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At HDS, everything that we do is focussed on providing a safe environment for our 
students.  We recognise our duty for safeguarding and protecting children from 
abuse, as defined in the Children Act 2004, the Education Act 2002 and The Children 
(Performances and Activities) (England) Regulations 2014. 
 
All staff and volunteers at HDS share an objective to help keep children and young 
people safe by: 
 

 Providing a safe environment to learn in 

 Creating an environment which encourages children to develop a positive self 
esteem regardless of race, language, religion, culture or home background 

 Identifying and responding to children and young people in need of support 
and/or protection 

 Supporting children’s development in ways which will foster a sense of self 
esteem and independence 

 Fostering a learning environment in which every pupil feels valued and able to 
articulate their wishes and feelings in an atmosphere of acceptance and trust 

 Working within the guidelines of the Kent Safeguarding Children Board and the 
Council of Dance Education and Training 

 Contacting Social Services to seek advice or make a report for any situation 
which affects a child’s wellbeing. 
 

Staff and recruitment: 
 
The member of staff responsible for Safeguarding Children and Child Protection 
issues, known as the Child Protection Co-ordinator, is Anne-Marie Maple (Hereafter 
referred to as the CPC).  This person will: 
 

 Ensure their knowledge of current Safeguarding policies is continually kept up 
to date 

 Update our Child Protection & Safeguarding Policy as necessary, and train staff 
in any changes made 

 Advise all staff and volunteers on best practice in regard to this policy 

 Train new staff on their duties for safeguarding and child protection 

 Agree incident reporting procedures 

 Keep records of incidents and reports, together with any other relevant 
information 

 Report incidents to the Statutory Authorities where appropriate and ensure 
that appropriate information is available at the time of referral and that the 
referral is confirmed in writing, under confidential cover 

 Ensure that individual case records are maintained of any complaint, injury or 
action taken by the organisation 

 



We are dedicated to ensuring students at HDS are kept safe whilst in our care.  As a 
result, we will ensure that all of our employed and contracted staff and volunteers  
will: 
 

 Undergo an Enhanced Disclosure and Barring Service (DBS) Check (Previously 
CRB check).   

 Undergo a face to face interview, be asked to bring identity proof with them, 
and will be asked to bring documents confirming any educational and 
professional qualifications relevant to the position. 

 Take all reasonable steps to protect children from hazards. 

 Take all reasonable steps to prevent abuse of children in contact with anyone 
within the organisation. 

 Report any incident or suspicion of abuse to the CPC who will take further 
action, regardless of whether the abuse is suspected to have taken place inside 
or outside of HDS.  

 Ensure that they are adequately insured to protect against claims of 
negligence, this will be through their own personal insurance if acting as a self-
employed contractor. 

 Promote, demonstrate and incorporate the values of fair play, trust and ethics 
throughout their activities. 

 Undergo on-going training and supervision to ensure they are adequately 
supported in their duties and responsibilities. 

 
HDS staff should: 
 

 Behave professionally 

 Listen to children 

 Treat everyone with respect 

 Communicate at an appropriate level 

 Be aware of policy and procedures 

 Report any suspicions within our guidelines 

 Be aware, approachable and understanding 

 Ensure that their activities start and end on time 
 

And should not: 
 

 Harm a child or frighten a child 

 Touch inappropriately 

 Use inappropriate language 

 Threaten, shout or be aggressive 

 Force a child to do something they do not want to do 

 Mistreat, demean, ignore, or make fun of a child 

 Show favouritism to any one individual or groups of individuals 



 Let a child expose him/herself to danger 

 Make racist, sexist or any other remark which upset or humiliate 

 Take photos of children without permission 
 

Outside of HDS, our staff should not: 
 

 Offer lifts to an HDS student.  Where there are exceptions to this rule, such as 
an emergency where not giving a lift may place a student at risk, the 
circumstance should be recorded and reported to the Principal and the 
student’s parents. 

 Have personal electronic communication with HDS students or parents.  This 
includes giving out their own mobile number or asking for a student/parent’s 
mobile, any telephone communication not through the HDS landline (01227 
636773), being ‘friends’ with or following students or parents on social 
networking sites.  The exception to this is that staff may email 
parents/students using their official HDS account 
(name@haslanddancestudios.com) as these emails can be monitored at all 
times, and students/parents can be contacted/mentioned on social networking 
sites through the official HDS accounts only. 

