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10.8	 The Music Service now incorporates online searches of shortlisted candidates into  
the recruitment process from a safer recruitment perspective. This search is carried  
out on publicly accessible social media platforms, blogs, or professional networks. 
We have developed a standard protocol for online due diligence checks to ensure 
that the process is consistent and fair for all candidates and the recruitment team will 
communicate clearly to shortlisted candidates about the potential of online searches as 
part of the recruitment process.
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11. SAFER WORKING 
PRACTICE

11.1	 All adults who come into contact with our children have a duty of care to safeguard and 
promote their welfare. There is a legal duty placed upon us to ensure that all adults who 
work with or on behalf of our children are competent, confident and safe to do so.

11.2	 All staff will be provided with a copy of our staff handbook and NCC’s code of conduct at 
induction and then annually. They will be expected to know our policies and carry out their 
duties in accordance with this advice. There will be occasion when some form of physical 
contact is inevitable, for example if a child has an accident or is hurt or is in a situation of 
danger to themselves or others around them. However, at all times the agreed policy for 
safe restraint must be adhered to. A list of staff that have accessed Norfolk Steps training 
will be kept by the Head of Service.

All Music Service staff should demonstrate best practice when working with or around 
children and young people.

11.3	 If staff, volunteers or partners undertaking work on our behalf are working with children 
alone they will, wherever possible, be visible to other members of staff. They will be 
expected to inform another member of staff of their whereabouts, who they are with and 
for how long. Doors, ideally, should have a clear glass panel in them and be left open. 

11.4	 Guidance about acceptable conduct and safe practice will be given to all staff and 
volunteers during induction. These are sensible steps that every adult should take in their 
daily professional conduct with children. This advice can be found in ‘Guidance for 
Safer Working Practices for Adults who work with Children and Young People in 
Education Settings’ (February 2022). All staff and volunteers are expected to carry out 
their work in accordance with this guidance and will be made aware that failure to do so 
could lead to disciplinary action. 

The Music Service is committed to ensuring that participants have an enriching, positive 
and beneficial experience through engagement facilitated by the Service. The Music 
Service believes that all participants have a right to feel safe while taking part in Music 
Service-facilitated projects, programmes and activities. 

https://saferrecruitmentconsortium.org/
https://saferrecruitmentconsortium.org/
https://saferrecruitmentconsortium.org/
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The Music Service will: 

	g Ensure that all Music Service staff are aware of responsibilities, roles and expectations 

	g Always put young people’s needs first

	g Treat all CYP fairly – tutors will not have favourites 

	g Ensure learning is interesting and creative 

	g Take steps to ensure activities are as safe as possible 

	g Not tolerate bullying in any shape or form

	g Ensure that partners and CYP are clear in their responsibilities, roles and expectations 

	g Ensure that its staff do not promise secrecy under any circumstances - Tutors cannot 
ensure confidentiality even if the disclosure is found to be innocent 

	g Listen to what young people disclose 

	g Ask permission if physical contact is required:

If it becomes essential to touch a pupil (e.g. to change a pupil’s stance or place hands in a 
correct position) staff must: 

	g Ask the pupil for permission 

	g Announce their intention very clearly 

	g Involve other pupils to watch 

It is never acceptable to touch the chest, waist, diaphragm or ribs of a pupil under any 
circumstances 

It is never acceptable for staff to ask pupils to touch their body 

It is never acceptable for staff to ask pupils to touch each other 

It is never acceptable to tap out a rhythm on a pupil’s body

11.5	 Pupils will not be transported in staff cars except in exceptional circumstances and only 
when permission from the parent, Headteacher and Head of Music Service has been 
granted. In such an instance, wherever possible and practicable, it is advisable that 
transport is undertaken with at least one additional adult to the driver. Staff must ensure 
their vehicle is appropriately insured for Business use and that the car is fitted with age-
appropriate car seats if necessary. In these instances, staff members must telephone the 
Instrument and Event’s Co-ordinator to confirm departure and arrival.
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11.6	 If a child safeguarding issue arises whilst delivering work at a school, the Music Service 
will defer to the school’s safeguarding policy. The incident/s should be reported to the 
organisation’s/school’s named/designated safeguarding person in addition to the Music 
Service Designated Safeguarding Leads. Under no circumstances should any staff 
member of the Music Service make private arrangements to teach pupils outside of a 
school setting. Pupils should not be taught in any residential setting at any time regardless 
of the situation (e.g. extra exam preparation etc.) If pupils are unable to have lessons 
during school hours, staff members must: 

	g Inform their Line Manager well in advance of the session so that an appropriate risk 
assessment can be created 

	g Have written consent from the parent/guardian of the young person 

	g Have access to means of calling for help in the event of emergencies
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12. MANAGING 
ALLEGATIONS 
AGAINST STAFF & 
VOLUNTEERS

Allegations that may meet the harms threshold
12.1	 Our aim is to provide a safe and supportive environment which secures the wellbeing and 

very best outcomes for the children we work with. We do recognise that sometimes the 
behaviour of adults may lead to an allegation of abuse being made. 

