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THE HUB
Mission Statement and Vision
The Hub is a brand new youth centre based in Hale, South Manchester. We are the first of its kind in the North West region serving Jewish youth aged between 7-18 years old. We officially opened in March 2010. 
Address: Hale Barns Square (address supplied by email)
Contact Telephone Numbers:     Office: 0161 904 7357                  Mobile: 07561113744
Contact Email: thesouthmanhub@gmail.com
Mission Statement 
The Hub aims to inspire young Jewish people to realise their potential, to contribute positively to their community and to provide a social framework to strengthen Jewish identity and discover meaning and direction in their lives through a process of empowerment and self-actualisation.
Our Vision
1. To enrich young people's lives with opportunities for fun, friendship, personal development and care.
2. To strengthen the South Manchester Jewish community by involving young people in its development. 
The Activities
At THE HUB we work to ensure that all participants strive for excellence and success. Our aim is to enable each individual to develop his or her potential in order to take a meaningful role in society.
We emphasise through our activities:
· Our Jewish Ethos
· A Caring Environment
· Recognition of the needs of each individual through personalised activities
· Achievement which is encouraged and recognised
· Commitment from all staff, volunteers and participants
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· Courtesy and Consideration
· Relationships and Partnerships with Home and the Community
We aim to Provide Essential Skills in:
· Jewish and Israeli Education
· Secular Activities and Education
· Team Working Skills
· Leadership Skills
· Moral, Values and Social Skills
We aim to develop:
· Self Confidence and Self Esteem
· Co-operation
· Social Skills
· Respect for others
· Imagination
· Problem Solving Skills
We intend that participants:
· Achieve at their highest level
· Enjoy THE HUB
· Want to continue their involvement in Jewish Activities after leaving the centre
· Develop as independent learners
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Principles and Action
The Principle 									The Action
1. Focus the Activity	Plan according to objectives and ensure that the participants are aware of what they are.
2. Provide Challenge	Set expectations so that participants surpass previous levels of achievement.
3. Make Concepts and Conventions explicit	Use questioning, Explaining and Modelling.
4. Structure the Activities	Use starters and a clear session structure, as well as providing structured programmes over a fixed number of weeks.
5. Make the Sessions Interactive	Provide tasks in which participants make meaning, construct knowledge, and develop through understanding, as well as developing their skills through problem solving, investigation and enquiry.
6. Make the activities engaging and motivating	Use stimulating activities, speakers, workshop leaders, resources and materials.
7. High levels of challenge and interaction	 Use collaborative tasks, discussion led activities and team building tasks.
8. Well paced sessions. 	Breaks, and Unstructured Activities will be factored into the sessions.	
8. Build Reflection	Teach participants to think about what and how they have learnt practical skills or theories.
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Activities
Staff and Volunteers will select appropriate activities giving due regard to:
· Available resources
· The space available
· The behaviour of the participants
· The times available
· The support available
· The ability range of the participants
Participants must be actively involved in the process by using a variety of strategies:
· Talking, Discussing and listening
· Writing
· Creative Interpretation
· Playing and Role Playing
· Use of Literature
· Using Scientific Investigation
· Using Visitors and Visits
· Using Television Programmes and Videos
· Using I.C.T
· Using Presentation and Display
· Family Links
· Becoming an expert: showing others what to do
· Individual styles
Participant achievement
Celebrating achievement is a crucial element in the process of effective community cohesion. The centre celebrates participant’s short and long term achievement through:
· Certificates and Prizes
· Display of Participants work in Public areas at the centre and in the wider community
· Verbal Praise
· Trips and Social Outings
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Immediate specific praise and encouragement is essential to achieving long term success and is encouraged and promoted through:
· Raising self-esteem by remarks to individuals in sessions, by workshop leaders, staff and volunteers
· Positive comments on participants work
· Certificates and Letters home to their parents/guardians
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THE HUB 
Behaviour Policy
THE HUB aims to create a safe environment for all young people to learn, express opinions, and personally develop.
Our Principles for achieving this are:
· That all members of the centre, including both young people and staff, should treat each other with KAVOD (respect) and tolerance.
· That all members of the centre should clearly understand the boundaries of acceptable behaviour, and the rewards and sanctions relating to them.
· That young people should be empowered in helping to define the boundaries of acceptable behaviour.
· To promote mutual respect and consideration for others among all members of THE HUB community.
· The promotion, encouragement and recognition of good behaviour based on self discipline and a sense of self worth.
Participants are expected to:
· Comply with the centre rules
· Follow instructions from all persons in positions of authority including volunteers
· Conduct themselves in an orderly and courteous manner in the centre, on their way to and from the centre, and when participating in any centre, or non centre based activity
· Show respect for others in THE HUB community, their property and person
· Show respect and care for the physical environment of the centre
· Follow all instructions given on the sounding of an alarm, immediately, and in silence.
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Break/Free Time/Unstructured Activity
Participants are expected to:
· Remain on the premises at all times 
· Only consume food and drink that comply with the laws of kashrut. Food that is acceptable in the building can be found by purchasing the ‘Kosher Nosh guide’
· Only play ball games if given permission to by Gemma Cailler/Daniel Linton, and in a designated area, in an acceptable manner.
