[image: ]TORFAEN COUNCIL - CYNGOR TORFAEN 
APPLICATION FOR CHAPERONE LICENCE
Children and Young Persons Act 1933 
The Children (Performances & Activities) (Wales) Regulations 2015

	Personal details

	(Mr/Mrs/Miss/Ms) Surname:
	Forename/s: 

	Date of birth: 
	Occupation:

	Address:
	Postcode:

	Home Tel Number:
	Mobile Number:

	Email:



	Experience and qualifications

	Have you previously applied for Chaperone approval if YES, please provide the name of the Local Authority applications were made to? 


	Do you have any relevant qualifications applicable to working with children e.g . teacher, teaching assistant, nursery worker, youth worker etc?

	Please state your experience in the care, control and supervision of children:

	Do you have a First Aid Qualification?

	Do you have a Full UK Driving Licence?

	NB: if you do use your own vehicle to transport children you must ensure that you have appropriate business use insurance and that you comply with all relevant legislation.



	Health Information

	Do you have any health and/or physical conditions that might restrict your ability to act as a Chaperone?
YES		 NO

	If yes, please give details: 





	Disclosure & Baring Service checks
Due to the nature of the work you are seeking approval for, we need to know if you have ever been convicted of a criminal offence, including traffic offences.  Please complete the following as appropriate and give details as required.

	
I have not been convicted of any offences                   I have been convicted of the offences outlined below

	Date


	Court
	Offence
	Outcome

	
	
	
	



	Have you ever been known to Social Services in Torfaen or another local authority?
YES		    NO

	If yes, please give details: 



I hereby give permission for Torfaen Council to carry out checks with other local authorities and other Torfaen Council departments including social services as part of the approval of a chaperone license




	References
Please provide two references (not family members or friends) who have known you for more than 2 years and are prepared to answer an enquiry as to your suitability to carry out the duties of a Chaperone.  One of these should be a recent employer.  

	Name of referee 1: 
	Context in which known: 

	Address: 
	Postcode: 

	Telephone number: 
	Email: 

	

	Name of referee 2: 
	Context in which known: 

	Address: 
	Postcode: 

	Telephone number: 
	Email: 





	Do you intend to work professionally as a Chaperone receiving payment other than expenses?   
YES		    NO




	Declaration:
I apply to Torfaen Council for approval as a Chaperone for Children in entertainment under the Act and Regulations.  I consent to reference checks and a Disclosure and Barring Service check being carried out. I hereby declare that the above information is true, to the best of my knowledge.  I understand that I will be liable to prosecution if I wilfully state anything I know to be false or do not believe to be true.
Should you omit to disclose relevant information that is later discovered by this Council this could result in your licence being suspended or revoked therefore please answer all questions truthfully and provide as much information as possible.  The information provided may be confirmed with other local authorities and other Torfaen departments, subject to your agreement to the same.  

Please note if you do not give permission for us to request safeguarding information from other local authorities or internal Torfaen departments you will be invited to meet with us to explain why you have withheld permission and this may result in your application not being successful.  This information is crucial when considering your ability and suitability to care for children in line with The Children (Performances & Activities) (Wales) Regulations 2015 and Children and Young Persons Act 1933/63 Act.  


	Signed: 
	Print name: 
	Date: 



Data Protection 
The information you have provided will be processed by Torfaen Council under the Data Protection Act 2018, in line Article 6 (1) (e) if the General Data Protection Regulation to perform a specific task in the public interest, that is set out by law.  The information provided to us will be treated as confidential but may be used by the Council or disclosed to other when required by law. 
 
As part of your application, reference checks and a Disclosure and Barring Service check will be carried out. The licences of successful applicants will be shared with other Local Authorities where appropriate.  
 
In Signing the below, I understand that I will be liable to prosecution 
 
Signed _______________________ Print _______________________ 

Name ________________________ 

Date _________________________ 
 
For further information on how Torfaen County Borough Council manage personal information, see our privacy notice below; 
 
Data Protection | Torfaen County Borough Council
 




Self-disclosure forms
Self-disclosure form for roles which are covered by the Rehabilitation of Offenders Act 1974 in England, Scotland and Wales or the Rehabilitation of Offenders (Northern Ireland) Order 1978. 
FOR COMPLETION BY THE PERSON APPLYING FOR THE ROLE

	Name of candidate/person:
	 

	Previous name(s): 
Please include date(s) each name was used 
(MM/YYYY) 
	 

	Address with postcode: 
Please include dates from and to (MM/YYYY) for each address 
	 

	Telephone/mobile number: 
	 

	Date of birth: 
	 

	Gender:  
	 


 
As the role you have applied for involves contact with children, you will also be required to undergo the relevant vetting and barring checks. Depending on the nature of the role, this could include checking criminal convictions and checking that you are not barred from working with children. 
All information you provide will be treated as confidential and managed in accordance with relevant data protection legislation and guidance. You have a legal right to access any information held about you. 