12.2	 Allegations sometimes arise from a differing understanding of the same event, but when 
they occur, they are distressing and difficult for all concerned. We also recognise that 
many allegations are genuine and there are some adults who deliberately seek to harm or 
abuse children. We work to the thresholds for harm as set out in ‘Working Together to 
Safeguard Children’ (2023) and ‘Keeping Children Safe in Education’, DfE (2025) 
below. An allegation may relate to a person who works / volunteers with children who has:

	g behaved in a way that has harmed a child or may have harmed a child and/or

	g possibly committed a criminal offence against or related to a child and/or

	g behaved towards a child or children in a way that indicates he or she may pose a risk of 
harm to children and/or

	g behaved or may have behaved in a way that indicates they may not be suitable to work 
with children

The 4th bullet point above recognises circumstances where a member of staff or volunteer 
is involved in an incident outside of school/college which did not involve children but could 
have an impact on their suitability to work with children; this is known as transferrable risk. 

12.3	 At Norfolk Music Service we recognise our responsibility to report / refer allegations or 
behaviours of concern and/or harm to children by adults in positions of trust to the LADO 
service directly at lado@norfolk.gov.uk 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
mailto:lado@norfolk.gov.uk
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12.4	 We will take all possible steps to safeguard children and to ensure that the adults in our 
service are safe to work with children. When concerns arise, we will always ensure that 
the procedures outlined in the local protocol Allegations Against Persons who Work 
with Children and Part 4 of ‘Keeping Children Safe in Education’, DfE (2025) are 
adhered to and will seek appropriate advice. The first point of contact regarding concerns 
and/or allegation issues is via the Local Authority Education Duty Desk on 01603 307797. 
A Duty Advisor (not a LADO) will give advice and guidance on next steps. If the advice is 
to make a referral to the LADO service then the LADO referral form will be completed. 
The completed LADO referral form is then sent via e-mail to: lado@norfolk.gov.uk. See 
Appendix 4 for further details. 

12.5	 If an allegation is made or information is received about any adult who works/ volunteers 
for our service which indicates that they may be unsuitable to work / volunteer with 
children, the member of staff receiving the information should inform the Head of Service 
immediately. This includes concerns relating to staff, partner organisations and volunteers. 

Should an allegation be made against the Head of Service, this will be reported to 
the Safeguarding, Partnerships and Opportunity Directorate senior leadership team 
representative: Tim Eyres, Assistant Director tim.eyres@norfolk.gov.uk

12.6	 The Head of Service will seek advice from the LADO within one working day.  
No member of staff will undertake further investigations before receiving advice from  
the LADO.

12.7	 When using a partner organisation undertaking work on our behalf, we inform the 
organisation of our process for managing allegations against staff and keep them up to 
date with any policy developments. Where concerns are raised about an individual and 
the Music Service is not their employer, we recognise that we still have responsibility 
to ensure allegations are dealt with properly. In order to achieve this, we will liaise with 
relevant parties including the LADO to determine a suitable outcome. Whilst the partner 
organisation should be fully involved and co-operate with any enquiries from the LADO, 
police and/or children’s services, we recognise that the Music Service will usually take the 
lead in conducting an investigation as we have direct access to any affected children and 
staff within individual settings to collect the facts.