Behaviour during activities
· Arrive on time to the activities
· Listen and follow instructions
· Put their hand up if they wish to answer a question or they require the instructors attention
· Show respect and care for others, their work and their property
· Remain in their seats unless requested to move by the instructor
Rewards
Staff and Volunteers should use systems of rewards to acknowledge the good behaviour of young people, in addition to use praise and thanking young people for their positive contributions.
IRIS Policy
Positive Behavioural Management System – IRIS 
Participants will be able to earn points, which then turn into rewards during THE HUB activities. Points are to be removed for disruptive behaviour (and can go into minus points).
A record will be kept on display, but somewhere where participants cannot reach and change the points tally.
POSITIVE POINTS
Rewards:
· 15    Small prize (individual prizes-chocolate/game and certificates)        
· 25    Medium size prize (individual prizes-bigger game/reward and for the class)        
· 40    Large Prize (trips, certificates, upload to the website)
Excursions and day trips will be arranged for participants who gain exceptional numbers of rewards. 
TYPE 1 BEHAVIOUR REWARDS - 1 POINT:
· Excellent work in activities
· Good effort
· Regular Attendance
· Good Team Working Skills
· Engagement
· Proper use of equipment 
· Good Behaviour during a session
· Progress with good behaviour (if previous incidents of bad behaviour)
· Contributing to a session/Volunteering 
TYPE 2 BEHAVIOUR REWARDS - 2 POINTS:
· Excellent attitude/courteous/acts of politeness
· Helping a leader prepare a session
· Helping clear up after a session
· Excellent behaviour during a session
TYPE 3 BEHAVIOUR REWARDS – 3 POINTS:
· Outstanding behaviour for 3 weeks running 
· Helping to clear up sessions for 3 weeks running
· Helping to prepare sessions for 3 weeks running
· Mitzvot (acts of kindness outside of the centre/in the centre)
Younger Children (Year 4-7)
Examples of rewards for younger children (Year 4-7);
· Stickers
· Certificates
· Activities-such as games and bringing in snacks 
· Prizes (mini prizes for good answers, good work and good behaviour)
It is important that children feel that they have a value and sense of worth within a group, and that staff and volunteers ensure that the use of rewards is used as a positive influence within the centre.
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Older Children (Year 8-13)
Staff and Volunteers with older children should set group rewards with the young people, to be applied if the whole group behaves in an acceptable way. These could include activities such as trips or social events, or activities such as bringing in snacks or games with prizes.
Staff  and Volunteers may also use:
· Verbal praise
· Postcards or letters of commendation
· Rewards that will be issued for consistently good behaviour, effort and progress (stickers, certificates etc)
Sanctions
The following sanctions should be made clear to both parents and young people, and should be strictly applied when necessary:
Disruptive behaviour 
Interferes with the activities, disrupts other participants/makes them uncomfortable, or general misbehaviour that is out of order e.g. swearing, shouting (during a quieter activity), throwing of objects etc
1st Occurrence-
Warning from the staff or volunteers. If another participant is involved, they must have an apology.
2nd Occurrence-
2nd verbal warning from the staff or volunteers, with a further warning that they must stop or risk being taken out of the activity.
3rd Occurrence- 
Individual verbal warning by the staff outside the room. Timeout (minutes = age) Parents will be informed.
4th and further occurrences-
Behaviour recorded in the ‘behaviour book’ which remains ‘live’ for a term. Parents will be informed and possible exclusion from activities. Strategy meeting with parents if behaviour continues to be disruptive in further sessions.
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After three records in the book-
Verbal warning from Gemma Cailler and/or Daniel Linton that we are taking this behaviour very seriously and that the child will now be monitored for the rest of the term. Parents will be informed.
Further occurrences-
Parents are informed by telephone and invited for a strategy meeting again
Continued misbehaviour-
Further sanctions as agreed with parents at strategy meeting
Continued misbehaviour-
Consultation with relevant bodies leading to exclusion from the centre

Serious Misbehaviour (such as physical assault, bullying, use of offensive language)
Immediate response- Emergency Discipline
Send a child to get Gemma Cailler, or Daniel Linton to remove the child from the activities. Gemma Cailler/Daniel Linton will contact the parents to inform them of the incident.
1st Occurrence-
Gemma Cailler/Daniel Linton to inform parents by telephone and invite them to a strategy meeting. Exclusion from the centre for 2 weeks. A meeting  will be held with the participant and their parents/guardians to discuss their behaviour before allowing them back into the centre. A meeting will also be held with parents/guardian of any other participants involved to explain the situation. Apology must be made to any other participants involved.
2nd Occurrence-
Exclusion for half a term
3rd Occurrence-
Consultation with relevant bodies leading to permanent exclusion
*Strategy Meetings
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Strategy meetings with parents should provide an opportunity to develop individual behaviour contracts and discuss further sanctions for unacceptable behaviour. This meeting should also discuss future HUB and home based rewards for good behaviour. 