 Engage in extra curricular services such as any other dance teaching to our 
customers, babysitting, etc. 
 

 HDS staff are advised not to socialise with parents or students outside of 
working hours except at HDS-organised social events.  

 
Dismissal/disciplinary action against staff members: 
 
Our staff have a strict duty never to subject any child to any form of harm or abuse.  
Failure to adhere to this will be treated as gross misconduct.  HDS will report to the 
DBS within one month anyone who is dismissed from our employment, or resigns in 
circumstances that would have resulted in dismissal for reasons of child protection 
concern, as required by law.   We apply the same approach to any contracted 
teaching staff.  
 
Training: 
 
All employed and contracted staff will undergo HDS training to ensure they fully 
understand their responsibilities regarding Safeguarding and Child Protection issues.  
This training includes: 
 

 Their duties and expected behaviour with regard to children 

 How to recognise the indicators of abuse 

 Understanding the different types of abuse: Physical, Emotional, Sexual and 
Neglect. 
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 Understanding the local authority guidelines which HDS follows. 

 Understanding how to react to, report and record suspicions of abuse. 
 
Listening to and recording information: 
 
All HDS staff and volunteers are fully trained on how to respond to a child’s disclosure 
of abuse, to include: 
 

 Showing acceptance of what the child is saying 

 Keeping calm and reassuring the student 

 Not asking leading questions or making suggestions 

 Explaining that you cannot keep it a secret and will have to share this 
information in order to help 

 Ensuring the child’s immediate safety 

 Immediately recording the information that was given in writing in an 
objective manner, using the exact language used by the child where possible 
(i.e. not translated into ‘proper terms’), and recording any observed 
injuries/bruises on a Body Map.  The record should be signed and dated. 

 Immediately passing on this record to the CPC for further action 
 
All records will be kept centrally and securely by the CPC and shared on a ‘need to 
know’ basis only. 
 
The CPC will then take the following action within 24 hours: 
 

 Assess any urgent medical needs of the student and consider whether the 
student has suffered or is likely to suffer significant harm. 

 Check whether the student is currently subject to a Child Protection Plan or has 
previously been subject to a plan. 

 Check whether any previous concerns have been raised by staff. 

 Seek advice from the Kent Safegurding Children Board. 

 Contact the police/social services if advised to do so, follow up any verbal 
reports in writing. 

 If an allegation is made about a member of staff, consider suspension of that 
person whilst investigations are made. 
 

Self Harm & Eating Disorders: 
 
If a member of staff suspects a student is self-harming or has an eating disorder, the 
following process will take place: 
 

 Staff member will inform CPC immediately, detailing their concerns/suspicions. 

 CPC will make an initial written record of what the staff member has told them. 



 The parent will always be the first port of call in these situations, unless in 
extreme cases where there are additional issues to consider such as abuse, and 
the Kent Safeguarding Children Board advises the parent should not be 
contacted. 

 In these cases, the normal action would be taken as with any other abuse case. 

 In all other cases, the CPC will phone/meet with the parent to discuss their 
concerns. 

 In most cases, the parent is already aware of the situation, and HDS will agree 
to take no further action if they believe that the case is being dealt with 
sufficiently by the family and other professional organisations, such as the 
student’s school.  Examples of what we consider to be being dealt with 
sufficiently would include the parent/school arranging counselling for the 
student.  In these situations, we would encourage the parent/student to come 
to us if they require any further help or support in the future. 

 If the parent is not aware and the school have not taken action, HDS will work 
with the parent and external bodies to ensure the correct plan is put in place to 
protect and help the student. 
 

Informing parents: 
 
HDS is committed to building trusting and supportive relations between the students, 
parents and staff.  Parents are normally the first point of contact if we have a 
suspicion of abuse, and they will be contacted at the same time as the report is made.  
The only exception to this is where the guidance of the Kent Safeguarding Children 
Board does not allow this, which will usually be the case if the parent is the likely 
abuser.  In these cases the investigating officers will inform parents. 
 
