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Pre-Contract Health Questionnaire

	Surname
	
	Title:
	Mr/Mrs/Miss/Ms/Other

	Forename: (s)
	
	Date of Birth:
	

	Home Telephone:
	
	Mobile:
	

	Email Address:
	

	Home Address:
	

	Postcode:
	


The purpose of this form is to help identify any health problems or disabilities which may be relevant to your role. 

	Have you had or do you suffer from any of the following:
	YES
	NO

	Any physical or mental condition that might affect your ability to do (or be made

worse by doing) the job you have applied for? 


	
	

	Any physical or mental health condition that might affect your safety or the safety of others at work? 


	
	

	Any disabilities (as defined by the Equality Act 2010)?


	
	

	Do you need any adjustments made to your workplace, workplace equipment or working practices?
	
	

	Have you been retired or had your work contract terminated due to ill health?
	
	

	Have you ever applied for or been awarded compensation for a workplace injury or illness? 
	
	

	Any other condition or health problem that we should be made aware of?

	
	

	Are you currently taking any medication or receiving any treatments?
	
	

	
	
	

	Will you be using any vibratory tools or hearing protection in your place of work
	
	


	If you have placed a tick in any of the ‘yes’ boxes above, please give a full description here:




I confirm that to the best of my knowledge, the answers given above are true and correct. I also confirm that I have read and understood the guidance notes before making the above declaration and understand that failure to disclose any relevant information may result is serious action including dismissal.

Date: 

Name: 

Signature: 

Confidentiality Agreement

This agreement is made between:
(1)
"the Contractor"
BIGFOOT ARTS EDUCATION LIMITED whose registered office is at: The Devas Club, Stormont Road, Battersea, London, SW11 5EN

(2)
"the Facilitator/employee"
Name:






Address: 
Recitals
 (1)
The Contractor as a result of extensive research and practical commercial experience has developed a business in the provision of specialist arts education and related services and the teaching of drama programmes to schools and individual students under the name Bigfoot Arts Education  which is established and operated in accordance with a distinctive system and plan utilising certain proprietary marks confidential information techniques and know-how (the “System") and is the owner or licensed user of confidential information relating to the System and of intellectual property rights therein 

(2)
To enable the Recipient to evaluate and use the System with a view to being contracted as a freelance facilitator the Contractor is willing to disclose information relating to it to the Recipient under conditions of confidentiality 

Operative Provisions 

Interpretation 
1. For the purposes of this Agreement "Proprietary Information" means any and all information which is now or at any time hereafter in the possession of the Contractor and which relates to the System including without limitation contracts for services, terms and conditions, course materials, lesson plans, training packs and resources, data and know-how, management and marketing procedures, formulae, procedures, processes, designs, photographs, drawings, specifications, software programmes and other material bearing or incorporating any information relating to the System. 

Undertakings of the recipient 

2. In consideration of the Contractor disclosing information relating to the System to the Recipient the Recipient hereby undertakes:- 

2.1
To use all Proprietary Information so disclosed exclusively for the delivery of specialist workshops for and on behalf of the Contractor and no other organisation or person and

2.2
To keep confidential all Proprietary Information that he may acquire in any manner and he will accordingly not directly or indirectly use or disclose any of the Proprietary Information in whole or in part save for the purposes of and in accordance with this Agreement. 

Exceptions 

3.1
The foregoing restrictions on the Recipient shall not apply to any Proprietary Information which:- 

(a)
The Recipient can prove by documentary evidence produced to the Contractor within twenty-eight (28) days of disclosure that such Proprietary Information was already in the possession of the Recipient and at his free disposal for the disclosure hereunder to the Recipient 

(b)
Is hereafter disclosed to the Recipient without any obligations of confidence by a third party who has not derived it directly or indirectly from the Contractor 

(c)
Is or becomes generally available to the public in printed publications in general circulation in the United Kingdom through no act or default on the part of the Recipient or the Recipient's agents or employees 

3.2
Without prejudice to the generality of clause 3.1(c) information shall not be deemed to be generally available to the public by reason only that it is known only to a few of those people to whom it might be of commercial interest and a combination of two or more portions of the Proprietary Information shall not be deemed to be generally available to the public by reason only of each separate portion being so available 
Confidentiality Measures 