Restorative Justice 
This approach places much greater emphasis on a participant acknowledging wrongdoing and making amends to the person to whom harm has been caused. 
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THE HUB
Use of Reasonable Force
Staff and Volunteers are NOT permitted to use force on any child or young person under any circumstances.
The only two members of staff who may intervene using reasonable force, are Gemma Cailler and Daniel Linton. They will only use force if by not doing so, a child or young person will be greatly harmed, and if necessary. Gemma and Daniel will only use force to stop participants from a life threatening situation such as crossing a road where a car will hit them.
Gemma Cailler and Daniel Linton also have the right under the Crime Reduction Act 2006 (and re-enacted by section 242 of the ACSL Act 2009) to search participants without consent, for weapons. In 2010 the power to search participants without their consent was extended to include alcohol, illegal drugs and stolen property. This search power can only be used by the two staff members outlined. All other staff and volunteers must relay their suspicions to Gemma or Daniel, they must not search the participants themselves. 
Where possible, staff and volunteers should NOT try to resolve a situation unaided by another member of staff, even if only to act as a witness. 
The use of force is illegal if the physical circumstances do not warrant it. We want to ensure that our staff and volunteers are protected as well as the participants. That is why at THE HUB, we have made the decision that no staff other than Gemma Cailler or Daniel Linton can use any type of force on a participant. 
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Guidelines for staff
Reducing the likelihood of situations arising where use of force may be required
· Create a calm, orderly and supportive climate that minimises the risk and threat of violence of any kind
· Develop positive relationships
· Recognise situations which trigger challenging behaviour (child specific) and intervene before the situation escalates
· Manage individual incidents effectively: communicate using a non-threatening verbal and body language, and ensure the participant can see a way out of the situation
· Wherever practicable, warn a participant that force may have to be used
You must never
· Hold a participant round the neck
· Restrict a participant’s ability to breathe
· Slap, punch, or kick a participant
· Twist or force limbs against joints
· Hold or pull by hair or ear
· Hold face down on the ground
· Touch a participant in a way that might be considered indecent
Generally
· It is better to defuse than intervene 
· Drill everyone in leaving both the centre, and if necessary, the car park 
· Talk over episode with the participant concerned. Find out what they think may have been a good response in difficult situations
· Establish a culture of openness. Do not hide behind the notion of professionalism
· It is unprofessional NOT to report incidents
On breaking up a fight
· Assess the situation first (weapons, people involved, witnesses)
· Be calm, do not take it personally
· Use verbal intervention first
· Get rid of non-combatants: violence thrives on witnesses
· DO NOT put yourself at risk: alert Gemma Cailler/Daniel Linton or any staff or volunteers that are around. Enlist their help
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· It may be worse than useless to add another person to a gang situation: better to call the police
If two participants begin fighting with NO weapons:
· Calmly ask them to stop fighting
· Change the tone of your voice and call again
· Raise your voice and use a stern tone and explain that they will be excluded from activities if they continue
· As a last resort, stand between the two participants fighting (DO NOT TRY TO PULL THEM APART OR TOUCH THEM) whilst asking another staff member to step out of the room and find Gemma Cailler or Daniel Linton.
Non Physical Intervention Techniques
DO
· Appear Calm and Relaxed
· Keep the pitch and volume of your voice down
· Feel Comfortable with the fact that you are in control (if you control yourself, you control the situation)
· Project a calm assured feeling that you will see the situation through to the peaceful end no matter what happens
· Talk with the participant/s
· Be very matter of fact if the participant becomes agitated
· Monitor breathing (chest movements-look for any aggressive responses)
· Stay close to the participant and attend to him/her
· Be patient and do not give up
· If a pupil’s agitation increases to the verge of attack
1. Acknowledge his/her feelings
2. Continue with a matter of fact attitude
3. Always leave the participant an avenue of escape
4. Allow the participant to escape. If he/she attempts this keep an eye on him/her
· Remain seated as long as the participant does
· Stay near him/her, about one arm’s length away, stand to the side
· Learn how to relax your muscles and keep them under control
DON’T
· Don’t appear afraid or unsure of yourself
· Don’t appear bossy, arrogant, nor assume an ‘I don’t care’ attitude
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· Don’t raise your voice (until the last moment)
· Don’t appear to expect an attack or you will have one!
· Don’t give commands, Don’t make demands.
· Don’t make threats! (especially any that you are not absolutely sure that you can carry through)
· Don’t turn your back or leave
· Don’t display emotion of any kind
· Don’t argue
· Don’t corner the participant physically 
· Don’t get up towards the participant-don’t crowd them
· Don’t give up and don’t move away
· Don’t tense your muscles
On misuse of dangerous materials
· Minimise the number of people who may be affected and protect yourself as much as possible
On vandalism
· Identify the perpetrators and speak to Gemma Cailler/Daniel Linton immediately who will consider whether the Police could then deal with them better.
