7 March 2019
BOARD OF TRUSTEES

OF THE

NATIONAL MUSEUMS & GALLERIES ON MERSEYSIDE

And

XXXXXXXXXXXXXXXXXX
SERVICE AGREEMENT 
This agreement is made on the XXXXXXX between the BOARD OF TRUSTEES OF NATIONAL MUSEUMS & GALLERIES ON MERSEYSIDE of World Museum, William Brown Street, Liverpool, of the first part by XXXXXXX, and XXXXXXX, the second part ('the Service provider').

WHEREAS


The said Board of Trustees is the operator of a number of museums and galleries, together with associated activities, all operating under the title National Museums Liverpool (hereinafter abbreviated to 'NML') has engaged XXXXXXXX, the Service provider, to provide XXXXXXXXX.
NOW IT IS AGREED AS FOLLOWS 

1. The Service provider (hereafter ‘XXXXXXX‘) will work under the overall direction of NML but will report in the first instance to XXXXXX (Thereinafter called 'the delivery manager ') and will work to broad guidance provided by the Engagement Directorate. 

2. The Engagement Directorate (In consultation with ’the delivery manager') will have full authority to determine the areas in which the work is to be undertaken by XXXXXXX within the terms of this agreement, including the timetable for action and approval for change control purposes. All changes will be signed off by the delivery manager and any changes will be communicated to XXXXXXX by the delivery manager in writing. 
3.
XXXXXXXXX shall undertake the following assignment. 
Deliver a high quality washroom service for NML public venues and back of house facilities. 

Provide washroom supplies and services to ensure NML visitors and workforce experience a

first class and maintained service. This agreement covers the following washroom services

across NML venues:

Sanitary waste (regular)

Nappy waste (regular)

Air freshening (regular)

Logo mats and laundry (regular)

Sharps disposal (as and when)

At the following venues:

· Merseyside Maritime Museum

· Museum of Liverpool

· World Museum

· Walker Art Gallery

· Sudley House

· Lady Lever Art Gallery

· 127 Dale Street

· North Street Warehouse

· Johnson Street Building

· Midland Railway Building

· Juniper Street warehouses

· The Pilotage

· Dr Martin Luther King Jr Building

· Great Western Railway Building
4. This agreement is to be read in conjunction with the XXXXXXX Service Agreement (to be provided by supplier). 
5.
All services are required to be in place by 9 May 2019. 
5.
NML shall pay XXXXXXX a total fee of XXXXXXXX per annum, for a period of three years. Payment will be made on a monthly basis, by submission of invoice by post to National Museums Liverpool Finance Department, 127 Dale Street, Liverpool, L2 2JH, or by email to accounts@liverpoolmuseums.org.uk. Invoices shall be received in the first week of the month and cover the previous calendar month from the first to the last day of the month, and shall include a breakdown of services by venue, with completed supporting documentation to evidence delivery. Payment terms are 30 days from date of invoice. 
6.
The agreement shall not be deemed to create a contract of employment and XXXXXXXX shall be responsible for its own national insurance and income tax liability.  No sickness, pension, annual leave entitlement or any other advantages or privileges enjoyed by employees of NML shall accrue to XXXXXXXX
7.
XXXXXXXX undertakes to comply with all health and safety requirements whilst working on NML premises and, in particular, any reasonable directions made by its Health and Safety Officer.  Such compliance shall not give rise to any variation in the financial consideration payable hereunder.

8.    Any damage, accidental or otherwise, caused to NML property by representatives of XXXXXXXX shall be reported to the delivery manager immediately.

9.    XXXXXXXXX representatives shall comply with all access control measures as directed by NML, including car parking and venue access times. 

10..  XXXXXXXX will ensure that all electrical equipment supplied by them for use on NML premises, will have Portable Appliance Test (PAT) for electrical safety certification, carried out within one year.

11.  XXXXXXXX agrees to provide NML with evidence of its public liability insurance of not less than £5 million, if requested.

12..
XXXXXXXX shall not, without the prior written consent of NML, commit it to any legally binding agreement, or itself out as being able so to commit it, or hold itself out as an officer or employee of NML.

13.  XXXXXXXX agrees to provide a CRB (DBS) certificate for each member of its staff, if requested by National Museums Liverpool. The certificate should be no older than two years. If XXXXXXX does not have a CRB (DBS) certificate or holds an older certificate then NML may process an application for XXXXXXX. The cost of carrying out the CRB (DBS) check will be borne by XXXXXXXX.
14.   XXXXXXXX agrees to adhere to NML’s Safeguarding of Children and Vulnerable Adults Policy (Appendix one).
15..  XXXXXXXX agrees to adhere to NML’s Diversity and Equality Policy (Appendix two) and NML’s Dignity at Work procedures (Appendix three).

16. 
Upon termination of the agreement XXXXXXXX shall immediately deliver up to NML all property belonging to NML which is in its possession or under its control.

17. This agreement shall be constructed and applied in accordance with English Law.

18.
Any dispute or difference between the parties in connection with this agreement shall be referred to and determined by a sole arbitrator pursuant to the Arbitration Act 1996.  The arbitrator shall be appointed by agreement between the parties or, in default, of agreement within 15 days of either party requesting the other for such agreement, by the President or Vice-President for the time being of the Chartered Institute of Arbitrators on the application of either party.  The procedure to be followed shall be agreed by the parties or, in default of agreement, determined by the arbitrator.  In the event of default by either party in respect of any procedural order made by the arbitrator, the arbitrator shall have the power to proceed with the arbitration in the absence of that party and to deliver his award.  The award of the arbitrator (including any award as to costs) shall be final and binding upon both parties.

19..
All references in this agreement to NML and National Museums Liverpool shall be deemed to mean the corporate body known as the Board of Trustees of the National Museums & Galleries on Merseyside.  All expressions in the singular shall admit the plural and all expressions in the male gender shall admit the female gender.

As witness the hands of the parties the day and year first above written.

For and on behalf of the

Board of Trustees of the

National Museums & 

Galleries on Merseyside
.........................................................................



Name of Representative: 


Date:


..........................................................................



Name of Service Provider: 
Date:
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2.0 EQUALITY AND DIVERSITY POLICY 

2.1 Introduction 

In the context of National Museums Liverpool’s location in one of the most deprived cities in the UK, we believe that we have a responsibility to use all of the assets at our disposal – our collections, our buildings and our staff – to provide a visitor experience that benefits the whole of society. 


NML has also signed up to the INTERCOM (the International Council Of Museums Management Committee) Declaration stating that it is a fundamental responsibility of museums, wherever possible, to be active in promoting diversity and human rights, respect and equality for people of all origins, beliefs and background.

NML’s Equality and Diversity Policy underpins our commitment to promote diversity and human rights, meet the needs and surpass the expectations of all our visitors, and develop a workforce that reflects the communities that we serve.


2.2 Policy Statement


We are committed to valuing diversity by actively promoting and implementing equality of opportunity in all that we do. We believe that valuing and managing diversity is about recognising and appreciating individual needs and differences and treating all people at all times with dignity and respect.


This policy applies to all NML staff, volunteers and contractors and places an obligation on them to act in accordance with it. Everyone working within NML has a personal responsibility for implementing and promoting the principles of the policy in their day-to-day work and will be held accountable for this. This policy is supplemented by Terminology documents that explain language which is unacceptable within the organisation. 


Behaviour considered to be in breach of this policy will not be tolerated and may lead to formal disciplinary action.


2.3 Definitions


Equality:


Equality means creating an even platform to enable everyone to access the same opportunities and is backed by legislation to prevent discrimination.


Diversity:


Diversity means understanding and valuing the differences in people. It is the belief that harnessing these differences will create a productive working environment and an enriching life experience where talents are fully utilised. We are passionate about developing a culture where all staff can reach their full potential.


Protected Characteristics:


Under UK equality law, certain characteristics are specifically protected and are therefore referred to as ‘Protected Characteristics’. These are:


· Age


· Disability


· Gender reassignment


· Marriage and civil partnership


· Pregnancy and maternity


· Race


· Religion and belief


· Sex


· Sexual orientation


If an individual holds one or more protected characteristic then he / she will benefit from protection from the law as these are the grounds upon which discrimination is illegal. NML will ensure that all of its systems and HR policies and procedures ensure specific protection for these groups.


Discrimination


UK law also defines different types of discrimination. NML will ensure that it does not discriminate against any of the Protected Characteristics (PCs) in the following ways:


Direct Discrimination – this happens where someone is treated less favourably than another because they have a PC or they are thought (perceived) to have a PC. It can also happen because they are associated with someone who has a PC. This type of discrimination applies to all PCs.


Example:


An employer uses the excuse of persistent lateness to dismiss an Asian employee because of their race; a person of a different race who has the same pattern of lateness is not dismissed.