To secure the confidentiality attaching to the Proprietary Information the Recipient shall:- 

4.1
Keep separate all Proprietary Information and all information generated by the Recipient based thereon from all documents and other records of the Recipient 

4.2
Keep all documents and any other material bearing or incorporating any of the Proprietary Information at the usual place of business of the Recipient in the United Kingdom 

4.3
Not use reproduce, transform or store any of the Proprietary Information in an externally accessible computer or electronic information retrieval system or transmit it in any form or by any means whatsoever outside of his usual place of business 

4.4
Allow access to the Proprietary Information exclusively to those employees or advisors of the Recipient who have reasonable need to see and use it for the purposes of its evaluation by the Recipient and shall inform each of the employees or advisors of the confidential nature of the Proprietary Information and of the obligations on the Recipient in respect thereof 

4.5
Wherever practicable obtain a written statement from each employee or advisor having access to the Proprietary Information undertaking to maintain the same confidentiality and shall take such steps as may be reasonably desirable to enforce such obligations 

4.6
Make copies of the Proprietary Information only to the extent that the same is strictly required for the purposes of its evaluation by the Recipient 

4.7
On the request of the Contractor made at any time deliver up to the Contractor all documents and other material in the possession custody or control of the Recipient that bears or incorporates any part of the Proprietary Information 

5.
GOVERNING LAW: 

The construction validity and performance of this Agreement shall be governed by English law.
Date: 

Name: 

Signature: 

Equal Opportunities Policy

Statement of Policy

1. Bigfoot recognises that we live in a society where discrimination still operates to the disadvantage of many groups in society. 
2. Bigfoot believes that all persons should have equal rights to recognition of their human dignity, and to have equal opportunities to be educated, to work, receive services and to participate in society. 
3. Bigfoot is committed to the promotion of equal opportunities within the company through the way we manage the organisation and provide services to the community. In order to express this commitment, we develop, promote and maintain policies that will be conductive to the principles of fairness and equality in the workplace.
4. The objective of this policy is that no person should suffer or experience less favourable treatment, discrimination or lack of opportunities on the grounds of gender, race, colour, nationality, ethnic origin, religious or philosophical beliefs, health status, HIV status, age, marital status, parental status, sexual orientation, political beliefs or trade union membership, class, responsibility for dependents, physical attributes, ex-offender status as defined by the Rehabilitation of Offenders Act 1974, lack of formal qualifications where such qualifications are not formally required, or any other grounds which cannot be shown to be justifiable within the context of this policy.
5. This policy will influence and affect every aspect of activities carried out at Bigfoot 
5. In the provision of services and the employment of staff, Bigfoot is committed to promoting equal opportunities for everyone. Throughout its activities, Bigfoot will treat all people equally whether they are:
· Seeking or using our services.

· Applying for a job or already employed/contracted by us.

How the policy will be implemented and who is responsible?

The Managing Director has specific responsibility for the effective implementation of this policy, however, we expect all employees/freelancers to abide by the policy and help create the equality environment which is its objective.

In order to implement this policy we shall:
· Communicate the policy to employees, job applicants, volunteers and relevant others.

· Incorporate specific and appropriate duties in respect of implementing the equal opportunities policy into job descriptions and work objectives of all staff.

· Ensure that those who are involved in assessing candidates for recruitment or promotion will be trained in nondiscriminatory selection techniques.

· Incorporate equal opportunity notices into general communications practices.

· Ensure that adequate resources are made available to fulfill the objectives of the policy.

Conduct and general standards of behaviour 

All staff and volunteers are expected to conduct themselves in a professional and considerate manner at all times. Bigfoot will not tolerate behaviour such as:

· making threats 

· physical violence 

· shouting 

· swearing at others 

· persistent rudeness 

· isolating, ignoring or refusing to work with certain people 

· telling offensive jokes or name calling 

· displaying offensive material such as pornography or sexist / racist cartoons, or the distribution of such material via email / text message or any other format.

· any other forms of harassment or victimisation.