On stopping a participant from leaving the building
· A participant should always be stopped from leaving the building regardless of circumstances 
· Gemma Cailler/Daniel Linton should be informed asap
· If there is a second member of staff available, ask them to seek out Gemma Cailler/Daniel Linton whilst you talk calmly to the participant, or follow them out of the building
· If a participant leaves the building without permission and no staff are around to follow them, parents/guardians should be called immediately to make them aware of the situation
We cannot imprison a participant, but it is our duty to keep them safe and therefore you must try to keep them inside the building until they can be safely collected
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Recording and Reporting
Gemma Cailler/Daniel Linton, along with the staff and volunteer members involved, will hold a meeting immediately after the session that an incident has occurred and record the following:
· The name/s of the participants involved
· Whether any of the participants involved were vulnerable for SEN (Special Educational Needs), Disability, Medical or Social problems
· The name of staff and volunteers involved
· When and where the incident took place
· Details of the incident, including all of the steps taken to diffuse the situation and resolve it without force
· If Gemma Cailler/Daniel Linton had to step in to use reasonable force
· The nature of the force used and the participants response
· The outcome of the incident
· A description of any injuries suffered by participants or others and any first aid or medical attention required
· A description of any property damaged during the incident
· Follow up action/disciplinary action
· Any information shared with external agencies
· When and how parents/guardians were informed
· Whether a complaint has been lodged
Participant/s
The participant/s involved will meet with Gemma Cailler/Daniel Linton to discuss the incident that occurred and create a strategy that will prohibit another occurrence. Parents will be informed, and if necessary, be at the meeting.
Risk assessment
Risk assessments should be undertaken for any participants deemed as being at greatest risk of needing possible physical intervention by Gemma Cailler/Daniel Linton. This will be in consultation with parents and the participant. All staff and volunteers that will come into contact with these participants should be made aware of the relevant participant profile of those individuals, but they must never use reasonable force against the participants involved themselves. 
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Staff Training and Support
Managing participants, particularly those who exhibit challenging behaviour, is a very physically, emotionally and mentally demanding task. Staff and Volunteers will be given the opportunity to discuss incidents where a participant/s displayed difficult behaviour, and assess whether the strategy employed was the most productive, or whether there are any better alternatives. 
This policy recognises an ongoing staff and volunteer training need, with respect to managing behaviour, and the limited use of physical restraint policy adopted by THE HUB centre. Specific behaviour related courses will be brought to the attention of all Staff and Volunteers by the Youth Worker, and all newly appointed staff and volunteers will be given appropriate induction, and ongoing training. 
Monitoring and Review 
This policy will be regularly reviewed by the Youth Worker, Activities Co-ordinator and the HUB management team in regards to its effectiveness within the centre. 
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THE HUB
Safeguarding Children Policy
The Hub fully recognises the contribution it can make to protect children and support participants at the youth centre. 
The aim of this policy is to safeguard and promote our participants’ welfare, safety, health and guidance, by fostering an honest, open, caring and supportive climate. The participant’s welfare is of paramount importance. 
As a centre we acknowledge and embrace the principles of the ‘Children Act 1989’, which states that the welfare of the child is paramount consideration and the ‘UN convention on the Rights of the Child’, which states the child has a right to be protected from abuse, neglect and exploitation. The policy document will cover all areas recommended by OFSTED, ‘Safeguarding Children and Safer Recruitment in Education (2006)’ and ‘Working together to safeguard children (March 2010)’. 
Safeguarding Ethos
The following are at the centre of our safeguarding ethos:
· Open, no secrets
· We believe that safeguarding concerns can happen here
· There should be clear procedures for reporting concerns
· We provide support for those raising concerns and have commitment to take appropriate action
· We set acceptable standards of behaviour
· Our policies and procedures are put into practice
· We believe that there should be adequate induction and supervision for all staff (paid and unpaid)
· We have a commitment to Safeguarding and adopt an ongoing culture of vigilance
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Safeguarding within the centre
THE HUB believes that there are four main elements of Safeguarding:
· PREVENTION through promotion of a positive centre atmosphere, activities and pastoral support offered to participants
· PROCEDURES for identifying and reporting cases, or suspected cases of abuse
· SUPPORT offered to all participants and especially to vulnerable children  who may have been abused
· PROTECTION by following agreed procedures, ensuring staff are appropriately recruited, trained and supported to respond appropriately and sensitively to Child Protection concerns
PREVENTION
We recognise that high self-esteem, confidence, a supportive environment, where all participants are equally valued, and good lines of communication with a trusted adult help prevent child abuse. As such, THE HUB:
· Maintains an ethos where participants feel secure, are encouraged to talk, and are listened to
· Ensures that pupils are aware of adults in the centre that they can approach if they have concerns
· Provides a curriculum that allows opportunities for skills to de developed and which keep pupils safe (away from substance abuse, alcohol, violence, gangs etc)
· Includes a curriculum that will help pupils to develop realistic attitudes and responsibilities for adult life
PROCEDURES
The Centre follows the Manchester Safeguarding Children’s Board, and the Trafford Safeguarding Children’s Board Safeguarding Procedures.
· The designated member’s of staff for child protection is Gemma Cailler and Daniel Linton.
· On the rare occasion that Gemma Cailler and Daniel Linton are not available to deal with a child protection issue, Rachel Mesrie, or Jamie Moryouseff will assume the responsibility in their absence.
