
 
 

St James  

Safeguarding Policy 

and Procedures  

 
March 2026 

 

 



ST 

1  

Contents 

1. Introduction.................................................................................................................................. 3 

Safeguarding: ......................................................................................................................................... 3 

2. Policy Application ......................................................................................................................... 3 

3. Our Policy ..................................................................................................................................... 3 

Designated Safeguarding Leads: ........................................................................................................... 4 

4. Our Procedures ............................................................................................................................ 5 

Recognising the signs and symptoms of abuse .................................................................................... 5 

Police checks and safeguarding training .............................................................................................. 6 

Recruitment ........................................................................................................................................... 7 

Roles and responsibilities of the DSLs .................................................................................................. 9 

Responding to people who have experienced or are experiencing abuse ......................................... 9 

Confidentiality and Record Keeping ................................................................................................... 10 

Schedule 1: Child Safeguarding and Protection ................................................................................... 12 

SOUND ................................................................................................................................................. 12 

Definitions ........................................................................................................................................... 12 

Legal Framework ................................................................................................................................. 14 

Safeguarding at Sound ........................................................................................................................ 14 

Good practice guidelines (children) .................................................................................................... 16 

Online Safety: Websites and social media ......................................................................................... 17 

Confidentiality and Record Keeping ................................................................................................... 19 

Schedule 2: Adults at Risk .................................................................................................................... 20 

Raising an Adult Safeguarding Concern (Alert) .................................................................................. 21 

Suspected or actual abuse .................................................................................................................. 21 

Recording and managing confidential information ........................................................................... 22 

Disseminating/Reviewing policy and procedures .............................................................................. 23 

Appendix 1 Sound Registration Form ................................................................................................. 24 

Sound House Rules ............................................................................................................................... 26 
 

 
 



ST 

2  

Version Control 
 

Version Reviewer Change Log Date 

v1 Rob Roussel Consolidation of Safeguarding Policies 26/10/2025 

v2 Rob Roussel Amendments following Board review 18/11/2025 

v3 Rob Roussel Update of contact details 16/03/2026 



 

3  

1. Introduction 

St James Concert Hall is Guernsey’s premier concert and event space and, together with the 

linked Dorey Centre, Café, and “The Pit”, offers a multi-functional community space used by 

thousands of islanders each year.  As well as providing a versatile venue for concerts and 

many public and civic events it offers a training, presentation and function centre for the 

business community and local societies. It is also home to Sound which focuses on the 

development of young people in the field of music and entertainment. 

 

This Policy demonstrates St James’ commitment to keeping safe those at risk with whom it 

works alongside and who use the facilities offered by St James.  

 

St James recognises that it has a responsibility to protect the welfare of all those, both young 

and old, who may be in vulnerable situations and to ensure that they are protected from 

harm and abuse. St James acknowledges its duty to act appropriately to any allegations, 

reports, or suspicions of abuse. 

Safeguarding: 
 

Safeguarding means protecting a citizen's health, wellbeing and human rights; enabling 

them to live free from harm, abuse and neglect. It is an integral part of providing high-quality 

health care. Safeguarding children, young people and vulnerable adults is a collective 

responsibility. 

2. Policy Application 

This Policy applies to all staff, volunteers, directors and anyone else working on behalf of St 

James (‘the St James Team’) who undertake activities which bring them into direct contact 

with adults and children at risk (‘Relevant Activities’). 

Responsibility for ensuring that safeguarding issues that arise are dealt with appropriately 

lies with the nominated Designated Safeguarding Leads (DSLs).  

Two specific areas of risk and Relevant Activities associated with these areas are dealt with 

in detail in the Schedules appended to this Policy: 

Schedule 1: Child Safeguarding and Protection 

Schedule 2: Adults at Risk 

3. Our Policy 

It is the policy of St James to ensure the highest standards of safeguarding are maintained 
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when undertaking activities associated with St James, both in recognising signs that a 

vulnerable person might be at risk and how to report it, but also ensuring all the St James 

Team members that engage in relevant activities are suitably checked and users are 

safeguarded. 

St James is committed to putting in place safeguards and measures to reduce the likelihood 

of abuse taking place within the services it offers and to ensure that all those involved within 

St James will be treated with respect. This policy should be read in conjunction with the 

following policies: 

• Diversity and Inclusion Policy 

• Feedback & Complaints Policy 

• Privacy Policy  

We will 

• ensure that all the St James Team and service users are familiar with this Policy and 

procedures. 

• apply this Policy and procedures to all St James Team members who undertake 

Relevant Activities detailed in the Schedules appended to this Policy 

• provide a clear procedure that will be implemented where child protection and 

adults at risk issues arise 

• ensure that the Designated Safeguarding Leads understand their responsibility to 

refer incidents of abuse to the relevant agencies (Police/ HSC Adult Community 

Services/ HSC Safeguarding Unit). 