Appropriate physical contact in Dance training: 
 
Teaching Dance is a physical activity and appropriate physical contact between 
students and their teachers in class is essential to training.  All parents are asked to 
indicate they understand this on their registration forms on enrolling their child at 
HDS.  Contact within a class situation may include the following: 
 

 Teachers will use their hands, and occasionally a foot or knee, to illustrate a 
concept to a student or to adjust parts of a student’s body. 

 Correct posture for dancing often requires adjusting the rib-cage and the 
buttock area simultaneously, it is sometimes necessary to touch the inner 
thigh. 

 In choreographic teaching, teachers demonstrate positions and movements to 
the students by moving parts of the students’ bodies and by moving dancers in 
relation with each other; this often involves a good deal of contact with 
students. 

 



HDS understands that such physical contact is a potentially complex area and also 
fully recognises its responsibilities for safeguarding students and teachers and 
protecting their welfare.  Therefore, the following procedures are in place to protect 
our students: 
 

 Contact by the teacher is made with particular awareness of the needs of each 
individual, and for the sole purpose of assisting the student in correct 
placement. 

 All teachers will treat any physical contact with due sensitivity and care. 

 Contact will not involve force or the use of any instrument. 

 Teachers and students should feel free to report any concerns to the CPC. 
 
HDS staff, volunteers and student helpers may be required to undertake tasks of a 
personal nature for our youngest students, for example, assisting with dressing and 
visits to the toilet.  In performing these tasks staff/helpers should be responsive to 
the child’s reactions.  In the case of taking a young child to the toilet, the staff 
member/helper should always leave the door slightly ajar.  Staff/helpers should not 
undertake tasks of a personal nature for a child that the child is capable of doing 
themselves. 
 
Collecting students: 
 
Children up to Grade 1 age will only be released from the studio by a teacher if their 
parent/guardian is waiting for them.  Children who do not have a parent ready to 
collect them will be taken by the teacher to Reception, where the Receptionist on 
duty will look after them until collection by their parent/guardian. 
 
Students in Grade 2 and over will be released from their studio, but the Receptionist 
on duty will monitor that they are collected by a parent/guardian, unless old enough 
to walk to the car/home on their own. 
 
Parents should make HDS aware of any family/social circumstances whereby we 
should be particularly vigilant regarding collection of a student. 
 
It is the parents’ responsibility to ensure students are collected promptly at the end 
of class.  This is particularly important at the end of the evening.  A member of staff 
will always stay with a student who has not been collected at the end of the evening, 
however, we reserve the right to charge parents for any additional time worked by 
staff during their wait.  Where a student is not collected and staff are no longer able 
to care for the student, HDS will call the social services department. 
 
Photography/Filming: 
 



Parents are asked to give permission for HDS to photograph/film their children when 
enrolling their children at HDS.  Where permission is given, this will be done under 
the following conditions: 
 

 Only cameras belonging to HDS will be used to photograph/film students and 
not those personally owned by staff or parents.  These pictures/footage will 
only be published through official HDS channels e.g. HDS website, Facebook 
page, marketing material and not published personally by any member of staff. 

 Under a teacher’s supervision, and where they deem it to be a genuine learning 
tool, they may film students performing a dance using a student’s own mobile 
phone.  This can then be shared as appropriate, based on parents discussing 
appropriate use of social media with their children.  If parents are unwilling for 
their child to be filmed in these circumstances, they should notify HDS who will 
ensure this doesn’t happen. 

 In private lessons, with the teacher’s permission a parent can record their child 
performing a dance for rehearsal purposes.  There should be no other children 
in the studio when this happens and/or the teacher should ensure the parent 
only captures footage of their own child. 

 Where third parties are invited to film/photograph students, e.g. at 
shows/events, HDS will ensure these professionals have undergone the 
required DBS checks and follow our safeguarding policies. 

 A strict ‘no photography’ policy will be in place at all HDS shows and events in 
backstage areas/changing rooms.  The only exception to this is when there is 
more than one chaperone in the room, using an official HDS device, or a 
student’s own phone, with all students in the room fully dressed in costume. 

 Where parents are invited in to watch class, they will be asked in advance to 
notify us in writing if they wish their child not to be filmed/photographed by 
other parents filming/photographing the class. 