The items on the above list of unacceptable behaviours are considered to be disciplinary offences within Bigfoot and can lead to disciplinary action being taken. Bigfoot does, however, encourage staff to resolve misunderstandings and problems informally wherever possible, depending on the circumstances. However, whether dealt with informally or formally, it is important for staff who may have caused offence to understand that it is no defence to say that they did not intend to do so, or to blame individuals for being over sensitive. It is the impact of the behaviour, rather than the intent, that counts, and that should shape the solution found both to the immediate problem and to preventing further similar problems in the future. 

Complaints of discrimination
Bigfoot will treat seriously all complaints of unlawful discrimination on any forbidden grounds made by employees, trustees, clients or other third parties and will take action where appropriate. All complaints will be investigated in accordance with the organisation’s grievance, complaints or disciplinary procedure, as appropriate and the complainant will be informed of the outcome in line with these procedures. We will also monitor the number and outcomes of complaints of discrimination made by staff, volunteers, clients and other third parties.

Legal Obligations

Equal Opportunities and Discrimination (Equality Act 2010)

The new Equality Act came into force in October 2010 and replaces all previous equality legislation in England, Scotland and Wales – namely the Race Relations Act 1976, the Disability Discrimination Act 1995, the Sex Discrimination Act, the Equal Pay Act, the Employment Equality (Age) Regulations 2006, The Civil Partnership Act 2004, the Employment Equality Regulations 2003 (religions and belief and sexual orientation).

The Equality Act 2010 protected characteristics are:

Age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief sex and sexual orientation.

In valuing diversity Bigfoot is committed to go beyond the legal minimum regarding equality. 

The Equality Act 2010 harmonises and strengthens and replaces most previous equality legislation. The following legislation is still relevant:

· The Human Rights Act 1998.

· The Work and Families Act 2006.

· Employment Equal Treatment Framework Directive 2000 (as amended).

Recruitment and Selection
1. The recruitment and selection process is crucially important to any equal opportunities policy. We will endeavour through appropriate training to ensure that employees, making selection and recruitment decisions will not discriminate, whether consciously or unconsciously, in making these decisions.
2. Promotion and advancement will be made on merit and all decisions relating to this will be made within the overall framework and principles of this policy.
3. Job descriptions, where used, will be revised to ensure that they are in line with our equal opportunities policy. Job requirements will be reflected accurately in any personnel specifications.
4. We will adopt a consistent, non-discriminatory approach to the advertising of vacancies.
5. All applicants who apply for jobs with us will receive fair treatment and will be considered solely on their ability to do their job. 
6. Short-listing and interviewing will be carried out by more than one person where possible.
7. Interview questions will be related to the requirements of the job and will not be of a discriminatory nature.
8.  Selection decisions will not be influenced by any perceived prejudices of other staff.

Monitoring
We will maintain and review the employment records of all employees in order to monitor the progress of this policy.
Monitoring may involve: 
· The collection and classification of information regarding the race in terms of ethnic/national origin and sex of all applications and current employees; 

· The examination by ethnic/national origin and sex of the distribution of employees and the success rate of the applicants; and

· Recording recruitment, training and promotional records of all employees, the decisions reached and the reason for those decisions.
The results of any monitoring procedure will be reviewed at regular intervals to assess the effectiveness of the implementation of this policy. Consideration will be given, if necessary, to adjusting this policy to afford greater equality of opportunities to all applicants and staff. 

Date: 

Name: 

Signature: 

Child Protection and Safeguarding Policy

Introduction

Safeguarding children and working together to do so is the responsibility of us all.

Bigfoot Arts Education recognises its responsibility to safeguard and promote the welfare of children within the legal framework of the Children Acts 1989 and 2004. Under the terms of the Children Act 2004 anyone under the age of 18 is considered to be a child/young person.

It is difficult to acknowledge sometimes that abuse can happen within an organisation, but any organisation working with children is vulnerable. It is the responsibility of us all to put the welfare of children and young people first and to recognise behaviours that can put children at risk.

We are aware that many children and young people are the victims of different kinds of abuse and that they can be subjected to social factors that have an adverse impact upon their lives, such as domestic violence or substance misuse. In addition, all organisations are vulnerable to unscrupulous people who may use it for their own abusive practice. 

Bigfoot aims to create a safe environment within which children and young people can thrive and can participate in our activities without fear of maltreatment.