12.8	 Any member of staff or volunteer who does not feel confident to raise their concerns with 
the Head of Service should contact the LADO directly via email to  
lado@norfolk.gov.uk.

https://norfolklscp.org.uk/about/policies-procedures/safer-workforce/83-allegations-against-persons-who-workvolunteer-with-children
https://norfolklscp.org.uk/about/policies-procedures/safer-workforce/83-allegations-against-persons-who-workvolunteer-with-children
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://norfolklscp.org.uk/people-working-with-children/how-to-raise-a-concern
mailto:LADO@norfolk.gov.uk
mailto:tim.eyres@norfolk.gov.uk
mailto:lado@norfolk.gov.uk
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12.9	 Further information and guidance documents in relation to the LADO process, 
forms, leaflets and the Allegations against Persons who Work/Volunteer with Children 
Procedures are found on the Norfolk Safeguarding Children Partnership website. Further 
national guidance can be found at: Advice on whistleblowing. Norfolk County Council 
operates a Whistleblowing Hotline: 01603 224433. The NSPCC whistleblowing 
helpline is also available for staff who do not feel able to raise concerns regarding child 
protection failures internally. Staff can call: 0800 028 0285 – the line is available from 
8:00am to 8:00pm, Monday to Friday or via e-mail: help@nspcc.org.uk.

12.10	The Service has a legal duty to refer to the Disclosure and Barring Service anyone who 
has harmed, or poses a risk of harm, to a child or if there is reason to believe the member 
of staff has committed one of a number of listed offences and who has been removed 
from working (paid or unpaid) in regulated activity or would have been removed had they 
not left. The DBS will consider whether to bar the person. If these circumstances arise in 
relation to a member of staff within the service, a referral will be made as soon as possible 
after the resignation or removal of the individual in accordance with advice from the LADO 
and/or HR. The school must also consider whether to refer the case to the Secretary of 
State (via the Teaching Regulation Agency) if a teacher is dismissed or the service ceases 
to use the services of a teacher because of serious misconduct or might have dismissed 
them or ceased to use their services had they not left first. 

Concerns that do not meet the harm threshold
12.11	 The term ‘low-level’ concern does not mean that it is insignificant, it means that the 

behaviour towards a child does not meet the thresholds as stated above. In Norfolk the 
‘low level’ concern process is to consult with the Local Authority Education Duty Desk 
on 01603 307797. At Norfolk Music Service we recognise a low-level concern to be 
something which is:

	g inconsistent with the staff code of conduct, including inappropriate conduct  
outside of work

	g does not meet the allegations threshold or is otherwise not considered serious enough 
to consider a referral to the LADO

12.12	At Norfolk Music Service we promote an open and transparent culture in which all 
concerns about all adults working in or on behalf of the service are dealt with promptly 
and appropriately. Through training, staff are made aware of what low level concerns are 
and understand the importance of reporting and these types of concerns in writing. 

12.13	At Norfolk Music Service staff report all low-level concerns to the Head of  
Service. The Head of Service will always be the ultimate decision maker in respect of  
all low-level concerns.

https://norfolklscp.org.uk/people-working-with-children/how-to-raise-a-concern
https://www.gov.uk/whistleblowing
https://www.nspcc.org.uk/keeping-children-safe/reporting-abuse/dedicated-helplines/whistleblowing-advice-line/
https://www.nspcc.org.uk/keeping-children-safe/reporting-abuse/dedicated-helplines/whistleblowing-advice-line/
mailto:help@nspcc.org.uk
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12.14	Through training and induction, we ensure that all staff understand the importance of  
self-referring, where, for example, they have found themselves in a situation which could 
be misinterpreted, might appear compromising to others and/or on reflection they  
believe they have behaved in such a way that they consider falls below the expected 
professional standards. 

12.15	At Norfolk Music Service we understand the importance of recording low-level concerns 
and the actions taken in light of these being reported. The records are kept confidential 
and stored securely. We will review the records we hold to identify potential patterns and 
take action. Please note, where a school, setting, child, parent/carer or staff member 
makes an allegation of harm, this will not be considered as a ‘low level’ concern without 
consultation with the LADO service directly. 

12.16	We recognise that low level concerns should not be included in references unless they 
relate to issues which would normally be included in a reference, for example, misconduct 
or poor performance. However, where a low-level concern (or group of concerns) has met 
the threshold for referral to the LADO and found to be substantiated, it should be referred 
to in a reference.
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13. RELEVANT POLICIES
To underpin the values and ethos of our service and our intent to ensure that young people  
are appropriately safeguarded the following NCC policies are also included under our 
safeguarding umbrella:

	g Staff Handbook

	g Code of Conduct 

	g Recruitment & Selection which adheres to Part 3 of Keeping Children Safe in Education’. 