Associative Discrimination –This is direct discrimination and happens where someone is treated less favourably because they associate with another person who possesses a PC.


Example:


An employer selects a person for redundancy because they have a disabled child and the employer believes they may need time off to care for their child.


Perceived discrimination – This is direct discrimination and happens where someone is treated less favourably because they are perceived to have a particular PC. This means that it still applies even if that person does not have the PC.


Example:


An employer makes a member of staff redundant because they incorrectly think they have a disability. This is almost certainly direct discrimination because of disability based on perception.


Indirect discrimination – Indirect discrimination happens where you have a condition, rule, policy or practice that applies equally to everyone, but has the effect of being disadvantageous to a particular group who share a PC.


Example:


An employer applies a policy requiring all employees to be available to work over a 24 hour period. This new policy impacts disproportionately on the female employees (who predominately have childcare responsibilities). Unless the employer can show that what they have done, or intend to do, is objectively justified, this will be indirect discrimination.


NML will also ensure that no staff member will be treated less favourably because he / she has made or supported a complaint or raised a grievance or is expected to make a complaint or grievance about perceived discrimination due to one of the Protected Characteristics.


2.4 Implementation

Our commitment to equality and diversity, reinforced by our Values, will become part of all of our day-to-day working practices.


We will demonstrate this commitment by: 


· Ensuring that equal opportunities and diversity are considered in all employment and business decisions.


· Developing systems and processes which are accessible and transparent. 


· Adopting a zero tolerance approach to unfair or illegal discrimination, harassment, victimisation and bullying. Such behaviour may be considered as Gross Misconduct and the perpetrator will be subject to appropriate formal disciplinary action. Please refer to NML’s Dignity at Work Policy and Procedures for more information.


· Challenging and appropriately addressing unacceptable attitudes, behaviour and language that unfairly or illegally discriminate against people, or groups of people. 


· Not allowing the dissemination or display of any material considered to be racist, homophobic or offensive with the exception of material as part of an authorised display which is designed to challenge these views. Anyone found to have done so may be subject to formal action under NML’s Disciplinary and Gross Misconduct procedures.


· Building a workforce that reflects our customer base, within the diverse communities in which we work, with the aim of having parity of representation across the workforce. 


· Promoting access for all people by working to ensure that our collections, properties, services and workplaces are accessible to all sections of society.


· Treating all our stakeholders with dignity and respect whilst recognising and valuing the differences and individual contribution that people make. 


· Building in legislative requirements and good practice to all our service delivery and employee policies and procedures, and supporting these with appropriate training and guidance. 


· Listening to, engaging and collaborating with stakeholders to regularly monitor the effectiveness of this policy and associated action plans. 


2.5 Roles and Responsibilities


All those involved with NML are able to contribute to the achievement of its objectives and are encouraged to work positively towards the development of NML in terms of improving the diversity of our workforce and our audiences. 


Trustees and Director are responsible for: 


· Leading NML's equality and diversity agenda.


· Agreeing an overall equality and diversity policy and strategy.


· Communicating the plans to others both inside and outside the organisation.


· Answering to DCMS and the public for what NML does and what it achieves in terms of equality and diversity.


· Ensuring that managers and staff are held accountable through review of outputs. 


The Executive Team is responsible for: 


· Ensuring an equality and diversity strategy is developed and delivered.


· Ensuring compliance with relevant statutory requirements.


· Agreeing the resources needed.


· Monitoring and reviewing the equality and diversity policy and its effectiveness.


· Taking the lead on equality and diversity inside and outside the organisation.

· Making sure that equality and diversity are central to all the work undertaken by NML.

Managers are responsible for: 


· Including equality and diversity issues in the business plans and performance reviews within their areas of responsibility. 


· Putting the policy and strategy into practice on a day-to-day basis.


· Checking on equality and diversity issues when assessing performance. 


· Making sure that all staff act in line with the equality and diversity policy, providing support and direction when needed. 


· Dealing quickly and effectively with concerns and complaints regarding alleged breaches of the policy. 


All Staff are responsible for: 


· Actively tackling equality and diversity issues in practical ways in their day-to-day work. 


· Ensuring their own behaviour, attitude and language are appropriate, and are not discriminating or victimising. 


· Providing a public service which respects and takes account of the needs and background of service users. 


· Meeting any equality and diversity targets agreed in their work plan. 


· Improving the overall performance of NML on equality and diversity. 


· Recognising and respecting the different backgrounds of the people they work with. 


The HR Team is responsible for ensuring that the principles of equality and diversity are upheld in relation to:


· Equal access to training and development. In addition, positive action will be taken to meet the specific training needs of under-represented groups or individual staff or groups of staff with particular learning needs related to diversity.


· Ensuring that there is fairness and transparency in pay, progression and performance review policy, procedures and practice. Performance assessments will be monitored by payband and gender.


· Fairness and transparency in recruitment, selection and promotion opportunities.


· Provision of a professional and confidential advisory service to all staff who wish to raise any issue regarding their welfare. All complaints of discrimination, victimisation or harassment will be dealt with quickly, confidentially and sensitively.


· Ensuring consistent and effective application of NML’s Grievance, Disciplinary and Dignity at Work policies across the organisation. 


2.6 Equality and Diversity strategy, schemes and action plans

The Equality and Diversity policy is to be considered in all NML decision-making and activity and the Executive Team is responsible for ensuring this takes place and that the organisation’s Mission and Values continue to reflect our commitment to equality and diversity. 


NML regularly monitors the composition of its staff through the annual staff audit process which allows the organisation to scrutinise and report on the make-up of its workforce according to different diversity strands.


In addition, NML has a legal obligation as a public sector body to fulfil certain general and specific duties under the Single Equality Act. The Diversity Working Group is responsible for co-ordinating the activities required to meet these duties and for publishing related data and information.


NML also has a Diversity Action Plan which captures and tracks all activity undertaken by the organisation in relation to diversity. This is also owned by NML’s Diversity Working Group.


Collectively, the above activity represents NML’s Equality and Diversity strategy.


2.7 Monitoring and Evaluation


NML is committed to monitoring and evaluating progress on equality and diversity action. This will be achieved through regular review at ET and Directorate level against: 


· The achievement of our business objectives.


· Improvements in working relationships.


· Enhancing our service provision and visitor experience. 


In addition, this policy will be reviewed continually by the HR Department to ensure it remains compliant with evolving legal requirements and formally every two years to ensure it remains fit for purpose.


Updated December 2010


Appendix: 


NML’s Equality and Diversity policy has been developed with a view to ensuring our compliance as a public sector body with the following legislation:


Disability Discrimination Act 1995
Disability Discrimination Act 1995 (Amendment) Regulations 2003
Disability Equality Duty
Employment Equality Act 2006
Employment Equality (Age) Regulations 2006 
Employment Equality (Sex Discrimination) Regulations 2005 
Employment Equality (Sexual Orientation) Regulations 2003 
Employment Relations Act 1999
Employment Rights Act 1996
Equality (Religion or Belief) Regulations 2003 
Equal Pay Act 1970
Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002 
Gender Equality Duty
Gender Recognition Act 2004 
Human Rights Act 1998
Part-time Workers (Prevention of Less Favourable Treatment) Regulations 2000 Protection from Harassment Act 1997
Race Relations (Amendment) Act 2000
Race Relations Act 1976 (Amendment) Regulations 2003 
Sex Discrimination Act 1975
Sex Discrimination (Gender Reassignment) Regulations 1999
Special Educational Needs and Disability Act 2001


It also incorporates the Terminology Staff Information Sheet.
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Dignity at Work Policy


Principles

The standards of behaviour required by NML’s Dignity at Work Policy apply to all employees, workers, contractors, volunteers or anyone else engaged by NML to carry out work on it behalf. The policy applies to harassment of our staff by a third party (such as a client or contractor) and incidents outside normal working hours.


Should a member of staff claim harassment by a third party we will raise the issue with them and their employer, as appropriate, and will expect the employer to take action in line with their own policies.


We are committed to creating an environment where all staff feel valued and able to reach their full potential. It is essential that we treat each other with dignity and respect, free from all forms of bullying and harassment, discrimination or victimisation.


We expect a certain standard of behaviour from all our staff. If you do not meet the standard we expect, your behaviour will be addressed, in line with this policy.


Behaviour that unintentionally causes offence will not always be considered to be bullying or harassment. However, if your behaviour falls short of the standard we expect from our staff we may treat this as misconduct in accordance with our disciplinary policy.


If certain behaviour continues after it has been made clear either by you, or to you, that the behaviour is unwanted by you or by others then this will be considered as bullying or harassment. A single incident can also be bullying or harassment if it is deemed sufficiently serious, if it was unwanted, or if it ought reasonably to have been known that the behaviour was unwanted.  