Through these guidelines we aim to ensure that:

· Children and young people are listened to, valued and respected

· All members of our organisation are aware of the need to be alert to the signs of abuse and know what to do with their concerns

· All facilitators are subject to rigorous recruitment procedures

· All facilitators are given appropriate support and training

Definitions
Safeguarding

Children and young people can only be safeguarded properly if everyone involved with them works effectively together. Everyone who comes into contact with children and families has a role to play.

Safeguarding and promoting the welfare of children is defined for the purposes of this guidance as: 

· protecting children from maltreatment

· preventing impairment of children's health or development

· ensuring that children grow up in circumstances consistent with the provision of safe and effective care 

· taking action to enable all children to have the best outcomes. 

'Safeguarding' includes all children and it is EVERYONE's responsibility to safeguard children and young people. We all have a safeguarding responsibility

Child Abuse

Child abuse is harm done to a child or young person (anyone under the age of 18) either by a family member, someone else known to them or a stranger. Children can be abused in their own home, in 
another person's home, in a community setting, by phone, Internet or in an institution, such as a children's home or educational setting. The abuser may be an adult or another child or children.  

Through the use of digital technology, children and young people can unfortunately now also be at risk of being abused ‘within the safety of their homes’ by strangers.  The days of predators having to move into the street, befriend the family, build up trust, is decreasing due to the prevalence and access that the digital world can offer.

Recognising signs of abuse
It can often be difficult to recognise abuse. The signs listed in these guidelines are only indicators and many can have reasonable explanations. Children may behave strangely or seem unhappy for many reasons, as they move through the stages of childhood or their families experience changes. It is nevertheless important to know what could indicate that abuse is taking place and to be alert to the need to consult further.

If you are worried about a child it is important that you keep a written record of any physical or behavioural signs and symptoms. In this way you can monitor whether or not a pattern emerges and provide evidence to any investigation if required.

Types of Abuse
There are four main types of abuse: emotional, neglect, physical and sexual. Abuse that takes place and is initiated through the use of digital technology is usually of a sexual nature, but can also be either physical or mental/emotional abuse.  Where abuse happens through the Internet, digital or mobile technology it should not been seen or responded to any differently than any 

other form of abuse.  Although the concept of ‘e-Safety’ might be new to some people, the act inflicted upon a child or young person is abusive and should be responded to accordingly.

Emotional Abuse

Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe and persistent adverse effects on the child’s emotional development. It may involve conveying to children that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person. It may feature age or developmentally inappropriate expectations being imposed on children. These may include interactions that are beyond the child’s developmental capability, as well as overprotection and limitation of exploration and learning, or preventing the child participating in normal social interaction. It may involve seeing or hearing the maltreatment of another. It may involve causing children frequently to feel frightened or in danger, or the exploitation or corruption of children. Smothering a child’s development through over-protection can also be a form of abuse.  Some level of emotional abuse is involved in all types of ill treatment of a child, though it may occur alone.  Domestic violence, adult mental health problems and parental substance misuse may expose children to emotional abuse.

Neglect

Neglect is the persistent failure to meet a child’s physical and/or psychological needs, likely to result in the serious impairment of the child’s health or development. Neglect may occur during pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to provide adequate food and clothing, shelter including exclusion from home or abandonment, failing to protect a child from physical harm or danger, failure to ensure adequate supervision including the use of inadequate care-takers, or the failure to ensure access to 
appropriate medical care or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.

Physical Abuse

Physical abuse is the deliberate physical injury to a child, or the wilful or neglectful failure to prevent physical injury or suffering. This may include hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, confinement to a room or cot, or inappropriately giving drugs to control behaviour.

Sexual Abuse

Sexual abuse involves forcing or enticing a child to take part in sexual activities, whether or not the child is aware of what is happening. The activities may involve physical contact, including penetrative or non-penetrative acts. They may include non-contact activities, such as involving children in looking at or the production of pornographic material or watching sexual activities, or encouraging children to behave in sexually inappropriate ways.

Other forms of abuse

Child Sexual Exploitation

Child sexual exploitation (CSE) can incorporate sexual, physical and emotional abuse. Sexual exploitation in relation to children and young people can take many forms from a seemingly 

consensual relationship, to serious organised crime and child trafficking. In all cases those exploiting the child or young person hold some kind of power over the victim.