Designated Safeguarding Leads: 

The Designated Safeguarding Leads (‘DSLs’) at St James are: 

Jon Bisson – Executive Director 07781 138453 jon@stjames.gg 

Deputy: Greg Harrison 07911 752892 greg@stjames.gg  

 

 

  

mailto:jon@stjames.gg
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4. Our Procedures 

St James is committed to ensuring that all St James Team members coordinating or involved 

in Relevant Activities undertake training to gain a basic awareness of signs and symptoms of 

abuse.  St James will ensure that the Designated Safeguarding Leads and other St James 

Team members have access to training around Safeguarding.  

Recognising the signs and symptoms of abuse 
 

Abuse is defined in the UK as any action that violates a person’s human or civil rights. It can 

take many forms and involve a number of factors. It can occur anywhere and the abuser 

could be a stranger, a carer, a family member or someone else in a position of trust. 

Abuse includes: 

• physical abuse: including hitting, slapping, punching, pushing, burning, poisoning, 

misuse of medication/alcohol, inducing illness, inappropriate restraint 

• sexual abuse: including rape, indecent assault, inappropriate touching/physical 

contact, sexual exploitation, exposure to pornographic material 

• psychological or emotional abuse: including belittling, name calling, threats of harm, 

intimidation, isolation, making fun of a person at risk, imposing expectations beyond 

capability 

• financial or material abuse: including stealing, selling assets, fraud, misuse or 

misappropriation of property, possessions, or benefits 

• neglect and acts of omission: including withholding the necessities of life such as 

medication, food or warmth, ignoring medical or physical care needs, inadequate 

supervision, failure to respond to basic emotional needs 

• discriminatory abuse: including racist, sexist, that based on a person’s disability and 

other forms of harassment, slurs or similar treatment 

• institutional or organisational: including regimented routines and cultures, unsafe 

practices, lack of person-centred care or treatment 

Abuse may be carried out deliberately or unknowingly. Abuse may be a single act or repeated 

acts. 

Abuse may take the form of bullying (including cyber-bullying) in the form of deliberately 

hurtful behaviour which is repeated over a sustained period and can include more than one 

of the abusive activities detailed above. 

Grooming of a vulnerable person in preparation for abuse is also carried out over a sustained 

period to gain trust for the purpose of abuse or exploitation. Grooming is typically associated 
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with an adult developing a relationship with a younger person, but this is always the case.  

People who behave abusively come from all backgrounds and walks of life. They may be 

doctors, nurses, social workers, advocates, staff members, volunteers or others in a position 

of trust. They may also be relatives, friends, neighbours, or people who use the same services 

as the person experiencing abuse. 

Police checks and safeguarding training 

St James is committed to safer recruitment policies and practices for St James Team members 

which are appropriate for the Relevant Activity being undertaken by each individual and the 

level of contact that they will have with service users. This includes police checks or DBS 

disclosures and provision of adequate training on safeguarding.  

DSLs are required to provide a current Enhanced Adult & Children DBS certificate and to have 

undertaken level 2 safeguarding training. 

St James will fund the cost of basic policy checks and DBS certificates as appropriate and liaise 

with the St James Team members to undertake safeguarding training provided by the States 

of Guernsey. 

Induction Training 

All new staff (part-time and full-time) should receive Induction Training that covers: 

• The St James Safeguarding Policy and Procedures (this document) 

• The St James Diversity & Inclusion Policy 

• The St James Privacy Policy 

• Relevant Safety information  

• Safeguarding training appropriate to role 

• Online safety policy and training appropriate to role 

Staff should sign to confirm that they have received and understood all of the above, with 

records kept in a staff file. 

Volunteers 

A proportionate and risk-based approach should be taken in respect of the induction 

information provided to volunteers and other visitors. This should consider what the person 

will be doing, frequency of the activity and the amount of contact with children or vulnerable 

persons. As a minimum, they must receive sufficient information to be aware of the venue’s 

commitment to safeguarding and know to raise any safeguarding concerns they may 

encounter while in the venue to one of the DSLs.  
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Training 

Staff, mentors and volunteers are required to undertake safeguarding and child protection 

training suited to their role at induction and then at regular intervals.  

With regard to children, minimum training level and frequency is set by the Islands 

Safeguarding Children Partnership (ISCP). Relevant ‘online safety’ training should also be 

undertaken, appropriate to the individual role.  

Staff Training 

DSLs should: 

• Update their formal training every two years 

• Update knowledge and skills at least annually (eg: meeting with other safeguarding 

personnel) 

• Provide regular updates to staff 

All other staff should: 

• Update their formal training every 3 years 

• Receive regular safeguarding and child protection updates at least annually. This 

includes re-reading this policy, confirmed by staff signature. 

Training completion for staff should be recorded and monitored by a DSL who should ensure 

it is renewed when needed. 

Recruitment 

Our recruitment procedures ensure that staff and volunteers are recruited safely and fairly, 

and that children and vulnerable adults’ safety is considered at every stage of the process.  

The recruitment process shall be planned in advance. A structured and consistent approach 

helps to minimise the risk of appointing someone unsuitable, and ensures the process is fair. 