We are committed to taking any concern about bullying or harassment seriously, and dealing with it quickly and in confidence. Appropriate disciplinary action in accordance with our Disciplinary Policy will be taken against any employee if an investigation has shown this to be appropriate. 


If, following investigation it is shown that a false allegation has been made in bad faith, appropriate disciplinary action will be considered against the person making that allegation. 


Bullying and harassment are also potentially a breach of criminal law, and in some cases an employee could be personally liable to compensate the victim, and be prosecuted by a criminal court.


Definitions


Bullying


Bullying may be characterised as offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power with the purpose or the effect of  undermining, humiliating, denigrating or injuring the recipient.

Bullying can take the form of physical, verbal or non-verbal conduct. As examples, bullying may include:


· shouting at, being sarcastic towards, ridiculing or demeaning others;


· physical or psychological threats;


· overbearing and intimidating levels of supervision;


· inappropriate and/or derogatory remarks about someone's performance;


· abuse of authority or power by those in positions of seniority; 


· deliberately excluding someone from meetings or communications without good reason.


Harassment


Harassment is unwanted behaviour that has the purpose or the effect of violating an individual’s dignity, or creating an intimidating, hostile, degrading, humiliating or offensive environment.


It may also be of a sexual nature, or related to age, disability, gender or gender reassignment, race, religion or belief, marital status, sex or sexual orientation or personal characteristic.


As examples, harassment may include:


· unwanted physical conduct or "horseplay", including touching, pinching, pushing, grabbing, brushing past someone, invading their personal space, or more serious forms of physical or sexual assault;


· unwelcome sexual advances or suggestive behaviour (which the harasser may perceive as harmless), or suggestions that sexual favours may further a career or that a refusal may hinder it;


· continued suggestions for social activity after it has been made clear that such suggestions are unwelcome; 


· sending or displaying material that is pornographic or that some people may find offensive (including e-mails, text messages, video clips and images sent by mobile phone or posted on the internet);


· offensive or intimidating comments or gestures, or insensitive jokes or pranks;


· mocking, mimicking or belittling a person's disability;


· racist, sexist, homophobic or ageist jokes, or derogatory or stereotypical remarks about a particular ethnic or religious group or gender;


· outing or threatening to out someone as gay or lesbian; or


· ignoring or shunning someone, for example, by deliberately excluding them from a conversation or a workplace social activity.


Discrimination


Discrimination includes being treated unfavourably because of age, disability, gender or gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation. 


Victimisation


Victimisation is being made to suffer a detriment as a consequence of making or supporting a complaint or claim, or if it is believed that you may make or support a complaint or claim, that you or a colleague have been discriminated against or harassed.

NML support managers in managing their staff, and expects this to be done in a professional and appropriate manner. Provided this is the case, managers’ normal activities will not be considered bullying or harassment. 


Procedure


Informal resolution


If you consider yourself to be the victim of bullying, harassment, discrimination or victimisation you may feel able to raise the issue with the perpetrator by explaining to them that their behaviour is unacceptable.


If you do not feel comfortable raising the issue, or if you have raised it and the 


behaviour continues please inform your line manager,  a member of the HR team or a Trade Union representative.


If your concern relates to your line manager it should be raised with a more senior member of staff, member of the HR team, or a Trade Union representative.


In all cases your manager should contact the HR team to make them aware of the intended course of action.  If the issue is minor an informal solution may be sought. The way this is done may vary according to the situation, and the nature of the issue.


A written note of the conversation should be kept by the line manager for future reference, including the date, who was present, and what was said.


If the concern is raised informally NML will, where possible, deal with the issue informally. However in some circumstances, for example if the issue is of a serious nature, or forms part of a pattern of behaviour, NML may decide that it is necessary to investigate the issues you have raised and take formal action.


Formal action

If an informal resolution is not successful or is inappropriate it may be necessary to take formal action. 


We may decide to meet you  before any investigation starts, to clarify what you would like as an outcome of your complaint. Once we have discussed this with you, we may then investigate your complaint before meeting formally again to discuss what we have found.


Formal action may be required when:

· Informal approaches are not accepted or fail to solve the issue

· The complainant wishes to make a formal complaint

· There has been further bullying  or harassment following informal action


· Informal action is not appropriate because the alleged nature of the behaviour is so serious, or those involved are in a senior position of trust. 

Investigation


The first step in the formal approach will usually be to investigate your complaint of bullying or harassment.


The purpose of the investigation is to establish the facts of the case, as far as is reasonably possible and appropriate, and to allow a decision to be made about whether formal disciplinary action needs to be considered.

An HR advisor, as investigating officer, will meet with you to discuss the details of your concerns, and will investigate them to establish the facts of the case.


Having met with you to obtain your perspective, the investigating officer may need to hold investigation meetings with other people to ensure as much information as is reasonably appropriate has been gathered. The investigating officer will need to share the details of your concerns with those people to carry out the investigation.


There is no right to be accompanied during these meetings. If you wish to be accompanied by a work colleague or Trade Union representative we will make every reasonable effort to accommodate your request as long as this does delay the investigation process. You will be given notice of an investigation meeting to ensure you have some time to prepare. The investigating officer will keep you up to date with how the investigation into your complaint is progressing in terms of timescale and completion, will let you know when it has been completed, and will share with you the main findings of the investigation.


Next steps

Following investigation you will be invited to a formal meeting to discuss your complaint, the desired outcomes from the process and the outcome to the investigation. You will have the right to be accompanied by a trade union representative or colleague. The chair may decide as a result of this meeting that: 


· there is no case to answer


· an informal solution is required 


· disciplinary action should be instigated to address the behaviour of the alleged perpetrator


· other action is required to resolve the complaint. For example,  mediation between the parties or redeployment of one of them

If your complaint is about someone other than an employee, such as a contractor, customer, supplier, or visitor, we will consider what action may be appropriate to protect you and anyone involved pending the outcome of the investigation, bearing in mind the reasonable needs of NML and the rights of that person. Where appropriate, we will attempt to discuss the matter with the third party.

Appeal

Once the chair of a formal meeting has decided what the next steps are you have the right of appeal against this decision. Should you not be satisfied with the decision of the chair of the panel you should appeal, in writing, within two weeks of receipt of the decision of the chair of the panel, to the Director of HR, detailing the grounds for your appeal. 


The appeal will be heard at the earliest possible opportunity by a more senior manager who was not part of the original panel. The appeal panel will consist of an HR advisor, a manager, and a minute taker, also from HR.

Possible outcomes of the appeal meeting may include, but are not limited to, upholding the decision of the chair of the original panel, overturning the decision of the chair of the original panel or upholding their findings of fact but recommending a different outcome.

You are entitled to be accompanied at the appeal meeting by a work colleague or a Trade Union representative.


A decision will be made, communicated to you as soon as possible and confirmed in writing. The outcome of the appeal meeting will be final.


Disciplinary action

If disciplinary action against the perpetrator (or an employee who makes a complaint in bad faith) is recommended this will be conducted in accordance with our Disciplinary Policy. 

Once the chair of any disciplinary panel has made a decision we will let the complainant know that the process has finished. For reasons of data protection we may not be able to provide details of any outcome, and the complainant will not have the right to appeal against any outcome.


Confidentiality


In the interests of all people involved please respect the confidential and sensitive nature of the complaint raised, and keep all discussions and conversations about your concerns as limited as possible and in any event limited to those people involved in any resolution or investigation process.


		Agreed with PCS and Prospect

		August 2013



		Approved by the Executive Team

		September 2013



		Approved by the Board of Trustees

		October 2013



		Revised

		March 2013 



		Review date

		March 2014
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National Museums Liverpool Policy


for the Safeguarding of Children,


Young People and Vulnerable Adults.


1. Purpose


This policy defines how National Museums Liverpool (NML) operates to safeguard children, young people and vulnerable adults.  We have a duty of care and are committed to the protection and safety of children, young people and vulnerable adults involved as visitors and as participants in all of our activities both on and off site. We also want to protect and support our staff who work or come into contact with these groups.


For the purposes of this policy, the term vulnerable adult refers to someone over the age of 18 who may have a physical, learning, or sensory disability, a mental health problem, a serious illness, or may be an older person. Children and young people are defined as those persons aged under 18 years old.

This policy will apply to all staff, contractors and volunteers and will be used to support their work. This policy also covers NML Trading Company so all references to ‘staff’ in this policy refer to both NML and NML Trading staff. It has been drafted in line with best practice and following advice and input from the National Society for the Prevention of Cruelty to Children (NSPCC) Consultancy Service, the Liverpool Safeguarding Children Board and the Liverpool Safeguarding Adults Board. None of these bodies accept any responsibility for the implementation and application of the procedures.