Grooming / predation

Grooming or predation can be defined as ‘befriending a child by building a strong, trusting bond’, and is most often used to refer to an act of lowering a perceived inhibitory attitude of a child regarding sexual behaviour with an adult. The ‘groomer’ is sometimes referred to as a ‘chicken hawk’. Typically the grooming process involves showing pornography to the child to give the impression that sexual acts are normal, common or part of being ‘grown-up’.

The Sexual Offences Act 2003 s15(2) provides a clear offence, … after having met or communicated with a child on at least two earlier occasions, to meet, or travel to meet, the child with the intention of sexually abusing him or her on that occasion or later.  A crime may be committed even without a meeting actually taking place and without the child even being involved in the meeting (for example, if a police officer has taken over the contact and pretends to be that child). Nurturing Internet friendships is not restricted to children, and there is frequent use of online chat, usually with the hope of real-life contact. (www.esafety.pbwiki.com)

Forced Marriages

No faith supports the idea of forcing someone to marry without his or her consent. This should not be confused with arranged marriages between consenting adults.

Under-age Marriages

In England, a young person cannot legally marry or have a sexual relationship until they are 16 years old or more

Female genital mutilation (FGM)

This is against the law yet we know that for some in our communities it is considered a religious act and a cultural requirement. It is also illegal for someone to arrange for a child to go abroad with the intention of having her circumcised. 

Ritualistic abuse

Some faiths believe that spirits and demons can possess people (including children) and that prayer can be used constructively in these circumstances. What should never be condoned, however, is the use of any emotional or physical violence to get rid of the possessing spirit. This is physical abuse and people can be prosecuted even if it was their intention to help the child.
Other prominent and current concerns within the realm of Safeguarding
· Bullying including cyber-bullying and sexting
· Children consistently missing from school
· Child missing from home or care 
· Gangs and youth violence 

· Hate crime 
· Mental health issues 

· Preventing radicalisation 
What to do with your concerns

All child protection concerns should be acted upon immediately. If you are concerned that a child might be at risk of, or is actually, suffering abuse you should, firstly, tell the designated lead officer for safeguarding and child protection in the school that you are working in and then, secondly, the Bigfoot lead for safeguarding. 

The Bigfoot designated lead officer for safeguarding and child protection is: Lauren Senatore
Telephone number: 0207 9525553
If the designated lead officer for safeguarding and child protection is not available, speak to a senior member of staff.

In the event that a child makes an allegation or disclosure of abuse about an adult or another child or young person, or if you suspect or witness abuse or neglect, it is important that you:
· Listen to them and/or closely observe their presentation and behaviour

· Let them know that you take what they are saying seriously

· Do not attempt to question or interview them yourself

· Let them know that you will need to tell someone else in order to help them.  Do not promise to keep what they tell you secret
· Inform your designated lead officer for safeguarding and child protection as soon as possible

· Make a written record of the incident or events.

Sometimes you may just feel concerned about a child but do not know whether to share your concerns or not. In this situation you should always raise your concerns with your designated lead officer for safeguarding and child protection, who will help you to decide what to do. 

Confidentiality 
There is a legal principle that the “welfare of the child is paramount”. Privacy and confidentiality should be respected where possible, but if doing this leaves a child at risk of harm then the child’s safety has to come first.  Remember:

· Legally, it is fine to share information if someone is worried about the safety of a child.

· Not everyone needs to know when a concerns or worry is raised.  This respects the child’s family and/or staff’s right to privacy.  So only people who need to know should be told about it.  Otherwise there might be gossip and rumours or other people may be genuinely concerned. 

· It is fine to say that a concern has been raised and it is being dealt with following the procedures. 

It is not child protection but I am still concerned 

Sometimes concerns about a child may not be about abuse. You may be concerned that a child or family need some help in making sure all the child’s needs are met to address a particular problem. Examples of this might be where a child is suffering because of poverty, getting into trouble in the community, or has a disability and needs extra help. In these instances you should still refer you concerns to the lead for safeguarding, as they will be able to trigger an Early Help Assessment.

