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Safeguarding children – Policy and Procedures 

1.0 Purpose and overview of policy 

1.1 The purpose of this policy is to ensure that children (everyone under 18 years 

of age) are safe on library premises at all times.  

 

1.2 Essentially, the policy requires volunteers in the library to report, but not 

investigate, any instance of abuse that they might become aware of.  

 

1.3 Sections 2-4 below deal with the specifics of abuse and reporting it.  

 

1.4 Sections 5 onwards contain more general provisions on the library’s treatment 

of children. 

 

2.0 The library’s safeguarding officers 

2.1 Our Designated Safeguarding Officers are Helen Burrows (07813 094596) and 

Susan Allwood (07738 557517).     

3.0 Definition of abuse 

3.1 Abuse can be one or more of neglect, physical, sexual or emotional. It can also 

be carried out by other children via bullying. 

 

3.2 Other forms of abuse include radicalisation, cyber abuse, county lines, living 

with domestic abuse, forced marriage, female genital mutilation (FGM), gang 

culture and criminal exploitation, grooming, child sexual exploitation and child 

trafficking 

 

4.0 Procedure for reporting abuse (see also flow chart at Appendix 1) 

 

4.1 Abuse might be witnessed by a volunteer. Alternatively, a child might allege 

abuse direct to a volunteer (see later in this section for how to deal with the 

child should this happen). Or a third party alleges it.  

 

4.2 If the case does not appear urgent, then the volunteer must pass the details on 

to the safeguarding officer who will progress the investigation. Talk to a 

Safeguarding Officer if you’re worried about a child but you’re not sure if they’re 

being abused or neglected. 

 

4.3 If an emergency response is required (police or medical attention), call 999.  

 

4.4 If the case appears urgent eg a child is too frightened to go home, then contact 

Leicestershire County Council’s First Response Children’s Duty Team on 0116 

305 0005. This number is available 24 hours a day. Once contact has been 
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made, then ensure that the library safeguarding officer is aware of the situation 

using the appropriate form (Appendix 2).  

 

4.5 If volunteers witness a child being bullied, or if a child complains of being 

bullied in the library, volunteers have a duty to do whatever they can to stop it. 

If the bullying is being carried out by a child, then the aggressive or abusive 

child should be told that his or her behaviour is not acceptable. If necessary, 

volunteers will insist that he or she leaves the premises, so long as the child in 

question is not under 8. 

 
 

4.6 If a child alleges abuse direct to a volunteer, then the volunteer should:  

• Take the child seriously and tell them so. 

• Allow the child to say what has happened to him or her but should not ask 

leading questions. 

• Make a note of what the child says. 

• Tell the child that you are glad they told you. 

• Reassure the child that what happened is not their fault. 

• Be honest with the child – tell them who you will have to contact and why – 

do not promise confidentiality. 

• Keep the child fully informed about what you are doing. 

 

5.0 Do’s and Don’ts when dealing with children 

• Always listen to children and value and respect them as individuals. 

• Always ensure that another volunteer listens and/or observes, when in a 

difficult or sensitive situation involving a child. 

• Avoid being alone with a child – a meeting with a child or young person 

should take place as openly as possible – always remain in public view. 

• Comfort a child who is obviously distressed but always remain in public 

view. 

• Never initiate physical contact with a child. 

• Never lead a child out of the library in search of a parent or carer (including 

by the hand). The child should be kept safe in the library until the 

parent/carer returns. 
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• Do not make contact with children for non-library business. 

• Never do things of a personal nature for a child that the child could do for 

him or herself. 

• Never accompany a child into the toilet or assist a child in using the toilet or 

in adjusting his/her clothes. 

• If an allegation is made about a volunteer (or member of the management 

committee) do follow the Complaints policy 

 

6.0 Unsupervised children under the age of 8 

6.1 All children under the age of 8 should be accompanied by a responsible adult. 

 

6.2 If a child under the age of 8 is unaccompanied in the library, then:  

• Ask the child if an adult is aware that they are in the library and if s/he is 

expecting to be collected. 

• Try to contact the parent or carer; see if the child can give an address or 

telephone number; check registration details to see if the child or a 

parent/carer is a library member. 

• Avoid being left alone with a child - try to ensure colleagues are present 

when dealing with unsupervised children and remain in public view. 

• Record any response from the parent or carer – we may want to send a 

letter to them.  

• If all attempts to contact the parent or carer fail, then contact Leicestershire 

County Council Central Duty Team on 0116 305 0005.  

6.3 If an unaccompanied child is expecting to be met at closing time in the Library 

but no responsible adult has arrived, then the volunteer should: 

• Check on the child’s situation with the support of another volunteer – are 

they waiting for a parent or carer to collect them? 

• The child may be allowed to use the library phone to phone home to ask a 

parent or carer to collect them. However, parents/carers should be 

reminded to organise this in advance if it is happening on a regular basis. 

• Wait for the parent/carer to collect the child and then explain the library’s 

policy to them. Two volunteers should wait with the child. 

• Where a parent or carer cannot be contacted, contact Leicestershire 

County Council Central Duty Team on 0116 305 0005 for advice. 
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• If the Central Duty Team cannot be contacted, contact the police on 101. 

No volunteer should ever take a child home. 

• Make a note of the details of the incident: date and time; nature of concern 

and contact the Library’s designated safeguarding officer, copied to Central 

Duty Team. A letter will be sent to the parents and carers, reminding them 

of the library service’s policy regarding unaccompanied children. The Chair 

of the committee should decide whether the letter should come from them, 

or from the Safeguarding Officer. 

• If a child wishes to leave, every effort should be made to persuade him or 

her to stay until help has arrived. However, volunteers must not attempt 

physically to restrain a child except to prevent accident or injury when there 

are reasonable grounds to believe there is a real risk to the child or in self-

defence. 

 

7.0 Child in the library during school hours (other than via organised trip) 

7.1 On the occasions that this happens, the volunteer should: 

• Talk to the child or children and attempt to discover why they are out of 

school. 

• If they say they have been allowed out of school, ask to see the 

appropriate pass or letter of permission. 

• If no pass or letter is produced, and the child’s name and school can be 

identified, contact the school for advice. 

• If the child says they have been excluded, contact the school for advice. 

• If the school cannot be identified, volunteers should contact Leicestershire 

County Council Central Duty Team on 0116 305 0005. 

• Make a note of the date and time and nature of the concern and pass it 

onto the Safeguarding Officer. 

7.2 The library is a safer place for children than the streets, and while following the 

above courses of action, volunteers should allow children and young people to 

remain in the library. 

 

8.0 Children and emergency evacuations 

8.1 In the event of an evacuation, volunteers should take any unaccompanied 

children to the assembly point.  

 

8.2 An assessment of the length of the expected evacuation should be made in 

consultation with the designated fire officer at the location. If returning to the 
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premises is not feasible before the library is expected to close, children who are 

expecting to be met by a parent/carer should be kept with volunteers until the 

parent/carer claims them.  

 

8.3 Children who are not expecting to be met and who are allowed to leave the 

library unaccompanied (ie 8 or over) should be allowed to make their own way 

home. 

 

8.4 If there is an evacuation during an organised library activity for children, the 

volunteers must lead children to the assembly point, taking the register of 

children attending the event. The register must be checked to ensure that all 

children are out of the building. If a child is unaccounted for this should be 

reported immediately to the emergency services. 

 

9.0 Adults in the children’s area of the library 

9.1 An adult in a children’s library area, but not seeming to use it, should be offered 

seating in the adult library, or help in finding the information they require.  

 

9.2 If the adult remains in the children’s area with no obviously good reason for 

being there, they should be asked to leave the area.  

 

9.3 If the adult refuses to leave the children’s area, volunteers should point out they 

are not accusing the adult, but that the policy is there to protect children and 

that they are required to apply it.  

 

9.4 If the adult continues to stay in the children’s area, contact Leicestershire 

County Council Central Duty Team on 0116 305 0005 for advice and ensure 

that the library’s safeguarding officer is made aware. 

 

10.0 Use of public-access computers by children 

10.1 Access to the internet is filtered, but volunteers should be alert to the possibility 

that children might still be able to access unsuitable material. If this happens, 

volunteers should: 

• Inform the child that it is not appropriate and explain why. 

• Pass information about the site to the library management committee to 

ensure that future access is reviewed and blocked where necessary. 

• Warn the child that their session could be terminated if they continue to 

access inappropriate material. 
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11.0 Organised activities involving children, in the library 

11.1 In these circumstances, the following are relevant.  

• No child under 8 years of age should be left unaccompanied; a parent, 

carer or responsible older sibling must stay with the child. 

• At least two adults must be present during the activity. 

• The management committee should ensure that activities carried out in 

their libraries have been risk assessed in advance of the activity. 

• Publicity should specify the age of the children at whom the event is aimed, 

and the reminder that children under the age of 8 should be accompanied 

by a parent or carer. It should clearly state starting and finishing times. 

• All children attending an event should be registered. Children under 8 

should be registered by their parents and carers.  

• If a child under 8 is not accompanied, volunteers must register the child 

attending the event and keep a written record of their name and, if 

possible, their address and telephone number. 

• This register must be checked during an emergency evacuation. 

• All volunteers must wear their library lanyards at any event. 

• Children may not be photographed at events, either by volunteers or by 

members of the press, unless permission has been given by the child’s 

parent or carer. This may be in person, if the parent is attending the event, 

or by a permission form signed in advance. This is particularly relevant for 

the reading challenge finishers and competition winners, when 

photographs are often suggested to celebrate achievement. 

 

 

12.0 Use of library premises by other organisations 

 

12.1 If an individual or external organisation wishes to use a library for children’s 

events or activities, they must fill in the appropriate room bookings form. In 

completing this application form, they must either have their own safeguarding 

policy or if they do not, then they agree to use our policy. 
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Approved by the library management committee 11 August 2025 

 

Review date November 2026 
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Reporting Concerns about children     Appendix 1 

  

Speak to your Safeguarding Officer Helen Burrows (07813 094596) or Susan Allwood 
(07738 557517) and report your concerns without delay. 

If you have concerns that they are implicated or may not act appropriately follow the 
Complaints policy 

Seek medical attention or contact 
emergency services 999 

Yes 

You have a concern, or have been told about, possible abuse of a child, poor practice or wider 
welfare issues. 

Is the child in immediate danger or need immediate medical attention? 

No 

Is it safe to speak with the child? 
 What does the child want to happen? 
If you know their views include those 

throughout the process. 
 

Make notes and complete a Safeguarding Concerns Report Form (see Appendix 2), submit to one 
of the Safeguarding Officers 

 

Contact Leicestershire County Council’s First 
Response Children’s Duty Team on 0116 305 
0005. This number is available 24 hours a day. 

Is the situation urgent? E.g. the child is 
afraid to go home? 

Yes No 
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Appendix 2 

Safeguarding Concerns Report Form 

 

Please complete this form if you are concerned about the welfare of an adult or child 

connected to Barrow Upon Soar Library. This form should then be shared with a 

Safeguarding Officer. 

  

If there is immediate danger or threat to life, contact emergency services on 999 

before raising an alert to the Library Safeguarding team. 

  

Required 

Section 1: Details of person of concern / at risk of harm: 

(Details of who this safeguarding referral is about) 

1. Name of person of concern / at risk of harm:  

2. Address:  

 

3. Phone number(s):  

4. Date of Birth:   

5. Relationship to library: Please select -  

Visitor / member of the public 

Volunteer 

Employee 

6. Their reason for attending the library on this occasion:  

7. Is the person aware of this referral being raised? Yes / No 

8. Do you have the person’s consent for onward referrals to be made? Yes / No 

 

Section 2: Details of concern/abuse 

9. Is the person in immediate danger? Yes / No 

10. Has an emergency service been called? Yes / No 

 

If yes, please provide the following details:  

• Date emergency service call was made: 

• Emergency service reference number (if applicable):  

• Details of call: 

 

 

11. Type of concern / abuse: 

Financial 

Domestic  

Modern slavery 

Emotional  

Physical  

Psychological  

Sexual  

Self-neglect 

Organisational 

Discrimination 

 

12. Date concern/abuse was disclosed/observed:  
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13. Please provide a factual, detailed account of your concern, including details of 

what happened, where it happened, and any action taken to date.  

Please include the following: 

• Details of statutory agencies you have contacted  

• Reports you have submitted and their reference numbers, with dates 

• Contact details of any known support (GP, social workers, community link 

workers, etc.)  

• Are there any concerns around the individual’s mental capacity?  

 

Your contact details: 

- Name: 

- Position: 

- Phone number: 

- Email address: 

- Your Line Manager's details including phone and email address:  

 

 

 

Section 4: Details of the person who reported the concern/abuse 

Did you observe the concern or abuse directly? If yes, please skip this section and 

submit this form. 

Did the client report the concern or abuse directly? If yes, please skip this section 

and submit this form. 

 

If the concern or abuse was disclosed to you by someone else, please provide their 

details below: 

 

Person who reported the concern/abuse:   

- Full name 

- Phone number 

- Email  

What is their relationship to Barrow Upon Soar Library? Please select -   

Volunteer 

Employee 

Health Professional 

Member of the public 

 

Any other relevant comments -  


