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1.1 Statement of values and principles​
 
ATLAS Arts believes that a child or young person should never experience abuse of any 
kind. It is our policy to ensure that all participants in workshops, projects, events and other 
ATLAS activities are protected from harm whilst taking part. 
 
In order to achieve these safeguards, ATLAS Arts requires all staff, including the board of 
trustees, paid staff, volunteers, artists and anyone working on behalf of ATLAS Arts working 
with children and young people to read and understand this policy, and follow the code of 
good practice (1.6). 

In particular, as an organisation we are committed to ensuring:  

-​ children’s and young people’s rights to care and protection from harm in any 
form are firmly upheld as outlined within United Nations Convention on the 
Rights of the Child (UNCRC)  

-​ we fulfil our legislative duties related to safeguarding, including child 
protection;  

-​ the interests of all ATLAS Arts staff are safeguarded as they go about their 
work and engage with participants of all ages; and  

-​ all staff and board within ATLAS Arts, including freelance and temporary staff, 
are suitably trained in how to respond to safeguarding matters.  

This policy provides the framework within which ATLAS Arts staff, individually and 
collectively, can understand their responsibilities in relation to safeguarding, child protection 
and promoting the welfare of children (1) and adults at risk (2).  
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1.2 Policy Statement ​
​
ATLAS Arts is committed to safeguarding all children and adults at risk that come into 
contact with our work. We endeavour to promote the highest standard of care and have 
developed this Safeguarding Policy to support personnel (whether employed or freelance) 
putting into practice our organisational commitment.  

We believe that the welfare of children and adults at risk is paramount:  

-​ All children and adults at risk have an equal right to protection from abuse and to be 
kept safe from harm, regardless of their age, race, religion, nationality, ability, 
gender, language, or sexual orientation/identity.  

-​ All suspicions and allegations of abuse should be taken seriously and responded to 
swiftly and appropriately.  

-​ All activities involving children and adults at risk should be managed in an 
exemplary manner, with consideration given to risk assessments and risk 
management as a routine aspect of our work.  

-​ Directors, board members, staff, volunteers, contractors and partners should be 
clear about their responsibilities and know how to respond appropriately, supported 
by good practice in recruitment and procurement.  

-​ ATLAS Arts is committed to sound selection and recruitment procedures and good 
practice for all individuals working with the organisation whether in a paid or 
voluntary capacity.  

-​ ATLAS Arts will ensure that individuals will receive support through education and 
training, to be aware of and understand best practice and how to manage any 
welfare issues which may come to light.  

-​ ATLAS Arts recognises the needs of minority ethnic groups, disabled children and 
other hard to reach children. We recognise that they may face barriers in terms of 
communication and access that we need to overcome in order to ensure their 
safety. We will use specialist policies accordingly, e.g. SEND (Special Educational 
Needs and Disabilities) sector.  

-​ ATLAS Arts recognises that it is not the responsibility of Directors, board members, 
staff, volunteers or contractors to determine or investigate if abuse has taken place, 
but it is their responsibility to report any concerns.  

-​ ATLAS Arts is committed to embedding and promoting safeguarding throughout the 
organisation at every level of operation.  

-​ All ATLAS Arts Trustees are required to maintain active PVG membership as part of 
our safer recruitment and governance responsibilities.  

This policy establishes the roles and responsibilities of everyone who works for ATLAS Arts 
in relation to the protection of children, young people and adults at risk with whom their work 
brings them into contact.  

We will endeavour to safeguard children and adults at risk by:  

-​ Valuing them, listening to and respecting them.  
-​ Adopting this policy and adhering to our associated policies and procedures.  
-​ Ensuring all necessary checks are made in the recruitment of all ATLAS Arts 

workers, including trustees, staff, volunteers and contractors.  
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-​ Ensuring the appropriate permissions and risk assessments are completed and that 
effective risk management procedures are in place and signed off by the 
Designated Safeguarding Leads (DSL).  

-​ Sharing information about our safeguarding and child protection procedures with 
children, parents, partner organisations, schools, ATLAS Arts staff, Directors, board 
members and contractors so that roles and responsibilities are clear. 

-​ Reporting disclosures and other concerns to agencies with responsibility for children 
and young people, involving children, partner organisations, school staff and 
parents appropriately.  

-​ Providing effective management of staff and volunteers through supervision, 
support and training.  

-​ Maintaining up to date knowledge on best practice, current and forthcoming 
legislation and procedures.  

-​ Embedding and promoting child protection and safeguarding throughout the 
organisation and partnerships.  

-​ Providing information, guidance and training for all ATLAS Arts workers 

1.3 Definitions ​
​
Differing legal definitions of the age of a ‘child’ can be confusing. The priority is to ensure 
that a protected young person who is or may be at risk of harm is offered support and 
protection. References within this policy to children are intended to refer to children and 
young people up to the age of 18 years. 
 

Child: Anyone under the age of 18  
Young person: There is not a set description of a young person 
and many different criteria might be placed on this. Where a young 
person between the age of 16 and 18 requires support and 
protection, services will need to consider which legal framework 
best fits each persons' needs and circumstances. 
Adult: This is anyone over the age of 18 regardless of their 
mental capacity. 
An Adult at Risk:  is unable to safeguard their own wellbeing, 
property, rights or other interests, and 

-​ is at risk of harm 
-​ and because they are affected by disability, mental disorder, 

illness or physical or mental infirmity, are more vulnerable to 
being harmed than adults who are not so affected 

 

1.4 What do we mean by Child Protection and Safeguarding?  
  
Child Protection - The processes involved in consideration, assessment and planning of 
required action, together with the actions themselves, where there are concerns that a child 
may be at risk of harm from abuse, neglect or exploitation.  

Safeguarding - Safeguarding involves protecting children, young people and adults at risk of 
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harm from abuse, neglect, and exploitation. This is a much wider concept than child 
protection. It encompasses protecting from maltreatment, preventing impairment of their 
health or development, ensuring that they are growing up in circumstances consistent with 
the provision of safe and effective care, and taking action to enable all children, young 
people and adults at risk to have the best outcomes. Child protection is part of this definition 
and refers to activities undertaken to prevent children suffering, or likely to suffer, significant 
harm.  