· Every member of staff has the need to be alert to the signs of abuse, and know how to respond (see THE HUB centre Child Protection: Guidelines for Staff)
· Members of staff that suspect abuse are responsible for referring the matter quickly to Gemma Cailler and Daniel Linton (the designated members of staff)
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· Staff must make written records of concern for participants, (noting the date, event and action taken), even where there is no need to refer the matter to Social Services immediately
· All written records to be kept  secure with Gemma Cailler and Daniel Linton
· Gemma Cailler and Daniel Linton will contact Social Services where abuse is suspected
· If an allegation is made against a member of staff, procedures will be followed as laid down in the Centre policy and Local Authority Guidelines
E-SAFETY
All visitors have a responsibility to use the ICT facilities sensibly, and in accordance with the following Code of Practise.
· The computer resources at THE HUB belong to the centre, and are to be used solely for educational purposes, and only in conjunction with HUB activities, and only when instructed by staff and volunteers.
· Only licensed software will be in use at the centre. Under no circumstances must copyright or licensing requirements be breached.
· The centre does not allow access to social networking sites such as facebook, bebo, or My Space at the THE HUB centre. Staff, volunteers and visitors to the centre must not enter communication with participants at the centre through such sites under any circumstances.
· At no time may visitors or staff use the Internet to send THE HUB or personal information that would, if intercepted, place the centre in violation of UK laws and regulation.
While using THE HUB computers, participants, staff and visitors:
· May not use the Internet to view any illegal or inappropriate material that would place the centre at legal risk.
· May not download or distribute material from the Internet without virus checking. Users are responsible for virus checking any material.
· May not use the Internet in a role inconsistent with their role in the centre.
· May not download screensavers, sounds, images, or audio-visual materials.
· May not use the Internet for private business purposes or private commercial gain. 
Use of Mobile Phones/Digital Cameras for recording images
Visitors, Staff and Parents must not use personal digital cameras or mobile phones for recording pupils, images or for recording centre events.
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Support
The centre will endeavour to support all participants through:
· The centre ethos providing a positive and secure environment
· Encouragement of self-esteem and self-motivation
· Promotion of a sense of being valued
· Liaison with other agencies who support the participants, such of Social Services and Behaviour Support Services
· Keeping records and notifying Social Services immediately if there is a concern.
· Ensuring that information about a participant on the Child Protection Register is transferred with them to any school they attend if there proves to be a need, by the designated member of staff
· Communicating with parents/carers about THE HUB responsibility for Safeguarding issues
PROTECTION 
· THE HUB will ensure that Gemma Cailler, Daniel Linton will attend training relevant to their role.
· All staff are to be CRB checked at the enhanced level, every 3 years. 
· All staff appointments will be in line with our Recruitment and Safeguarding Policies and Local Authority procedures, taking into account the requirements of ‘Safeguarding and Safer Recruitment in Education’ which came into force on 1st January 2007.
· All staff receive safeguarding update training at least once a year and will receive a copy of ‘Guidance for Safer Working Practise for Adults who work with Children and Young People in Education Settings (March 2009)’
MONITORING VISITORS
· All visitors must produce identification and complete a Safeguarding Screening Document and Procedures.
· Parents who wish to stay for the duration of any events or activities, will be asked to complete a Safeguarding Document.
· Workshop leaders will be asked for any CRB documents that they have, and will be asked to complete a Safeguarding Document.
· CST will be involved with any events run at THE HUB, and will be asked to provide guidance and assistance whereever necessary to ensure the safety of the building.
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Confidentiality
All matters in relation to Safeguarding are strictly confidential. Gemma Cailler and Daniel Linton will disclose any such information with the Management Committee, and other personnel or organisations, on a need to know basis. 
Confidentiality is an issue which is fully understood by all those working with children, particularly in the context of child protection. The only purpose of confidentiality in this respect is to benefit the child, or young person. 
All staff should make it clear to participants that they cannot guarantee confidentiality. If a member of staff believes there is a child protection issue to be addressed, he/she must liaise with the designated staff member for child protection (Gemma Cailler and Daniel Linton). If confidentiality has to be broken, the participant will be informed. Any issues must be put in writing, as well as verbally.
ROLE OF THE GOVERNING BODY
To review the Safeguarding (Child Protection) policy annually and ensure it conforms to both Local Authority, Trafford and Manchester Safeguarding Children’s Board guidelines.
The Management Committee will be responsible for liaising with the Local Authority or partner agencies in the event of allegations of abuse made against the Youth Worker (Gemma Cailler), Activities Co-ordinator (Daniel Linton) and any other staff members or volunteers.  The Management committee will be informed of any areas of concern with regard to the centre’s Safeguarding (Child Protection) arrangements.
MONITORING AND REVIEW 
This policy will be reviewed annually by the Youth Worker (Gemma Cailler) and Activities Co-ordinator (Daniel Linton), in conjunction with the Management Committee. Safeguarding matters will be reported to the Committee at their meetings by Gemma Cailler and Daniel Linton.