	g Whistleblowing Policy 

	g Online Safety

	g Health and Safety

	g Harassment and discrimination including racial abuse

	g First Aid Compliance Code

	g Educational visits including overnight stays

	g Risk Assessment Compliance Code

	g Safeguarding Policy

	g Special Educational Needs and Disabilities Code of Practice

	g Personal Safety

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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14. STATUTORY 
FRAMEWORK 

This policy has been devised in accordance with the following legislation and guidance:

	g Working Together to Safeguard Children DfE (December 2023)

	g Keeping Children Safe in Education DfE (2025) 

	g Working Together to Improve School Attendance, DfE (2024)

	g Norfolk Safeguarding Children Partnership procedures

	g Norfolk Safeguarding Children Partnership Protocol: Allegations Against Persons 
Who Work with Children

	g Guidance for Safer Working Practices for Adults who work with Children and 
Young People in Education Settings (Feb 2022)

	g What to do if you’re worried a child is being abused DfE (March 2015)

	g Information sharing: advice for practitioners providing safeguarding services DfE 
(May 2024)

	g The Prevent duty: Departmental advice for schools and childcare providers DfE 
(September 2023)

	g The Prevent duty: safeguarding learners vulnerable to radicalisation (September 
2023)

	g Mandatory Reporting of Female Genital Mutilation- procedural information Home 
Office (January 2020)

	g Multi-agency practice principles for responding to child exploitation and extra-
familial harm

	g Child sexual exploitation: guide for practitioners DFE (February 2017)

	g Teaching online safety in school DfE (January 2023)

	g Mental Health and Behaviour in Schools DfE (November 2018)

	g Data protection: toolkit for schools DfE (June 2025)

	g Promoting the education of children with a social worker (March 2024) 

	g Preventing youth violence and gang involvement

	g Criminal exploitation of children and vulnerable adults: county lines

	g Relationships Education, Relationships and Sex Education (RSE)  
and Health Education

	g Domestic Abuse Act 2021 Statutory Guidance (Home Office April 2023)

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://norfolklscp.org.uk/about/policies-procedures/
https://norfolklscp.org.uk/about/policies-procedures/safer-workforce/83-allegations-against-persons-who-workvolunteer-with-children
https://norfolklscp.org.uk/about/policies-procedures/safer-workforce/83-allegations-against-persons-who-workvolunteer-with-children
https://www.saferrecruitmentconsortium.org/
https://www.saferrecruitmentconsortium.org/
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_sharing_advice_safeguarding_practitioners.pdf
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
https://www.gov.uk/government/publications/the-prevent-duty-safeguarding-learners-vulnerable-to-radicalisation
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://tce.researchinpractice.org.uk/
https://tce.researchinpractice.org.uk/
https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
https://www.gov.uk/government/publications/teaching-online-safety-in-schools
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/data-protection-toolkit-for-schools
https://www.gov.uk/government/publications/virtual-school-head-role-extension-to-children-with-a-social-worker
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
https://www.gov.uk/government/publications/relationships-education-relationships-and-sex-education-rse-and-health-education
https://www.gov.uk/government/publications/relationships-education-relationships-and-sex-education-rse-and-health-education
https://www.gov.uk/government/publications/domestic-abuse-act-2021
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Appendix 1: 
Draft Recording Form for 
Safeguarding Concerns

Staff, volunteers and partners undertaking work on our behalf are required to complete this 
form and pass it to the Music Service DSL if they have a safeguarding concern about a child.
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Full name of child Date of Birth Class/Tutor/
Form group

Your name and 
position in school

Nature of concern/disclosure

Please include where you were when the child made a disclosure, what you saw, who else 
was there, what did the child say or do and what you said. 

Time & date of incident: 

Who are you passing this information to? 

Name:

Position:

[Ensure that if there is an injury this is recorded (size and shape) and a body map 
is completed]

[Make it clear if you have a raised a concern about a similar issue previously]

Your signature:

Time form completed:

Date:
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Time form received by DSL:

Action taken by DSL: 

Referred to…?

DSL in 
Setting

Police Just One 
Norfolk

CADS PSA LADO Other

Date: Time:

School informed? Yes / No (If No, state reason)

Feedback given to…?

School DSL Teacher Child Person who 
recorded disclosure

Further Action Agreed:

Full name:

DSL Signature:

Date: 
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Body Map
Indicate clearly where the injury was seen and attach this to the Recording Form

Young Child
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Older child
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Appendix 2:
Safeguarding Induction Sheet for 
new staff, volunteers and partners 
undertaking work on our behalf

We all have a statutory duty to safeguard and promote the welfare of children, and at Norfolk 
Music Service we take this responsibility seriously.

