPL 
and reported immediately to the SPL and DBM for Child/Adult Protection, as appropriate.  
 
Concerns about a member of staff may fall into any of the following three categories where 
someone has: 
 

• Behaved in a way that has/may have harmed a child/young person/adult at risk 
• Possibly committed a criminal offence against or related to a child/young person/adult at 

risk 
• Behaved towards a child/young person/adult at risk in a way that indicates they may pose a 

risk of harm and are unsuitable to work with children 
 

The procedure for reporting any such concerns is outlined in Appendix B.  
 
 
Supporting employees 
 

• Employers have a duty of care to their employees. They should ensure they provide 
effective support for anyone facing an allegation and provide the employee with a named 
contact if they are suspended.  

• Suspension should be carefully considered and is not automatic. 
• It is essential that any allegation is dealt with very quickly, in a fair and consistent way that 

provides effective protection for the a child/young person/adult at risk and at the same time 
supports the person who is the subject of the allegation. 

• All options to avoid suspension should be considered prior to taking that step.  
 
Where it is clear that an investigation by the police is unnecessary, the DPL should discuss the next 
steps with the SPL and DBM for Child/Adult Protection.   
 

• Keep Records on an individual’s file until retirement or 10 years if that will be longer. 
• Decisions regarding suspension are with the employer. 
• If Dunedin Consort removes an individual (paid or unpaid) from work such as looking 

after children or adults (or would have, had the person not left first) because the person 
poses a risk of harm to children or adults, the organisation must make a referral to the 
Disclosure Scotland, within three months. It is an offence to fail to make a referral without 
good reason.  

 
 
Whistleblowing 
 
Dunedin Consort understand that staff and volunteers will often be the first to know when 
someone inside or connected with the organisation is doing something illegal, dishonest, or 
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improper, but may feel apprehensive about voicing their concerns. However, it is in the interest of 
everyone, and the organisation that individuals with knowledge of wrongdoing are supported in 
reporting such behaviour.  
Any individual with knowledge of any such activities should inform their DPL/line manager who 
will take the matter further as appropriate and necessary or alternatively call NSPCC 
Whistleblowing advice line on 0808 028 0285. 
 
 
Social media 
 
It is recognised that Social Media sites have become a significant way of life for many people and 
that, when used appropriately, are a positive way of keeping in touch with friends and colleagues as 
well as providing an opportunity to communicate through media. 
There are instances, however, where these sites can be used inappropriately in terms of content or 
substantial use during working hours.   
 

• A staff member should not refer to any confidential information relating to their 
employment. This includes potentially sensitive or confidential information about Dunedin 
Consort. 

• Any misuse of a Social Networking site including acts committed that may bring Dunedin 
Consort into disrepute, may result in disciplinary action against the staff member and 
could constitute gross misconduct.  

• Social Networking sites should not be used for accessing or sharing illegal content. 
• If a member of staff is concerned by information or content posted on one of Dunedin 

Consort official sites (i.e. Twitter, Facebook, YouTube, Instagram) they should raise this 
concern with their DPL/line manager. 

• Staff should refrain from using language which could cause offence to others.   
• Privacy should be respected always – if a staff member wishes to post a photograph or 

information on an individual, they should gain prior permission from the individual and 
must not be posted on personal pages. 

• Viewing and updating personal sites is not permitted during working times.  Reasonable 
access of these sites is acceptable during breaks and lunch periods. 

• Staff must not friend/follow on their personal sites those of a child/young person/adult at 
risk who participates Dunedin Consort Learning & Participation activities under any 
circumstances. 

 
 
Photography 
 
Permission must be sought to use imagery of participants in any activities of Dunedin Consort.  It 
must be made clear where the photographs are to be used. A model form for seeking permission 
can be found in Appendix D.  
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Recruitment and employment  
 
Dunedin Consort will take all reasonable steps to prevent unsuitable people from working with 
children and adults, in line with its Safer Recruitment Policy outlined below. 
All staff and volunteers will be interviewed, required to be members of PVG and have two suitable 
references of their suitability to work with children/young people/adults at risk. 
Dunedin Consort will ensure that all employees who come into contact with children and adults 
will be PVG (Disclosure Scotland Act 2020) registered to ensure that the employee is not barred 
from working with children or adults. 
 
 
SELECTION 

• All applicants, for paid and unpaid positions, will complete an Application Form. 
• Shortlisted applicants will be invited to attend an interview. 
• Shortlisted applicants will be asked to provide references, and these will always be taken up 

prior to confirmation of appointment. 
• We will follow up each reference with a telephone call or personal contact, during which we 

will discuss the applicant’s suitability to work with children/young people/adults at risk of 
harm. 