The appropriate level of DBS (Disclosure and Barring Service) Check required for different 

roles within the St James Team shall be assessed in advance (i.e. Basic, Standard, or 

Enhanced Checks), and safeguarding responsibilities shall be highlighted in role descriptions. 

This is a vital first step towards keeping safe vulnerable people who have contact with staff 

and volunteers. 

When advertising a role that requires a DBS Check, the level required will be included in the 

advert and applicant information pack, which shall include a copy of this Policy and 

procedures.  

Depending on the role a self-disclosure form will be included in the application pack to give 
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potential candidates the opportunity to confidentially inform St James of any relevant 

criminal convictions, child protection investigations or disciplinary sanctions they may have 

their record. This would be required at short-listing stage only and does not replace the need 

for a DBS check required for a particular role. 

The form: 

• ensures applicants are aware that you are entitled to ask for this information 

• provides you with an opportunity to discuss and consider relevant information 

before findings from vetting and barring checks are received 

• helps deter unsuitable candidates and shows that you take safer recruitment 

seriously. 

Self-disclosure forms containing sensitive, confidential information should be submitted in a 

separate, sealed envelope marked 'Confidential' or through a secure, online system. 

Submitted forms shall be processed in accordance with St James’ policies and procedures on 

the retention, storage and destruction of records. 

Potential applicants should provide at least two references when applying for role and these 

shall be checked as part of the vetting process. References should be applicable to the role, 

particularly where it involves working with vulnerable people and/or children. 

Each candidate’s identity will be checked during the recruitment process. Online checks may 

also be carried out on shortlisted candidates where appropriate to identify any information 

that is publicly available online. Potential applicants shall be informed that they will be subject 

to an online search if shortlisted. 

Interviews to recruit people to work with children and vulnerable people will always be 

conducted face-to-face. All candidates are treated equally and asked the similar questions. 

Notes taken during the interview should be used to assist in assessing each candidate based 

on the same criteria. 

Where appropriate for the role, interview candidates should show that they are able to: 

• establish and maintain professional boundaries and professional integrity 

• establish and maintain relationships with children or vulnerable people 

• take action to protect a child or a vulnerable person. 

 

Any potential staff recruit will require a DBS check at a level appropriate to the role to ensure 

they have nothing on their record that is relevant to that role. 
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Roles and responsibilities of the DSLs  

The roles and responsibilities of the DSLs include: 

• to ensure that all St James Team members are aware of what they should do and 

who they should go to if they have concerns that a vulnerable adult may be 

experiencing, or has experienced abuse or neglect. 

• to ensure that concerns are acted on, clearly recorded and referred to HSC Adult 

Safeguarding team or emergency services as per local procedures and guidance. 

• to reinforce the utmost need for confidentiality and to ensure that St James Team 

members are adhering to good practice with regard to confidentiality and security.  

• to maintain an accurate register of all St James Team member basic police and DBS 

checks and safeguarding training.  

This St James Team member register will be reviewed by the Board risk management lead 

on an annual basis and the check of this recorded in the Board’s policy and procedures 

annual declaration. 

Should a DSL be unavailable then St James Team members should contact the HSC Adult 

Safeguarding Manager, HSC Safeguarding Team lead, HSC Named Nurse for safeguarding or 

in their absence, a duty social worker, directly. See page 20 for contact details between 

08:45-17:00 Mon-Fri. 

In the event of an emergency where a vulnerable adult may be at risk of significant harm 

outside of the above hours, Guernsey Police should be contacted 01481 725111 (ask for 

Public Protection Unit). 

If a member of the community, service user, or St James Team member feels unable to raise 

a concern with one of the DSLs then concerns can be raised with the President or a Vice 

President of St James or directly with the HSC Adult Safeguarding Manager. 

 

President:   Merise Wheatley – email: merise@stjames.gg 

Vice Presidents:   Stephen Ainsworth – email: prevert@cwgsy.net  

      Kate Swan – email: kate.rabey@icloud.com                             

Responding to people who have experienced or are experiencing abuse 

St James recognises that it has a duty to act on reports, or suspicions of abuse or neglect. It 

also acknowledges that taking action in cases of adult abuse is never easy. 

How to respond if you receive an allegation: 
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• Reassure the person concerned 

• Listen to what they are saying 

• Record what you have been told/witnessed as soon as possible • Remain calm and 

do not show shock or disbelief 

• Tell them that the information will be treated seriously 

• Don’t start to investigate or ask detailed or probing questions 

• Don’t promise to keep it a secret 

 
If you witness abuse or abuse has just taken place the priorities will be: 

• To call an ambulance if required 

• To call the police if a crime has been committed 

• To preserve evidence 

• To keep yourself, other St James Team members and service users safe 

• To inform the DSL 

• To record what happened in the Safeguarding referral form 

Confidentiality and Record Keeping 
 

All safeguarding and child protection matters are confidential. However, information sharing 

is vital to safeguard and promote the welfare of children and vulnerable people. Staff, 

Mentors, and volunteers must be aware that data protection is not a barrier to information 

sharing in the right context and situations.  