We have a distinctive approach to safeguarding in Scotland linked to Getting It Right for 
Every Child (GIRFEC) which promotes action to improve the wellbeing of every child and 
young person. 

1.5 Roles, responsibilities and Designated persons 

ATLAS Arts Designated Safeguarding Leads (DSL)  

Everyone has a part to play in children's welfare and keeping them safe from abuse or 
neglect. If you have concerns that a child may be being neglected or abused - don't keep it 
to yourself, no-one will criticise you for reporting any concerns. Speak to the ATLAS Arts 
DSL in the first instance (see below) or if you are in another setting e.g. a school or arts 
organisation speak to the person who has lead responsibility for child protection there.  

The DSL will not be expected to be a child protection expert, but will be a channel for 
information. They will not be expected to deal with any child protection issues on their own. 
The DSL will ensure that all staff, volunteers and partners of ATLAS Arts receive copies of 
policies and procedures in relation to the safety and protection of children, young people 
and adults at risk.  

The DSL will establish an incident log (Appendix 5, Page 19) where they will record any 
reported incidents or breach of Safeguarding policies and procedures. This will be kept in 
a secure place and its contents will be confidential.  

 

ATLAS Designated Safeguarding Leads:  
Director: Ainslie Roddick ainslie@atlasarts.org.uk  
The School of Plural Futures Lead Artist: Emmie McLuskey emmie@atlasarts.org.uk 

 
What is expected from Staff and Contractors  

We expect everyone who represents ATLAS Arts (Directors, board members, staff, 
volunteers, contractors and partners) to have read, understood and adhere to this policy 
and other related procedures. ​
 

1.​ Make sure you have read this policy  
2.​ Make sure you are aware of the signs of possible abuse. (see Appendix 1)  
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3.​ Make sure you know what to do if a child discloses abuse to you.  
4.​ Make sure you know who to contact if you suspect abuse and who the 

Designated Safeguarding Lead (DSL) is. 
5.​ Make sure you carry out a risk assessment for all activity with children and 

young people using the templates and training provided.  
6.​ Make sure you have effective risk management and reporting systems in place 

for all activity with children and young people.  
7.​ Make sure you always follow-through on our values and commitment to keep 

children and young people safe from harm.  

For information, please find Guidance Notes on Bullying and Good Practice Guidelines in 
Appendices 2 and 3.  
  
1.6  Code of Practice​
 
At the heart of good practice in protecting children lies an understanding of their rights. 
There are four key principles that underpin our work with children and young people:  
 

1.​ The best interests of the child must always be a primary consideration 
2.​ All children and young people should be treated fairly and with dignity and 

respect  
3.​ All children and young people have the right to protection from all forms of 

harm, abuse, neglect and exploitation  
4.​ All children and young people have the right to express their views on matters 

that affect them.  

All ATLAS Arts’s work and projects with children and young people should;  

-​ Remember to ensure child protection measures are in place - safeguarding of 
participants must be considered in advance and discussed with the leadership 
team to ensure age-appropriate measures are in place.  

-​ Always seek consent – we must provide children and young people with a 
tailored information and gain consent ahead of starting the engagement work 
(or ensure this is in place via the school or youth group). This will be 
project-specific and will reflect the capacity of participants. From participation 
to the use of images, consent may vary. Assessing this via risk assessment is 
a helpful way to tailor for specific events. 

-​ Ensure the participation activity is necessary and meaningful - it should never 
just be a quick tick-box exercise.  

-​ Work with children and young people to co-design all participation and 
engagement activities that they are involved in, whenever feasible - if working 
in schools or a youth setting, allow enough time to coordinate with the staff 
there, to ensure they are fully informed and committed  

-​ Develop a clear and concise project plan - this should include robust risk 
assessment, taking into account the specific needs of children and young 
people. Plan the method to suit the needs and interests of the individual 
children and young people involved. Consider creative and engaging activities 
that account for different learning styles.  
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-​ Ensure children and young people have the information they need to be able 
to make informed choices about whether they want to be involved and if so 
how - research the support needs of the group of young people taking part. 
Focus on identifying and overcoming barriers to participation 

-​ Consider fully the social and emotional impact of taking part - ensure that the 
team involved have considered and put in place meaningful support for the 
young people throughout and beyond the duration of the project. Bear in mind 
this may include linking in to other services as appropriate and working with 
support staff who already have an established relationship with the 
participants. Ensure that all staff have a realistic understanding of the 
challenges involved.  

Children and Young People should agree to our Code of Conduct for each session / project 
they participate in. This is;  

●​ We will listen to each other  
●​ We will value and respect other  
●​ We will respect difference and diversity  
●​ We will work together 

 
1.7 Project planning, supervision, risk assessment and risk management 
 ​
Projects managed by ATLAS Arts will be delivered in line with the organisation’s 
safeguarding procedure, which will be agreed in advance of the project with the DSL. The 
Director will ensure relevant health and safety; risk assessment and insurance measures 
are taken; and the relevant event lead (see below) should make the risk assessment, gather 
documentation such as parent/carer permission, emergency contacts, medical details and 
photography permission.  
 
Event and project leads​
 

●​ Gaelic programming: Elidh Mackenzie / events programmed by Eilidh 
●​ Making Publics Press: Katharine Barrington  
●​ The School of Plural Futures: Emmie McLuskey (also DSL) 
●​ Culture Collective: Culture Collective coordinator 
●​ Ainslie Roddick: any events programmed/led by Ainslie alone 
●​ Rest of programme: Producer 

Project leads are responsible for ensuring the appropriate risk assessment is in place for 
ATLAS events or projects involving children or at Risk groups. This should be signed off by 
the Director (where necessary in collaboration with partners). This will cover health and 
safety and safeguarding issues and clearly identify responsibility for all issues. All staff and 
volunteers involved in the project will be given copies of the risk assessment and made 
aware of any issues and their own responsibility. The Director will ensure that all Enhanced 
Disclosure checks for staff and volunteers has been carried out where deemed necessary.  