 
 
TRAINING 

• successful applicants will receive induction training, which will give an overview of the 
organisation and ensure they know its purpose, values, services and structure. 

• Relevant training and support will be provided on an ongoing basis, and will cover 
information about their role and opportunities for practising skills needed for the work. 

• Training on specific areas such as Code of Conduct, Identifying and Reporting Abuse, and 
Confidentiality, will be given as a priority to new staff and volunteers and will be regularly 
reviewed. 

 
 
SUPERVISION 

• All staff and volunteers will have a designated line-manager, who will provide regular 
feedback and support. 

• Every member of staff and volunteer will attend an Annual Review, where their 
performance, skills, motivation and expectations will be discussed.  Annual Reviews will be 
recorded and copies made available to the staff member/volunteer. 

 
 
Contractors and Sub Contractors 
 

• The responsibility for employees of contractors, and sub-contractors remain with the main 
contractor who must ensure that they are informed about their responsibility to report any 
concerns directly to them in the first instance and/or to an identified DPL in line with this 
policy and procedure. 
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Recruitment of Ex-offenders:  
• Dunedin Consort will treat any applicant for any position (paid or voluntary) within our 

organisation fairly, and not discriminate unfairly against the subject of a PVG on the basis 
of a conviction or other information revealed. 

• We will request the appropriate level of PVG only where it is necessary and relevant to the 
position sought. 

• Where a position requires a PVG, we will make this clear on the application form, job 
advert and any other information provided about the post. 

• At interview, we will ensure that open and measured discussions can take place about 
offences. 

• Failure to reveal information at interview, that is directly relevant to the position sought, 
could lead to the withdrawal of an offer of employment. 

• At interview, or when receiving a PVG which indicates a conviction, we will take into 
consideration the following: - 
o Whether the conviction is relevant to the position being offered 
o The seriousness of the offence revealed 
o The length of time since the offence took place 
o Whether the applicant has a pattern of offending behaviour 
o Whether the applicant’s circumstances have changed since offending took place 

 
We will ensure that all our staff members/volunteers involved in the recruitment process are aware 
of the Policy and have received relevant training and support. 
 
 
Learning and development  
 
Dunedin Consort has a responsibility to ensure all new staff undertake an induction programme. 
As part of this induction programme, Dunedin Consort will ensure all staff are made aware of and 
understand their responsibilities in respect of its Protection Policies.  
 
 
Other sources for help 
 
Police Scotland – 101 or 999 for emergency 
Social Work – local office number dependant on locality of child/young person/adult at risk  
Disclosure Scotland – linktr.ee/DisclosureScotland 
NSPCC – 0808 800 5000  
Childline – www.childline.org.uk ,  0800 1111 
CEOP (Child Exploitation Online Protection) – www.ceop.police.uk/safety-crime  
thinkyouknow (online safety education programme for CEOP) – www.thinkyouknow.co.uk  
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Dunedin Consort  
77 Montgomery Street  
Edinburgh  
EH7 5HZ  
 
We are committed to reviewing our policy and good practice annually.  
This policy was last reviewed on: 
 
Date: 18.03.2025 
 
Signed:  
 

 
 
 
Andrew Trinick, Chief Executive 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 

Appendix A: Procedure for reporting concerns 
 
This flow-chart demonstrates the process by which concerns about children/young people/adults at 
risk will be addressed by Dunedin Consort. 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
You must immediately refer the matter to a Designated Protection Lead if a disclosure is made 
to you. It is important to remember that your responsibility is to refer, not to investigate. 

Where there is a suspicion or 
concern about a child/young 

person/adult at risk 
 

Abuse has been disclosed 
to you by the child/young 

person/adult at risk 

Contact social services 
and/or police 

You have concern about  
an individual’s behaviour 

towards a child/young 
person/adult at risk 

Concerns allayed Concerns on-going 

Report to the DPL to make 
decision about what to do next 

DPL to report to SPL 
and inform social 

services/police. Full 
records to be kept by 

DPL 

No further action but 
full records to be kept 

by DPL 

A child/young 
person/adult at risk is in 

immediate danger 



 

Appendix B: Procedure for allegations against staff 
 

 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

  

You have a concern or allegation in respect of 
behaviour of a member of staff/ a volunteer/ a 

contractor towards a child/young person/adult at risk 

If it’s about possible 
abuse of a child/young 

person/adult at risk 

If it’s about poor practice, 
or breach of the code of 

conduct 

Discuss and report 
concerns to your Line 

Manager and DPL 

Discuss and report your 
concerns to your Line 

Manager and DPL 

Line Manager/DPL will address 
behaviour, if the concerns are 
serious, refer matter to SPL 

Record what the child/young 
person/adult at risk has said, or 
what has been seen or reported 

SPL will investigate the 
allegation, discuss it with DBM 

and will apply disciplinary 
procedures if appropriate. 