2. Introduction


Every year children, young people and vulnerable adults visit NML and we wish to ensure that all visitors are safe and protected from harm whilst on our premises.


Children aged 11 or over entering our buildings and galleries without direct supervision are welcomed if they are behaving appropriately (See Appendix 5 for clarification of visitor conduct expected on NML premises). If the child appears to be under the age of 11 and unaccompanied by an adult / older carer or there is a suspicion that the child may be truanting then they are welcome to enter NML’s buildings but the ‘Found Child‘ or ‘Truancy’ procedures outlined later in this policy should be followed.


NML wishes to ensure its staff, contractors and volunteers operate best practice standards, yet at the same time provide them with protection from unfair allegations.  The guidelines in this policy will ensure that there is clarity about our obligations and standards.


Where necessary, we will refer any issues or concerns involving protection to the appropriate agencies.  If we encounter a safeguarding issue that constitutes, or may constitute a crime, the Police will be informed.


3. Policy Statement


We believe that:


· The welfare of the child, young person or vulnerable adult is paramount;


· All children, young people and vulnerable adults have the right to protection from abuse;


· All suspicions and allegations of abuse must be properly investigated by HR / the relevant external authorities and dealt with swiftly and appropriately; 


· Staff, contractors and volunteers must be clear on appropriate behaviour and responses.  Where appropriate, failure by staff to maintain standards may be dealt with using NML / NMLT's Disciplinary and Gross Misconduct Procedures. Contractors and volunteers may be asked to leave NML premises and be dealt with according to the relevant procedures.


NML will therefore ensure that:


· Staff are carefully selected and trained in issues of protection;


· All staff are aware of the policy and procedures for the protection of children, young people and vulnerable adults;


· Group leaders, service providers and any other interested parties are given information about NML procedures regarding the safety of children, young people and vulnerable adults whilst at NML;


· Teachers, group leaders and any other interested parties are provided with information about our expectations regarding protection and safe supervision responsibilities whilst visiting NML;


· A risk assessment is supplied to assist with the planning of a visit to an NML venue. An example of a populated risk assessment is contained in Appendix 6;


· NML's complaints procedure is accessible to all visitors.


4. Legal Context


i) Children and Young People


This policy takes into account relevant legislation and guidance and is particularly informed by the requirement of the Children Act 1989, which provides a framework for the care and protection of children and young people and the Children Act 2004 which underpins the Every Child Matters: Change for Children programme and guidance such as:


· Working Together to Safeguard Children (HM Government 2010);

· What to Do If You’re Worried a Child Is Being Abused (DH, Home Office, DfES, Office of the Deputy Prime Minister, Lord Chancellor’s Department, 2003). 


Every Child Matters: Change for Children (HM Government 2004) promotes a new approach to the well-being of children and young people from birth to 18.  The aim is for every child, whatever their background or their circumstances, to have the support they need to achieve their full potential. These Government frameworks include an outcome that children should be able to stay safe, live in a safe environment and be protected from harm. 


This means that all organisations providing services to children have responsibility to share information and work together, to protect children and young people from harm and help them achieve what they want in life. 


Staying safe is about helping to address bullying, crime and anti-social behaviour, and protecting children who are at risk of abuse and neglect. 


ii) Vulnerable Adults


Section 7 of the Local Authority Social Services Act 1970 gives local authorities the responsibility for developing partnership working to protect adults and to have an inter-agency safeguarding adults procedure.  This means that safeguarding adults stems from statutory guidance.  This Act also outlines the expectation that the statutory, independent and voluntary sectors will be partners in this process.


For the purposes of this policy, the same principles that can be applied to children and young people should be used to ensure appropriate action is taken to protect vulnerable adults.


5. Roles and Responsibilities

i) All staff, contractors and volunteers have a responsibility to maintain appropriate standards of behaviour and to report lapses in these standards by others.  All staff should discuss concerns immediately with their line manager or if not available, with a Designated Officer (the Visitor Services Duty Manager) and / or HR. Any concerns or reasonable suspicions of abuse should be reported immediately to your line manager / supervisor. If your line manager is not available or is part of the cause of your concern then you should report the matter to the Designated Officer (Visitor Services Duty Manager) or HR. Any safeguarding concerns that are raised should be documented as soon as possible afterwards using the Safeguarding Incident Report Form in Appendix 3 of this policy. 


ii) Line Managers will monitor the implementation of the policy for their respective areas. Any operational issues such as a lost child must be referred as quickly as possible to the Designated Officer (the Visitor Services Duty Manager). Line managers will also be responsible for ensuring that staff who raise a concern are provided with the necessary support and complete all required documentation (eg, Safeguarding Incident Report Form) and are also supplied with a Safeguarding Receipt of Referral (see Appendix 4). Serious concerns involving the conduct of a member of staff, volunteer or contractor must be referred immediately to HR and NML’s Security Advisor.


iii) The Human Resources (HR) Department will be responsible for implementing procedures relating to selection, vetting, training and induction, and for advising on any disciplinary action required. HR will also be responsible for undertaking any investigation required. A central database of all Safeguarding Incident Report Forms will be maintained and monitored by the Director of Human Resources.


iv) Any allegations of inappropriate behaviour (eg, breach of the Safeguarding Code of Conduct) by staff, contractors, volunteers or visitors must be reported by line managers or the Designated Officer (the Visitor Services Duty Manager) to the Security Advisor, who will liaise with the Police and Social Services as necessary. In these circumstances, the role of the Security Advisor is to: 


· Assess information promptly and carefully, clarifying or obtaining more information about the matter as appropriate;


· Consult initially with NML's HR Department, the local Police and where appropriate with other statutory bodies;


· Make a formal referral if required to a statutory child protection agency or the Police.


It is not the role of the Security Advisor to decide whether a child / vulnerable adult has been abused or not; this is the task of the Social Services Department which has this legal responsibility (in case of children), or of the Police. The Security Advisor is simply the gatekeeper who passes information on to the relevant authorities who have the necessary expertise to make the required decisions about the action required.


In all serious cases involving Safeguarding issues, the Security Advisor must be contacted as soon as possible, even if the incident takes place at the weekend. 


v) All Visitor Services Duty Managers will be trained Safeguarding Designated Officers. It is their responsibility under this policy to deal with any operational safeguarding issues that arise including lost and found children / vulnerable adults. It is also the Designated Officer’s responsibility to decide when to notify the Security Advisor about a safeguarding incident.


vi) In order to support the Designated Officer, each public venue will have a trained Safeguarding Champion. In our public venues, this will normally be a member of the Learning or Communities team. It is the role of the Safeguarding Champion to have a detailed knowledge of this policy and procedure and to support the Designated Officer to deal with operational issues as and when they arise.


vii) NML has established a Safeguarding Steering Group to oversee the implementation of this policy. The Safeguarding Steering Group comprises of staff from different levels of the organisation with a stake in safeguarding issues and is chaired by the Director of Human Resources. It will meet twice a year to review safeguarding cases that have arisen during the previous 6 months and to continuously review this policy and procedure to ensure it remains fit for purpose.


6. Recruitment and Selection of Staff, Contractors and Volunteers


Legislation provides that individuals may be disqualified from working with children by inclusion on one or more of a number of official lists contained in the statutory provisions.  It is a criminal offence for any employer to knowingly recruit a disqualified individual into a post working with children.  This also extends to volunteers and contractors.  The Safeguarding Vulnerable Groups Act 2006 places requirements on employers and individuals who are involved in regulated activity.  Regulated activity applies to some of our staff, contractors and volunteers.  This is defined as an activity, which involves, frequent or intensive contact with children or vulnerable adults and is of a specified nature e.g. teaching, training, and supervision or is in a specified place such as schools:


· The frequent contact test will be met if the work takes place once a week or more.


· The intensive contact test should be met if the work takes place on 4 days in one month or more, or overnight.


As part of the recruitment process, all applicants will be required to complete a Disclosure Application Form. The level of the disclosure will be dependant upon the extent to which your post involves working with children or vulnerable adults.  You will be advised, after the interview stage, which Disclosure Application Form you will be required to complete.


There are three types of Disclosures; Basic, Standard and Enhanced. The majority of job applicants and contractors will be asked to complete a Basic Disclosure Application Form on line.   Basic Disclosure is the lowest level of disclosure which will show details of all convictions considered to be unspent under the Rehabilitation of Offenders Act 1974 or state that there are no such convictions. As part of this application process, you will also be asked to provide three forms of identification, one of which must include your address details, for example, utility bill, rental agreement / mortgage or bank statement and attach copies of your chosen identification to the application form. Volunteers will be required to complete the Standard checks.


