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Legal Basis
Legislation specific to the subject of this policy document:

¢ Activity Centres (Young Persons’ Safety) Act 1995
e Adventure Activities Licensing Regulations 2004
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Other relevant legislation which you must check this document against
(required by law)
e Human Rights Act 1998 (in particular A.14 — Prohibition of discrimination)
e Equality Act 2010
e Crime and Disorder Act 1998
e Health and Safety at Work etc. Act 1974 and associated Regulations
e General Data Protection Regulation (GDPR) and Data Protection Act 2018
e Freedom Of Information Act 2000
e The Civil Contingencies Act 2004

Other documentation which you must check this document against:

e College of Policing — Code of Ethics
e Norfolk and Suffolk Constabularies’ Standards of Professional Behaviour
e College of Policing — Authorised Professional Practice

1. Aims, Mission Statement and Motto
1.1 The aims of the Suffolk Police Volunteer Cadets programme are to:
e Promote a practical understanding of Policing amongst all young
people.
e Encourage a spirit of adventure and good citizenship.

e Support local policing priorities through volunteering and give young
people a chance to be heard.

¢ Inspire young people to participate positively in their communities.
1.2 In order to further enhance the understanding of the purpose behind the
initiative, a mission statement is provided which succinctly sums up the

Constabulary’s rationale for implementing a Police Volunteer Cadets
programme, this is:

‘To reduce youth vulnerability to crime and social exclusion
through enhancing young people’s ability to contribute and
achieve.’

1.3 The Police Volunteer Cadets motto is:
‘It's not where you’ve come from; it's where you’re going that counts.’
2. General Principles

2.1 Each Cadet unit must be sustainable and target the needs of the community
it serves.

2.2 Each Cadet unit should comprise of a balanced mix of young people;
including those in need of diversion/guidance and those who already have
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a strong sense of community spirit and the desire to make a positive
contribution to their community and/or police service.

Cadets will not be used to replace paid personnel, provide cover for
vacancies, annual leave, sickness, and abstractions through attendance at
courses/court or undertake duties of paid staff during industrial disputes or
other local disputes.

Each Cadet Unit should:

e Aim to engage with young people between 13 and 18 years old.
e Aim to have 25% of their membership from a vulnerable background.

e Support their cadets to volunteer three hours a month assisting in
community and crime prevention events.

e Have a body of Cadets that represents the diversity of their Service
Area.

Please Note: It should be highlighted that becoming a Police Volunteer Cadet in

no way indicates that any subsequent application by a cadet for employment
within Suffolk Constabulary will be treated more favourably or subjected to less
scrutiny.

3.
3.1

Management of the Programme

Each unit will be run locally with the named individual having responsibility
for the day-to-day running of their specific unit. The overall support is by
the Cadet Coordinator, who will report directly to the CPPH Inspector. The
Co-ordinator will ensure consistency of experience across the programme
and to assist in mitigating any risk to the organisation’s reputation, each unit
must be set up and run based on corporate aims, objectives and
methodology.

Cadet Unit Leaders

3.2

3.3

Each unit will have nominated Cadet Unit Leaders being a mix of male and
female. Cadet Leaders will be responsible for the general running of their
unit. Cadet Unit Leaders will be volunteers recruited from the organisations
— they can be any rank or grade, including special officers and police
support volunteers. Where the Cadet Unit Leader is a Constabulary paid
employee, the role of Cadet Unit Leader is a secondary duty.

Cadet Leaders will be expected to attend weekly meetings and other
engagements. In recognition of the importance of the role, the Constabulary
has agreed the below format.

o Weekly meetings — The expectation is that weekly meetings are
attended in the leader’s own time. For Police officers 50% of the time
maybe claimed back as time owed.
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e Cadet engagements outside of the weekly meetings — these can
be attended within duty time if agreed by their supervisor. If they fall
on rest days, the Leader can claim back the rest day as an owed rest
day and should be used up as per the Leave and Time Off policy.

e There may be times when this cannot be accommodated due to
operational demands, and the decision on this will lie with the
supervisor.

e All hours will be accredited on the Duty Management System (DMS)
and signed off by supervisors as Cadet Engagement.

¢ Any time away from the primary workplace is subject to the usual rules
covering absences as per the Leave and Time Off policy.

Where members of the Special Constabulary act as Cadet Unit Leaders,
the hours worked in that role may be included in their duty time, however,
the Special’'s duty hours should not be exclusively made up of the Cadet
Unit Leader role.

Employee Support Volunteer Days

3.5

3.6

3.7

3.8

3.9

Where Cadet Leaders are members of staff in their primary role (see 3.2),
they will be entitled to a maximum six days Employee Support Volunteering
(ESV) leave days per year for Constabulary led Cadet engagement
activities only.

An ESV leave day can only be taken with the agreement of the police staff
member’s line manager after consideration of organisational and
departmental requirements.

ESV leave days can only be taken for community Cadet engagement
activities, as authorised by the Cadet Coordinator and signed off as Cadet
Engagement.

A staff member Cadet Leader who wishes to take more than one ESV day
simultaneously must seek approval from their line manager.

Any unused entitlement cannot be claimed as payment, carried over to the
following year or claimed as payment on resignation/retirement.

3.10 A staff member who requests a Cadet Leader ESV day should submit this

request to their line manager via DMS.

3.11 A line manager may cancel a Cadet Leader ESV day with appropriate

justification.

General Unit Administration

3.12 All Cadet Unit Leaders are to be first aid trained.

3.13 Where a residential event is taking place, both a male and female Cadet

Leader should accompany all mixed sex groups.
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3.14 A Cadet Unit Leader from each unit will attend the periodically held
meetings chaired by the Cadet Coordinator as outlined above.

3.15 All police officers, police staff and police support volunteers will need to
undertake a DBS check as well as the NPPV Level 2.