Allegations made against facilitators

Allegations can be made for a variety of reasons. Some of the most common are:

· Abuse has actually taken place

· Something happens to a child or young person that reminds them of an event that happened in the past – the child or young person is unable to recognise that the situation and the people are different

· Children and young people care misinterpret your language or your actions because they are reminded of something else

· Some children or young people know how powerful an allegation can be, if they are angry with you about something they can make an allegation as a way of hitting out

· An allegation can be a way of seeking attention, etc.

If an allegation is made against you, the following points are likely to occur:

· You will have no further contact with the child

· A social worker will be contacted and informed of the allegations

· The parents of carers of the child will be contacted and informed of the allegations

· An investigation will be carried out and usually, you will be not attend the school in which the allegation has taken place until after this has happened

Support

In the extremely unlikely event that an allegation is made against you, Bigfoot will support you through the entire investigation period and advise you on the best path to take regarding legal advice and support. 

Safer Recruitment

Bigfoot follows the government guidelines on ‘Safer Recruitment’ best practice, therefore, the following points will be adhered to in all cases:

· All facilitators have completed an application form with a full work history and details of two referees

· All facilitators have an enhanced DBS

· All facilitators have been interviewed

· All facilitators will have had their references checked before they start work

· All facilitators understand that their contracts can be terminated at any time and that inappropriate behaviour towards children would be a reason for this

· All facilitators are clear about their responsibilities and have received a job description

DBS Policy

As part of Bigfoot’s commitment to the safety and wellbeing of the children that it works with it, it maintains a strict DBS policy which must be adhered to at all times and with no exceptions.
A DBS disclosure allows Bigfoot to see if a prospective employee has any convictions on their record spent or unspent and to make an informed decision as to the suitability of that person for employment based on this information. 
Enhanced disclosures will be processed by Bigfoot for facilitators who:
· Work on a voluntary basis for Bigfoot Arts Education

· Shadow a current facilitator as part of their training

· Are employed/contracted by Bigfoot Arts Education

Facilitators will not be able to work on a voluntary or employed/contracted basis or shadow a current facilitator until the DBS disclosure has been processed. 
Bigfoot’s policy on the length of a valid DBS is Three Years. After three years a new DBS must be processed by Bigfoot. 
Bigfoot encourages all staff to sign up to the DBS update service.

All staff will be given the opportunity to ‘self-disclose’ any convictions spent or unspent to Bigfoot before the DBS form is processed.
Date: 

Name: 

Signature: 
Facilitator Code of Conduct

Confidentiality

Bigfoot facilitators must not use confidential or sensitive information about a child or their family for their own benefit or to humiliate or embarrass a child
Confidential information about pupils, the school or Bigfoot should not be shared casually
Information that might suggest that a child is in need or at risk of significant harm should be shared with the designated child protection officers in accordance with safeguarding/child protection procedures
Behaviour

Bigfoot facilitators have a responsibility to maintain public confidence and must uphold high standards of personal conduct to do so; both within and outside of their work setting
They must not do or say anything that might bring the school or Bigfoot into disrepute
Dress and Appearance

Bigfoot facilitators should dress decently, safely and appropriately for the tasks that they are required to undertake

Gifts

Whilst there may be occasions when parents or pupils may wish to give a small token of appreciation at religious festivals or end of term, for example, it is unacceptable to receive gifts on a regular basis
Personal gifts should not be given by Bigfoot facilitators to pupils and any reward to a child should be consistent with the school’s behaviour policy, recorded and not based upon favouritism
Infatuations

It is not unusual for pupils or sometimes their parents to develop infatuations or “crushes” towards trusted staff. All such situations must be responded to sensitively to maintain the dignity of those concerned and any indications that this might be happening reported to the school contact and Bigfoot

Social Contact

Bigfoot facilitators should not establish or seek to establish any social contact with a pupil or their parents/carers
Unplanned or other social contact that happens outside of the school setting should be reported to the school contact and Bigfoot
Bigfoot facilitators should not give their personal telephone numbers or email addresses to pupils or their parents
Bigfoot facilitators will not enter into extra or private tuition or childcare arrangements with parents
Bigfoot facilitators should notify the school contact and Bigfoot of any existing or previous family or social relationship with a pupil or their parents/carers
Physical Contact

