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Child Protection / Safeguarding Policy 
Written with guidance from the NSPCC‘s online materials. 

 

The purpose and scope of this policy statement 

The purpose of this policy statement is: 

• to protect children, young people, and vulnerable adults who receive Be Extra’s 
services from harm. This includes the children of adults who use our services. 

• to provide staff and volunteers, as well as children and young people and their 
families, with the overarching principles that guide our approach to child protection. 

This policy applies to anyone working on behalf of Be Extra, including senior managers and 
the board of trustees, paid staff, volunteers, sessional workers, agency staff and students. 

We believe that: 

• Children and young people should never experience abuse of any kind. 
• We have a responsibility to promote the welfare of all children and young people, to 

keep them safe and to practise in a way that protects them. 

We recognise that: 

• the welfare of children is paramount in all the work we do and in all the decisions we 
take all children, regardless of age, disability, gender 

• reassignment, race, religion or belief, sex, or sexual orientation have an equal right to 
protection from all types of harm or abuse 

• some children are additionally vulnerable because of the impact of previous 
experiences, their level of dependency, communication needs or other issues 

• working in partnership with children, young people, their parents, carers, and other 
agencies is essential in promoting young people’s welfare. 

We will seek to keep children and young people safe by: 

• valuing, listening to and respecting them 
• appointing a nominated lead trustee/board member for safeguarding 
• adopting child protection and safeguarding best practice through our policies, 

procedures, and code of conduct for staff and volunteers 
• developing and implementing an effective online safety policy and related 

procedures 
• providing effective management for staff and volunteers through supervision, 

support, training, and quality assurance measures so that all staff and volunteers 
know about and follow our policies, procedures, and behaviour codes confidently and 
competently 

• recruiting and selecting staff and volunteers safely, ensuring all necessary checks 
are made 

https://learning.nspcc.org.uk/research-resources/templates/example-safeguarding-policy-statement
https://be-extra.co.uk/


• recording, storing, and using information professionally and securely, in line with data 
protection legislation and guidance [more information about this is available from the 
Information Commissioner’s Office: ico.org.uk/fororganisations] 

• making sure that children, young people, and their families know where to go for help 
if they have a concern 

• using our safeguarding and child protection procedures to share concerns and 
relevant information with agencies who need to know, and involving children, young 
people, parents, families, and carers appropriately 

• using our procedures to manage any allegations against staff and volunteers 
appropriately 

• creating and maintaining an anti-bullying environment and ensuring that we have a 
policy and procedure to help us deal effectively with any bullying that does arise 

• ensuring that we have effective complaints and whistleblowing measures in place 
• ensuring that we provide a safe physical environment for our children, young people, 

staff, and volunteers, by applying health and safety measures in accordance with the 
law and regulatory guidance 

• building a safeguarding culture where staff and volunteers, children, young people, 
and their families, treat each other with respect and are comfortable about sharing 
concerns. 

 

All staff have a responsibility to follow the 5 R's (Recognise, Respond, Report, Record & 
Refer) whilst engaged on PTP's business, and must immediately report any concerns about 
children’s or vulnerable adults’ welfare to a Designated Officer (see below). 

 

Trustee/Senior lead for safeguarding and child protection: 
Lizzy Hardman (CTO and Equality Officer) 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Equality and Diversity Policy 
Equality Officer: Lizzy Hardman 

 
Introduction 

The purpose of this policy is to set out the commitment of the company to ensure that no 
employee or job applicant receives less favourable facilities or treatment (either directly or 
indirectly) in recruitment or employment on grounds of age, disability, gender / gender 
reassignment, marriage / civil partnership, pregnancy / maternity, race, religion or belief, sex, 
or sexual orientation (the protected characteristics). We recognise that discrimination and 
victimisation is unacceptable and that it is in the interests of the Company and its 
employees to utilise the skills of the total workforce. This policy does not form part of your 
employment contract, and we may update it at any time. 

(N.B In this document, employee also refers to volunteers and those working in collaboration 
with us) 

 
Our aim is that our workforce will be truly representative of all sections of society and each 
employee feels respected and able to give of their best. 

We oppose all forms of unlawful and unfair discrimination or victimisation. To that end the 
purpose of this policy is to provide equality and fairness for all in our employment. 