3.16 The responsibilities of a Cadet Unit Leader are defined in the role profile
available from the Cadet Coordinator. All Cadet leaders are to conduct
themselves in a professional manner at all times in line with Code of Ethics
and the Cadet Leader Code of Conduct. The Code of Conduct must be
signed and returned to the Cadet Coordinator prior to commencing the
Cadet Leader role.

3.17 All Cadet Leaders must complete the Introduction to Safeguarding webinar
provided by the national VPC.

3.18 All Cadet Leaders who are not Police Officers or Police staff will be recruited
as Police Support Volunteers (PSVs) and will be subjected to NPPV level 2
vetting and a DBS check. The recruitment process of PSVs falls under the
PSV Policy and is the responsibility of the Specials & Volunteers
Coordinator.

Ratio

3.19 Each unit meeting will be attended by at least two cadet leaders regardless
of cadet numbers.

3.20 The required ratio of leaders (including assistants) to cadets is:
e For inside sedentary activities — 1:10 (including all activities within
Suffolk Constabulary premises).

e Forinside active activities — 1:8.

e For all outside activities — 1:8.

3.21 Any deviation from the above ratios must have express permission from the
Cadet Coordinator.

4. Cadet Rank Structure

4.1 Each unit will be formed into a maximum of four sections — Blue, White,
Green and Red.

4.2 Each section will have a Section Leader who will be responsible for guiding,
leading and mentoring more inexperienced Cadets.

4.3 Units may also decide to appoint Section Leaders in other roles, e.g. to take
responsibility for training/mentoring new Cadets. Section Leaders will be
identifiable by wearing one silver bar on their epaulettes.
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Each unit may appoint a Senior Cadet who will be responsible for mentoring
and guiding the Section Leaders. Senior Cadets will be identifiable by
wearing two silver bars on their epaulettes.

Any cadet wishing to become Section Leader or Senior Cadet can apply to
the unit cadet leader, if the leader does not deem the cadet suitable this
must be discussed with the Cadet Coordinator prior to being appropriately
discussed with the Cadet. If appropriate, a development plan for the Cadet
can be put in place to assist their progression.

Recruitment

Eligibility

5.1

5.2

5.3

Cadets can only be recruited between the ages of 13 and 17 and once
recruited are allowed to remain as a cadet until their 18" birthday. Ideally
cadets will be recruited before age 16 to enable them to have at least two
or more years serving, however, applicants can be recruited after their 16™
birthday at the discretion of the Cadet Coordinator. All applicants will need
to have the consent of their parent(s)/guardian(s) when applying (this forms
part of the application form).

Cadets should, where possible, reside in the immediate local area of where
the unit is based (unit boundaries will be set at the Local Policing Command
boundaries). If applications/expressions of interest are being received from
young people from outside the local/qualification area, consideration will be
given on the individual merits, for example travelling distance, peer groups
etc.

Applicants must not be or have previously been a member of the British
National Party (BNP) or other similar organisations, whose aims, objectives
or pronouncements may contradict the duty to promote race equality.

Recruitment and Selection Process

5.4

5.5

5.6

In order to become a cadet, an application pack must be completed, which
can be obtained via the force website or email by sending a request to
cadetsinfo@suffolk.police.uk. This pack includes the application form,
parental consent form, medical form and code of conduct. Application forms
can be completed at any time; there is no need to wait for a recruitment
drive.

Completed forms will be sent to the Cadet Coordinator who, in consultation
with the Cadet Leader for the relevant unit, will assess and score the
applications.

The successful applicants will be notified in writing that they have a
conditional place.
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Recruitment

5.7

Successful applicants will be offered a place and will be sent details of their
first session. Where no current vacancies exist, successful applicants will
be notified and added to a waiting list. When a vacancy arises, an applicant
will be selected from the waiting list based on need and length of time on
the list.

Equal Opportunities

5.8

5.9

Units should ideally be representative of the community in which they
volunteer and span the full age range.

In compliance with the Constabulary’s recruitment policy, positive action
may be taken to encourage young people from under-represented groups
to apply, although all appointments will be made solely on merit.

5.10 Young people with special needs should be encouraged to enrol as Cadets.

5.11

Cadet Leaders are at liberty to adapt Cadet Activities and events to allow
inclusion of any Cadet with special requirements, within reason (please
refer to the Reasonable Adjustment Passport). Cadet Leaders should
consider making adjustments where it is reasonable to do so in order to
support and enable the person. If necessary, this may mean utilising the
support of a carer provided by the cadet.

In extreme cases, some youths require constant close supervision and care
and the Cadets structure cannot provide this. The benefits to the young
person should be weighed against the impact of the required adaptations
when deciding if an applicant can be accommodated. Cadet leaders should
make every attempt to accommodate all potential applicants and their
needs and should note their justifications on the application documentation.

5.12 Specialist support and advice in working with children with special needs

can be found by accessing Suffolk Safeguarding Partnership or through
SCOPE.

Maternity and Young Parents

5.13 Under our commitment to engage vulnerable young people we actively

encourage the membership of young parents/mother-to-be.  However, it
must be noted that local Risk Assessment and Insurance Policies make it
impossible to take responsibility for the care of those under the age of 13
at any of our events, and this must be emphasised to the parent and if
necessary their parent/guardian. Mother-to-be should agree boundaries to
their activities within the Cadets and local Risk and Health management
policies and advisors consulted. Advice should be sought from the Cadet’s
GP.
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Convictions

5.14 Applicants with previous convictions, if disclosed, will be assessed on a
case by case basis and their involvement risk assessed and balanced
against the benefit of the young person.

5.15 The Cadet Coordinator, in conjunction with Unit leaders, may also wish to
implement trial periods or “Acceptable Behaviour Contracts” in order to set
out clear boundaries for these cadets.

5.16 Once part of the cadet programme, cadets must report immediately if they
have any involvement with the police as a victim, witness or suspect, to the
staff in charge of their unit.