When physical contact is made with pupils, it should be in response to their needs at that time and only in extreme circumstances where the wellbeing of the child is at risk.
Physical contact should never be secretive, for the gratuity of the adult or represent a misuse of authority
Extra caution should be exercised here a child is known to have suffered previous abuse or neglect. Such experiences may sometimes make a child exceptionally needy and demanding of physical contact and facilitators should respond sensitively by deterring the child through helping them to understand the importance of physical boundaries
Any extreme attention seeking or behaviour by pupils that makes a facilitator feel uncomfortable should be reported to the school and the Bigfoot contact
Facilitators leading dance, physical theatre or music tuition may be required to initiate physical contact with pupils, the principle of “limited touch” should be applied, with understanding of pupil’s sensitivities and with the pupils agreement
Children are entitled to respect and privacy whilst they are changing 
Pupils in distress

On those occasions when a pupil may be in distress and in need of comfort and reassurance facilitators should ensure that they remain self-aware at all times and that their contact with the pupil is not open to misunderstanding

Such incidents must always be recorded and shared with the school contact and Bigfoot

Care, control and physical intervention

Bigfoot is committed to the use of positive behaviour management and facilitators will not use any physical punishment, threats, sarcasm or demeaning comments to deal with unacceptable behaviour
Only in highly extreme situations where the pupil is endangering themselves, other pupils or the Bigfoot facilitator can they be physically restrained
Any such incidents and physical interventions will be recorded and reported to parents/carers
One to one situations

Bigfoot facilitators should avoid ever being alone with a pupil wherever possible. If they absolutely must be alone with a child then they should ensure that they are not in an isolated area or room with no visual access
Bigfoot facilitators will never be expected to transport or accompany pupils off-site
All first aid will be administered only by suitably trained staff except in an emergency where the illness or injury is such that to delay assistance might cause harm to the child
Photography, videos and other creative arts

Whilst photographic and video images can play a valuable role within the curriculum, after school activities and to celebrate achievement, there is potential for such images and opportunities to be misused by adults with ulterior motives and so Bigfoot facilitators should avoid recording any work involving children in all instances.
Whistle-blowing

All Bigfoot facilitators have a responsibility to voice their concerns about inappropriate or worrying behaviour of a colleague in good faith and without repercussions
Date: 

Name: 

Signature: 
Bigfoot Arts Education Employee and Freelancer Privacy Policy 
Bigfoot Arts Education UK Ltd is a UK wide arts education company which delivers creative workshops to schools and other establishments.

This privacy policy explains how we use any personal information that we collect about you.

When do we collect information about you?

We collect information about you when you;

Employed:

· Apply for an employment contract

· Gain a contract of employment

· Throughout your employment contract

Freelance

· Apply to become a member of freelance staff

· Join the books as a freelancer

· Throughout your time with us as a freelancer

What information will we collect and store about you?

Employed:

· Your CV and/or your application form

· Your Equal Opportunity Form

· Your references

· Details of assessment and appraisal

· Details of any disciplinary or complaints, including safeguarding concerns

· Your date of birth

· Your bank details

· Your contact details

· Your emergency contact details

· Your NI Number

Freelance:

· Your application form

· Your Equal Opportunity Form

· A head-shot or similar photo of your face

· A scan of your DBS

· Your education and training

· Your work history

· Details of your PLI, including membership of unions such as Equity and MU, if appropriate

· Your references

· Your date of birth

· Your medical history

· Your bank details

· Your contact details

· Details of assessment and appraisal

· Details of any disciplinary or complaints, including safeguarding concerns

How is this information stored, how is it used and when is it deleted?