 

The Islands Safeguarding Children Partnership (ISCP) Information Sharing Guidance provides 

detailed guidance.  

• If a staff member / volunteer has concerns about a child or vulnerable person’s 

welfare, or believes they might be at risk of harm, they must share information as set 

out in this Policy  

• Organisations should share information as early as possible to help identify, assess 

and respond to risks or concerns about child safety and welfare  

• Staff should never promise a child or a vulnerable person that they will not tell 

anyone about a report of abuse   

• Organisations should normally discuss any concerns about a child or vulnerable 

person with parents/carers, including telling them where a referral is being made. 



 

11  

However, if the organisation believes that notifying parents could increase the risk to 

the child or exacerbate the problem, or lead to loss of evidence for a police 

investigation, advice should first be sought from MASH.  

 

In all safeguarding matters:   

• An appropriate level of confidentiality must be maintained, only involving those who 

need to be involved  

• What is shared should be relevant, accurate and proportionate to the sensitivity of 

the information and the circumstances   

• Security of information sharing must always be considered:  

o Conversations should take place in a way that means personal and sensitive 

information cannot be overheard   

o Any paper-based information should be enclosed in an envelope, clearly 

addressed to the intended recipient, marked as ‘Private and Confidential, to 

be opened by the addressee only 

o Electronic email sharing of sensitive child protection issues within the States 

of Guernsey, on a need-to-know basis, must be through Egress.  

o ESC’s Data Protection Officer can assist with any queries about sharing 

personal information regarding child safeguarding issues  

(data.protection@gov.gg) 

 

All concerns, decisions made (including about if and with who information is shared), the 

reasons for those decisions, and actions, should be recorded in writing.  

 

All records should be factual, accurate, relevant, up-to-date, secure (accessible only to those 

who need to know), and auditable. They should support monitoring, risk assessment and 

planning for children and enable informed and timely decisions about appropriate action to 

take.  

 

The person who raised a safeguarding concern should not retain copies of records 

themselves – they should be passed to a DSL for appropriate filing.  

 

Records should be retained in line with data protection guidance. If in doubt about recording 

requirements, staff should speak to a DSL.  
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Schedule 1: Child Safeguarding and Protection 

SOUND 
  

Sound is the name of the after-school programme where children between the ages of 11 

and 17 can attend at the St James premises. The programme offers education and 

mentorship in subjects such as (but not limited to) musical education, production, sound and 

lighting and graphic design. 

 

Sound works with young people and music leaders reflecting all backgrounds and all musical 

styles from classical to jazz, and from world through to urban and electronic music. 

Therefore, St James needs a pool of Music Mentors who reflect that wide range of music, 

backgrounds, and approaches to learning, to ensure we can offer both credible and 

meaningful feedback. 

 

At St James, the safety and wellbeing of all children and young people is a top priority. We 

follow the guidance set out in The Children (Guernsey and Alderney) Law 2008, which 

requires all organisations working with children to collaborate and share information to 

ensure they receive the support they need. This includes protecting them from harm, abuse, 

and neglect, as well as providing early help when needed. 

 

As an extracurricular programme in Guernsey, Sound follows the Child Protection Guidelines 

laid out in The Short Guide available at http://iscp.gg/ChildrenLaw, which highlight the 

shared responsibility we all have in keeping children safe. If we ever have concerns that a 

child may be at risk of harm or needs support, we will follow the correct procedures set out 

in the Child Protection Guidelines by contacting the Multi-Agency Support Hub (MASH)—the 

local safeguarding authority—to determine the best course of action. 

 

At St James, our team is trained to recognise signs that a child may need help and knows 

how to respond appropriately. Any concerns raised will be reported to one of our Designated 

Safeguarding Leads, who will liaise with the necessary external agencies when required. 

 

All members of staff and volunteers over the age of 16 that take part in Relevant Activities 

with children are required to provide the results of an enhanced DBS check. 

 

Definitions 
 

Abuse: Abuse is defined in the UK as any action that violates a person’s 
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human or civil rights. It can take many forms and involve a number of 

factors. It can occur anywhere, and the abuser could be a stranger, a 

carer, a family member or someone else in a position of trust. 

 

Safeguarding:  Safeguarding and promoting the welfare of children is defined for the 

purposes of this guidance as: 

• Protecting children from maltreatment 

• Preventing impairment of children’s health or development; 

ensuring that children grow up in circumstances consistent with 

the provision of safe and effective care 

• Taking action to enable children to have the best outcomes 

 
A Child: The Children Act 1989 defined any person under the age of 18 as a 

‘child’. In this document and in day to day communications the terms 

‘children’ and ‘young people’ are both used, recognising that older 

teenagers may prefer not to be referred to as ‘children’ although they 

are still children in the eyes of the law. 

 

Child Protection: Child protection is part of the safeguarding process. It focuses on 

protecting individual children identified as suffering, or likely to suffer, 

significant harm. This includes child protection procedures detailing 

how to respond to concerns about a child. 

