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POLICY STATEMENT

Under the Children and Young Persons Act 1963, the Child (Performances) Regulations 1968, the
Protection of Children Act 1999 and Working together to Safeguard Children (2026) statutory
guidance, Jordan Productions Limited acknowledges its duty of care and commitment to ensuring the
welfare of the children and young people is paramount. As an organisation, we understand the need
to protect children and young people from exposure to abuse or situations that could be construed as
abusive.

The aims of this policy are to ensure that we listen to, and respect the rights, wishes and feelings of all
our children/young people, whilst safeguarding them from any perceived significant harm. The policy
will also allow staff/volunteers to make informed and confident responses to specific child protection
issues.

Jordan Productions Limited will adhere to the following principles of good practice:

e All children, regardless of gender, age, language, race, religion, culture or disability have the
right to protection from abuse;

e The welfare of the child/young person is paramount at all times;

e All children will be treated equally with dignity and respect;

e Bullying will not be accepted;

e  Ensure the child/young person is listened to and given a sense of belonging and enjoyment,
Feedback should be constructive and not negative criticism;

e  Work in an open environment avoiding private or unobserved situations and excessive time
alone with a child/young person; if physical support is required, this must be done openly;

e teachers or adult members of the society will provide an excellent role model for behaviour;
This includes not smoking or drinking alcohol in the company of children;

e teachers or adult members or those working with the children/young people must ensure
the position of trust they hold is not violated. It is important to avoid language or behaviour
which could be misinterpreted by a child/young person i.e. comments, letters, physical
contact, phone calls, texts etc.

e ensure the emergency contact numbers for the parents/carers of all the children/young
people are easily accessible;

e ensure a risk assessment has been made for all activities;

e keep up-to-date with child protection legislation, health and safety legislation and undertake
and relevant training;

e securing parental consent to act in loco parentis; parents should advise of any underlying
medical conditions before leaving a child in the care of the society;

There are child protection procedures that support this policy and should also be applied in
conjunction with Jordan Productions Limited Health and Safety Policy.

Jordan Productions Limited has made this policy accessible to all adult members and parents of
children involved and expects everyone to adhere to the guidance within it.

The Safeguarding Lead for Jordan Productions Ltd at:
Name: Rebecca Fielding
Telephone: 01323 417745

Email: rebecca@jordanproductionsltd.co.uk

This child protection policy was last reviewed June 2026 by the management of Jordan Productions
Ltd
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ROLE OF THE SAFEGUARDING LEAD

The safeguarding lead is responsible for:
e  Providing the ‘first port of call’ and offering advice and support to all staff regarding child

protection issues.

e  Establishing and maintaining a liaison role with the relevant social work department, family
and psycho-social services departments, where necessary.

e  Making referrals as necessary.
e Keeping up to date with changes and developments in child protection.
e Disseminating policy and good practice to all staff and volunteers, in particular:

1. Ensuring that staff and volunteers understand their responsibilities for being alert to the
signs of abuse and for referring any concerns to the designated person responsible for
child protection.

2. Ensuring that all staff have read/are aware of the specific Jordan Productions Ltd
Safeguarding Children & Young People Policy and Procedures, and know where to access
these.

e Ensuring that new staff receive induction about child protection procedures and existing staff
receive training as required

e Organising information relating to child protection so that this is accessible to all staff.

ROLE OF PARENTS

Parents / persons with parental responsibility are ultimately responsible for their children’s welfare
always, and they should be assured that Jordan Productions Ltd is a credible production company.

We achieve this by:
e Making paper and electronic copies are available on-site at the office.
e Endeavouring to provide, on request, other formats for those with additional needs.

CODES OF BEHAVIOUR - STATEMENT OF INTENT

It is the policy of Jordan Productions Ltd to safeguard the welfare of all children, young people and
vulnerable adults by protecting them from all forms of abuse including physical, emotional and sexual
harm.

Our organisation is committed to creating a safe environment in which children and young people can
feel comfortable and secure while involved in any of the productions.