Freelance:

	
	HOW STORED
	HOW USED
	DELETED
	LAWFUL BASIS

	Your CV and/or your application form


	On Bigfoot’s internal cloud system, Sharepoint
	To assess your suitability for a role
	After the Interview and Selection Day (unsuccessful). After references have been taken up (successful) 
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract

	Your Equal Opportunity Form


	N/A
	Information is used anonymously to assess diversity
	As soon as seen and inputted
	N/A

	Your head-shot or other image of our face
	On your Bigfoot CV
	Shared with schools for safeguarding (photo ID) 
	When you leave the company
	Processing is necessary for compliance with a legal obligation

	A scan of your DBS
	On Bigfoot’s internal cloud system, Sharepoint
	Shared with schools for safeguarding
	When you leave the company
	Processing is necessary for compliance with a legal obligation

	Your education and training
	On your Bigfoot CV
	Shared with schools for safeguarding 
	When you leave the company
	Processing is necessary for compliance with a legal obligation

	Your work history
	On your Bigfoot CV
	Shared with schools for safeguarding 
	When you leave the company
	Processing is necessary for compliance with a legal obligation

	Details of your PLI, including membership of unions such as Equity and MU, if appropriate


	N/A
	As proof that this is in place
	As soon as seen and inputted
	N/A

	Your references


	On Bigfoot’s internal cloud system, Sharepoint
	To assess your suitability for a role and occasionally shared with schools for safeguarding
	When you leave the company
	Processing is necessary for compliance with a legal obligation

Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract

	Your medical history
	On Bigfoot’s internal cloud system, Sharepoint
	To assess your suitability for a role and occasionally shared with schools for safeguarding
	When you leave the company
	Processing is necessary for compliance with a legal obligation



	Details of assessment and appraisal


	On Bigfoot’s internal cloud system, Sharepoint
	Internal performance monitoring
	When you leave the company
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract

	Details of any disciplinary or complaints, including safeguarding concerns


	On Bigfoot’s internal cloud system, Sharepoint
	Internal performance monitoring and referral to Safeguarding Board, if appropriate
	3 years after you have left the company
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract

Processing is necessary for compliance with a legal obligation



	Your date of birth


	On Bigfoot’s internal cloud system, Sharepoint
	Staff celebrations
	When you leave the company
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract



	Your bank details 
	Securely on SAGE software
	To pay you 
	6 years after you have left the company
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract



	Your contact details


	On Bigfoot’s internal cloud system, Sharepoint
	To contact you by post 
	6 years after you have left the company
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract




Employed:

	
	HOW STORED
	HOW USED
	DELETED
	

	Your CV and/or your application form


	Securely in HR files
	To assess your suitability for a role
	When the role has been taken up by another candidate, or upon successful completion of a probationary period of employment 
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract



	Your Equal Opportunity Form


	N/A
	Information is used anonymously to assess diversity
	As soon as seen and inputted
	N/A

	Your references


	Securely in HR files
	To assess your suitability for a role
	When the role has been taken up by another candidate, or upon successful completion of a probationary period of employment 
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract



	Details of assessment and appraisal


	Securely in HR files
	Internal performance monitoring
	3 years after your employment has ended
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract



	Details of any disciplinary or complaints, including safeguarding concerns


	Securely in HR files
	Internal performance monitoring
	3 years after your employment has ended
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract



	Your date of birth


	Securely in HR files
	Staff celebrations
	At the end of employment
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract



	Your bank details and NI Number


	Securely on SAGE software
	To pay you and HMRC requirements
	6 years after your employment has ended
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract



	Your contact details


	Securely in HR files and SAGE software
	To contact you by post with official documentation such as P60’S
	6 years after your employment has ended
	Processing is necessary for the performance of a contract with the data subject or to take steps to enter into a contract



	Your emergency contact details


	Securely in HR Files
	In case of emergency
	At the end of employment
	Processing is necessary to protect the vital interests of a data subject or another person


We will never share your information with any 3rd party.

Access to your information, correction and erasure

If, at any point, you would like access to the information that we store on file for you, would like to correct it, or have it completely erased (forgotten) then please email us on info@bigfootartseducation.co.uk and this will be shared with you/corrected/deleted within 7 working days.

Changes to our privacy policy 

You will be informed in good time and by email of any changes to our policy. This policy was last updated in May 2018 and will be reviewed every 12 months.

How to contact us 

If you would to contact us at any time then you can do so by emailing us on info@bigfootartseducation.co.uk, or by writing to us at:

The Devas Club

2a Stormont Road

London

SW11 5EN

How to make a complaint

If you feel that we have handled your data incorrectly, or unlawfully, in a way that cannot be resolved, you can complain to the ICO at any time.

 

Signed:

Dated:
