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1. SAFER RECRUITMENT POLICY
1.1 Purpose
Crystal Academy CIC is committed to safeguarding and promoting the welfare of children and young people participating in our HAF provision. We operate safer recruitment procedures to ensure all staff, volunteers and contractors are suitable to work with children.
1.2 Scope
This policy applies to all individuals engaged in HAF delivery, including:
· Paid staff
· Volunteers
· Session workers
· Contractors
· Guest practitioners
1.3 Recruitment Procedures
Role Clarity
All roles have a clear description outlining responsibilities, safeguarding expectations and reporting structures.
Application Process
· Completion of an application form (CVs alone are not accepted).
· Full employment history required.
· Explanation of any gaps in employment.
References
· Minimum of two references obtained.
· At least one reference relating to work with children (where applicable).
· References checked prior to appointment.
DBS & Identity Checks
· Enhanced DBS with Children’s Barred List required for all staff working directly with children.
· DBS verified before engagement.
· Identity documents checked and recorded.
Interview & Safeguarding Questions
· Structured interviews include safeguarding-focused questions.
· Candidates assessed for suitability and understanding of child protection responsibilities.
Ongoing Suitability
· Mandatory safeguarding training.
· Staff must report any change in circumstances affecting suitability.
The DSL (Jason Kolmer) is responsible for overseeing compliance with this policy.

2. COMPLAINTS POLICY (Non-Safeguarding)
2.1 Purpose
Crystal Academy CIC is committed to delivering safe, inclusive and high-quality HAF provision. We welcome feedback and aim to resolve concerns promptly, fairly and transparently.
This policy applies to complaints relating to:
· Programme delivery
· Communication
· Staff conduct (excluding safeguarding allegations)
· Facilities or organisation
Safeguarding concerns must be reported immediately to the DSL and follow our Safeguarding Policy.
2.2 How to Raise a Complaint
Complaints may be made:
· In writing (email)
· In person
· By telephone
2.3 Procedure
Stage 1 – Informal Resolution
· Concerns addressed within 5 working days where possible.
Stage 2 – Formal Complaint
· Written acknowledgement within 3 working days.
· Written response within 10 working days.
Stage 3 – Review
· If unresolved, a senior representative will review and provide a final written outcome.
2.4 Principles
· Confidential handling
· Secure record keeping
· No detriment to complainant
· Clear separation from safeguarding procedures

3. LOCKDOWN POLICY
3.1 Purpose
This policy outlines procedures to follow in the event of an emergency requiring lockdown to ensure the safety of children, staff and visitors during HAF provision.
3.2 Situations That May Require Lockdown
· Intruder or threat nearby
· Police instruction
· Serious disturbance in the vicinity
· Environmental or external safety risk
3.3 Lockdown Procedure
Immediate Actions
· DSL or senior staff member initiates lockdown.
· Secure all external access points.
· Close and secure internal doors where possible.
· Move children away from windows and doors.
· Maintain calm and reassurance.
Registers
· Take immediate attendance.
· Account for all children and staff.
Communication
· Contact emergency services if required.
· Follow instructions from police or venue management.
· Do not release children until official clearance is given.
3.4 After Lockdown
· Inform parents/carers when safe to do so.
· Complete incident record.
· Review procedures to identify improvements if necessary.
3.5 Staff Briefing
All HAF staff and volunteers will be briefed on lockdown procedures prior to programme commencement.