5.17 If a cadet is being investigated for a criminal offence, charged, bailed or
summonsed for a criminal offence they will be suspended from the Cadet
programme. The Cadet Coordinator has the authority to suspend a cadet
until such time as deemed appropriate. Appeals are dealt with by the CPPH
Inspector.

Young People Identified as being ‘At-Risk’ or ‘Vulnerable’

5.18 An ‘At Risk’ cadet is defined as a young person with challenging or
offending behaviour. These can be identified as any young person who has
come to the notice of one or more of the teams/units listed below:

e Uniformed Officers/PCSOs;

e ASB team;

e Youth Offending Team;

e Pupil Referral Units;

e Common Assessment Framework (CAF) Referrals;

e Providers of services for young people excluded from schools or in
transition.

5.19 A young person is considered as “vulnerable” if they are:

Vulnerable to Crime
Vulnerable to committing crime:
e Due to domestic influence.
e Due to social influences.
e Due to peer pressure.
Vulnerable to reoffending.
Vulnerable to being a victim of crime.
Vulnerable to the effects of ‘Fear of Crime’.

Vulnerable to Exclusion
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Vulnerable to social exclusion:
e Through disability.
e Through language barriers.
e Through cultural barriers.

e Through isolation or commitment (young carers etc.).

Vulnerable to Abuse
e Emotional.
e Physical.
e Sexual.

e Psychological.

Or for any reason, may not achieve all of the following:
e Be healthy.
o Stay safe.
e Enjoy and achieve.
¢ Make a positive contribution.

¢ Achieve economic well-being.

5.20 Each unit should maintain 25% of available cadet places to those young

5.21

people deemed as being vulnerable or at risk of offending/re-offending, with
the aim being to educate and divert them from criminality, thereby
minimising their vulnerability.

Recruitment of ‘at-risk’ cadets can be achieved by working with partner
agencies, Youth Offending Teams and voluntary groups who provide
diversion activities for at risk young people in Suffolk. However, young
people deemed to be ‘at-risk’ candidates would go through the same
selection process.

5.22 Cadet Leaders, in liaison with the Cadet Coordinator should continually

review the process of those identified as ‘at-risk’ and, where the risk has
been mitigated, the individual cadet should be nominally removed from the
25% quota for that unit, allowing for another ‘at-risk’ cadet to be recruited
during the next recruitment opportunity.

Equality and Diversity

5.23 To ensure that no cadet or cadet leader feels disadvantaged by unjustifiable

conditions or requirements, or experiences less-favourable treatment
because of any of the protected characteristics of the Equality Act 2010:
o Age
e Ethnic origin, nationality or race
Official
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¢ Disability, including mental health
¢ Religion or belief, including the absence of belief
e Marital or civil partnership status
e Sexual orientation
e Pregnancy and maternity
e Gender reassignment
o Sex
And/or class or socio-economic status, family makeup.

5.24 The list above also includes when someone is treated unfavourably
because others believe they are a member of a group even if they are not,
or if they are treated poorly due to friends, family or other people they know
being a member of one of these groups

5.25 The Police Volunteer Cadet programme exists to help young people
develop and fulfil their potential. No one within the programme should
behave towards someone in a way that violates their dignity, or creates a
degrading, humiliating, hostile, intimidating or offensive environment.

5.26 Anyone who raises a concern or challenges discrimination will be
supported. No one will be treated differently because they have sought to
promote equality or challenge discrimination. All members are required to
behave in a manner which compliments the promotion of equality and
diversity, as outlined in the Equality Impact Assessment.

5.27 The Equality Impact Assessment covers how the Constabulary supports its
equality duties and identifies any potential negative or disproportionate
impact on people or groups of people. It also outlines any steps required to
mitigate any negative impact as well as ways to promote equality of
opportunity.

Recruitment of Cadet Leaders

5.28 Any serving police officer or member of the Special Constabulary can apply
to be a Cadet leader by emailing an expression of interest to the Cadet
Coordinators: cadetsinfo@suffolk.police.uk

5.29 An informal interview will take place, although already vetted the candidate
will require a DBS. A PSD10 and a copy of the Code of Conduct will need
to be signed. Two Referees as per Safer recruiting will be required.

5.30 If police staff or a member of the public wishes to be a cadet leader an
application form to become a PSV must be completed. An interview will
take place and two references obtained. If successful, the candidate will be
subject to the vetting procedure and will require a DBS. The Code of
Conduct will require signing, E-learning as identified by the PSV coordinator
will need to be completed and an induction arranged. Safeguarding and first
aid training will be completed.

Official
Version Number: 2.10
Page 11 of 31



7.1

7.2

7.3

7.4

POLICE VOLUNTEER CADETS POLICY
Official

Safeguarding

Safeguarding of our Cadets and also our Cadet leaders is of utmost
importance. The safeguarding procedure must be adhered to at all times.

Training and Development

Once accepted onto the programme, the cadet must attend weekly training
sessions and reach a required standard before being issued with a standard
cadet uniform.

Cadets will follow a set programme, which will be provided for them by the
Cadet Leaders. This programme will be individual to each cadet and will
contain achievable, time-related tasks, for example:

e Understanding the Organisational structure;
¢ Knowledge of localised community operations;

e Tasks related to assisting local policing teams.

Cadet Leaders will be responsible for monitoring cadet’s development.
When agreed achievements have been reached, this will be marked by
presenting awards. The cadet syllabus has therefore been designed to
address those policing service issues which are likely to have a particular
impact on young people.

These include:

¢ Introduction to Policing

e Understanding Communities
e Crime

e Cyber Issues

e Drugs and Vulnerability

e Policing Families

o Life Skills

e Wellbeing

Guest Speakers

7.5

Units are encouraged to arrange visits from Specialist Units both within and
external to the service. However, these must be in compliment to the
expected learning outcomes. These may or may not be directly related to
policing.
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First Aid

7.6 All cadets will be provided with basic first aid skills whilst on the Cadet
programme. This will be delivered internally.