All employees, whether part-time, full-time, or temporary, will be treated fairly and with 
respect. Selection for employment, promotion, training, or any other benefit will be based on 
aptitude and ability. All employees will be helped and encouraged to develop their full 
potential and the talents and resources of the workforce will be fully utilised to maximise the 
efficiency of the organisation. 

Our staff will not discriminate directly or indirectly, or harass customers or clients because 
of age, disability, gender reassignment, pregnancy and maternity, race, religion or belief, sex, 
and sexual orientation in the provision of the Company’s goods and services. 

This policy and the associated arrangements shall operate in accordance with statutory 
requirements. In addition, full account will be taken of any guidance or Codes of Practice 
issued by the Equality and Human Rights Commission, any Government Departments, and 
any other statutory bodies. 

Our Commitment 

• To create an environment in which individual differences and the contributions of all 
our staff are recognised and valued. 

• Every employee is entitled to a working environment that promotes dignity and 
respect to all. No form of intimidation, bullying or harassment will be tolerated. 

• Training, development, and progression opportunities are available to all staff. 
• To promote equality in the workplace which we believe is good management practice 

and makes sound business sense. 



• We will review all our employment practices and procedures to ensure fairness. 
Breaches of our equality policy will be regarded as misconduct and could lead to 
disciplinary proceedings. 

• This policy is fully supported by the Board of Directors. 
• The policy will be monitored and reviewed annually. 

Responsibilities of the Board of Directors 

Responsibility for ensuring the effective implementation and operation of the arrangements 
will rest with the Board. Directors / Managers will ensure that they and their staff operate 
within this policy and arrangements, and that all reasonable and practical steps are taken to 
avoid discrimination. Each manager will ensure that: 

• all their staff are aware of the policy and the arrangements, and the reasons for the 
policy; 

• grievances concerning discrimination are dealt with properly, fairly, and as quickly as 
possible; 

• proper records are maintained. 

A designated board member will be responsible for monitoring the operation of the policy in 
respect of employees, volunteers and job or role applicants. 

Responsibilities of employees 

Responsibility for ensuring that there is no unlawful discrimination, rests with all staff and 
the attitudes of staff are crucial to the successful operation of fair employment practices. All 
members of staff should: 

• comply with the policy and arrangements; 
• not discriminate in their day-to-day activities or induce others to do so; 
• not victimise, harass, or intimidate other staff or groups who have, or are perceived 

to have one of the protected characteristics. 
• ensure no individual is discriminated against or harassed because of their 

association with another individual who has a protected characteristic. 
• inform their manager if they become aware of any discriminatory practice. 

Third Parties 

Third-party harassment occurs where a Company employee is harassed, and the 
harassment is related to a protected characteristic, by third parties such as clients or 
customers. The Company will not tolerate such actions against its staff, and the employee 
concerned should inform their manager / supervisor at once that this has occurred. We will 
fully investigate and take all reasonable steps to ensure such harassment does not happen 
again. 

Related Policies and Arrangements 

All employment policies and arrangements have a bearing on equality of opportunity. The 
Company policies will be reviewed regularly, and any discriminatory elements removed. 

Rights of People with Disabilities 



The Company attaches particular importance to the needs of people with disabilities. 

 Under the terms of this policy, managers are required to: 

• make reasonable adjustment to maintain the services of an employee who becomes 
disabled, for example, training, provision of special equipment, reduced working 
hours. (NB: managers are expected to seek advice on the availability of advice and 
guidance from external agencies to maintain disabled people in employment); 

• include disabled people in training/development programmes; 
• give full and proper consideration to disabled people who apply for jobs, having 

regard to making reasonable adjustments for their aptitudes and abilities to allow 
them to be able to do the job. 

Equality Training 

A series of regular briefing sessions will be held for staff on equality issues. These will be 
repeated, as necessary. 

Training will be provided for managers on this policy and the associated arrangements. All 
managers who have an involvement in the recruitment and selection process will receive 
specialist training. 

Monitoring 

The Company deems it appropriate to state its intention not to discriminate and assumes 
that this will be translated into practice consistently across the organisation. Accordingly, a 
monitoring system will be introduced to measure the effectiveness of the policy and 
arrangements. 

There will also be regular assessments to measure the extent to which recruitment to first 
appointment, internal promotion and access to training/development opportunities affect 
equal opportunities for all groups. 

The information collected for monitoring purposes will be treated as confidential and it will 
not be used for any other purpose. 