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THE HUB
Child Protection Policy and Procedures
THE HUB takes seriously its responsibility to protect and safeguard the welfare of children and young people entrusted to its care.
The purpose of this policy is to inform those working as employees or volunteers within THE HUB centre, of the procedures to be followed in cases of suspected or disclosed child abuse.
Principles
· All employees and volunteers have a responsibility for action in cases of suspected, or disclosed child abuse.
· The safety of the child comes first and foremost.
· It is not THE HUB’s responsibility to investigate. This will be done by other agencies such as Social Services, and the Police.
· As a youth centre, we are committed to supporting victims of abuse.
· THE HUB management committee (Rachel Mesrie, Jamie Moryoussef, Scott Marshall), the Youth Worker (Gemma Cailler), and the Activities Coordinator (Daniel Linton), will support staff in their roles, and accept any information s/he may have in his/her possession will be shared in a strictly limited way, on a need to know basis. 
· This policy will be reviewed annually by THE HUB management committee, the Youth Worker, and the Activities Coordinator.
Responsibilities of all HUB employees and volunteers
· To be familiar with the categories of child abuse and THE HUB procedures.
· To foster an atmosphere of trust in which children feel safe and have the confidence to seek help if they are, or feel they are, at risk.
· To record disclosures in line with THE HUB procedures.
· To pass information from disclosures, and concerns about possible abuse, to the Youth Worker (Gemma Cailler), or the Activities Coordinator (Daniel Linton), without delay. If either persons’ are not available for any reason, concerns and information should be passed on to Rachel Mesrie or Jamie Moryoussef as soon as possible.
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· Training- THE HUB will provide adequate training to all staff before taking on any responsibilities as a HUB staff member or volunteer.
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THE HUB
How to respond to a child wanting to talk about abuse
General Points
· DO NOT PROMISE CONFIDENTIALITY
· Keep Calm
· Look at the child directly
· Be honest
· Show acceptance of what the child says (however unlikely the story may sound to you)
· Tell the child or young person that you take seriously what they are saying and you are sorry that this has happened to them
· Say you take what they say very seriously and will involve a social worker to work towards making the child or young person feel safe and that you will continue to support them
· Even when a child has broken a rule, they are not to blame for the abuse
· Be aware that the child may have been threatened or bribed not to tell
· Never push for information or ask leading questions. If the child decides not to tell you after all, then accept that and let them know that you are always ready to listen
· Find out just enough and keep the questions open
· Make accurate records
· Do not make assumptions
Helpful things to say or show
· I BELIEVE you
· IT IS NOT YOUR FAULT
· I WILL HELP YOU
· Thank you for telling me
· Show acceptance of what the child is saying (nod of the head)
Things not to say
· Why did you not tell anyone before?
· I CAN’T/ DON’T BELIEVE IT!
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· Are you sure this is true?
· Why? How? When? Who? Where?
· Do not make false promises/reassurances which may not be able to be fulfilled
· Never make statements such as ‘I am shocked’ or ‘Do not tell anyone else’
Concluding
· Reassure the child that they were right to tell you and show acceptance
· Let the child know what you are going to do next, and that you will let them know what happens
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THE HUB
Every Child Matters
In the wake of the Victoria Climbie enquiry, and more recently the Shannon Matthews case and the Baby P scandal, the need for THE HUB to incorporate the ECM agenda into the activities and youth work at the centre is of paramount importance. 
There are five aspects of the ECM framework which you will need to think about when leading, assisting, planning or organising activities at THE HUB.
1. Be Healthy
2. Stay Safe
3. Enjoy and Achieve
4. Make a Positive Contribution
5. Achieve Economic Wellbeing 
Be Healthy
This requires children and young people to be physically, mentally, emotionally and sexually healthy.
At THE HUB, we need to ensure that we promote active and healthy lifestyle in regards to nutrition and being physically active. We also need to ensure we promote positive life choices such as no drug, substance, or alcohol abuse, and safe sex. We also need to ensure we safeguard children’s mental and emotional health through providing programmes that build self-esteem, confidence and self-awareness.
Stay Safe
To keep children and young people safe from injury, bullying and discrimination, anti-social behaviour and have security and stability. 
At THE HUB we need to provide a consistent and stable youth work team that are CRB checked to ensure that we provide a safe environment for all children.  We must adhere to a bullying, discrimination and anti-social behaviour policies that ensure that children feel safe, and consequently enjoy coming to THE HUB. Health and Safety assessments must be conducted on a frequent basis, and a risk assessment must be carried out before each club event/club night takes place. 
Enjoy and Achieve
Enjoy the programmes they attend and achieve personal, social and Jewish educational development.
THE HUB volunteers and staff need to be supportive in improving attendance levels, and participation levels, at programmes offered by THE HUB. We need to ensure that participants are given opportunities to develop their Jewish and personal identity. We must also ensure that participants become aware of the outcome of the project that they are taking part in.
Make a Positive Contribution
Engage in decision making and support their community and the local environment, develop self-confidence and be able to deal with change and challenges.