8. Activities — What will Cadets be doing?
Cadet Tasks

8.1 Cadets will be expected to carry out some police tasks under the
supervision of Police Officers, and Police Community Support Officers
(PCSOs). These tasks may include non-confrontational patrol activities but
not independent patrol.

8.2 Cadets will engage in many types of community events such as county
shows, local town celebrations and police lead activity events, they will be
escorted at all times by their DBS checked Cadet leaders.

Please Note: Only DBS checked leaders agreed by the Cadet Coordinator may
supervise cadet activities. These officers should ensure that conflict or violent
situations are actively avoided.

8.3 If involved in an incident, cadets will be asked/requested to provide
statements, recorded by officers. Where appropriate, the consent of
parents/guardians will be sought and the cadets treated as vulnerable
witnesses.

8.4 Cadets will not be involved in tasks which could compromise information
security. Any specific operations/tasks will be subject to specific briefings
as per current practice in operations involving young people.

Social Activities

8.5 Social activities should be arranged for and by cadets throughout the year
and should be encouraged. Units will be expected to give full support to
multi-unit events, which may involve cadets having to spend limited time
away from home.

8.6 Best practice is for the Cadet Coordinator to be informed of all local
initiatives and projects embarked upon by cadet units.

8.7 Cadets should be encouraged to take part in activities/events arranged by
other youth organisations, such as military cadet corps, or other approved
organisations.

8.8 Outdoor activities and/or adventure activities (e.g. canoeing, abseiling etc.)
will only be led by staff or contractors who have undergone satisfactory
training and are certificated and competent to run such activities. All
outdoor activities will be provided in accordance with the Activity Centres
(Young Persons’ Safety) Act 1995 and Adventure Activities Licensing
Regulations 2004.
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9. Uniform and Standards of Dress

9.1 Cadets are ambassadors for Suffolk Constabulary, and as such are
expected to portray a professional image and act responsibly at all times.
All cadets, having attained the required standard, will be issued with a
uniform, which will remain the property of Suffolk Constabulary. All uniform
issued will be recorded on a uniform proforma.

9.2 Cadets will be expected to provide their own black, flat-heeled uniform
footwear, and plain black/navy socks long enough to fit onto the shin.
Cadets will be responsible for maintaining their footwear at their own
expense and ensuring shoes are clean and polished. When financial
hardship is experienced, Suffolk Constabulary can assist with these costs.

9.3 Allissued uniform including rank insignia must be clean and well-presented
and worn appropriately when outside, unless there are specific cultural,
religious or faith justifications otherwise.

9.4 Lost items of clothing or equipment must be reported immediately to the
local Cadet Leader.

9.5 Any items of uniform that are lost or damaged (other than through fair wear
and tear) will be replaced at the cost to the individual cadet.

9.6 Any point not covered by the above should be implemented as per the force
Uniform Behaviour and Standards policy and procedures.

10. General Administration

Data Protection and Security

10.1 Cadets will not have access to IT systems or sensitive documents so will
not require any Information Management and Data Protection training.
They will be trained on the Code of Ethics.

10.2 Paper and or computer records will be maintained by Cadet Unit Leaders
and the Cadet Co-ordinator in line with Data Protection and Force
Information Management policies.

10.3 Cadets will not have unescorted access to police premises. If at any time
door codes or passwords become compromised, they must be changed as
per normal procedures.

Regulations

10.4 All cadets will be informed of the need for appropriate behaviour at all times.
Cadets will receive a copy of the Cadets Code of Conduct as a guide for
standards expected. Cadets will not be subject to Suffolk Constabulary
disciplinary or misconduct regulations.
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Meetings

10.5 Cadet meetings will usually take place weekly throughout the year and will
generally be for two hours.

10.6 Organised activities should be arranged outside of this core meeting time,
but must be outside of school times, e.g. weekends, school holidays.

10.7 Meetings will usually take place on police premises, however, where a Unit
is not able to use such premises (either short term or long term) other
suitable premises should be used.

10.8 If alternative premises are used (whether paid or not), the Cadet
Coordinator will require documentation from the premises’, which confirms
Public Liability Insurance is in place.

Moving Units

10.9 Requests for transfers should be made to the Cadet Co-ordinator. Once a
move has been agreed documentation must be passed from one unit to the
other.

Attendance

10.10 Cadets will be expected to attend all meetings. If a cadet is unable to
attend, they must notify the Cadet Leader of their non-attendance.

10.11 Repeated non-attendance within a two-month period without notification
will result in contact by the Cadet Leader to find out if they wish to continue
on the programme. Where necessary, the matter should be referred to the
Cadet Coordinator. It will be at the discretion of the Cadet Coordinator as
to whether they are required to leave.

10.12 If a cadet breaches the code of conduct, they may be requested to leave.
Any misconduct will be addressed by the Cadet Coordinator in consultation
with the CPPH Inspector who will make the final decision. Where decisions
cannot be agreed, or in extenuating circumstances, the matter will go to the
Force Designated Responsible Officer (DRO) who is the ACC lead for
Citizens in Policing.

10.13 If necessary, cadets may be given a maximum of six months leave of
absence, for example, to allow for studying or family commitments.

Funding

10.14 Cadets will be required to pay a small weekly amount, which will go
towards the purchase of items required for events and activities. The level
of the subscription will be reviewed and decided annually. Lack of
contribution due to personal circumstances will not exclude an individual
from taking part. In this instance, other options will be explored by the Cadet
Coordinator.
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10.15 Each unit will manage their own cash account and records as per the
directions issued from the Constabulary Finance Department via the Cadet
Coordinator. Funds will be subject to normal security and audit purposes.