CONTACT WITH CHILDREN AND YOUNG PEOPLE

Staff and volunteers should:

e actively avoid spending any time alone with children, away from others

e Inthe unlikely event of having to meet with an individual child this meeting must be as open
as possible, and other Jordan Productions Ltd staff members will be informed of the location
and approximate length of the meeting. The meeting should not take place in a room that is
not private, unless necessary. The young person will be accompanied by their parent or
carer.
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Physical Contact
e Staff and volunteers should never engage in any type of physical contact with any young
person or vulnerable beneficiary without first asking permission.
e Jordan Productions Ltd will always require responsible chaperones to accompany children
and young adults.
e Staff and volunteers should never allow inappropriate touching of any kind.

Online Contact

e  Where possible, all contact with children will be conducted via the relevant and responsible
adults.

e Jordan Productions Ltd will not contact a child directly regarding non-professional or
personal matters.

e Jordan Productions Ltd staff and volunteers will never issue or accept “friend requests” or
equivalent from social networking sites from a child.

e Jordan Productions Ltd staff and volunteers will never take or share photos or video footage
of children without confirmation from the Director that the appropriate permissions have
been sought and received.

Data Sharing

e The relevant member to any given project is responsible for distributing and collating
permission forms to parents & schools and for discussing how best to document projects,
and will circulate this information

e Confidential data that is collected on children including addresses, dietary needs, medical
conditions etc. should be treated in confidence and with respect and should be shared
between adults only on a need to know basis.

e  When sharing information, Jordan Productions Ltd personnel will be sensitive to the level of
understanding and maturity, as well as to the level of responsibility, of the people with
whom they are sharing.

e All children and vulnerable adults have a right to know the information Jordan Productions
Ltd holds on them.

CHILD PERFORMANCE LICENSING

Regquirement to licence
All children who perform on stage or in television, films, commercials or who work as models, have
their welfare and safety protected by the following children in entertainment legislation:

e  Children & Young Persons Act 1933 & 1963

e  Children (Performances) Regulations 1968

e The Children (Performance) (Miscellaneous Amendments) Regulations 1998(1)
e The Children (Performance) Amendment Regulations 2000

e The Children (Performance) (Amendment) (No.2) Regulations 2000

e  Statutory Instruments: 1968 No. 1728, 1998 No. 1678, 2000 No. 10, & No. 2384

For the purposes of children in entertainment a child is a person aged from birth until the end of their
compulsory schooling.
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The legislation requires licences to be issued by each Local Authority (LA) for children who take part in
one of the following categories:
e broadcast performances (films, TV, video) covers performances that will be broadcast;

e non-broadcast performances (theatre, modelling) covers performance that are not
broadcast.

It is the responsibility of Jordan Productions Ltd to establish contact with the relevant local authority
in which a child resides to obtain instructions as to whether a license is required.

The Children (Performances) Regulations 1968 only apply to actual performances and therefore the
following information does not apply to rehearsals or regular workshops. Rehearsals are, however,
affected by the Regulations, if they take place during the currency of a licence (between first and last
performing day). Rehearsals are then subject to the same restrictions and conditions applicable to
that licence i.e. time at place of performance, performing times and so forth. Rehearsals also count as
a performance when calculating length of working week i.e. 5 days broadcast, 6 days theatre/other.

THE ROLE OF THE CHAPERONES

All licensed children need to be chaperoned in law while taking part in a performance. Chaperones
acts in loco parentis and should exercise the care which a good parent might be reasonably expected
to give that child.

Regulations require a ratio of 1 chaperone to 12 children. A chaperone’s priority is always to the child
and the chaperone must not take part in any activity that would prevent them from proper
supervision and care of the children they are responsible for. A chaperone will have total charge of a
child — unless the child is being chaperoned by his/her parent/carer — whilst the child is at the
theatre/performance location, and is responsible for the child's care and control. If the child has
completed their performance and is then handed into the care and control of their parent/guardian
who is outside of the stage performance area, the chaperone will no longer have responsibility for the
child.

Chaperones are required by law to keep a record for each child, per performance:

e Itis arequirement under the Regulations that these records be kept and made available,
together with each child’s Licence, at every place of performance where a child is present,
for inspection by an officer of the Local Authority in whose area the performance takes place.

e Upon completion of the production, the daily record sheet/s should be stored at the Licence
Applicant’s main company address for a period of not less than 6 months after the final
performance date for which the Licence has been granted.

Chaperones are approved by Local Authorities and will be familiar with the law regarding children in
entertainment.