We must support the participants in being active in their communities’ future whether that is through decision making, planning, fundraising events, or looking after and maintaining the internal and external environment of THE HUB.
Achieve Economic Wellbeing
Engage in employment and training.
We must ensure that children and young people feel secure enough to make their own lifestyle and career choices and we must be able to provide ample opportunities for them to do this using the resources of the community.
THE HUB will continue to provide hadracha opportunities for all our youth team and volunteers, and enable them to complete any training THE HUB feels is vital for their development. 
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THE HUB
First Aid and Accidents
In the event of any child having an accident, or needing first aid, Gemma Cailler or Daniel Linton must be informed. If possible, first aid should be carried out by the qualified first aider on site.  
Procedure:
· Please do not move a young person if they are hurt. 
· If it is possible to send another member of staff, volunteer and/or a young person, to get Gemma or Daniel, then please do so. Stay with the young person and calmly assure them that they will be ok.
· If this is not possible, please explain to the young person that you are going to get help, that they must stay very still, and that you will be back shortly with help.
Recording
All accidents and incidents must be recorded in the ‘Accident and Incident Book’ which will be located in the office.
If Gemma Cailler, or Daniel Linton are not available to record the incident, please follow these guidelines for recording the incident:
1. Name of the young person
2. The date
3. The time
4. A brief description of the incident
5. The young persons parents/guardians must see the entry when they arrive to collect their child-please ask them to sign and date the entry
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THE HUB
Anti-Bullying Policy
THE HUB recognises that every child matters, and has a right to be safe and secure. The centre is committed to ensuring that each participant is in a safe, caring and protective environment. The centre acknowledges that bullying is a serious issue and is committed to dealing with each incident in accordance with the following policy:
The centre has a zero tolerance policy on bullying. Treat others as you would wish them to treat you.  Bullying is behaviour that is deliberately hurtful (including aggression), which is often repeated over a period of time, and where it is difficult for victims to defend themselves.
What is Bullying?
Bullying is a form of aggressive behaviour which is hurtful or deliberate. The DfE defines bullying as: 
‘Deliberately hurtful behaviour, repeated over a period of time, where is it difficult for those being bullied to defend themselves’
At the basis of anti-social behaviour is a desire to retain control and power and a desire to intimidate and dominate. 
Bullying may be subtle, or overt, and may take many forms e.g: 
Physical: hitting, kicking, punching, taking or damaging belongings, and in extreme cases, it involves serious injuries
Verbal: Name-calling, insulting, repeated teasing, sexist (including homophobic) remarks
Racist: Racial taunts, graffiti, gesture, Anti-Semitic remarks/actions
Indirect: Spreading nasty rumours, excluding from the group
Psychological: A maintained silence can be used to undermine or ostracise (separate) a person from a group
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Technological: By means of information technology e.g. text messages, internet, social media websites, BBM, What’s App etc
Aims
The aim of the policy is to ensure that:
· All participants feel safe
· All participants receive an educational and social based environment free from bullying
· THE HUB community will not tolerate any unkind actions or remarks, even if these were not intended to hurt
· The participants feel able to support each other by reporting all instances of bullying, and do no support the bully by staying silent
· The participants are involved in prevention strategies such as anti-bullying workshops, and work with organisations that directly deal with the subject
· There should be appropriate support for participants who are bullied, for participants who are aware of bullying, and for staff and volunteers who are attempting to resolve the issue
· There should be opportunity to use restorative justice approaches to resolve bullying issues in the short, medium, and long-term. In addition, to the participants affected, this may involve peer mediators as well as staff and volunteers
Staff and volunteers will respond to any acts of bullying immediately and positively. 
Procedure
· An incident of bullying can be reported to anyone-participants, staff, volunteers, parents/guardians, the wider community, or any member of the centre community

· The incident will be investigated and attempts will be made to resolve any issue at the earliest opportunity

· Support will be offered to the victim. This could vary from talking with THE HUB staff, to being offered appropriate professional, outside of the centre support. It is unacceptable for children to hurt others – verbally or physically
· Participants who bully will be subject to strict disciplinary procedures and persistent bullying could lead to suspension or exclusion
· Counselling will be offered to both parties if appropriate
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· All reported incidents will be recorded and filed

· Parents/Guardians may be involved according to the seriousness of the incident

· It is expected that the implementation of the policy would normally be successful in resolving the issue. If this is not the case, other measures may be considered and external agencies may be utilised. If no further improvement in behaviour is secured, or the behaviour of the participant in itself is such, that all options have been exhausted, exclusion from activities, either for a fixed period, or permanent basis, will be investigated by the Youth Worker, the Activities Co-ordinator and Management.
Staff and Volunteer Procedures
· All members of staff and volunteers should take responsibility for ensuring that all incidences of bullying are reported to Gemma Cailler and/or Daniel Linton.

· Participants can report incidences of bullying to any member of staff or volunteer. Staff and volunteers should never promise not to tell anyone, and it is essential that you inform Gemma or Daniel of the incident on the day it was reported to them.

· Gemma and/or Daniel will interview the victim and the alleged bully, along with any witnesses.