 

DPL, SPL and DBM will determine if the allegation needs to be referred to Police Scotland 
for further investigation/referral to Disclosure Scotland. Suspension may be applied while 

disciplinary procedures must await the outcome of any investigation by the police.   



 

 

Appendix C: Safeguarding concern/incident form 
 
This form should be completed by any staff member who has witnessed an incident, or has had a 
safeguarding concern disclosed to them. Please speak to the DPL if you are unclear about any 
section of this form. 
 
Please note: 

• Records should be made as soon as possible after the event/concern is raised. 
• Discussion should take place between and yourself and the DPL as soon as possible to 

reduce the chances of something being missed. 
 
General Information  

Name of staff member reporting:   
Name of child/young person/adult at risk:   
Gender of child/young person/adult at risk:  
Ethnicity of child/young person/adult at risk:  
Project and school (if applicable):   
Date of concern/incident:   
Time of concern/incident:  
Location of concern/incident:  
Names of any other people associated with 
concern/incident: 

 

 
Details  

Is there on-going concern about the safety/wellbeing of a child/young 
person/adult at risk of harm? 

Yes □ No □ 

Was the child/young person/adult at risk of harm considered to be in 
immediate danger?   

Yes □ No □ 

Was the DPL contacted?   Yes □ No □ 
Was the Named Person at the school or care setting contacted? Yes □ No □ 
Were the police contacted? Yes □ No □ 
Were social work services contacted? Yes □ No □ 

 
Please use space below to describe incident in detail:  
• Note as much detail as possible about the concern/incident. Try to note what the person 

disclosing states word to word if possible. 
• Do not make any assumptions about the situation. 
• Always be clear if something is a professional opinion or a factual observation. 

Judgemental language should be avoided. 
• Note the physical appearance or behaviour of the child as factually and accurately as 

possible. 
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Name of reporting staff:   Name of witness:  
Signature: 
 

  Signature: 
 

 

Date:   Date:  
 
What to do next  
 
This form should be completed and passed on to the DPL who may ask you for more information 
about the situation if necessary and decide on the next course of action. The following section 
about any follow up that takes place will, in most cases, be completed by the DPL. The form will 
then be submitted and stored confidentially by the DPL.  
 
Follow Up  
 
Please use space below to record any follow up to the incident (for example, contact with the 
participant’s parents/guardians, advice from social work services, etc.):  
 
 
 
 
 
 
 
 
 
 
This form should be sent immediately to the Designated Protection Lead. 
 
DPL Signature of receipt:    Date: 
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Appendix D: Permission for use of photographs and recorded 
images 

  
Please note that BOTH sections should be completed by the legal guardian (usually parent or 
guardian) of a participant under the age of 18, together with the participant.  
 
This provides Dunedin Consort with your permission to use images of the participant. Please note 
that if you have more than one child under the age of 18 involved with Dunedin Consort activities 
you will need to complete a separate form for each child. 
 
I, _________________________________________(print parent/guardian full name), consent to 
Dunedin Consort photographing or video-recording of ___________________________________ 
(print full name of child/young person) participating in Dunedin Consort activities under the 
stated rules and conditions, and I confirm that I am legally entitled to give this consent. I also 
confirm that the aforementioned young person is not under a court order.  
 
Parent/guardian name:  
 
Signature: 
 
Date: 
 
 
I, __________________________________________ (print name of participant), consent to 
Dunedin Consort photographing or video-recording my involvement in Dunedin Consort 
activities under the stated rules and conditions. 
 
Participant name: 
 
Signature: 
 
Date: 
 
Notes 
Dunedin Consort recognises the need to ensure the welfare and safety of all participants involved in its 
activities. As part of our commitment to ensure the safety of participants we will not permit photographs, 
video or other images of participants to be taken or used without the consent of the parents/guardians (where 
applicable) and the participant. 
 
Dunedin Consort will follow national guidance for the use of images of children and young people. Dunedin 
Consort will also take all steps to ensure these images are used solely for the purposes they are intended, 
which is the promotion and celebration of the activities of Dunedin Consort. If you become aware that these 
images are being used inappropriately you should inform the Dunedin Consort immediately. If at any time 
either the parent/guardian or the participant wishes data to be removed from the website or from a 
publication, notice must be given to the Dunedin Consort in writing, after which the data will be removed 
within appropriate timescales. 