Once a conditional offer of employment has been made, all job applicants will be responsible for completing and submitting their application form to Disclosure Scotland for processing. The administration charge will be incurred when your application is submitted.  This amount will be reimbursed to you once security clearance has been granted. Wherever possible, these checks will have been completed prior to your start date.


Job applicants who have been successful at interview and whom NML wishes to make an offer of employment to, volunteers or contractors who will be regularly required to work with children and vulnerable adults will be required to complete an Enhanced Disclosure Application Form.  This is a more detailed disclosure that is job specific / job related and will include all unspent, spent and cautions.  It will also include accessing Children and Adult registers and other relevant information held by the police.


This application form will be sent out to your home address for completion. Once completed the form along should be returned to a Human Resources Advisor.  An Enhanced Disclosure requires a NML Registered Person, to complete a section of the form.  NML’s Registered Person is based within the Human Resources department.  Once this form has been completed it will be forwarded to the relevant body that will process your application.  Upon completion, two disclosures will be issued, one to yourself and one to the Registered Person.   


Until this check has been completed and security clearance has been granted, you will not be eligible to work with children or vulnerable adults.


At interview, all applicants will be required to account for any gaps in employment history.


7. Safeguarding Code of Conduct for all NML Staff, Contractors and Volunteers

This Safeguarding Code of Conduct sets out the expectations of NML for all staff, contractors or volunteers who work for or represent the organisation in their contact with children, young people and vulnerable adults. Failure by any staff member to comply with this Safeguarding Code of Conduct may be considered Gross Misconduct and could end in summary dismissal. Contractors and volunteers may be asked to leave NML premises and be dealt with according to the relevant procedures.


Do

· Approach any child, young person or vulnerable adult apparently in distress and ask if you can help.


· Seek assistance from colleagues or supervisors in order to minimise the amount of time you are alone with the person.


· Be aware of the possible risks and question situations that you find suspicious.


· Keep a look-out for children under the age of 11 apparently unaccompanied and follow the ‘Found Child’ procedure outlined in section 9 of this policy.


· Communicate the details of any lost children to the Designated Officer (ie, the Visitor Services Duty Manager).


· Keep any lost children in a public area where they can be clearly seen and take them to the Information Desk as quickly as possible.


· Actively contribute to an organisational culture where inappropriate behaviour is not tolerated.


· Ensure that whenever possible there is more than one adult present during activities with children, young people and vulnerable adults, or at least that you are within sight or hearing of others.  The adult present may be a teacher or parent.


· If a child or vulnerable adult wishes to talk to you in confidence then try to find a quiet space in a public area where this is possible.


· Act professionally in all matters.


· Be aware of appearances and avoid any situations which might appear compromising.


· Report any allegation (even if this is just a suspicion) of abuse or inappropriate conduct immediately to your line manager and / or the Designated Officer. 


· Always do your utmost to accommodate if the child / vulnerable adult expresses a wish to talk to a male or female member of staff.


· Be sensitive in your communication with people so that you avoid over familiarity.


Do Not


· Engage in any "rough and tumble" or other horseplay.


· Physically restrain a child, young person or vulnerable adult except in exceptional circumstances (eg, to prevent injury, damage to property or the collections, or to prevent theft) and even then be careful to use only the minimum restraint necessary.


· Make sexually suggestive comments to any visitor.


· Use foul or abusive language to any visitor.


· Physically assault or abuse any visitor.


· Allow or engage in inappropriate touching of any kind.  


· Give out personal information, or share email, social network site details (eg, Facebook), and mobile phone numbers with any child, young person or vulnerable adult.


· Do things of a personal nature for children or vulnerable adults that they can do for themselves or that a parent / leader can do for them.


Please note that;


· Photographs or videos, including those on web sites must not include any participant unless authorised by the appropriate member of staff and adult / parental (for children) consent is given. This includes the use of camera phones. NML has forms which must be completed by the relevant guardian (eg, teacher or parent) to obtain permission to photograph children, young people or vulnerable adults. These are available from the Marketing and Communication Department. Please see Appendix 9 for further information about use of photography.


· All staff working with young people should be aware that some young people and vulnerable adults may behave inappropriately. Any sanctions and approaches to discipline should in the first instance be managed by the responsible adult. If a staff member, contractor or volunteer is in a position where a sanction is to be issued (for example in the case of unaccompanied children who are behaving inappropriately) then this must be appropriate to age and understanding. Please refer to the Designated Officer if you are in any way uncertain of what action to take.


8.  Reporting Procedure to be followed by Staff, Contractors and Volunteers in the Case of Suspected or Alleged Abuse of a Child, Young Person or Vulnerable Adult


A member of staff, contractor or volunteer who suspects a case of abuse against a child, young person or vulnerable adult has a duty to follow the procedures below.


Statement of Investigation

It is vital that anyone who suspects that a child / adult is at risk of harm or abuse takes personal responsibility to act. Keeping worries or concerns to yourself may put children and vulnerable adults at further risk of harm.  It is not NML’s responsibility to investigate a child or adult safeguarding complaint but to refer concerns on to local children’s or adults’ social care departments or the Police. HR will be responsible for investigating any potential breaches of this policy involving staff, volunteers or contractors.


Responding to a Safeguarding Concern


Concerns about adults and children may arise in different situations:


· You may witness or observe something.


· Hear it from others, in person or on the phone, by email or letter.


· Be told directly.


The following guidance must be followed if you receive an allegation of child or vulnerable adult abuse:


· Ensure the welfare of the child / young person or vulnerable adult.


· Check your understanding of the situation, without being investigative.


· Explain that you have a responsibility to report what the child / vulnerable adult has said to someone else.


· Report the matter as soon as possible to your line manager and / or NML’s Designated Officer. The Designated Officer will then liaise with NML’s Security Advisor who will advise about the need to contact parents, carers or guardians and police / statutory authorities.


· Record all the details on the child / vulnerable adult safeguarding incident report form (see Appendix 3).

The reporting process to be followed in these situations is explained in the flow chart on the following page.
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If a disclosure or allegation is being made to you by a child / young person or vulnerable adult: -


· Ensure that any medical attention needed is addressed as a priority.

· Listen to what he / she has to say with an open mind.


· Do no not ask probing or leading questions designed to get them to reveal more.


· Check your understanding of the situation, without asking leading questions.


· Never stop a person who is freely recalling significant events.


· Make a note of the discussion as soon as possible afterwards, taking care to record the timing, setting and people present as well as what was said. Try to record the words that were actually spoken and not your own interpretation of them.


· Explain that you cannot keep such information confidential, and that you have a responsibility to report what he / she has said to someone else. If there is an opportunity you can tell the person who you will be passing on his / her concerns to. It is important to record if the person has consented to having the information shared but if the concern involves wider public interest the person’s wishes may have to be overridden.


If the allegation concerns a visitor or member of the public, the Designated Officer should consider whether there are reasonable grounds for excluding them from the site until an appropriate investigation can be carried out.  In some cases the immediate involvement of the Police may be appropriate. For example, if anyone was causing harm to a child or adult in a public place then the involvement of the Police must be sought immediately. In all major incidents, NML’s Security Advisor must also be informed.  


If the child, young person or vulnerable adult involved is part of an organised group, the Designated Officer will consult with the group's leader and make every effort to agree an appropriate course of action.


If the child, young person or vulnerable adult involved is with a family member or other responsible adult and they are not causing any harm, the Designated Officer will consult with this person and will make every effort to agree an appropriate course of action. 


If the child is under 11 years of age or a vulnerable adult is unaccompanied the Designated Officer will speak to the child / vulnerable adult and then decide on the appropriate course of action. If relevant external authorities need to be informed then this should be done by NML’s Security Advisor.


If the allegation concerns another member of staff, contractor or volunteer, the staff member must raise this matter with his / her line manager or consult HR in confidence. If a formal investigation is deemed necessary then this will be carried out by the HR Department in accordance with the Disciplinary and Gross Misconduct policy and procedures.  Depending on the nature of the allegation, NML may be required to involve the appropriate authorities, including the Police.


Recording Information 


All staff should discuss the matter immediately with their line manager or if not available, with a Designated Officer (the Visitor Services Duty Manager) and / or HR. 


Use the NML Safeguarding Incident Report Form (Appendix 3) to record as much information as you can about the situation; what has happened, where and when, who was involved and any contact details. Also record what action has been taken so far.  This information should be passed immediately to your line manager or the Designated Officer (Visitor Services Duty Manager).  You can do this by phone, email or in person. 

Wherever possible, you will receive a Receipt within 5 working days of your submission of the Safeguarding Incident Report Form to your line manager / Designated Officer and will be kept informed about what has happened since on a needs-to-know basis.