	Have you ever been known to any Children’s Services department or police as being a risk or potential risk to children?  
	
YES 

	          NO 

	If yes, please provide further information: 
	

	


	Have you been the subject of any investigation and/or sanction by any organisation or body due to concerns about your behaviour towards children?  
	
     YES 

	            NO 

	If yes, please provide further information and include details of the outcome:



	Have you ever been the subject of disciplinary sanctions or been asked to leave employment or voluntary activity due to inappropriate behaviour towards children? 
	
    YES 

	            NO 

	If yes, please provide further information: 
 
	

	


	Do you have any unspent convictions in the UK or overseas? 
	      YES 
	            NO 

	If yes, please provide 
further information
	 



	Confirmation of declaration (tick box below) 

	 
 
	I agree that the information provided here may be processed in connection with recruitment purposes and I understand that an offer of employment may be withdrawn or disciplinary action may be taken if information is not disclosed by me and subsequently come to the organisation’s attention.  

	 

 
	In accordance with the organisation’s procedures if required I agree to provide a valid criminal record   certificate and consent to the organisation clarifying any information provided on the disclosure with the agencies providing it.  

	 

 
	I agree to inform the organisation within 24 hours if I am subsequently investigated by any agency or organisation in relation to concerns about my behaviour towards children or young people.  

	 

 
	I understand that the information contained on this form, the results of the criminal record check and information supplied by third parties may be supplied by the organisation to other persons or organisations in circumstances where this is considered necessary to safeguard children. 

	Signature of candidate: 

	 

	Print name: 
	 

	Date: 
	 



[image: ]

Safeguarding Children Who Perform: A code of conduct for Chaperones
The chaperones first duty is to the children in his/her care. They must ensure the safeguarding and welfare of the children at all times.
While s/he is engaged as the chaperone on a production, s/he may not undertake any other activity that would interfere with his/her duties.
The chaperone is in loco parentis, except when the child is being taught by an approved teacher, and should exercise the care, which a good parent might reasonably be expected to give.