If you have any concerns about a child or young person you are working with, you must share 
this information immediately with our Designated Safeguarding Lead (DSL) or one of the 
alternate post holders. 

Do not think that your worry is insignificant if it is about hygiene, appearance or behaviour – we 
would rather you told us as we would rather know about something that appears small than 
miss a worrying situation. 

If you think the matter is very serious and may be related to child protection, for 
example, physical, emotional, sexual abuse or neglect, you must find one of the 
designated professionals detailed below and provide them with a written record of 
your concern. A copy of the form to complete is attached to this and others can be 
obtained from music.service@norfolk.gov.uk Please ensure you complete all sections 
as described.

Any allegation or low-level concern about a member of staff, partner organisation or volunteer 
should be reported immediately to the Head of Service. If an allegation is made about the Head 
of Service you should pass this information to Tim Eyres, Assistant Director  
tim.eyres@norfolk.gov.uk. 

Alternatively, you can contact the Local Authority Duty Desk on 01603 307797. NSPCC 
whistleblowing helpline is also available for staff who do not feel able to raise concerns 
regarding child protection failures internally.Staff can call: 0800 028 0285 – the line is available 
from 8:00am to 8:00pm, Monday to Friday or via e-mail: help@nspcc.org.uk. Norfolk County 
Council also operates a Whistleblowing Hotline: 01603 224433

mailto:music.service@norfolk.gov.uk
https://www.nspcc.org.uk/keeping-children-safe/reporting-abuse/dedicated-helplines/whistleblowing-advice-line/
https://www.nspcc.org.uk/keeping-children-safe/reporting-abuse/dedicated-helplines/whistleblowing-advice-line/
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The people you should talk to in the service are:

Designated Safeguarding Lead (DSL): Krista Ribbons 
Email: krista.ribbons@norfolk.gov.uk 
Contact Number: 01603 303350

Deputy Designated Lead: David Stowell

Email: david.stowell@norfolk.gov.uk 
Contact Number: 01603 365798

Head of Service: Alison Brain 
Contact Number: 01603 307790

At Norfolk Music Service we strive to safeguard and promote the welfare of all our children.
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Appendix 3:
Local Safeguarding Procedures

Children’s Advice and Duty Service- CADS
Before contacting CADS, the Music Service DSL will answer the following questions and follow 
the advice provided:

YES NO

Call CADS on the professionals only phone 
line. This number can be found in the 
staffroom. Have a discussion with a Consultant 
Social Worker. Make a record of the discussion 
held. Follow the advice given by the Consultant 
social worker. Keep a record for your own 
agency’s safeguarding recording process  

NB: The contact number for parents, carers 
and members of the public is 0344 800 8020.                  

Inform the parents and/or gain their consent for 
you to make this contact unless doing so would 
put the child at immediate risk of harm

Gather all the family’s details including dates 
of birth, current address, current and working 
contact details and family composition, along with 
the history and current worries.

Where you have carried out an Early Help 
Assessment Plan which has been reviewed and 
amended as required - and the child’s needs are 
not being met or in fact have increased, gather the 
information requested in this form, seek consent 
from the parent/carers and then contact CADS.

Speak to the parents and the child about your 
worries and discuss with them how your agency 
can help and support the children and family. You 
could carry out an Early Help Assessment Plan 
or seek Early Help support you in this process.  
Refer to ‘Getting right support to children and 
families – who to call’.

Do you have the consent of the parents/young 
person to make contact with CADS or have you 
informed them of your intention to do so?

Can you evidence that the child is experiencing or likely to suffer significant harm?

Discuss the child with your agency safeguarding 
lead or line manager if available and follow their 
advice when providing support to the family

Have you carried setting up an Early Help 
Assessment Plan with the child and their family?

Have you discussed the child’s needs with your 
agency safeguarding lead or your line manager?

https://www.schools.norfolk.gov.uk/article/66862/Childrens-Advice-and-Duty-Service-CADS
https://www.schools.norfolk.gov.uk/article/66862/Childrens-Advice-and-Duty-Service-CADS
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Appendix 4:
Advice for schools, colleges and 
alternative education providers 
where there are concerns about an 
adult who works within the setting.

Do you have a safeguarding 
concern in respect of someone who 
volunteers or works with children?

Call: 01603 307797

The Duty Adviser will listen and 
discuss next steps which may 
include...

HR Support

LADO Referral