It is important to pass on what information you have, even if the informant has only divulged a little or will not give his / her details.  The information may join up with something else from someone else.  This information must be maintained in the strictest confidence as rumour spreads quickly, can be damaging and might even hinder an investigation if one was needed. Failure to treat such information confidentially may be viewed as a potential disciplinary matter.


If you want to seek further advice you can always contact the NSPCC Child Protection Helpline.  This is staffed 24 hours a day, seven days a week and the contact number is 0808 800 5000.  


Contact Information:


There are separate safeguarding boards for the local areas for both children / young people and adults.


Children and Young People


The appropriate safeguarding board to contact is the one based where the child or young person lives.  If it is not possible to confirm the address referral should be made to the Liverpool Safeguarding Children Board.


Liverpool Safeguarding Children Board.
0151 223 3700 – Careline


This number is available 24 hours a day, 7 days a week


Wirral Safeguarding Children Board
0151 606 2006

This number is only available Monday – Friday 8.48am – 5.00pm. 


For general advice at the weekend, contact the Liverpool Safeguarding Children Board. 


Sefton Safeguarding Children Board
0845 140 0845


Knowsley Safeguarding Children Board
0151 443 3792 or 0151 443 3798


Adults


The Liverpool Safeguarding Adults Board can be referred to for all concerns from venues in Liverpool
0151 233 3800 (adult Careline)


For Wirral 
0151 606 2006

This number is only available Monday – Friday 8.48am – 5.00pm. 


For general advice at the weekend, contact the Liverpool Safeguarding Adult Board. 

Other useful numbers


NSPCC 24 hour helpline 0800 800 5000


Childline 24 hour helpline 0800 1111.  


What will happen next


When you contact your line manager / Designated Officer he or she will discuss your concerns with you and decide what action to take and make sure that the relevant authorities have the information they need to decide themselves what to do next.  They will treat all information received with complete discretion, and will maintain as much confidentiality as possible whilst making sure that action is taken to safeguard a child, young person or vulnerable adult now and in the future.  All information given will be treated seriously and with respect for the person providing it.  Do not worry that you may be mistaken; it is better to have discussed it with somebody with the experience and responsibility to make an assessment and any member of staff raising a concern in good faith will be supported. If, on the other hand, a member of staff, contractor or volunteer is found to have made vexatious claims then this may be considered a disciplinary matter under the Disciplinary and Gross Misconduct Procedures. 


The Designated Officer (Visitor Services Duty Manager) should assess the situation and take whatever action is appropriate to stop or prevent the abuse or potential abuse.  If possible, he / she should first take advice from the Security Advisor.  If the Security Advisor is not immediately available the manager should take appropriate action and then report to the Security Advisor at the earliest opportunity.  It is important that all allegations are recorded in writing and a copy of the form sent to the Director of Human Resources as soon as possible.


Information sharing


If the allegation constitutes a criminal offence then NML will always share the information with relevant authorities, including the Police, in order to protect the child or vulnerable adult. If there is insufficient information to enable a referral then the reasons for this will be recorded. The final decision about whether a referral is appropriate will be made by NML’s Security Advisor in conjunction with HR / relevant ET member. 


Confidentiality cannot be guaranteed, although the general NML rules on the protection of sensitive data will apply.  Any personal information acquired in the course of working with children, families or vulnerable adults should only be communicated on a ‘needs to know’ basis.


In exceptional circumstances, staff may feel that they are unable to report concerns through the formal hierarchy. In this case, concerns should be raised with another manager or with HR. As a last resort, there is provision for reporting concerns using NML's Whistleblowing procedure, contained within the Staff Handbook. 


The staff member should also take contact details from any complainant if he / she is prepared to provide them.


If an allegation of abuse is made against you:  


· Advise your line manager immediately and NML’s Security Advisor as soon as possible, even if you think it is trivial. The line manager / Security Advisor will then be responsible for notifying HR.


· If NML receive an allegation against you, you will be informed and you may be suspended from duties whilst the matter is investigated. Suspension during an investigation does not imply that any decision has been taken about the disciplinary matter and is not to be viewed as a disciplinary penalty.  Any allegation will be scrupulously investigated, having full regard to confidentiality.


· If your behaviour contravenes the Safeguarding Code of Conduct contained in this policy then this will be treated as a disciplinary matter.


NML HR will assign a member of the HR team to be the Investigating Officer who will be responsible for supporting the complainant(s) by keeping him / her updated on the progress of the investigation, the stages of the process and the anticipated timescales for its completion as appropriate. If the complaint has been made by a member of the public then the relevant senior NML Manager will be the point of contact for him / her.


NML will also assign another HR Advisor as a point of contact for the alleged perpetrator(s) who will be responsible for supporting him / her by providing updates on the progress of the investigation.


9. Procedures to be Followed by Staff, Contractors and Volunteers in Cases of Lost / Found Children / Vulnerable Adults


Lost Child / Vulnerable Adult


If someone reports to you that a person is missing, inform Visitor Services staff and / or the Designated Officer (Visitor Services Duty Manager) immediately, giving as full details as possible of the child or vulnerable adult:


· Name


· Age


· Address / name of school / organisation they came with;


· Physical description (height, colour of hair, gender, disability, clothing, etc.);


· Where they were last seen;


· The time they were last seen.


Once a sufficient check is made, if the person is not found, the Designated Officer will inform the Police.


The Designated Officer should reassure the parent / responsible adult that action is being taken to locate the child / vulnerable adult, and explain that contact will be maintained with them through a specific staff member.


This staff member will maintain contact with the parent / responsible adult until the person is found by relaying messages by telephone, radio or in person.


Found Child / Vulnerable Adult


If a child or vulnerable adult who is lost comes to you, follow this procedure:


· If you are on your own with the child or vulnerable adult, ensure that you are in a public area where you can be seen and heard.


· If anyone else is with the child or vulnerable adult (eg, another visitor), ask them to remain with you until the parent / leader / responsible adult has been located.


· Reassure them and then contact the nearest member of Visitor Services staff who will inform the Designated Officer (Visitor Services Duty Manager). To ensure privacy and security, please use the telephone or report face to face.


· Try and obtain the following information from the child / vulnerable adult:


· Name


· Age 


· Address / name of school or organisation they came with;


· Physical description (height, colour of hair, gender, ethnicity, disability, clothing, etc.);


· Where they were found;


· Where they last saw their parent / guardian / responsible adult


· If the parent or responsible adult cannot be located, the Designated Officer will be responsible for contacting the local Police.


· Every effort should be made to calm and reassure the found person whilst waiting for the responsible adult or Police.


· A written record will be kept by the Visitor Services Manager and relevant personnel of lost or found children or vulnerable adults and procedures followed.


If a child or vulnerable adult is found in distress, it is appropriate to give verbal reassurances, and clarify what you will do to help them.


When a child or vulnerable adult is claimed best practice is to verify with them that the parent / guardian / responsible adult is indeed who they say they are. 


Unaccompanied Children / Vulnerable Adults


Children of all ages and all vulnerable adults are welcome in NML venues. If a child comes into the venue unaccompanied by an adult / older carer and seems to be under the age of 11 then the Designated Officer must be contacted for advice about whether there needs to be any action taken under the ‘Found Child Procedures.’


10. Training


We will provide and explain the content of this policy to all new staff and volunteers in the course of the induction process.  Basic, and where appropriate, enhanced child protection awareness training will be given to some members of staff and volunteers dependent on their roles and responsibilities. 


Designated Officers and Safeguarding Champions will be provided with training to ensure that they fully understand the contents of these policy and procedures and know what to do in practical terms in different circumstances.


Any NML staff member who enters into an agreement with a contractor to provide a service on NML premises is also obliged to make the contractor aware of this policy and their duty to abide by it.


NML is committed to ensuring that regular refresher training is provided to all staff and volunteers and that changes to the policy or to the Safeguarding regulatory framework are disseminated effectively.
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Appendix 1

Definitions of Abuse


Although the legal context is different for vulnerable adults, much of the following information on types of abuse and neglect for children does apply for vulnerable adults too.


Abuse and Neglect - Children


It is generally accepted that there are four main forms of abuse of children. The following definitions are based on those from Working Together to Safeguard Children (HM Government 2010) and Safeguarding Children: Working Together under the Children Act 2004.


Abuse and neglect are forms of maltreatment of a child. Someone may abuse or neglect a child by inflicting harm, or by failing to act to prevent harm. Children may be abused in a family, institutional setting or community setting; by those known to them, or more rarely by a stranger. They may be abused by adult/s, another child or children.


Physical Abuse

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, or otherwise causing physical harm to a child.  Physical harm may also be caused when a parent or carer fabricates the symptoms of, or deliberately induces illness. An important indicator of abuse is where bruises or injuries are unexplained or the explanation does not fit the injury.