10.16 The fund can be increased via appropriate fund-raising activities and/or
donations. The Cadet Coordinator must agree all fundraising activities and
donations before they take place or are accepted.

10.17 Details of all funds and donations will be recorded and retained for audit
purposes.

10.18 Cadet Leaders will be responsible for all monies.

10.19 Each unit must maintain a spreadsheet of all monies in and out of their
account and submit this to the coordinator on a monthly basis.

Safety

10.20 Under the Police Health and Safety Act 1997, cadets will be treated as
employees while under the control of police. Therefore, risk assessments
must be completed for cadets, as is the case with all other employees.

10.21 Young Persons’ Risk Assessments will be completed prior to any training
event and this will show that all necessary controls have been put in place.

10.22 Prior to deploying cadets, Cadet Leaders should ensure that operational
supervisors are aware of cadets intended activities (as outlined in the ‘What
will Cadets be doing?’ section above), and that all precautions to prevent
injury or danger have been taken. If there is doubt that precautions are
adequate, the Cadet Coordinator should be consulted.

10.23 Any injuries, diseases and dangerous occurrences (RIDDOR 1995)
suffered by cadets will be reported using the appropriate form, as will near
miss incidents.

Welfare

10.24 Should a cadet be subjected to any incidence of bullying, inequality or
believe they are being treated unfairly, they should contact their Cadet
Leader.

10.25 If the issue involves their Cadet Leader, or they do not feel comfortable
raising the issue with the Cadet Leader, they should contact the Cadet
Coordinator.

11. Leaving the Programme

11.1 When a cadet turns 18 years old, they are no longer eligible to be a cadet
and must leave the programme.
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11.2 A cadet may leave the programme at any time. Notice of leaving should be
given in writing (exception for compulsory leaving on age grounds) and all
uniform and equipment must be returned.

11.3 A cadet may be asked/requested to leave the programme if they show poor
attendance and/or unacceptable behaviour.

11.4 When leaving the programme, if the cadet has served for one year or more,
they will receive a certificate of service and an assessment of their
character over the period of them being on the programme and their
attendance record.

12. Instructions for Transport of Cadets/Young People by Leaders

12.1 No cadet is to be transported in a Leaders’ own private motor vehicle. No
Leader should be alone with a cadet in any vehicle; there must be at least
one other person present, preferably an adult. Transport arrangements
must be documented in the risk assessment for the event or activity, to
include supervision and ratio and gender.

12.2 If breaching theses instructions is unavoidable, they must only occur with
the full knowledge and consent of a supervising officer and/or the child’s
parents/guardians. A written record must be made by the supervising officer
of their decision to allow the situation to take place.

12.3 If it is not possible to obtain authorisation from the supervisor or consent
from the parents/guardians, then a dynamic risk assessment of the situation
takes place. This means that the risk of the young person being conveyed
in the vehicle, rather than being left alone and vulnerable, must be
assessed.

12.4 If the young person is to travel in the vehicle alone with a Cadet Leader,
then they should sit in the rear of the vehicle. A written record must be made
of the circumstances, effectively showing details of this dynamic risk
assessment. The young person should give their consent, verbally and if
possible in writing. The parent/guardian should be informed of the
circumstances at the earliest possible opportunity.
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Appendix A — Disclosure Flowchart
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and then ensure parent/
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risk from parents/guardian)
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Appendix B — Complaints Flowchart
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Appendix C - Safeguarding within the Police Volunteer Cadet
Programme
1. Procedure Aim and Purpose

1.1

1.2

1.3

1.4

1.5

We acknowledge our responsibility to safeguard and promote the welfare
of all children, young people and adult volunteers/employees.

We also recognise and accept our responsibility to act in loco parentis
during organised events and activities and our ‘duty of care’ to volunteers
and staff.

Establishing a culture of honesty and openness helps us to know and
understand what issues children and young people consider likely to affect
them and their safety. This is particularly important when working with
diverse communities or those who have additional vulnerabilities.

The purpose of this procedure is to:

e Ensure you are clear about your safeguarding responsibility as a
member of the Police Volunteer Cadet Programme, in terms of
recognising, responding to and referring any reported allegations,
disclosures or concerns, in accordance with the child/adult protection

process

e Ensure you are clear about your responsibility to follow the correct
procedures laid out to protect children, young people and volunteers
from harm and to create a safe space for children and young people
to have fun, be challenged and develop skills for life.

The procedure applies to those who hold both an employed and volunteer
role and who raise a safeguarding concern in either capacity.

Relevant Legislation

Children Act 2004, Working Together to Safeguarding Children Guidance
rev 2018, Health, Safety and Welfare Act 1974, Data Protection and GDPR,
Equality and Diversity Act 2010 The Counter-Terrorism and Security Act
2015, Human Rights Act 1998 and the United Nations Convention the
Rights of the Child, Safeguarding Vulnerable Groups Act 2006.

Key definitions

Child/ Young person — Anyone under the age of 18 years

Safeguarding — For the purposes of this procedure, we are using the
terms ‘safeguarding’ and ‘to safeguard’ to describe the prevention and
precautionary approach to planning and procedures needed to protect
children, young people and adults from any potential harm.

Safety — Safety is about being protected from and not causing, danger,
risk, injury, loss or harm. Safety can be a feeling, a physical object or
place, and an action, and sometimes refers to the laws, rules, and
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principles that are intended to keep people safe. Safety is not just about
what happens inside the meeting place, it is also about outside it, including
days out, and may be about something that is happening at home.

Radicalisation — refers to the process by which a person comes to
support terrorism and extremist ideologies associated with terrorist groups

Wellbeing — Wellbeing refers to a person’s sense of contentment and
satisfaction with their conditions in life and their current circumstances.

Grooming — is the planned and deliberate act of manoeuvring an
individual into a position of isolation to ensure they become a key
influencer or ‘trusted person’.