The event lead or responsible adult at each site of any ATLAS Arts will complete an incident 
from in the accident book for the purpose of injury or any other significant incident, as per 
general health and safety policy.  
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Risk assessment in relation to child protection 
 
The principle of risk assessment is to consider: 

 
●​ The practical details of a project 
●​ Things that could go wrong in a project 
●​ The likelihood of things going wrong 
●​ Impact of these things going wrong 

​
Once this is done: 

 
●​ You can identify measures to reduce the risk 
●​ You can decide what to do if things go wrong 
●​ You can allocate roles to monitor and manage child protection 

​
Partnership Projects ​
 
Where projects are delivered by ATLAS Arts partner organisations, the lead ATLAS Arts 
staff member will ensure that the project will be delivered in line with the partner’s 
safeguarding procedure. The DSL will ensure that a project agreement will also confirm that 
each partner is responsible for the Enhanced Disclosure checking of all staff and volunteers 
supervising activity; ensuring the relevant health and safety, risk assessment and insurance 
measures are taken; and gathering documentation such as parent/carer permission, 
emergency contacts, medical details and photography permission.  
 
1.8 Permissions and consents ​
​
Written permission from a parent or person with legal parental responsibility must be given 
for a child or young person to do the following:  

-​ use ICT and internet equipment if under 16  
-​ be photographed or filmed if under 16  
-​ take part in activity and projects if under 18  

Use of photographs and video  

-​ Parents or guardians of children and young people will be asked to give their 
permission for photographs to be taken  

-​ Parents or guardians of children and young people must give prior written 
permission for the use of any photographs or video  

-​ Children’s names will not usually accompany photographs. Where they are 
used, we will have the permission of either their parent or school. Then only 
first names will be used by ATLAS Arts.  

  
The following template must be used:  

-​ ATLAS Arts Photograph and Video Consent Form (for closed groups, if not 
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already in place via school or care setting) 
-​ Photography poster, for public events 
-​ Raised as part of Housekeeping introduction, for public events 

1.9  Photographic procedures 
 

●​ Avoid using children’s names in photographic captions. If the child is 
named, avoid using their photograph. If the photograph is used, avoid 
naming the child. 

●​ Always use a parental permission form to obtain consent for a child to be 
photographed/videoed (see Appendix for an example permission form). 

●​ Obtain the child’s permission to use their image. 
●​ Only use images of children in suitable dress to reduce the risk of 

inappropriate use. Some activities – including drama – present a greater 
risk of potential misuse. 

●​ Address the use of images of children on the organisation’s website. Avoid 
personal information about children which could be used by an individual to 
learn more about a child. 

●​ Always issue written expectations of professional photographers or the 
press who are invited to an event, making clear the organisation’s 
expectations of them in relation to child protection. 

●​ Do not allow photographers unsupervised access to children. 
●​ Do not approve photography sessions outside the event or at a child’s 

home. 
 

1.10  Training​
​
ATLAS will provide suitable training to all staff, board and volunteers in the organisation 
that is relevant to their particular role. This will include: 

 
●​ Induction Training which includes familiarisation with the organisation’s 

Child Protection Policy. 
●​ Particular skills training. 
●​ Comprehensive Child Protection Training available on request to all staff. 

 
 

1.11  Other ATLAS policies 
 
The Child Protection Policy must be read in conjunction with acas’ Equal Opportunities 
Policy, Complaints and Grievances Policy and Procedures; Disciplinary Policy and 
Procedures; Health and Safety Policy and anti-harassment policy. 
 
ATLAS best practice protocol: 

 
●​ Groups should not have more than 26 participants. 
●​ An appropriate number of legally responsible adults are present: Under 2 years: 1 

adult to 3 children; 2 to under 3 years: 1 adult to 5 children; 3 to under 8 years: 
1 adult to 8 children; Over 8 years: 1 adult to 10 children (Care Inspectorate). 

●​ There must be adequate space. 
●​ 1-1 work should generally be avoided, but where 1-1 sessions are deemed 

important or valuable to an ATLAS project, this should be discussed with the 
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Director, and risk assessed. Parental permission should be agreed and either an 
appropriate (non participating) adult should be present or it should be recorded to 
ensure safeguarding. 

●​ Staff should not drive children to or from ATLAS events without another adult 
present, and avoid doing this at all where possible. 

●​ There must be access to a telephone in the building, or as an alternative, the 
practitioners must have a working mobile phone on their person. 

●​ Equipment must meet safety standards. 
●​ There must be a First Aid box which meets current Health and Safety (First Aid) 

regulations and a member of staff trained in First Aid. 
●​ Regular and appropriate food and drinks are provided. 
●​ Individual needs are catered for. 
●​ No child under 8 years of age should be left at events unless the parent, guardian 

or carer stays with the child. 
●​ No schools group, youth group or group from a care setting (i.e. a group which 

operates in loco parentis) should be left without a legally responsible staff member 
present e.g. a teacher for a school group. 

●​ The artists/arts facilitators should know the evacuation procedures and should tell 
the group. 

●​ Children and young people should have a ‘named person’ to whom they may 
report any worries or concerns (this may be a partner organisation) 

●​ Contact names for ‘named people’ should be visibly displayed 
●​ Staff and children should use separate toilets wherever possible, or if this is not 

possible, they should never use them at the same time as one another. 
●​ The group guidelines on the use of social media must be adhered to at all times. 

 
See Appendix 6 for guidelines for social networking. 
  

 
 
1.12 Whistle-blowing and complaints procedures 
 
ATLAS wishes to promote a culture in which staff may express any concerns they may 
have about a colleague’s behaviour in relation to child protection. 
 
In order to achieve this, staff are encouraged to share any such concerns with a designated 
person without delay; concerns will be treated seriously and in the strictest confidence. 
Equally, the ATLAS recognises that a culture in which people are made to feel anxious and 
vulnerable is undesirable and it will use the Child Protection training course to manage this 
area sensitively on behalf of all members of staff. Please consult ATLAS Arts 
whistleblowing policy if needed. 
 
 
1.13 Online safety ​
​
Because of the increased dangers faced by children online, online safety has been 
reflected in this policy. The same child protection guidance and reporting procedures apply, 
whether meeting online or in person. 

●​ For event and projects, use ATLAS’s official account rather than your personal 
accounts to represent ATLAS’ work 
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●​ If you are contacted via your personal social media about work you should direct 
enquiries to official channels 

●​ Never become “friends” on social media with a child you have worked with through 
ATLAS Arts 

●​ Only ATLAS staff should have log in details and admin access to ATLAS social media 
accounts. Passwords should never be disclosed to anyone out with the organisation. 

●​ If social media is planned for use in project or activity, a meeting needs to happen 
with the DSL and Director prior to initiating  

●​ ATLAS Arts contact details will always be included social media sites so that any 
issues or concerns can be reported directly to ATLAS Arts 

●​ If you have any concerns regarding content generated by users on social media sites 
linked to ATLAS Arts, this should be reported to the Data Protection Officer (Director) 

●​ Online concerns can also be reported immediately to the Child Exploitation and 
Online Protection Centre (CEOP) at the same time as the ATLAS Arts Data 
Protection Officer.  

●​ Where 1-1 sessions online or on the phone are deemed important or valuable to an 
ATLAS project, this should be discussed with the Director, and risk assessed. 
Parental permission should be agreed. Your personal phone number should not be 
shared - use an ATLAS telephone number, or withhold your own number. 

●​ An appropriate (non participating) adult should be present during any 1-1 
conversations online or via phone with anyone under the age of 18, or the call should 
be recorded, to ensure safeguarding. 

ATLAS Arts website  

●​ Children are advised that they should protect their own privacy online, the ATLAS 
Arts website includes the ATLAS Arts Privacy Statement. 

●​ The Director is responsible for the staff that administers the ATLAS Arts website in 
adherence to this policy.  

 
1.14 Recruitment procedures 
 
ATLAS has clearly defined recruitment procedures.  In order to prevent unsuitable people 
working with children in the organisation, we will ensure that: 

 
●​ Posts are clearly defined and those necessitating an enhanced Disclosure & 

Barring Service check, or registration on the PVG Scheme in Scotland, are clearly 
advertised as such. 

●​ Our Safeguarding Policy is shared with new staff and artists via the handbook 
●​ All applicants and board members will be subject to DBS/PVG Scheme checks. All 

such information will be treated in confidence and will not be used against 
applicants unfairly. 

 
At interview for these posts, a question pertaining to good practice in working with children 
will be asked, and references obtained. 
 
1.15 PVG Scheme and Disclosure Policy  
  
PVG Scheme Overview In February 2011, the Scottish Government introduced a new 

11 



membership scheme to replace and improve upon the current disclosure arrangements for 
people who work with at risk groups (i.e. children and adults at risk). This is known as the 
PVG (Protection of Vulnerable Groups) Scheme. Individuals who work or volunteer with 
children and/or adults at risk will be required to join the PVG Scheme. Anyone with a known 
history of harmful behaviour will be excluded from the PVG Scheme and from working with 
children and/or adults at risk.  

Under the new scheme, people who work on a regular basis, with at-risk groups will join the 
PVG Scheme and, thereafter, their membership records will be automatically updated if any 
new vetting information arises. Vetting information is conviction information retrieved from 
criminal justice systems and non conviction information held by the police that is considered 
relevant. This means that any new information indicating that a person may pose a risk to 
vulnerable groups can be acted upon promptly by Disclosure Scotland and employers.  

Arranging PVGs The lead person is Ainslie Roddick. Ainslie is responsible for completing 
the enrolment process and ensuring that the organisation complies with the requirements of 
the Disclosure Scotland Code of Practice.  
 
Recent PVG Scheme Changes (2024–2025) From 1st April 2025 the Scottish Government 
introduced significant updates to the PVG Scheme as part of implementation of the 
Disclosure (Scotland) Act 2020. These changes strengthen safeguarding protections and 
clarify organisational responsibilities. Key updates include:  
 

●​ Mandatory PVG membership for anyone carrying out regulated work with children or 
adults at risk. PVG membership is now a legal requirement rather than optional  

●​ A new, shorter PVG membership period of five years. Individuals must renew their 
membership to continue undertaking regulated work, and ATLAS Arts will support 
workers to maintain up-to-date status  

●​ Improved barring and information-sharing powers for Disclosure Scotland, enabling 
faster action where risk is identified  

●​ Clearer definitions of regulated roles and a stronger emphasis on organisations 
ensuring they only request PVG checks when lawful and necessary  

●​ New digital processes for applications, renewals and organisational accounts to 
support more efficient administration  

ATLAS Arts will ensure that these changes are fully implemented across our recruitment, 
contracting and safeguarding practice. We will continue to work with Disclosure Scotland to 
ensure all PVG checks are appropriate and lawful, and that all staff engaged in regulated 
work understand their responsibility to maintain active PVG status.  
  
Regulated Roles: Recent changes to the PVG Scheme now refer to Regulated Roles rather 
than Regulated Work. A Regulated Role is one that places an individual in a position of trust 
where they have responsibility for, or unsupervised access to, children or adults at risk. Only 
individuals undertaking a Regulated Role are legally required to hold PVG membership.  

Definition of a Regulated Role  
A role is considered regulated if:  
1. It is a formal role carried out for an organisation (not a private or family arrangement);  
2. It involves contact with children or adults at risk as part of normal duties; and  
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3. The role includes one or more of the specified activities, such as:  
●​ Caring for, supervising, teaching, instructing or training children or adults at risk;  
●​ Being in sole charge of children;  
●​ Providing advice or guidance relating to wellbeing, education, or development; 
●​ Unsupervised contact arranged by a “responsible person”;  
●​ Certain positions of trust defined in legislation (e.g. children’s panel member).  

Incidental Contact  
As per current PVG guidance, not all contact with children or adults at risk is considered 
regulated. Activities are incidental when: 

●​ They are open to the public or a broad audience;  
●​ Children’s attendance is not the main purpose;  
●​ Adults are not placed in a position of trust or responsibility over the child.  

Examples at ATLAS Arts include open public events (e.g., film screenings, openings, where 
contact with children is incidental rather than part of assigned duties. ) 

ATLAS Role Assessment  ATLAS Arts will continue to assess every staff, freelance and 
volunteer role to determine whether it meets the criteria for a Regulated Role. Examples of 
ATLAS roles likely to fall into this category include: ​
 

●​ The School of Plural Futures (all staff) 
●​ Workshop Facilitators  
●​ Education & Outreach roles involving regular unsupervised work with children  

 
Only roles meeting the legal definition of a Regulated Role will require PVG membership, 
and PVG checks will not be requested where they are unlawful or unnecessary.  
 
Ainslie has responsibility for this, and this should be checked via risk assessment made by 
the event or project lead. 

PVG Membership for Trustees Under the updated PVG Scheme guidance (2025), all 
ATLAS Arts Board of Trustees will be required to hold PVG membership. As trustees of an 
organisation that delivers activity involving children and adults at risk, trustees are 
considered to hold positions of trust with access to sensitive information and 
decision-making powers affecting safeguarding. PVG membership ensures trustees meet 
current safer-recruitment standards and that ATLAS Arts complies with national governance 
expectations for organisations working with children and adults at risk.  

PVG Membership Renewal All PVG memberships now last for five years. ATLAS Arts will 
maintain an internal record of renewal dates and will contact staff, contractors and trustees 
in advance to ensure membership is renewed. Individuals are responsible for completing 
the renewal process promptly to ensure they remain eligible to undertake regulated roles.  
  
Payment Existing and new staff whose work at ATLAS Arts falls under the definition of 
Regulated Work, will be asked to join the PVG Scheme. ATLAS Arts will cover the cost for 
the individual.  

Usage ATLAS Arts uses PVG and Disclosure information only for the purpose for which it 
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has been provided. The information provided by an individual for a position within ATLAS 
Arts or for a placement undertaken as part of a programme of study, is not used or 
disclosed in a manner incompatible with the purpose. ATLAS Arts processes personal 
disclosure data only with the express consent of the individual. ATLAS Arts will notify the 
individual of any non-obvious use of the data, including further disclosure to a third party, 
identifying the Data Controller, the purpose for the processing, and any further relevant 
information.  

Handling ATLAS Arts recognises that, under section 124 of the Police Act 1997, it is a 
criminal offence to disclose PVG and Disclosure information to any unauthorised person. 
ATLAS Arts, therefore, only passes this information to those who are authorised to see it in 
the course of their duties. ATLAS Arts will not disclose information provided under 
section113B(5) of the Act, namely information which is not included in the Disclosure, to the 
applicant. 

1.16 Confidentiality policy, and retention and storage of documentation​
​
As a general rule, all personal information that is acquired or held in the course of working 
with children and young people should be treated as confidential. Particular care should be 
taken with sensitive information.​
 
Consideration should also be given to the Data Protection Act 1998 which requires that 
information is obtained and processed fairly and lawfully; that it is accurate, relevant and not 
held for longer than is necessary; and kept securely. The ATLAS has a written policy on 
these matters which is available to those who wish to see it on request.  

Handling and Safekeeping of Disclosure Information As an organisation using the 
Disclosure and Barring Service to help assess the suitability of applicants for positions of 
trust, the ATLAS complies fully with the DBS Code of Practice regarding the correct 
handling, use, storage, retention and disposal of Disclosures and Disclosure Information.  
ATLAS Arts does not keep PVG or Disclosure information on an individual's personnel file 
or artist folder. ATLAS Arts will not retain any image or photocopy or any other form of 
information but will, however, keep an electronic record of dates and other relevant 
information to prove that checks have been completed.  

ATLAS holds countersignatory codes for the processing of the PVG scheme in Scotland. It 
will therefore only record the date of a Disclosure and its reference number. It no longer 
holds any Disclosures itself, as a matter of good practice: 

 
●​ Disclosure information will never be kept in an applicant’s personnel file and is only 

passed to those who are authorised to receive it. 
●​ We recognise that it is a criminal offence to pass this information to anyone who is 

not entitled to receive it. 
●​ We do not keep disclosure information for any longer than is absolutely necessary. 

This is generally a period of up to six months to allow for consideration and 
resolution of any disputes. 

 
 

​
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2. Response procedures​
​
REMEMBER It is important that everyone in ATLAS Arts is aware that the person who first 
encounters a case of alleged or suspected abuse is not responsible for deciding whether or 
not abuse has occurred. That is a task for the professional child protection agencies 
following a referral by the ATLAS Arts Designated Safeguarding Lead (DSL) to them of 
concern about a child. Remember – report, don’t investigate.  

ATLAS Arts will take every reasonable step to ensure that children and adults at risk are 
protected where:  

●​ Our own staff are directly involved in a project or partnership, including young people 
involved in the governance of our organisation, those in direct communication with us 
through our services, products and project activities, and those taking part in work 
placements;  

●​ We contract an individual or organisation to work with a school or young people’s 
setting;  

●​ We work in partnership with another organisation. ​
 

2.1 Responding to disclosures 
 
What to do if you have concerns about a child or adult at risk’s welfare: flowchart 

 
​
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2.2 Local Safeguarding team contacts 
​
If you are concerned about the safety and welfare of a child or adult then please contact the 
following telephone numbers:​
 

Police: 
IN EMERGENCIES - If you believe that a child or adult is at immediate risk and in 
need of protection then you should call the Police - 999 - immediately. In non 
emergencies – call 101. 
 
Children’s safeguarding: 
Skye and Lochalsh Social Work Team: 01478 613825 / PLAdmin@highland.gov.uk. 
Emergency Social Work / out of hours contact (Highlands): 0808 1753646 
More about child safeguarding support in the Highlands here 
 
Adults safeguarding: 
Skye Lochalsh and Wester Ross SPOA team: phone 01471 820 174 /  
nhsh.singlepointofcontactslwr@nhs.scot 
Emergency Social Work Service (Highlands): 0808 175 3646 / 
esws@highland.gov.uk  
More about adult safeguarding  support in the Highlands here  

 

Other useful support contacts can be found at Appendix 8.  

2.3 Responding to signs or suspicions of abuse​
​
ATLAS Arts staff and volunteers should be aware of the signs and symptoms of abuse and 
should make sure they can recognise these in the children they come into contact with. 
(See Appendix 1). Any suspicion of abuse must be reported in the first instance to the 
ATLAS Arts DSL and recorded in the Disclosure Log (Appendix 5). 

If anyone sees or suspects abuse of a child or young person, they should: 

●​ Immediately ensure the person has no access to children completely without 
prejudice 

●​ Make the person with lead responsibility for child protection aware of the problem 
(e.g. the DSL in schools).  

●​ If they suspect that the person with legal responsibility is actually the source of the 
problem, they should make their concerns known to another DSL and the Chair of 
Governors (in schools).  

●​ The individual should make a note for their own records of what they have witnessed 
as well as their response, and must always make their line manager (or project 
manager) aware of the situation, in case there is a follow-up. 

2. 4 What to do if you have concerns about a member of staff or a volunteer in 
relation to child protection:  
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Where allegations of abuse are made against a member of staff 

Internal enquiries and suspension ​
In the event of an accusation of abuse being made against any ATLAS Arts representative, 
the individual accused will be suspended following immediate advice by the police and 
pending further enquiries. The temporary suspension of an ATLAS Arts representative in no 
way implies guilt or innocence. It is a measure intended to protect and reassure both staff 
and children.​
 
The ATLAS Arts DSL is responsible for assessing all cases based upon available 
information. The ATLAS Arts representative against whom an accusation has been made 
will be required to attend an interview with the DSL and a member of the board - as early as 
possible. ATLAS Arts representatives are entitled to be accompanied to this interview. 
Minutes will be taken of the interview. The task of the Director/DSL with the board is to 
decide whether or not the representative should be allowed to continue to work with children 
on behalf of ATLAS Arts and to agree and oversee an appropriate course of actions and 
decisions in-keeping with the organisation's legal obligations. At all times, the welfare of 
children should be of paramount importance.  

In all cases where the accusation of abuse is found to be true, the DSL will normally 
terminate the employment, contract or agreement with the individual. Lesser measures may 
be taken at the discretion of the DSL or board and in-keeping with ATLAS Arts terms and 
conditions of employment and or contract.  
 ​
What to do if you have concerns about a member of staff or a volunteer in relation to child 
protection:  flowchart 
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2.5 Handling a Disclosure  
​
It is possible that a child or young person who is suffering, or has suffered abuse, will 
disclose to an ATLAS Arts representative or member of staff. It is vital that the adult 
receives the full information. This is something that everyone should be prepared for and 
must handle carefully. The following action should be taken:  

-​ Remain calm and in control (“I can help”) but don’t delay acting; 
-​ The child should be reassured (“You’ve done the right thing sharing”) 
-​ Listen carefully to what is said. Allow the person to tell the story at their own 

pace and ask questions only for clarification. Don’t ask questions that suggest 
a particular answer;  

-​ Don’t promise to ‘keep it a secret’. The first opportunity should be taken to say 
that this information will have to be shared with others. It should be made clear 
that only people who need to know will be told and they should be able to help 
(“We might need to ask someone for help in dealing with the matter”);  

-​ Remember, report – don’t investigate  
-​ The child should be told what is going to happen next;  
-​ Notify an ATLAS Arts DSL. It is that person’s responsibility to liaise with 

relevant authorities, usually social services. If in a school, you should also 
notify their DSL.  
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-​ In confidence, you should notify your line manager immediately that you have 
been disclosed to – not the details of the disclosure, so that you can be 
offered support;  

-​ As soon as possible a record should be made in the Incident Log (Appendix 
5), Do not do this when with the child. Note the date, time, any names that 
were involved or mentioned and who the information was given to. Sign and 
date the record. (See Appendix 4 for a list of information that should be 
recorded)  

Remember not all disclosures are obvious. Some children will be too frightened to directly 
disclose abuse but will make hints and even jokes to try and make an appropriate adult 
aware of the issue.  

Policy Review April 2026 AR 
  
- The policy has been cross referenced with other similar contemporary organisations, and 
following Director’s and DSL training in March 2026.​
- The policy has been updated to reflect the 2025 changes introduced to the PVG Scheme 
under the Disclosure (Scotland) Act 2020.  
- The definitions and language around adults at risk has been updated. 
- Role clarification on DSLs and project leads has been updated. 
- Disclosure log added as an Appendix 
- added notes on social media enquiries 
- Other useful support organisations added as Appendix 
 
ATLAS Arts is committed to reviewing this policy and procedures annually or when changes 
in legislation require it to be updated.  

Date of next review: April 2027  

 
 
Appendix 1: Definitions of Abuse and Neglect  

What is abuse?  
The government guidance, Working Together to Safeguard Children, categorises abuse as:  

-​ Physical abuse  
-​ Emotional abuse  
-​ Sexual abuse  
-​ Neglect  

The following definitions are taken from the NSPCC website www.nspcc.org.uk.  

What is physical abuse?  
-​ Physical abuse is deliberately hurting a child causing injuries such as bruises, 

broken bones, burns or cuts.  
-​ It isn’t accidental - children who are physically abused suffer violence such as 
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being hit, kicked, poisoned, burned, slapped or having objects thrown at them. 
Shaking or hitting babies can cause non-accidental head injuries (NAHI). 
Sometimes parents or carers will make up or cause the symptoms of illness in 
their child, perhaps giving them medicine they don’t need and making the child 
unwell – this is known as fabricated or induced illness (FII).  

-​ There’s no excuse for physically abusing a child. It causes serious, and often 
long-lasting, harm – and in severe cases, death.  

What is emotional abuse?  
-​ Emotional abuse is the ongoing emotional maltreatment or emotional neglect 

of a child. It’s sometimes called psychological abuse and can seriously 
damage a child’s emotional health and development.  

-​ Emotional abuse can involve deliberately trying to scare or humiliate a child or 
isolating or ignoring them.  

-​ Children who are emotionally abused are usually suffering another type of 
abuse or neglect at the same time – but this isn’t always the case.  

What is sexual abuse?  
-​ A child is sexually abused when they are forced or persuaded to take part in 

sexual activities.  
-​ This doesn't have to be physical contact and it can happen online. ● 

Sometimes the child won't understand that what's happening to them is abuse. 
They may not even understand that it's wrong.  

 ​
What is neglect?  
 

-​ Neglect is the ongoing failure to meet a child's basic needs and is the most 
common form of child abuse.  

-​ A child may be left hungry or dirty, without adequate clothing, shelter, 
supervision, medical or health care.  

-​ A child may be put in danger or not protected from physical or emotional harm. 
They may not get the love, care and attention they need from their 
parents/carers.  

-​ A child who's neglected will often suffer from other abuse as well. 
-​ Neglect is dangerous and can cause serious, long-term damage - even death.  

 
 

 
 
Appendix 2: Guidance on Bullying  

Action if bullying is suspected  
If bullying is suspected, the same procedure will be followed as set out in 'Responding to 
suspicions or allegations' above.  

Action to help the victim and prevent bullying:  
  

-​ Take all signs of bullying very seriously.  
-​ Encourage all children to speak and share their concerns. Help the victim to 
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speak out and tell the person in charge or someone in authority. 
-​ Investigate all allegations and take action to ensure the victim is safe. Speak 

with the victim and the bully (ies) separately.  
-​ Reassure the victim that you can be trusted and will help them, although you 

cannot promise to tell no one else.  
-​ Keep records of what is said (what happened, by whom, when).  
-​ Report any concerns to the Child Protection Officer.  

Action towards the bully(ies):  
-​ Talk with the bully(ies), explain the situation, and try to get the bully (ies) to 

understand the consequences of their behaviour. Seek an apology to the 
victim(s).  

-​ Inform the bully (ies) parents.  
-​ Insist on the return of 'borrowed' items and that the bully (ies) compensate the 

victim.  
-​ Provide support for the victim's coach.  
-​ Impose sanctions as necessary.  
-​ Encourage and support the bully (ies) to change behaviour.  
-​ Hold meetings with the families to report on progress.  
-​ Inform all organisation members of action taken.  
-​ Keep a written record of action taken.  

Concerns outside the immediate project environment (e.g. a parent or carer):  
-​ Report your concerns to the Child Protection Officer, who should contact social 

services or the police as soon as possible.  
-​ See below for the information social services or the police will need. 
-​ If the Child Protection Officer is not available, the person being told of or 

discovering the abuse should contact social services or the police immediately. 
-​ Social services and the Child Protection Officer will decide how to involve the 

parents/carers.  
-​ The Child Protection Officer should also report the incident to the ATLAS 

Director.  
-​ Maintain confidentiality on a need to know basis only. 

 
 

 
3: Good practice guidelines  
  
All employees (and volunteers) are encouraged to demonstrate exemplary behaviour in 
order to protect themselves from false allegations. The following are common sense 
examples of how to create a positive culture and climate.  

Good practice means:  
  

-​ Always working in an open environment avoiding private or unobserved 
situations and encouraging open communication. 

-​ Treating all children, young people and adults at risk equally with respect and 
dignity.  

-​ Always putting the welfare of each young person first.  
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-​ Maintaining a safe and appropriate distance (e.g. it is not appropriate for staff 
or volunteers to have an intimate relationship with a child).  

-​ Building balanced relationships based on mutual trust and empowering 
children to share in decision making.  

-​ Ensuring that if any form of manual/physical support is required, it should be 
provided openly and according to guidelines provided by the ATLAS Arts 
Health and Safety Procedures. If it is difficult to maintain hand positions when 
the child is constantly moving, young people should always be consulted and 
their agreement gained. Some parents are becoming increasingly sensitive 
about manual support and their views should always be carefully considered.  

-​ Keeping up to date with technical skills, qualifications and insurance. 
-​ Being an excellent role model – this includes not smoking or drinking alcohol 

in the company of children and young people.  
-​ Giving enthusiastic and constructive feedback rather than negative criticism.  
-​ Recognising the developmental needs and capacity of children, young people 

and  adults at risk – avoiding not pushing them against their will.  

Guidance for team members –  

Practices to be avoided ​
The following should be avoided except in emergencies. If a case arises where these 
situations are unavoidable (e.g. the child sustains an injury and needs to go to hospital, or a 
parent fails to arrive to pick a child up at the end of a workshop), it should be with the full 
knowledge and consent of someone in charge or the child’s parents.  

Otherwise, avoid:  

-​ Spending excessive amounts of time alone with children away from others 
-​ Taking or dropping off a child to an event.  

Practices never to be sanctioned  
The following should never be sanctioned. You should never:  

-​ Engage in rough physical or sexually provocative games, including horseplay.  
-​ Share a room with a child.  
-​ Allow or engage in any form of inappropriate touching.  
-​ Allow children to use inappropriate language unchallenged. 
-​ Make sexually suggestive comments to a child, even in fun.  
-​ Reduce a child to tears as a form of control. 
-​ Allow allegations made by a child to go unchallenged, unrecorded or not acted 

upon.  
-​ Do things of a personal nature for children, young people or  adults at risk that 

they can do for themselves.  
-​ Invite or allow children to stay with you at your home unsupervised.  

NB, It may sometimes be necessary for staff or volunteers to do things of a personal nature 
for children, particularly if they are young or are disabled. These tasks should only be 
carried out with the full understanding and consent of parents and the children involved. 
There is a need to be responsive to a person’s reactions. If a person is fully dependent on 
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you, talk with him/her about what you are doing and give choices where possible. This is 
particularly so if you are involved in any dressing or undressing of outer clothing, or where 
there is physical contact, lifting or assisting a child to carry out particular activities. Avoid 
taking on the responsibility for tasks for which you are not appropriately trained.  
  

 
 
Appendix 4: Information to be recorded about suspected abuse  

To ensure that this information is as helpful as possible, a detailed record should always be 
made at the time of the disclosure/concern, which should include the following:  

-​ The child's name, age and date of birth.  
-​ The child's home address and telephone number.  
-​ Whether or not the person making the report is expressing their own concerns 

or those of someone else.  
-​ The nature of the allegation. Include dates, times, any special factors and 

other relevant information.  
-​ Make a clear distinction between what is fact, opinion or hearsay.  
-​ A description of any visible bruising or other injuries. Also, any indirect signs, 

such as behavioural changes.  
-​ Details of witnesses to the incidents.  
-​ The child’s account, if it can be given, of what has happened and how any 

bruising or other injuries occurred.  
-​ Have the parents been contacted?  
-​ If so, what has been said?  
-​ Has anyone else been consulted? If so, record details.  
-​ If the child was not the person who reported the incident, has the child been 

spoken to? If so, what was said?  
-​ Has anyone been alleged to be the abuser? Record details. 
-​ Where possible, referral to the police or social services should be confirmed in 

writing within 24 hours and the name of the contact who took the referral 
should be recorded.  

If you are worried about sharing concerns about abuse with a senior colleague, you can 
contact social services or the police direct: 

Police:​
IN EMERGENCIES - If you believe that a child or adult is at immediate risk and in need of 
protection then you should call the Police - 999 - immediately. In non emergencies – call 
101. 

Children’s safeguarding:​
Skye and Lochalsh Social Work Team: 01478 613825 / PLAdmin@highland.gov.uk.​
Emergency Social Work / out of hours contact (Highlands): 0808 1753646​
More about child safeguarding support in the Highlands here​
​
Adults safeguarding:​
Skye Lochalsh and Wester Ross SPOA team: phone 01471 820 174 /  
nhsh.singlepointofcontactslwr@nhs.scot​
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Emergency Social Work Service (Highlands): 0808 175 3646 / esws@highland.gov.uk ​
More about adult safeguarding  support in the Highlands here  

nscc.org.u
 

 
Appendix 5 Example Disclosures Incident Log  

A secure, confidential copy of the disclosure log below should be maintained by the 
Designated Safeguarding Lead, and kept in a secure location along with any accompanying 
documentation.  

Procedure reminder: Safeguarding Concern Identified > Report to safeguarding Lead > 
Discuss nature of concern > Agree next steps (appropriate and proportionate) > Action Next 
steps, Referral to external organisations and agencies (information sharing) > Record. 

 

Disclosure  
number  

Type of  
disclosure  

Date of  
disclosure  

Further action  s Notes 
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Appendix 6 Consent form for the use of photographs and video (children and 
vulnerable adults) 
 
Sample text 
 
In accordance with our child protection policy we will not permit photographs, video or 
other images of children and young people to be taken without the consent of the 
guardian /carers and children. 
 
I understand that any contribution may be used to promote the project prior to and after 
the event and may also be included in documentation of the project.  It should be noted 
that there is no guarantee that an individual’s image will be used. 
 
I agree that photographs containing either my image or someone I represent, may be 
used to promote this project; by ATLAS Arts or by the Artist on their websites on Social 
Media platforms and in an artist’s publication. I understand that the photographs may be 
distributed in any medium. 
 
Project name: 
 
I ………………………..……………….. (guardian/carer) consent to ATLAS photographing 
or videoing ……………………………………………….. (name of child). 
 
Signature:……………………………………………………Date: …………………… 
 
I ……………………………………………….. (name of child) consent to ATLAS 
photographing or videoing my involvement in ……………………………(event). 
 
 
Signature: …………………………………………………………….. Date: 
………………………… 
 
 

 
 
 
 Appendix 7 Policy and Legislative Context  
​
This policy is informed by the following national and regional context:  

-​ Getting it Right for Every Child & Young Person in Highland: Interagency 
Practice Guidance & Child Protection Procedures 2024  

-​ The Children & Young People (Scotland) Act  
-​ The UN Convention on the Rights of the Child  

Getting it right for every child (GIRFEC) promotes action to improve the wellbeing of all 
children and young people in eight areas. The wellbeing indicators aspire for all children 
and young people to be healthy, achieving, nurtured, active, respected, responsible, 

25 



included and, above all in this context, safe. The primary indicator for child protection is to 
keep a child safe and, in so doing, attention is given to other areas of wellbeing as 
appropriate.  

The Children and Young People (Scotland) Act 2014 sets out duties on a range of public 
bodies to report on how they are taking forward children’s rights as set out in the UNCRC.  
Moreover, ratified by the UK Government in 2009, the UN Convention on the Rights of 
Persons with Disabilities stipulates that in order for disabled children to be able to realise 
the rights mentioned above, they need to have disability and age appropriate assistance.  

Safeguarding and child protection policies must pay due attention to equality and diversity 
issues. Access to, and delivery of, child protection services should be fair, consistent, 
reliable and focused on individual outcomes and enablement. Service users should be 
listened to, respected and responded to. There should be no discrimination on the grounds 
of race, disability, gender, age, sexual orientation, religion or belief, gender reassignment or 
on the basis of pregnancy and maternity. The Equality Act 2010 restates, streamlines and 
harmonises equality legislation 

​
Appendix 8 Other useful support organisations​
​
Advocacy Highland​
Age Scotland​
Alcohol Change UK​
Alzheimer Scotland​
Care Information Scotland​
Connecting Carers​
Friends Against Scams - National Trading Standards​
Highland Senior Citizens Network​
Hourglass Scotland​
Missing People - Family Support​
Missing People - Talk to Us​
Partners in Advocacy (for Unpaid Carers)​
Police Scotland - Missing Persons - The Herbert Protocol​
Self-Harm Network - Penumbra​
STOP, HANG UP, CALL 159 - Stop Scams UK​
Take Five - to Stop Fraud​
Highland Alcohol and Drugs Partnership​
Highland Child Protection Committee​
MAPPA - Criminal Justice Services - Highland Council​
Highland Violence Against Women Partnership 
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