 

Mentors: A person who gives a younger or less experienced person help and 

advice over a period of time, especially at work or school. Mentors 

could include volunteers and/or paid staff at St James.  

 

 Sound’s Mentors are a highly valued part of our work and play a vital 

role as the face of the organisation at events and beyond. Our 

Mentors are the ‘eyes and ears’ of Sound, feeding back on 

performance standards, making recommendations for progression 

opportunities, giving expert advice and contributing to the 

development of specific educational elements and resources. 

 

Developing young artists and technicians forms a vital part of our work 

and mentoring is central to this. Our Mentors are respected 

professional musicians and experienced music professionals working 

across the musical and related industry spectrum. 
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The attributes of a Sound Mentor should include:  

• Experience as a musician, performer, creator or associated music 

industry professional, with an interest in supporting young 

people. 

• Experience in an educational context. 

• A musician with varied experience of music-making with a range 

of groups, familiar with a range of learning styles. 

• Familiar with the music education sector. 

• Confident at speaking in public (for live events). 

• Someone with a positive attitude who prioritises encouragement 

and constructive support whatever the ability level. 

Legal Framework 
 

St James’ commitment to safeguarding aligns with national and local guidelines, including: 

• The Children Law 2008 (Guernsey and Alderney) 

• Keeping Children Safe in Education (UK, 2024) 

• Working Together to Safeguard Children (UK, 2024) 

• Prevent Duty Guidance (UK, 2023) 

• UN Conventions Rights of a Child 

Further information about child protection in Guernsey and Alderney can be found at 

http://iscp.gg 

 

Safeguarding at Sound 
 

Through Sound at St James we aim to create a safe, supportive, and inspiring environment 

where children can explore music and creativity with confidence! This is achieved through 

the application of St James’ Safeguarding Policy and Procedures. 

 

At St James, our team is trained to recognise signs that a child may need help and knows 

how to respond appropriately. Any concerns raised will be reported to one of our Designated 

Safeguarding Leads, who will liaise with the necessary external agencies when required. 

 

Our team recognises that some children may be more vulnerable to abuse or find it more 

difficult to express their concerns. For example: 

• a deaf child may not be able to express themselves or speak confidentially if they 

https://www.gov.gg/familycareandjustice#:~:text=The%20Children%20(Guernsey%20and%20Alderney,paramount%20in%20any%20decision%20making.
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.unicef.org.uk/what-we-do/un-convention-child-rights/
http://iscp.gg/
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need an interpreter 

• a child who has experienced racism may find it difficult to trust an adult from a 

different ethnic background 

• children with low self-esteem or mental health problems can be more vulnerable to 

bullying or abuse, as can gay, lesbian, bisexual or transgender young people, or any 

child who has a characteristic that marks them out in others’ eyes as ‘different’. 

 

Any member of staff or volunteer who is concerned about a young member’s or participant’s 

welfare, either outside the activity or within St James, should inform one of St James DSL’s 

immediately, in strict confidence. St James DSL’s will follow recommended guidelines on 

escalation contained within the Short Guide available at http://iscp.gg/ChildrenLaw.  

 

Any staff, mentors, or volunteer failing to comply with the Safeguarding policy or any 

relevant Codes of Conduct may be subject to disciplinary action. 

 

All staff, mentors, and volunteers are responsible for playing their part in safeguarding and 

promoting the welfare of children, including:   

• Acting professionally at all times 

• Endeavouring to ensure a safe environment in which children can learn. This includes 

acting to report/manage (as appropriate) any observed risks to health and safety 

posed by either the physical environment, or actions of adults or children  

• Undertaking child protection and safeguarding training appropriate to their role   

• Being familiar with this policy, and other policies and systems that are of particular 

relevance to safeguarding, as appropriate to their role  

• Being aware of signs and indicators of abuse and neglect, as well as specific 

safeguarding issues  

• Reporting, recording and passing any concerns or suspicions to a DSL as soon as 

possible, no matter how trivial they may seem; not assuming that someone else will 

act instead  

• Listening to children if they tell them about a safeguarding issue  

• Maintaining an appropriate level of confidentiality  

• Raising any concerns they may have about the St James’ safeguarding practices or 

about particular members of staff/volunteers  

• Supporting any (ongoing) action that might be appropriate, including working in 

partnership with other agencies, with the aim of improving the child’s situation.  
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The Head of Sound is trained as a Designated Safeguarding Leads: (DSLs), and is responsible 

for:  

• Ensuring St James’ Safeguarding and Child Protection Policy, which is subject to 

annual review, is applied to Sound activities 

• Ensuring all staff, casual supply workers, volunteers and mentors receive 

safeguarding and child protection induction, information and training appropriate to 

what they are doing  

• Ensuring opportunities are taken to make children aware about safeguarding and to 

develop the skills they need to recognise danger and know how and where to seek 

help.  