Types of abuse and exploitation

3.1

3.2

An abuser might be anyone, but they are often known by the victim. An
abuser will make every effort to build a trusting relationship with the victim
and will often befriend or seek to maintain the respect of friends and
colleagues alike, this is called Grooming.

Abuse can occur in any relationship at any time. It may result in significant
harm to, or exploitation of, the person subjected to it.

Emotional/Psychological — persistent emotional maltreatment of a
person that results in their wellbeing or development being impaired.

Physical - is an individual's body being injured or hurt e.g. hitting, pushing
or assault. Physical abuse can also be in other forms i.e. drowning,
inflicting illness upon another.

Sexual - Involvement in a sexual act where the person does not wish to
be involved or does not have the understanding to make an informed
choice, e.g. rape, sexual assault, inappropriate touching or exposure i.e.
imagery, film.

Neglect/Act of Omission — The failure to prevent harm that damages or
impairs growth or development by not meeting a person’s basic physical
or mental needs.

Financial - The theft of a person’s property or assets. Theft has a wide
definition and includes acts of deception.

Discriminatory — This is when someone is picked on because something
about them is different i.e. race, sex, gender reassignment, age, disability,
religion or belief, sexual preference, appearance or cultural background,
pregnancy and maternity, marriage or civil partnership.

Organisational/lnstitutional — Where an organisation fails to prevent
repeated maltreatment, abuse or neglect of children or adults at risk.

Peer on peer abuse - occurs when a young person is exploited, bullied and /
or harmed by their peers who are the same or similar age; everyone directly
involved in peer on peer abuse is under the age of 18.
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e LADO - Local Authority Designated Officer — an individual employed by
the local authority who has the responsibility to oversee all investigations
around someone who works with children in a position of trust.

Exploitation:

e sexual — is where young people, adults or children are taken advantage
of for power, money or status

e modern slavery / human trafficking — includes forced labour, domestic
servitude or coercion, deceiving and forcing an individual into a life of
abuse/servitude e.g. prostitution, drug running

¢ radicalisation — a process in which a vulnerable individual comes to
support terrorism or violent extremism and in some cases participates or
supports terrorist groups

e gang - a group of people (any age) with a defined leadership and internal
organisation that identifies with or claims control over territory in a
community and engages, either individually or collectively, in illegal, and
possibly violent, behaviour.

Harmful traditional practices

o forced marriage — This is illegal in the UK and is when someone is forced
into a marriage without consent, where violence or threats are used in the
form of coercion to this end.

o female genital mutilation — This is illegal in the UK or to take a female
out of the UK to have this done. It refers to a procedure which intentionally
alters or causes injury to the female genital organs, for non-medical
reasons and without their informed consent.

¢ honour based violence — is when incidents or crimes are committed to
protect or defend the families honour/or of the community it includes FGM,
forced marriage and practices such as breast ironing.

o Domestic Abuse — abuse or violence in a relationship is about a pattern
of behaviour, it can be any form of abuse and its purpose is to assert
power over another.

Other types of harm and abuse

e Bullying — Is a pattern of behaviour that can be any of the following:
threatening, aggressive or intimidating; abusive, insulting or offensive;
cruel or vindictive; humiliating, degrading or demeaning. It can happen
within the ‘real world’ or happen within cyberspace.

e Online bullying or cyberbullying - happens on social media networks
such as Instagram, Facebook etc. Also other forms such as games, or
mobile phones

e Sexting — this is when someone shares sexual, naked or semi-naked
images of themselves or others, or sends sexually explicit pictures and
texts. This is illegal in the UK
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¢ Drug or alcohol misuse — is a pattern of behaviour which changes or
alters the mood or mental state of an individual. Substances that can
cause harm can be illegal or legal i.e pain relief, glues etc.

e Self-harm or self-neglect — deliberately causing harm to yourself by
either hurting yourself or putting yourself in harm’s way. Self-harm is
mainly a coping strategy. Self-neglect is when you fail to care for yourself,
such as personal hygiene, health or environment i.e. hoarding.

e Gambling addiction — is the inability to stop gambling. Gambling
addiction often co-occurs with alcohol abuse or drug addiction and it can
make people very vulnerable to coercion and/or mental health issues.

4. Detail of the Safeguarding Framework

4.1 Everyone within the volunteer cadet programme must fully understand the
safeguarding framework and understand their role and responsibility within
the framework. (see flowchart).

ACC lead for Citizens in Policing (Designated Responsible Officer)
CPPH Inspector
Citizens in Policing (CiP) Coordinator
Senior Cadet Leader
Cadet Leader
Cadet
Requirements

¢ All Cadet Leaders (officers, staff and PSVs) will be vetted as per the Force
vetting process.

e All Cadet Leaders will complete Safeguarding training for Children Level
1 e-learning and a copy of the certificate of completion will be shared with
the Cadet Coordinator.

e All NCALT packages must be completed (as necessary) as per
instructions from Learning & Development.

e The Volunteer Police Cadets Hub offer training opportunities for Cadet
Leaders which will be made available to all Cadet Leaders via the CiP
Coordinator.

Maintaining Boundaries

4.2 Being a Leader within the VPC is based on your ability to build positive
relationships with others but specifically young people, but it is important to
maintain appropriate boundaries to keep ourselves safe:

e Promote and respect safe spaces, listen to others. We have a
responsibility to challenge negative ideas, assumptions, behaviour and
language.
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How we present ourselves, our interaction with others and our general
conduct are highly significant when dealing with an allegation, disclosure,
or concern. This does not mean that our relationships should be cold and
detached, but we need to be sensitive and support individuals, without
placing them or ourselves at risk.

Listen to, and respond to, everyone’s concerns. Avoid discussing
information regarding the concerns with those who do not need to know
and be aware of being overheard while speaking or while on the phone.