If monitoring shows that the Company, or areas within it, are not representative, or that 
sections of our workforce are not progressing properly within the Company, then an action 
plan will be developed to address these issues. This will include a review of recruitment and 
selection procedures, Company policies and practices as well as consideration of taking 
legal Positive Action. 

Grievances/Discipline 

Employees have a right to pursue a complaint concerning discrimination or victimisation. 

 

 



Privacy Policy 
Who we are? 

Be Extra – Wellbeing in the Arts CIC. Our website address is: https://be-extra.co.uk. 

What personal data we collect and why we collect it 

 

Comments 

When visitors leave comments on the site, we collect the data shown in the comments form, 

and the visitor’s IP address and browser user agent string to help spam detection. 

An anonymized string created from your email address (also called a hash) may be provided 

to the Gravatar service to see if you are using it. The Gravatar service privacy policy is 

available here: https://automattic.com/privacy/. After approval of your comment, your 

profile picture is visible to the public in the context of your comment. 

Media 

If you upload images to the website, you should avoid uploading images with embedded 

location data (EXIF GPS) included. Visitors to the website can download and extract any 

location data from images on the website. 

Cookies 

If you leave a comment on our site, you may opt-in to saving your name, email address and 

website in cookies. These are for your convenience so that you do not have to fill in your 

details again when you leave another comment. These cookies will last for one year. 

If you visit our login page, we will set a temporary cookie to determine if your browser 

accepts cookies. This cookie contains no personal data and is discarded when you close 

your browser. 

When you log in, we will also set up several cookies to save your login information and your 

screen display choices. Login cookies last for two days, and screen options cookies last for 

a year. If you select “Remember Me”, your login will persist for two weeks. If you log out of 

your account, the login cookies will be removed. 

If you edit or publish an article, an additional cookie will be saved in your browser. This 

cookie includes no personal data and simply indicates the post ID of the article you just 

edited. It expires after 1 day. 

Embedded content from other websites 

Articles on this site may include embedded content (e.g. videos, images, articles, etc.). 

Embedded content from other websites behaves in the exact same way as if the visitor has 

visited the other website. 

These websites may collect data about you, use cookies, embed additional third-party 

tracking, and monitor your interaction with that embedded content, including tracking your 

interaction with the embedded content if you have an account and are logged in to that 

website. 



How long we retain your data 

If you leave a comment, the comment and its metadata are retained indefinitely. This is so 

we can recognize and approve any follow-up comments automatically instead of holding 

them in a moderation queue. 

For users that register on our website (if any), we also store the personal information they 

provide in their user profile. All users can see, edit, or delete their personal information at any 

time (except they cannot change their username). Website administrators can also see and 

edit that information. 

What rights you have over your data 

If you have an account on this site, or have left comments, you can request to receive an 

exported file of the personal data we hold about you, including any data you have provided to 

us. You can also request that we erase any personal data we hold about you. This does not 

include any data we are obliged to keep for administrative, legal, or security purposes. 

Where we send your data 

Visitor comments may be checked through an automated spam detection service. 

Deletion of data 

The stored personal data is deleted when you rescind your consent to its processing, when 

the data is no longer needed to fulfil the purpose pursued by its storage or when storage of 

the data is or becomes inadmissible for other legal reasons. Upon deletion or freezing of the 

data the corresponding services can no longer be used. 

We are happy to keep you informed about exciting projects, news from our blog on 

architectural and design topics, worthwhile information on research and current events in 

our newsletter, if you have given your consent to this or if this is in line with statutory 

regulations. 

Newsletter 

With your registration for the newsletter you declare your consent to receive the newsletter. 

The data collected (title, name, e-mail address) is used only to send the newsletter. 

Our newsletter is sent by AWeber. AWeber collects and processes usage data of the 

newsletter. The data collected is used for technical improvement and optimisation of 

newsletter service. 

You can rescind your consent to receive the newsletter and the associated processing of 

data at any time. 

Data security 

We protect your personal data from risks associated with data processing, in particular 

unauthorised access, utilisation, or publication. For this purpose we have appropriate 

technical and organisational measures in place that are in line with the latest technological 

standards. 

Google analytics 



Our website Google Analytics, a web analytics service provided by Google Inc. (“Google”). 

Google Analytics enables analysis of how users are utilising the site. The information 

collected includes, e.g. information on the operating system, screen, your IP address, 

website views called up, the date and time of your visit to our website. The information 

created on your use of the website is generally transmitted to a Google server in the USA and 

stored there. We have activated IP anonymisation. This means that your IP address will be 

shortened by Google before transmission within the Member States of the European Union 

or in other states that are signatories to the Agreement on the European Economic Area. 

Only in exceptional cases will the full IP address by transmitted to a Google server in the 

USA and shortened there. Google uses this information on behalf of the website operator to 

analyse your use of the website, compile reports on activities within the app and to provide 

other services associated with use of the website to the provider of the app. The IP address 

transmitted within the context of Google Analytics is not associated with other information 

by Google. 

You can prevent the transmission of data related to your use of the website (including your 

IP address) to Google and processing of this data by Google by deactivating Google 

Analytics in your browser. 

Further information on conditions of use and data protection can be found at 

http://www.google.com/analytics/terms/de.html or 

https://www.google.de/intl/de/policies/. We wish to inform you that the configuration of 

Google Analytics on this website ensures the anonymised collection of IP addresses (known 

as IP masking). 

 

 

 

 

 

 

 

 

 

 

 

 



 

Disciplinary Procedures 

Be Extra prescribes to the Acas Code of Practice on disciplinary and grievance procedures. 

 

If Be Extra has considered trying to resolve the issue informally but feels they need to start a 
disciplinary procedure, they must tell the employee straight away. 

This should be done in writing and should include: 

• sufficient information about the alleged misconduct or poor performance 
• possible consequences, for example a written warning 

 
The employee should have this information in time to prepare for a disciplinary meeting. 

Workers have a statutory right to be accompanied by a companion where the disciplinary 
meeting could result in: 

• a formal warning being issued; or 
• the taking of some other disciplinary action 
• the confirmation of a warning or some other disciplinary action (appeal 

hearings) 
 
After the meeting, it will be decided whether disciplinary or any other action is justified, and 
the employee/volunteer will be notified accordingly in writing. (N.B ‘employee’ will 
henceforth be used to indicate an employee or volunteer).  

Where misconduct is confirmed, or the employee is found to be performing unsatisfactorily 
it is usual to give the employee a written warning. A further act of misconduct or failure to 
improve performance within a set period would normally result in a final written warning. 

If an employee’s first misconduct or unsatisfactory performance is sufficiently serious, it 
may be appropriate to move directly to a final written warning. This might occur where the 
employee’s actions have had, or are liable to have, a serious or harmful impact on the 
organisation. 

A first or final written warning should set out the nature of the misconduct or poor 
performance and the change in behaviour or improvement in performance required (with 
timescale). The employee should be told how long the warning will remain current. The 
employee should be informed of the consequences of further misconduct, or failure to 
improve performance, within the set period following a final warning. For instance that it may 
result in dismissal or some other contractual penalty such as demotion or loss of seniority. 

 

https://www.acas.org.uk/acas-code-of-practice-for-disciplinary-and-grievance-procedures/html


Complaints 

Be Extra prescribes to the Acas Code of Practice on disciplinary and grievance procedures. 

 

Employees and volunteers are the heart of Be Extra, so we have made our complaints 
procedure simple and transparent.  

1. Notify the exec of the issue – this can be done via our complaints form or by 

directly contacting an executive officer; 

• Complaints form – https://forms.gle/reYoCqZxU5JamtwH7  

• Lizzy Hardman – elizabeth.hardman96@gmail.com  

• Katherine Rees – Katherinerees@be-extra.co.uk  

• Emma Kennedy – emmasrkennedy@gmail.com  

2. If you’ve provided contact details or contacted someone directly, we will 

respond within 48hrs to talk about possible next steps.  

3. An investigation will take place where necessary and the disciplinary 

procedure will be followed if applicable.  

4. A follow up meeting will be arranged to check you are satisfied with the 

outcome.  

If you are a customer or client and you have a complaint, please complete this form 

(https://forms.gle/8yRKWbyYkjuNKe5A6) or contact one of the above emails and we will get 

back to you within 48hrs.  

https://www.acas.org.uk/acas-code-of-practice-for-disciplinary-and-grievance-procedures/html
https://forms.gle/reYoCqZxU5JamtwH7
mailto:elizabeth.hardman96@gmail.com
mailto:Katherinerees@be-extra.co.uk
mailto:emmasrkennedy@gmail.com
https://forms.gle/8yRKWbyYkjuNKe5A6