• Acting as the ‘Case Manager’ if an allegation of abuse is made against another 

member of staff or volunteer, where appropriate  

Good practice guidelines (children)  
 

St James aims to develop a culture within our organisation where both children and adults 

feel able to raise concerns, knowing that they will be taken seriously, treated confidentially 

and will not make the situation worse for themselves or others. 

 

These commonsense guidelines should be followed by everyone within St James: 

• Avoid spending any significant time working with children in isolation 

• Do not take children alone in a car, however short the journey 

• Do not take children to your home as part of your organisation’s activity 

• Where any of these are unavoidable, ensure that they only occur with the full 

knowledge and consent of someone in charge of the organisation or the child’s 

parents 

• Design training programmes that are within the ability of the individual child. 

• If you do have to help a child, make sure you are in full view of others, preferably 

another adult 

• Restrict communications with young people via mobile phone, e-mail or social media 

to group communications about organisational matters. If it’s essential to send an 

individual message, copy it to the child’s parent or carer. 

 

You should never: 
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• engage in rough, physical or sexually provocative games 

• allow or engage in inappropriate touching of any form 

• allow children to use inappropriate language unchallenged, or use such language 

yourself when with children 

• make sexually suggestive comments to a child, even in fun 

• fail to respond to an allegation made by a child; always act 

• do things of a personal nature that children can do for themselves. 

Mentors 

When working with children and young people you are advised to: 

• only contact participants via the sound@stjames.gg email 

• avoid using over-familiar language and try to copy in the child’s parent/carer 

• only communicate regarding organisational matters, not for social or personal 

contact.  

 

When using social media, it is recommended that Mentors: 

• do not allow young participants to follow or be friends with your personal account 

• set your privacy settings as high as possible on your personal account 

• challenge the way that young participants post or comment to you or others on social 

media if it is inappropriate 

• educate young participants about the boundaries between them and their Mentor. 

 
Parents 

Organisations such as St James are responsible for the content published on their sites, but 

parents must accept responsibility for their children’s access to and use of computers, 

tablets and smartphones. 

Online Safety: Websites and social media 
 

Any staff, mentors, or volunteers posting onto the Sound or St James website or social media 

must ensure that: 

• our guidance on use of images is followed: 

o Parental consent must be gained before publishing any photos or videos. If 

consent is not gained, confidentiality must be protected 

o Limited identifying information is to be published 

mailto:sound@stjames.gg
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o If unsure about the suitability of any image, a member of staff must be 

notified and give approval before posting 

o Clear and respectful language must be used and professionalism maintained 

o Content will only be posted to safe and appropriate platforms with the 

correct privacy settings. 

 

To protect children online, SOUND has guidelines for digital safety: 

•  Avoid unsupervised online interactions between staff and children. 

•  Monitor internet use during activities to prevent access to inappropriate content. 

•  Teach children about online risks, including cyberbullying, privacy, and safe 

communication. 

•  Encourage parents to supervise online activity outside of SOUND 

 

When using social media, it is recommended that staff, Mentors, or volunteers: 

• do not allow young participants to follow or be friends with your personal account 

• set your privacy settings as high as possible on your personal account 

• challenge the way that young participants post or comment to you or others on social 

media if it is inappropriate 

• educate young participants about the boundaries between them and their mentor. 

 

Anyone that is concerned about any information or posts should contact a DSL immediately. 

 

When working with children and young people Mentors are advised to: 

• only contact participants using the sound@stjames.gg email. 

• avoid using over-familiar language and try to copy in the child’s parent/carer 

• only communicate regarding organisational matters, not for social or personal 

contact 

 

When using social media, it is recommended that Mentors: 

• do not allow young participants to follow or be friends with your personal account 

• set your privacy settings as high as possible on your personal account 

• challenge the way that young participants post or comment to you or others on social 

media if it is inappropriate 
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• educate young participants about the boundaries between them and their mentor. 

 

Confidentiality and Record Keeping 
 

All safeguarding and child protection matters are confidential. However, information sharing 

is vital to safeguard and promote the welfare of children and young people. Staff, Mentors, 

and volunteers must be aware that data protection is not a barrier to information sharing in 

the right context and situations.  

 

St James’ Safeguarding and Child Protection Policy on confidentiality and record keeping 

shall be applied to Sound activities.  

 

Specific to Sound, electronic email sharing of sensitive child protection issues within the 

States of Guernsey, on a need to know basis, must be through Egress.  

 

Records relating to safeguarding issues should be retained in line with Education’s retention 

guidance.  

 

If in doubt about recording requirements, staff should speak to a DSL. Assistance can also be 

obtained from ESC’s Data Protection Officer, on data.protection@gov.gg 

 

The DSL’s should record summary details of all safeguarding concerns raised about Sound 

participants in a confidential and secure ‘Safety Concern Log’ to assist in keeping an overview 

of safeguarding across the venue.  