2a Britland Estate, Northbourne Road, Eastbourne, East Sussex BN22 8PW
Tel: 01323 417745 Email: info@jordanproductionsitd.co.uk

Jordan Productions Limited Registered in England No. 2823366 Registered Office: 30-34 North Street, Hailsham, East Sussex @\127 1DW
VAT No. 627 241 453



@JordanProductions

WHAT IS ABUSE?

The following definitions are taken from The Department for Education (DoE) Keeping Children Safe in
Education (2025) the full document can be found at the below link

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

Abuse, neglect and exploitation

Knowing what to look for is vital to the early identification of abuse, neglect and exploitation. All staff
should be aware of indicators of abuse, neglect and exploitation, so that they are able to identify cases
of children who may be in need of help or protection. Abuse can take place wholly online, or
technology may be used to facilitate offline abuse.

If staff are unsure, they should always speak to the designated safeguarding lead (or a deputy).
Forms of abuse and neglect

Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm or
by failing to act to prevent harm. Children may be abused by other children or adults, in a family or in
an institutional or community setting by those known to them or, more rarely, by others.

Physical abuse: a form of abuse that may involve hitting, shaking, throwing, poisoning, burning or
scalding, drowning, suffocating or otherwise causing physical harm to a child.

Emotional abuse: the persistent emotional maltreatment of a child such as to cause severe and
adverse effects on the child’s emotional development. It may involve conveying to a child that they are
worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person.
Some level of emotional abuse is involved in all types of maltreatment of a child, although it may
occur alone.

Sexual abuse: involves forcing or enticing a child or young person to take part in sexual activities, not
necessarily involving violence, whether or not the child is aware of what is happening. The activities
may involve physical contact, including assault by penetration (for example, rape or oral sex) or non-
penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing. They may
also include non-contact activities, such as involving children in looking at, or in the production of,
sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate
ways, or grooming a child in preparation for abuse. Sexual abuse can take place online, and technology
can be used to facilitate offline abuse. Sexual abuse is not solely perpetrated by adult males. Females
can also be abusers as can other children. The sexual abuse of children by other children is a specific
safeguarding issue (also known as child-on-child abuse) in education and all staff should be aware of it
and their school or colleges policy and procedures for dealing with it.

Neglect: the persistent failure to meet a child’s basic physical and/or psychological needs, likely to
result in the serious impairment of the child’s health or development. Neglect may involve a parent or
carer failing to provide adequate food, clothing and shelter (including exclusion from home or
abandonment); protect a child from physical and emotional harm or danger; ensure adequate
supervision (including the use of inadequate caregivers); or ensure access to appropriate medical care
or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.

All staff should be aware that child sexual and child criminal exploitation are forms of child abuse.
Safeguarding issues

All staff should have an awareness of safeguarding issues that can put children at risk of harm.
Behaviours linked to issues such as drug taking and/or alcohol misuse, unexplainable and/or persistent
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absences from education, serious violence (including that linked to county lines), radicalisation and
consensual and non-consensual sharing of nude and semi-nude images and/or videos (also known as
youth produced sexual imagery) put children in danger.

ANTI BULLYING GUIDELINES

Jordan Productions Ltd is committed to providing a caring, friendly and safe environment for all
young people participating in arts activities.

Bullying of any kind is unacceptable. If bullying does occur, participants should be able to tell a
manager and know that incidents will be dealt with promptly and effectively.

Bullying can be Emotional, physical, racist, sexual, homophobic, verbal and cyber. Should a
bullying incident be reported to staff the incident must be investigated and recorded on the
Incident Report Form, together with an action plan for how it is to be dealt with.

This may include (depending on the severity of the issue) contacting parents and/or the police.
An action plan must also be drawn up to help the bully (bullies) change their behaviour.
Outcomes may include the bully (bullies) apologising and in serious cases the behaviour may lead
to dismissal from the production.

Child/Young person
at risk of harm

Allegation of abuse
made to you

You have a
concern

Listen
Reassure
* Refer

Record

Take concern to a DSO
who will act in the person’s
welfare and make a
decision

Concern not referred at
this stage to Social
Services, but fully
recorded, shared on a
need-to-know basis and
securely stored

/Conoern or allegation referred to Single Point of
Advice team at East Sussex county Council if DSO
is worried that a child or adult at risk of harm is at
significant risk.

Give factual information:
« Date of birth

+ Names
Address
For advice regarding children at any stage in this 24-hour phone - 01323 464 222
process, call NSPCC Helpline

0800 800 5000

A

Social Workers and Child Protection Team (Police)
investigate and make decisions

PROCEDURE FOR REPORTING ALLEGATIONS OR SUSPICIONS OF ABUSE
In any case where someone Jordan Productions Ltd has concerns or an allegation is made, a record
will be made using a standardised format. Details must include:

e Name of Child/ Vulnerable Beneficiary
e Date of Birth of Child/ Vulnerable Beneficiary (if available)
e Approximate Age of Child/ Vulnerable Beneficiary if Date of Birth is not available
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e Name of staff member completing the form

e Date theincident took place

e Time the incident took place

e Location the incident took place

e Names of others involved, or others who witnessed the incident
e Details of the incident as a statement of fact

e Action Taken

e  Were the parents informed?

The record must then be signed by the completing person and the designated Child Protection
Officer.

DISCLOSURE

e Never guarantee absolute confidentiality, as Protection of Vulnerable Beneficiaries will
always have precedence over any other issues.

e  Ensure you never use closed questioning or leading questions

e  Offer them reassurance without making promises, and take what is said seriously.

e Allow the child to speak without interruption, accept what is said — it is not your role to
investigate or question.

e Do not overreact or respond with emotive language.

e Alleviate feelings of guilt and isolation, while passing no judgement

e Advise that you will offer support, but that you must pass the information on.

e Explain what you must do and whom you must tell.

e Record the discussion accurately, as soon as possible after the event, use the child’s words or
explanations — do not translate into your own words, in case you have misconstrued what
the child was trying to say.

e Do not contact the subject of the allegation or concern or discuss the matter with anyone
other than the person you are reporting it to.

e Contact one of Jordan Productions Ltd Designated Persons for advice / guidance.

e The Designated Person may then discuss the concern / suspicion with the relevant
organisation, and, if appropriate, make a direct referral.

e Record any discussions or actions taken as soon as is practicable.

All records, information and confidential notes should be kept in separate files in a locked drawer or
filing cabinet.

GUIDANCE TO HEAD CHAPERONES

Recording allegations or suspicions of abuse

In any case where an allegation is made, or someone in your organisation has concerns, a record
should be made. It is good practice to draw up a checklist of details to note and questions you should
ask yourself in making such a record which could include, for example: -

e Name of Child

o Age

e Any special factors; for example, disability, cultural or language issues.

e  Parent’s name(s)

o All other members of the household, whether living there permanently or temporarily.

e Home address (and phone number if available)

e |s the person making the report expressing their own concerns or passing on those of
somebody else? If so, record details.

e  What has prompted the concerns? Include dates, times etc of any specific incidents.
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e Any physical signs? Behavioural signs? Indirect signs?

e Has the child been spoken to? If so, what was said and who was present? Where the
discussion took place is also important to note

e Have the parents been contacted? If so, what was said?

e Has anybody been alleged to be the abuser? If so, record details.

e Has anyone else been consulted? If so, record details.

Only the designated Persons will have access to these files.

USEFUL CONTACTS

Disclosure and Barring The NSPCC (National
Service (DBS) Centre)
DBS helpline 42 Curtain Road
Telephone 03000 200 190 London, EC2A 3NH
Minicom 03000 200 192 0808 800 5000
Welsh 03000 200 191 www.nspcc.org.uk/
;n;ge(;natlonal +44151 676 Childline UK

(help for children and young
Your Local Safeguarding people)
Children Board: Freepost 1111
The LSCB Team can be London, N1 OBR
contacted at your local 0800 1111
council https://www.childline.org.uk
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INCIDENT REPORT FORM

Name of Child/ Vulnerable Beneficiary: Name of staff member

Date of Birth/ Approximate Age: completing form:

Date the incident took place:

Time:

Where did the incident take place?

Who else was involved/witnessed the incident:

Details- Please provide a statement of fact:

Action taken: Parents informed? Yes/No

Signature of staff member reporting incident:

Signature of designated C.P. officer:

Date:
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