Emotional Abuse

Emotional abuse is the persistent emotional ill treatment of a child such as to cause severe and persistent adverse effects on the child’s emotional development.  It may involve making a child feel or believe they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person.  It may involve serious bullying causing children frequently to feel frightened or in danger, or the exploitation or corruption of children. It may involve seeing or hearing the ill treatment of others. Some level of emotional abuse is involved in all types of ill treatment of a child, though it may occur alone.


Sexual Abuse

Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, including prostitution whether or not the child is 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 pornographic material or watching sexual activities, or encouraging children to behave in sexually inappropriate ways.


Neglect

Neglect is the persistent failure to meet a child’s basic physical and psychological needs, likely to result in the serious impairment of the child’s health or development.  It may involve a parent or carer failing to provide adequate food, shelter and clothing, failing to protect a child from physical harm or danger, or the failure to ensure access to appropriate medical care or treatment.  It may also include neglect of a child’s basic emotional needs.


Bullying


Bullying may come from another young person or an adult. It can be defined as - deliberate hurtful behaviour, usually repeated over a period of time, where it is difficult for those bullied to defend themselves. 


There are four main types of bullying. 


1 - Physical (e.g. hitting, kicking, slapping)


2 - Verbal (e.g. racist or homophobic remarks, name-calling, graffiti, threats,


     abusive text messages


3 - Emotional (e.g. tormenting, ridiculing, humiliating, ignoring, isolating from the 


     group), 


4 - Sexual (e.g. unwanted physical contact or abusive comments). 


Please note that some of the above may be deemed a crime and warrant investigation by the Police.


For the purposes of this policy, NML views bullying as another form of abuse.


Additional Information


Some children and vulnerable adults may be particularly vulnerable to abuse. For example there is research which has found that disabled children are three times more likely to be abused than non-disabled children. Reasons for this might include disabled children and vulnerable adults:  


· Having fewer outside contacts than other children


· Having an impaired capacity to resist or avoid abuse


· Requiring intimate care from a number of carers which may both increase the risk of exposure to abusive behaviour and make it more difficult to set and maintain physical boundaries 


· Using different communication methods or lack of appropriate vocabulary - which might provide a barrier for being able to communicate their concerns 


Some studies suggest children from minority ethnic groups may be at increased risk of abuse through factors such as stereotyping, prejudice and discrimination. 


Vulnerable Adults Abuse - Definitions


A vulnerable adult is someone who:


The term vulnerable adult refers to someone over the age of 18 who may have a physical, learning, or sensory disability, a mental health problem, a serious illness, or may be an older person.

Adult abuse is:


· A violation of an individual’s human and civil rights by any other person or persons


· Any behaviour towards a person that deliberately or unknowingly causes him or her harm, endangers their life or violates their rights.  


· Abuse may be physical, sexual, emotional, financial or through neglect or discrimination.  


· Abuse may be perpetrated by an individual, a group or an organisation.  


No Secrets - Department of Health 2000


Abuse can also be caused by poor or bad professional practice and is sometimes called “Institutional” or “Practice” abuse.


Financial Abuse, Discriminatory Abuse and Institutional Abuse:

· Financial abuse is abuse or misuse of possessions or money.  Indicators may be an unusual shortage of money to pay bills or buy food or to maintain adequate living conditions.


· Discriminatory abuse is harassment or similar discriminatory or derogatory treatment which is racist, sexist or refers to disability or any of the other protected characteristics covered by the Single Equality Act.


· Institutional abuse or Practice abuse is neglect due to bad or poor care practice or unsatisfactory professional practice and low standards.


Appendix 2


Our Promise to Children, Young People and Vulnerable Adults


All of us at NML are committed to making sure you have the best time possible whilst you are visiting us.  We believe that you have a right to feel safe and comfortable whilst you are with us, and we will do our very best to live up to the promises that we make to you.


We promise to:


· Make you feel welcome and safe.


· Always strive to meet your needs.


· Treat all children, young people and vulnerable adults with dignity and respect.


· Make sure that all our staff, contractors and volunteers are familiar with the appropriate policies and procedures to ensure your wellbeing.


· Listen to what you want to tell us.


· Do our best to make sure you have fun.


Appendix 3

Safeguarding Incident Report Form 

To be filled out by the person reporting the concern. Please fill out all the information that is known. 

		Name of Child / Vulnerable Adult

		

		Age  and 


D.O.B (if known)

		



		Any special factors (eg, disability)

		



		Parent’s / Carer’s / Responsible Adult’s Name(s)

		



		Home Address




		

		Telephone number(s)



		

		

		Home:

Other:



		Venue this incident took place in

		



		Exact location where the incident happened (eg, floor, area)

		



		Description of what has prompted concerns (please include details of any specific incident, dates, times etc) and describe any physical or behavioural indicators which have been observed



		



		Have you or anyone else spoken with the child / vulnerable adult and if so what was discussed?






		



		Have you or anyone else spoken with the parents / carers / or other adult and if so what was said?



		



		To whom reported



		

		Date and Time Reported

		



		Your name and position

		



		Signature




		

		Date

		





This section to be completed by the Designated Officer


		Any further action taken?








Copy of form sent to:-






Security Officer             Director of Human Resources                 Venue Safeguarding Champion

		Signature




		

		Name

		

		Date

		





Receipt Issued by Human Resources:-


		Signature




		

		Name

		

		Date

		





Appendix 4


Receipt of Safeguarding Incident Report Form

		Name of Manager / Designated Officer




		



		Name of Person Reporting Safeguarding Incident

		



		Date Safeguarding Incident Reported

		



		Action Taken:






		Next Steps:








Copy of form sent to:-






Notifier                         Designated Officer                       Venue Safeguarding Champion

		Signature 




		



		Print Name




		



		Date




		





Appendix 5


Group Leaders’ / Teachers' Responsibilities when visiting a National Museums Liverpool Venue


NML wishes to ensure that children, young people and vulnerable adults are safeguarded and protected from harm whilst visiting one of our venues.  In addition to the measures that NML have put in place, we ask that teachers and group leaders exercise their own responsibilities in relation to their groups.


In particular, all group leaders and teachers must:


· Book in advance of the visit to an NML venue;


· Ensure that they supervise the children, young people and vulnerable adults in their care at all times;


· Ensure that all children under the age of 11 and vulnerable adults remain with an adult at all times;


· In case of an accident, they should contact a member of NML staff who will follow NML procedure;


· In the case of a lost child, they should contact a member of museum staff who will follow NML procedure;


· Not verbally or physically abuse a child, young person or vulnerable adult;


· Inform their group of expected behaviour for the visit to an NML venue by ensuring compliance with the guidelines outlined in Appendix 6;


· Be considerate of other visitors and groups visiting an NML venue;


· Observe NML fire evacuation procedures.


Teachers and group leaders are reminded that the children and vulnerable adults in their care remain their responsibility throughout a visit to an NML venue.


We recommend the following ratio of adults to students:


· 1:4 for children of seven years and under;


· 1:7 for children of eight years and above.


In line with current guidelines, we reserve the right to refuse entry when the level of adult supervision falls short of a ratio of 1:15.


NML staff will communicate concerns to the group leader / teacher in charge (unless this person is the cause of concern) and if required, follow this up with the school / organisation following the visit.


Concerns about the conduct of any teacher / leader will be reported directly to the school or organisation and to the Police where there is cause to believe a crime has been or may have been committed.


Appendix 6

Group Conduct whilst visiting a National Museums Liverpool (NML) Venue


NML wishes all visitors to have an enjoyable stay.  We therefore expect all visitors to display courtesy and respect for others and for NML's property at all times.


Group leaders should therefore not allow members of their group to:


· Use threatening, abusive or violent behaviour.


· Bully (verbally or physically).


· Make any sexist, racist, homophobic or other offensive remarks toward any person or other group.


· Vandalise NML's property or displays.


· Use bad language.


· Smoke.


· Consume alcohol outside the licensed restaurants or use illegal drugs in any of NML's venues.


· Leave litter on NML's premises.


· Enter areas of NML that are marked as closed or cordoned off.


· Take notice and follow NML signage.

· Eat or drink apart from in cafes, restaurant and places set aside for eating.


In the event that any of the above are not followed, NML reserves the right to refuse admission and / or ask the group to leave.


Appendix 7


Example Risk Assessment


		HAZARD

		RISK LEVEL

		RISK CONTROL

		OTHER ACTION



		Access and egress

		Low

		The Merseyside Maritime Museum building is inspected by the Fire Safety Officer. We have to pass the inspection to remain open to the public. 


Emergency exits are clearly signed for all public areas. Procedures are in place to deal with emergencies.

		The main entrance/exit is at street level.



		First aid

		Low

		Visitor Assistants have radios to call for first aid.




		



		Child Protection


Risk identified: 


Isolated children could be vulnerable to the attentions of members of the public

		Low

		Advise all accompanying adults in advance that children under the age of 18 should not be left unaccompanied in the Museum, eg visiting toilets, shop etc. 


Visitor Services staff patrol all floors.

		Anyone behaving suspiciously will be asked to leave immediately.



		Staircase 


Risk identified: 


Trips and falls

		Low-


medium

		Advise all accompanying adults in advance that children should walk (not run) up the steps and use handrails.  


Regular inspections by museum staff address maintenance.

		Visitor Services staff have radios to call for first aid.



		Doors


Risk identified: Groups rushing to the doors.  


Danger of minor accidents - bumps, trapped fingers. 


Risks to other visitors

		Low-


medium

		Advise all accompanying adults in advance that children should walk in the museum. 


When going through doors one/two children or adults should hold them open until the group is through.

		



		Fire evacuation 


- via stairs 


Risk identified: 


trips and falls

		Low-


medium

		Advise all accompanying adults in advance that 


•  All fire exits are clearly marked. 


•  If the fire alarm sounds (a pulsing siren and public address announcement) walk quietly and use handrails on stairs. Do not use the lifts.


•  Go via the nearest exit across the road to the quayside opposite the museum entrance, taking care to avoid approaching fire engines.  


•  Uniformed Visitor Assistants will direct them.


•  Do not stop to collect coats and bags.


•  Check that the entire group is present.


•  One adult should report to the Chief Fire Marshal that their group have all left the building. (The marshal will be on the quayside wearing a bright green waistcoat labelled ‘Fire Marshal’)

		Fire procedures in place covering all floors of 


the museum.


Regular fire drills/weekly fire bell tests within 


the building.


Emergency lighting in place within the museum.


Visitor Services staff on all floors.



		Lunchroom furniture


Risk identified: 


Trips and falls, Benches tipping over, bumping into tables/benches

		Low -


medium

		Tables and benches have rounded corners.


Lunchroom numbers limited.  


Equipment available to mop up minor spills: staff available to deal with major problems.




		All groups using the area book in advance.



		Handling sessions 


Risks identified: dropping heavy items, allergic reactions to gloves etc

		Low

		All sessions run by trained Museum staff.


Visitors may be asked to wear gloves to handle certain items - gloves chosen for minimal allergic reactions. 


Children supervised by parents/carers/group leaders




		





Appendix 8

Guidance for Working with Work Placement Students


NML supports schools and colleges to develop their work experience programmes and recognises that these placements develop independence, responsibilities, the ability to make decisions and to apply learning. For this reason, some members of staff will, from time to time, be required to work with young people from 14 -18 years of age.


We recognise that it is not practical, or necessary, for young people undertaking work experience placements  to be supervised or accompanied by two or more members of staff at all times. However, no young person undertaking a work experience placement should be left without any supervision.


To enable both staff and the work experience student to have a positive experience, the following guidelines must be followed:


Environment

Ensure that the door is left ajar or that there is a clear view into the room through a window and that another member of staff knows your location and the proposed activity.


Travel

Do not travel in a private vehicle with a student.


Personal Contact

There may be occasions when physical contact is unavoidable (eg when you are guiding them in carrying out a technical operation) but these should be kept to a minimum.  


Do not give out personal information or share personal email, social network site details (eg, Facebook) and mobile phone numbers with any child, young person or vulnerable adult.


Behaviour

Whilst it is important to reassure a young person who may be nervous in a new placement and reliant on your guidance, avoid being over familiar or close physical contact. Be aware of the nature of the conversation you are having and avoid swearing or other behaviour which could be considered a bad example to the young person.


Disclosure

Occasionally young people may disclose confidential information to you or a colleague that gives rise to concern for their physical or emotional safety.  In such situations you should refer to the procedures laid out in Section 7 of this policy.


Work

At the start of any placement you should take some time to explain the format of the placement, including place and conditions of work and ensure that the young person is comfortable with the proposed arrangements. You will also be responsible for ensuring relevant health and safety procedures are explained and adhered to.


Working With Staff / Volunteers Under the Age of 18


It is recognised that NML engages volunteers under the age of 18 and that both NML and NML Trading may both employ staff under the age of 18. In these circumstances, the guidelines above for working with work placement students need to be followed when working with these young people.


In addition, managers should be aware that young people under the age of 18 have special rights under the Working Time Regulations: 


· A limit of eight hours working time a day and 40 hours a week (unless there are special circumstances); 


· Not to work either between 10pm and 6am or between 11pm and 7am (except in certain circumstances); 


· 12 hours rest between each working day; 


· Two days weekly rest and a 30-minute in-work rest break when working longer than four and a half hours. 


If, on any day, or, as the case may be, during any week, a young worker is employed by more than one employer, his / her working time is determined by aggregating the number of hours worked by him for each employer. For these purposes, a week starts at midnight between Sunday and Monday and school or college time does not count as work unless it is part of job related training.


Appendix 9

Use of Photography


Photographs or videos, including those on web sites must not include any participant unless authorised by the appropriate member of staff and adult / parental (for children) consent is given. This includes the use of camera phones.


 NML has forms which must be completed by the relevant guardian (eg, teacher or parent) to obtain permission to photograph children, young people or vulnerable adults. Forms are available from the Media and Communications team. The responsibility for obtaining signatories rests with the member of staff organising the event at which photographs will be taken.  Once the permission forms have been completed they should then be sent to the Media and Communications department for storage with any associated images.  Responsibility for the storage and use of photographs rests with Media and Communications.  


Visitors should not be permitted to take photographs of children, young people or vulnerable adults with whom they have no association. 


Appendix 10

Truancy 


If staff become suspicious that a child visiting their venue is truanting, they should alert the Designated Officer (Visitor Services Duty Manager) of their concern.


Children that are suspected of being truants should not be asked to leave the venue but their whereabouts within the venue should be discreetly monitored for their own safety.


On being advised that there may be a possible truant within the venue the Designated Officer should, in the company of another staff member, approach the child in a non-threatening manner, ask their name and try to establish the reason they are not at school at present, their date of birth and the name of their school.  This information will be useful to Truancy Officers should they need to be contacted.


If, at this stage, there is still concern that the child is truanting then the Designated Officer should report their concern to the Pupil Attendance and Education Welfare Service (PAEWS).  Contact numbers are:


Pupil Watch:

0800 0322 013


Truancy Watch:
0151 777 4057


Children are not obliged to provide you with the information you request.  However, if you do suspect that a child within your venue is truanting, you should still contact PAEWS even when the child in question does not provide the information you request.


Appendix 11

Working Off Site - Staff and Volunteer Safety


· Make sure you let colleagues know where you are.


· Make sure you can be contacted.


· If your travel plans change, tell your line manager or colleague.


· Inform colleagues of your exact movements and when you expect to finish.


· Check what insurance / checks the organisation you are visiting requires.


· Check out the organisation / group before you meet alone.


· Make sure your company mobile phone is charged and with you at all times.


· Make sure you comply with the NML Safeguarding Code of Conduct (Section 7 of the policy).


· Do not spend time alone with a child, young person or vulnerable adult unless you can be clearly observed or seen by others.


· Check possible escape routes of the off-site venue.


· Do not transport an unaccompanied child, young person or vulnerable adult in your vehicle.


· Do not use public transport with an unaccompanied child, young person or vulnerable adult.


· Be cautious in conversation and don't give away any personal information, share email, social network site information (eg, Facebook) or mobile phone numbers.


Appendix 12


External Groups Use of NML Activity Rooms 


On occasion NML will allow an external group to use an education base or activity room independently of NML staff.  In such circumstances, the group leader will be asked to complete a short form to outline the activity taking place. The form will be signed by the group leader and will confirm that he / she is responsible for the event and has undertaken the necessary Health and Safety checks to ensure the event is safe. In the event that an external group wishes to run an event for the general public in our venues, this will only take place with the consent and direct supervision of NML staff.


Policy last updated January 2012. 
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Line manager reports issue to Designated Officer and forwards completed SIR Form as soon as possible







Designated Officer informs NML’s Security Advisor and Safeguarding Champion who provide advice and support







NML HR will also be informed if the incident involves a member of staff, contractor or volunteer















If incident requires immediate action Designated Officer to ring the Police







Designated Officer or Safeguarding Champion consults external authorities for advice if appropriate.







Designated Officer deals with incident with support from Safeguarding Champion as required.







Incident is documented according to procedures.







Security Advisor liaises with Designated Officer and completes referral documentation if appropriate







Designated Officer sends copy of SIR Form to Director of Human Resources











Staff member reports issue to line manager or Designated Officer if line manager is unavailable and completes Safeguarding Incident Report Form (SIR Form)
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