 

Confidential child protection information for an individual child should be held securely in a 

confidential and secure ‘Child Protection File’, accessible only the DSL’s. Each individual Child 

Protection File should include a summary chronology that is updated as events occur. Where 

the DSL starts a Child Protection File in respect of a new joiner, the DSL should ensure key 

staff are aware as required. 
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Schedule 2: Adults at Risk 

Adults at risk are defined as: 

• People aged 18 or over 

• People who are receiving or may need community care services because of learning, 

physical or mental disability, age, or illness 

• People who, on account of the above, may be unable to take care of him or herself, 

or unable to protect him or herself against significant harm or exploitation. 

St James has launched two services to improve accessibility to events and performances for 

those individuals who find it difficult to attend: 

- Connect and Celebrate – in partnership with Health Connections. This initiative is 

designed to combat social isolation by removing financial, isolation and transport 

barriers that prevent vulnerable people from participating in community events that 

bring joy, meaning, and connection. Health Connections' volunteer drivers will 

transport attendees to and from events and act as chaperones, offering support and 

friendly company throughout. St James’ volunteer duty managers/stewards will be 

required to accompany the attendee whilst the volunteer parks their car. The 

volunteer will not be alone with the attendee. 

- Streaming and on demand video service - in partnership with On Screen Creations. This 

initiative is designed to offer the opportunity for those individuals who cannot attend in 

person to be able to watch concerts at St James live, or on demand, at no charge. This 

will include States and private care homes and individuals, with an outreach and 

education phase to show individuals and multi occupancy residences how to access the 

streams and recording. The outreach and education will be provided by staff of On 

Screen Creations. 

 

These initiatives are recognised as Relevant Activities which require a policy and guidelines 

to be in place at St James in respect of the safeguarding of adults at risk, to ensure the 

welfare and protection of any person who accesses these services (“service users”). 

 

St James Team members who provide support to users of the Connect & Celebrate service 

will be required to provide a basic Guernsey police check and undertake level 1 safeguarding 

training. Alternatively, a current enhanced DBS certificate and/or evidence of recent 

safeguarding training in respect of their employment or other voluntary activities will be 

accepted.  

St James Team members who provide support to users of the Streaming service will be 
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required to provide an Enhanced Disclosure and Barring Service disclosure and undertake 

level 2 safeguarding training. 

Raising an Adult Safeguarding Concern (Alert) 

All situations of abuse or alleged abuse will be discussed with one of the DSL. If a member of 

the community, service user or St James Team member feels unable to raise this concern with 

one of the DSLs then concerns can be raised with the President or a Vice President of St James 

or directly with the HSC Adult Safeguarding Manager. The alleged victim will be told that this 

will happen. This stage is called the alert. 

If it is appropriate and there is consent from the individual, or there is a good reason to override 

consent, such as risk to others, a referral (alert) will be made to HSC Adult Safeguarding 

Manager. 

If the individual experiencing abuse does not have capacity to consent a referral will be made 

without that person’s consent, in their best interests. 

The DSL may take advice at the above stage from the HSC Adult Safeguarding Manager and/or 

one of the HSC Adult Safeguarding Lead managers and/or other ‘advice giving’ organisations 

such as Police. 

All alerts made by telephone calls to: PEH Switchboard 725241 Available: Monday, to Friday 

8.45 am-17.00 should be followed up in writing to the HSC Adult Safeguarding manager 

outlining concerns using an Adult Safeguarding Inter- Agency Alert form (see link below). 

• Guidance on raising a concern  

• Form to raise a concern 

This should be emailed securely to HSC Safeguarding Manager at Perruque House Admin@ 

gov.gg with ‘Adult Safeguarding Concern’ as the subject line or sent by secured post in a 

double envelope – marked strictly confidential. 

In an emergency situation, outside of these times please contact the Guernsey Police. Guernsey 

Police: Phone: 01481 725111 (ask for Public Protection Unit) 

See gov.gg safeguarding for more information https://www.gov.gg/Adult-Safeguarding 

 

Suspected or actual abuse 

• Establish if it is an immediate threat or if a crime has been committed. 

• Inform the DSL or their deputy. 

• Contact Police or Emergency Services 

http://www.gov.gg/Adult-Safeguarding
http://www.gov.gg/Adult-Safeguarding
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• Send alert to HSC Adult Safeguarding manager / safeguarding team lead via 

telephone and then using Alert 

• The HSC Adult Safeguarding Manager or a Safeguarding Team Lead (a designated 

Team Manager from HSC Adult Community Services) will then decide if the 

safeguarding process should be instigated or if other support/services are 

appropriate. Feedback will be given to the person who raised the Adult Safeguarding 

alert as soon as practicable. 

• If the Adult Safeguarding Manager or lead decides the safeguarding process needs to 

be instigated this will then lead to the implementation of the next stages of the HSC 

Adult safeguarding Policy and Procedures. This may include discussion at the Multi 

Agency Safeguarding Hub (MASH) for adults. 

• The DSL will have an overview of this process so they can explain it to the person 

concerned and offer all relevant support to the person and process. This could be 

practical support e.g. providing a venue, or information and reports and emotional 

support. 

• Information should be provided to the individual. This could be about other sources 

of help or information that could enable them to decide what to do about their 

experience, enable them to recover from their experience and enable them to seek 

justice. 

 

St James will work within the guidelines and current legal framework for reporting and 

managing allegations against St James Team members. 

 

The St James Adult Safeguarding policy and procedures will be available to service users and 

their carers/families. 

Recording and managing confidential information 

St James is committed to maintaining confidentiality wherever possible and information 

around Adult Safeguarding issues should be shared only with those who need to know. For 

further information, please see St James privacy policy. 

• All allegations/concerns should be recorded securely where Adult Safeguarding 

concerns will be recorded. The information should be factual and not based on 

opinions, record what the person tells you, what you have seen and witnesses if 

appropriate. 

• The information that is recorded will be kept secure and will comply with Guernsey 

Data Protection Law 2017. 

• This information will be secured in a locked filing cabinet/ or SharePoint safeguarding 
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folder in the organisation. 

• Access to this information will be restricted to the DSL 

Disseminating/Reviewing policy and procedures 

The Adult Safeguarding Policy and Procedures will be clearly communicated to St James Team 

members and service users. The DSL will be responsible for ensuring that this is done. 

 
The Adult Safeguarding Policy and Procedures will be reviewed annually by the Lead DSL and 

the Board Risk Management Lead. The DSL will also ensure that any changes are clearly 

communicated to St James Team members.  
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Appendix 1 Sound 
Registration Form 

 

 

Child’s Details: 
 

First Name: 

            Registration Form 

 

Registration Form 

 
                                      Surname: 

Preferred 
Name: 

 
DoB: 

 
Address: 

 

 
Postcode: 

 

Contact 
Number 1: 

 
School: 

Contact  

Number 2: 

 
Gender:

 
Does your child have any Medical Conditions or allergies we need to know about: YES / NO 

If yes, please 
elaborate: 

 
 
 

 

Child’s 
Doctor: 

Phone Number: 

 
Does your child have any behavioural issues we need to know about: YES / NO 

If yes, please 
elaborate: 

 
 
 

 

Emergency 
Contact 
Name: 

Relation to 
Child 

Emergency 
Contact Number: 

My child will be able to leave the premises on their own: YES / NO If 

No, please give us the contact details of who will be fetching them: 

Phone 
Name: Number: 
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Media Consent 

To support our promotional and fundraising activities, we regularly take photos and record films of young people. 

I am happy for Sound to take photos/films of my child.      (Required) YES / NO 

Do you consent to pictures of your child being used on SOUND’s social media pages?  YES / NO 

 

Parent’s Details: 

 
Full Name: 

 
Contact Number: 

 

 
I have seen and agree to the SOUND Terms and Conditions: YES / NO 

Declaration 

By selecting ‘Yes’ below, I (parent/guardian), confirm that all the information provided in this form is true, complete, and accurate. 

 
Yes, I agree No, I disagree 

 
 
 

 
Parent’s /Guardian’s Name: 

 
Parent’s /Guardian’s Signature: 

 
 
 
 
 
 

 
Date: 

 
 

Anyone attending either the drop-in sessions or evening shows has to adhere to the Sound House rules (see next page). By signing this document 

you acknowledge these rules on behalf of your child. Any breach of the rules will result in a ban from the facility, the length of which is 

dependent on the infraction. 

These rules are explained during the Sound Induction that all users of the facility undertake. 
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Sound House Rules 

• Sound has restricted access, with parental consent required to use the facility. 

• No food or drinks can be brought onto Sound, free water is available, and you can 

bring your own bottle. 

• Attendees may have their pockets and bags checked for food, drinks or other 

prohibited items. 

• Attendees may be asked to blow into a breathalyzer if there is a concern they have 

consumed alcohol. 

• Smile, you are on camera. We have CCTV throughout the facility to ensure the safety 

of users and staff. 

• No stealing 

• No damaging of equipment or building. 

• Anyone found with Vapes will be reminded not to vape in the venue. Anyone found 

to be vaping inside the venue will have their vape confiscated and not returned. 

• No re-entry. Even if your parents allow you to leave without them, if you leave during 

an event or drop in session you will not be allowed to re-enter, unless there are 

exceptional circumstances. 

• Sound is a safe and secure environment for creative expression. Any abusive or 

intolerant behaviour will not be tolerated. 

• No hoods are allowed to be worn in the venue 

• Please report any inappropriate behaviour. If anything or anyone is making you 

uncomfortable, please speak to a staff member immediately. 

• ABSOLUTELY no alcohol or drugs allowed on the premises 

• This is not a school and we encourage individuality and creative expression. You are 

here to help us make the rules and uphold them. Be mindful, courteous and 

respectful of each other at all times. 

• At drop-in sessions, please make sure you have your lanyard on you at all times  

• Leave the room in the same state you found it. 

• If something isn’t working, don’t try fix it yourself. Speak to someone who can help 

sort it out.  

• PLEASE respect the equipment and report anyone who is not 

• Do not use anyone else’s equipment without asking first 

• DO NOT TOUCH the Front of House equipment without prior permission 