Chaperones are responsible for the welfare of the child/children in their care at all times during the period, beginning with the first and ending with the last performance to which the licence relates, except where the child is in the care of their own parent or teacher.
· A chaperone must be aware of and understand the conditions of the performance licence of the child who is in his/her care
· A chaperone is the key person who the child/ren look to for guidance, protection, clarification and support
· Chaperones must make themselves aware of any medical needs/disabilities of the children in their care and be clear about any arrangements relating to medicines e.g. inhalers, care of young person with an allergy or diabetes or any assistance the young person may need.
· A chaperone should know where the young people in his/her care are at all times.
· A chaperone is allowed to be in charge of a maximum of 12 children at any one time.  However, this may be dependent upon the ages and the needs of the children.  If the chaperone considers they cannot look after the number of children in their care safely, you must advise the person in charge of the production to change the arrangement.
· A chaperone must not permit young people under statutory school age (last Friday in June in the school year in which they are 16) to leave the performance/rehearsal venue unescorted, unless in the company of their parents.
· Always be aware of the fire/safety/major incident arrangements of the venue
· A chaperone should be aware of the first aid procedures at the venue
· A chaperone should ensure that any/all accidents/incidents are reported and recorded.
· A chaperone must ensure that the children are comfortable.
· Ensure that the children have sufficient access to food and drink and be aware of any allergies the child has, have the appropriate meal times and rest/comfort breaks.
· Ensure all the young people have adequate and appropriate supervision during changing and toilet arrangements (where possible children should be allocated separate toilets from the adults).
· A chaperone should keep a register of all the young people in his/her care at all times and keep the daily record sheets up to date.  Head counts alone are not acceptable.
· Chaperones must stand up for the child above production pressures.
· Chaperones must keep a confidential list of all important contacts e.g. the child’s licencing authority, the local authority in whose area the child is performing, the child’s parent/legal guardian, contact details, any medical details etc.
· Chaperones should be familiar with the productions social media policies
· All chaperones must work within the agreed parameters of confidentiality e.g. sharing of personal information/details must only be disclosed on a need to know basis, to the appropriate people.
· A chaperone must safeguard the sharing of information to ensure that it is not accessed by third parties and must not release any child’s details to any members of the public/press/media.
Behaviour of chaperones
A chaperone must:
· Be the child’s champion
· Conduct yourself in an appropriate manner on set.  You should be visible so the young people can see you, but not get in the way of the crew/set.
· Be alert to potential hazards and ensure that your focus remains on the young people at all times. 
· Pay attention to the welfare of the children at all times and not be distracted in any way such as by being ‘star struck’, reading, using social media etc.
· Always report to the head chaperone or other identified appropriate person if any problems or queries arise.
· Report any concerns immediately.  Know who to report them to and what to do in each case.
· Be aware that some children are in the care of their parent whilst on set.  A chaperone should intervene if a parent agrees to something that may contravene child performance regulations or may endanger a child.  
· Wear their ID badge and carry a copy of their chaperone approval letter when they are on a production and show this to any inspecting officer from a local authority. 
· Notify the local authority at the earliest opportunity if there are any changes to the circumstances, including health issues, arrests and bail conditions and or safeguarding concerns relating to them or their immediate family members.
A chaperone must not:
· Leave the child/ren alone with another adult (unless it is another licenced chaperone, the child’s parent or teacher).
· Release children to an adult they are not expecting at the end of the production unless this has been confirmed by the parent / production. 
· Engage in an inappropriate relationship with a child or young person.  This includes communication via social media, text messaging (unless agreed in advance with parents), websites and social networking sites such as Facebook, Twitter, Instagram and Snapchat.  This means that chaperones should ensure that their personal social networking sites are set to private and children/young people are not listed as approved contacts.  Equally, chaperones should not accept ‘friend requests’ from children/young people they are looking after. 
· Take photos of the child/ren
· Use mobile phones whilst looking after the children
· Give gifts or show favouritism to children.
· Drink alcohol and/or take drugs when you are working.  Your capacity to perform your duties as a chaperone must not be impaired by alcohol or drugs.
· Possess, take or supply illegal drugs, including cigarettes.
· Swear or use inappropriate language.
· Enter into conversations of an inappropriate or sexual nature
· Disclose or provide your personal details or information to the child.
· Permit young people to use inappropriate language.  If this does happen it is important to discuss with the parents
· Discipline the child/ren.  It is not the role of the chaperone to discipline a child and they must never hit, shout or otherwise punish a child.  Any behaviour issues should be discussed with a parent, person in charge and a suitable resolution found.
· Approach cast members for autographs or photos during working hours
· Let children perform if they are unwell
Physical touch
· Always check that it is ok with the child before you help them
· Touch should always be conducted in an open manner.  It should never be ‘secret’ or in a surreptitious manner.
Response to disclosures:
If a child confides in you, that abuse has taken place
· Remain calm and in control, but do not delay in taking action
· Listen carefully to what is being said.  Allow the child to tell you at their own pace and ask questions only for clarification.
· Don’t ask leading questions, use the following strategy:
· T – Tell me
· E – Explain that to me
· D – Describe that to me
· Do not promise to keep it a secret or confidential, reassure the child that they did the right thing telling someone and explain what you will do next.
· Use the first opportunity you have to share the information you have with the Designated Safeguarding Lead (the person responsible for child protection). Each production company should have a nominated child protection person.
· If that person is not available, please contact Social Services on 01495 762200 (or 0800 328 4432 for out of office emergencies) and tell them it is a Child Protection referral. If the child is at immediate risk of harm, telephone the police.
· As soon as possible, make some notes (using the child’s own words).  Note the date, time, any names that were involved or mentioned and whom you gave the information to.
· Parents should not routinely be informed at this point if they are the subject of the disclosure as this may compromise the safety of the child.
· Where another registered chaperone is the alleged abuser, the matter must also be referred immediately to the safeguarding lead on the production who can make a referral to the appropriate licencing authority.  The chaperone can prompt the production company to ensure this is done.
· Information/ evidence gathering is not the responsibility of the chaperone.  This is matter solely for the investigating authorities.
· If a child makes an allegation against an adult or you have concerns must be reported as a matter of urgency to the designated manager/individual for child protection who will refer to Social Services department for Children’s Services.  If the allegation is against the designated person then the information should be reported to another senior manager or directly to Social Services department for Children’s Services. (This would generally be referred to the authority in which the alleged incident took place).
· The alleged perpetrator should not be made aware of the allegation at this point.
· If the Chaperone is not satisfied with response they receive from the person they reported their concerns to, or feel their concerns are not being taken seriously, they must report their concerns directly to Social Services.

Confirmation of Receipt and Understanding of the Chaperone Code of Conduct                           
         As an approved chaperone with Torfaen Council, you are expected to read, understand and accept this
        Code of Conduct. Failure to adhere to this Code of Conduct could lead to your approval being suspended 
        and or revoked in line with the Chaperone Approval Policy. 
        Please sign and date this document below.
        Once signed, it will be held on your chaperone file to confirm that you have read, understood and agreed 
        to abide by the chaperone code of conduct

        Signed…………………………………………..
        Print name……………………………………….
        Date………………………………………………



Please return via email to: EWS@Torfaen.gov.uk  

This document is available in Welsh / Mae’r ddogfen hon ar gael yn Gymraeg
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