If it becomes apparent or is suspected that a Cadet has inappropriate
feelings towards a Cadet Leader, this must be reported immediately to the
CiP Co-ordinator. Details of how this has presented and any further action
taken must be documented and forwarded to the CPPH Inspector. When
appropriate parents/guardians must be informed.

Positional Statements

Adults must not consume alcohol when they are directly responsible for
young people on a VPC activity and must not permit young people (aged
under 18 years) to consume alcohol.

The use of illegal substances at our activities is unacceptable and
appropriate safeguarding action will be taken where necessary by
responsible Leaders. The National (Safeguarding) Hub Team, or Force
co-ordinators will support and issue additional guidance on request.

We recognise that gambling and gaming has become a popular pastime
for young people. When done in a controlled environment it can be fun,
and a positive social activity however we also recognise that for many, left
unregulated it can lead to adverse outcomes such as bullying, strained
relationships, criminal behaviour, exploitation, debt depression and
potentially suicide.

Whilst engaged on cadet activities adult leaders or cadets will not take
part in gambling. Any fundraising activities that involve an element of
gambling should be risk assessed and monitored closely by an adult
leader.

Any person aged 18 or over who is in a position of trust as a unit leader or
volunteer will not be allowed to enter a personal relationship with a cadet
of any age. Any cadet that then turns 18 and becomes a young leader is
subject to the same policy. If they are in a relationship with a cadet they
should not be a leader at the same unit.

Safer Working Practice

4.3 Safe working practice means working professionally and together to create

4.4

a safe space.

Ensure at all times, the correct ratio between child: adult is actively
enforced. VPC has defined the correct ratio as 1:10 for 13-18 year olds
unless there are additional considerations such as disability, behaviour,
environment, age mix, or any other variance identified.
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At all times groups of young people should be supervised and 2 adults
should be present this is to ensure the safety of the leaders as well as the
children and young people.

Leaders must not:

Give young people lifts except in emergency and never without prior
knowledge of both the parents/carers. If this situation arises Leaders
should wherever possible arrange for another Leader to accompany them.

Work alone with cadets on a regular but non-planned basis unless they
have discussed and agreed this with the CiP Co-Ordinator.

Use of Social Media and Mobile Technology

4.7

You must not contact young people under the age of 14 years directly —
communication should be with the parents/carers. When you contact
parents/carers or young people over 14 years by email or online you should:

Use language that is suitable. Try to avoid any words or phrases that could
be misinterpreted or misconstrued

Ensure that any images you send are appropriate and that external
hyperlinks you include do not lead to inappropriate content

Always copy a parent/carer in to any messages you send to a young
person. Individual instant messaging between young people and leaders
is discouraged.

Where possible, Leaders should not use social media to communicate
with cadets. (Please refer to Force Digital Engagement and Social Media
Policy and the Use of Personal Devices and the Management of Risk
associated with their Use procedure)

When using social media to publicise the work of VPC or your Unit, you
must ensure that the relevant photo permissions have been obtained.

Managing personal data and young people’s consent

4.8

4.9

Before undertaking any activity, you must ensure you have considered what
data is to be collected from young people and how; what it is being used
for; and who will have access to it. This is to ensure you are able to give
young people, parents/carers enough information during the data collection
planning process, on which to make an informed choice.

It is important that we recognise that young people should be consulted as
well as their parents/carers if between the ages of 13 — 18 years
(UNCRC). Legally parents/carers under the age of 18 years do have
overall responsibility for consent. Young people can from the age of 16
years sign off on medical forms as they can instruct doctors without parental
consent in areas such as contraception, mental health etc.

4.10 When using images of young people such as online (including on social

networking sites and YouTube etc) and in publications you MUST:
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¢ Avoid using both the name and the photograph of a young person in a
printed publication, social media or on a website

e Only allow photographs to be taken of suitably dressed subjects and in
appropriate situations

Online Safety / Cyber Bullying

4.11 Whilst the VPC is not an educational organisation it recognises its role as
informal educator, the importance of building skills and knowledge on how
to keep young people safe online and practises a zero-tolerance approach
to bullying on line or cyber bullying.

Arrangements for overnight events/activities

4.12 When planning activities where overnight accommodation is involved, if
appropriate, it is good practice to carry out a site visit as part of the risk
assessment process.

4.13 Cadet Leaders and Cadets must never sleep in the same room/tent with
anyone of the opposite sex.

4.14 No Cadet Leader may sleep in the same room or tent as a Cadet.

4.15 Where possible, Cadet Leaders should not share the same bathing/toilet
facilities as the Cadets. Facilities should be gender specific.

Insurance

4.16 Check that your insurance policy covers all aspects of your activities. You
may need to arrange additional cover for particular one-off activities or trips.

First aid provision

4.17 A first aid kit should be available to use when at sessions and at events.
Any accident or injury should be recorded following Force procedure.

5. How to recognise, respond and refer any reported allegations,
disclosures or concerns

5.1 This process summarises what action you must take if you receive a
disclosure or allegation or if you have concerns about abuse or harm,
including where you observe concerning behaviour from others in VPC or
external partners.
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VPC Principles for Responding to Disclosures and Allegations and Concerns

Be alert to safeguarding risks

Question behaviours

Ask for help and assistance if
not sure

Refer

Being alert to signs of abuse and neglect - Everyone should be alert to
the signs of abuse and neglect.

Question behaviours - The signs of abuse or neglect might not always
be obvious and a vulnerable person might not tell anyone what is
happening to them. You should therefore question behaviours if
something seems unusual and try to speak to the person, if appropriate,
to seek further information but remain within sight and sound of other staff.

Seek help - Concerns about a person can vary greatly in terms of their
nature and seriousness, how they have been identified and over what
duration they have arisen. If you have concerns about a young person or
adult that leads you to think they have been or could be harmed, you must
ask for help.

Report - If in doubt about whether a concern is well founded or whether
you should report, you should ALWAYS report.

What to do if you believe someone is imminently at serious risk of harm or has

been abused

5.2

In any situation where someone is, or could be at imminent or serious risk
of harm you must contact control and contact room (CCR) and then ensure
Parent/Guardian is advised (unless risk is from parents). They will record
details and allocate a police officer. Any delay could result in unnecessary
further harm or abuse. The person at risk could be a young person or adult
within or external to VPC or an associated person such as a partner or
member of the public.

5.3 Here are some examples to help you identify what this means:

They have said they intend to self-harm or are having suicidal thoughts

The alleged abuse or harm is being carried out at a place they are about
to go to (for example, in the home)
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They have a life-threatening physical or psychological injury or condition

Someone who is causing them harm is coming to collect them at the end
of the activity

How to listen and behave if you receive a disclosure, allegation or concern

5.4 Sometimes, a young person or adult will entrust you with personal

5.5

information or you will have a concern about their safety or wellbeing. It is
extremely important that you understand your role, including what to say
and how to behave.

If someone shares information with you directly (either about themselves or
about someone else) you must follow the 5-step model: LISTEN, BELIEVE,
AFFIRM, REFER and SUPPORT:

Listen carefully and believe that what is being said is correct

Affirm to the person that you cannot keep it a secret. Explain that you
may need to pass the information on to keep them, or other people, safe

Follow disclosure process flowchart

Offer immediate Support, stay calm. Try not to show signs of anxiety or
shock

Do not investigate, but try to find out as much as you can from them, using
open questions

Record an account of the conversation immediately, using the individual’s
actual words wherever possible. Sign, date and keep the record safe

If you notice signs or behavioural indicators of abuse or harm

5.6 Follow the process below:

Give facts. State clearly your concerns. If you also share your personal
opinion, make it very clear that it is your personal point of view.

Don’t investigate. Don’t try to find out more from the young person or adult
before sharing your concerns. Don’t question them or try to investigate in
any way.

Discuss with immediate leaders. Share your concerns within the
confidential setting of your immediate team, for instance, during your end
of activity meeting. Use this time to identify if anyone else has similar
concerns. This must be a confidential discussion.

Bear in mind the following when reporting your concerns:

= State very clearly if you are concerned about the person’s
immediate safety

= Keep fact and opinion separate

» |dentify any help given to the individual to address their immediate
needs or, if this is required.
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The Role of the LADO

5.7 The Working together to safequard children guidance refers to local authorities
having a designated officer or a team of designated officers involved in the
management and oversight of allegations against people that work with
children.

Key Features:

The LADO has management and oversight of the investigation
process from beginning to end following an allegation against people
in a position of trust who work with children

The LADO is not the decision maker — this remains with the
employer. However, the LADO will provide advice and guidance to
employers and voluntary organisations, liaise with police and other
agencies, monitor progress of cases to ensure they are dealt with as
quickly as possible, consistently and ensure a fair and thorough
process.

The LADO process applies to everyone who works or volunteers with
children

The threshold for an allegation that leads to consideration by the
LADO, in respect of all people working or volunteering with children in
a position of trust, is where they have:

Behaved in a way that has harmed a child or may have harmed a child;
Possibly committed a criminal offence against, or related to, a child; or

Behaved towards a child or children in a way that indicates they may
pose a risk of harm to children.

Whilst some behaviours may not constitute a criminal offence,
consideration will need to be given as to whether the allegation may
indicate unsuitability to work with children.

5.8 Concerns may arise due to an individual’s behaviour within the Police Cadet
Service or outside of this role, including within their private life.
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6. Flowchart showing process on dealing with a disclosure

Concerns — A child, young person or
adult raises a concern with you as a
Cadet makes disclosure to any cadet representative of VPC or you see
leader something you are not happy with or
you see signs of behavioural indicators
of abuse or neglect

Allegation — A child, young person or
third party makes an allegation against a
member of VPC

A\ 4
- Immediately contact CCR*,
cadet at .
) ) YES request a CAD is raised and
immediate )
. officer allocated
risk?
NO
Disclosure made to... ...PSV / Special
A 4
...Police Officer A 4

Inform either Police
Cadet Leader or CiP
Coordinator

A 4

MASH to review and allocate. Officer to complete PVP form and notify duty
Use designated number: supervisor. Duty Supervisor to review PVP and allocate
Internal: 5963 or to an officer (outside of cadet scheme) if further action

01473 613888 required

\ 4

A\ 4

Referto CPPH Insp for
decision and onward
referral as appropriate

If referral involves MASH, inform CPPH Insp who will
liaise with the MASH and contact parents if
appropriate

A\ 4

Police Unit Leader, CiP
Coordinator & CPPH Inspto  [€—
agree ongoing support plan

Unless risk is from parent/guardian, officer to update
parent/guardian

A\ 4

CPPH Insp to inform ACC Lead for
Citizens in Policing when applicable

*CCR Police Officers

The Contact and Control Room can
be contacted on x3252 or via 101.
They will record details and allocate

Please Note: The expectation is that
you as a Cadet Leader are providing
a supporting role, and you will not

a police officer be the investigating officer

6.1 As soon as possible after the allegation is made and following immediate
action, the matter should be referred to the local authority for consideration
of whether the incident meets the threshold for Child Protection Enquiries
or, in the case of a vulnerable adult, Adult Safeguarding Enquiries. Where
the alleged perpetrator is in a Position of Trust, a LADO referral should also
be made. Details of how to refer will be found on the Local Authority’s
website: LADO — Suffolk Safeguarding Partnership
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6.2 Local Authority Designated Officers can be contacted via:

e Email: LADO@suffolk.gov.uk

e LADO central telephone number: 0300 123 2044 for advice and
consultation.

Official
Version Number: 2.10
Page 31 of 31