· Record the incident- in the ‘Bullying book’, which will be located in the office.


· Gemma and Daniel will have a meeting with both participants separately. They will inform both participant’s parents/guardians, and meet with both sets separately to discuss the situation, and a strategy that they are all happy with in order to move forward with the situation.

What Parents/Guardians can do
· Victims of bullying need support from their family and friends.
 Sometimes children and young people hide the fact that they are being bullied, or they are scared of what the bullies will do if they tell, or are frightened of parents/guardians reaction. Children who are bulling others may also hide the facts from their 
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parents/guardians, or present them with a different story. Listen to your child and trust your child. 
· Tell the Youth Worker (Gemma Cailler) or the Activities Coordinator (Daniel Linton)
If your child is being bullied, please do tell the YW or the AC. Parents/guardians, staff, and participants, must be prepared to talk so that everybody understands how others feel. Although this is not easy, it is the only effective way to stop bullying.
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	THE HUB	
Food Policy and Promotion of Healthy Eating
Rationale
Our healthy eating policy will encourage, reflect and build upon the values outlined in the National Curriculum for Schools, and we will therefore be working in partnership with this philosophy. It indicates that health issues related to diet, are a major issue in ill health and mortality. Youth Centres share the same responsibility as the child’s school, their parents/guardians, and the wider community to educate our participants in all aspects of food and nutrition. This will enable them to make healthy, informed choices, through increasing knowledge, challenging attitudes and practising skills.
Aims
· To ensure that all aspects of food and nutrition in the centre promote healthy, balanced and well-being of the participants, staff, volunteers and visitors to the centre
· To ensure provision and consumption of food is an enjoyable experience
· To equip all participants with the knowledge and skills to make healthy life choices
· To make participants aware of the consequences of food choices now and in later life
· To provide current information, support and guidance on healthy eating for the whole centre community
· To make clear policy on food brought into the centre i.e. snacks
· To ensure all provision of food complies with the Jewish rules of Kashrut
Objectives
· To ensure that all members of THE HUB community are catered for including those with special diets, allergies and diet related disorders
· To pilot a Healthy, balanced Tuck Shop at HUB activites
· To ensure the appropriate staff have basic food hygiene training
· To work in partnership with parents/guardians and participants to raise awareness of healthy eating
· To provide drinking water at all times
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· To reduce the intake of salty, fatty or sugary foods
Promotion of Healthy Eating
· Provision of a Tuck Shop that sells and promotes healthy snacks 
· Provision of a healthy and balanced set of ingredients when the participants are asked to create their own meals
· Provision of healthy and balanced set of ingredients when staff prepare a meal for participants
· Fizzy drinks and Energy drinks will be not be sold at the centre
       The policy is an interim policy and will be developed through consultation with:
· Participants
· Parents
· Staff and Volunteers
· Management
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THE HUB
Policy for administration of medicines
THE HUB are dedicated to putting in place effective management systems to support individual children with medical needs.  A positive response by the centre to a child’s medical needs, will not only benefit the child directly, but can also positively influence the attitude of their peers.
Context
The purpose of this policy is to put in to effect management systems and arrangements to support children and young people with medical needs in our centre. We also want to provide clear guidance for staff and volunteers, and parents/guardians on the administration of medicines. 
Role and Responsibilities: Staff and Volunteers
Gemma Cailler and Daniel Linton will be responsible for medical care.
All members of staff and volunteers have a duty to maintain professional standards of care to ensure that children and young people are safe. Our centre will monitor and review individual needs and administer medicines in order to meet the all round needs of the child. There is no legal duty requiring staff or volunteers to administer medication, or to supervise a child when taking medicines. This is a voluntary role.
Staff and Volunteers will be informed of any participant’s medical needs, where this is relevant, and of any changes to their needs as and when they might arise.
Roles and Responsibilities: Parents/Guardians
It is the responsibility of the parents/guardians to:
· Inform the centre of their child’s medical needs

· Provide any medication in a container clearly labelled with the following:
1. The child’s name
2. Name of medicine
3. Dose and frequency of medication
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4. Any special storage arrangements

· Collect and dispose of an medications held in the centre at the end of each academic term
· Ensure the medicines have NOT passed the expiry date.
Participants Information
At the start of each academic year, parents/guardians should give the following information about their child’s long term medical needs. 
· Details of your child’s medical needs
· Medications INCLUDING side effects
· Allergies
· Name of GP/Consultant
· Special Requirements e.g. dietary needs, pre-activity precautions
· What to do and who to contact in an emergency
· Cultural and Religious views regarding medical care
 THE INFORMATION MUST BE UPDATED AS AND WHEN REQUIRED AND AT LEAST ANNUALLY.
Administering Medication 
We expect parents/guardians to administer medication to their child/ren at home. No medication will be administered without prior written permission from the parent/guardian, including written medical authority if the medicine needs to be altered (e.g. crushing of tablets). 
A Request to Administer Medication Form must be completed. 
Staff and Volunteers are not legally required to administer medicines or supervise child/ren when taking medicine, however, your child is in our care, and it would be irresponsible of the centre if we allowed the administering of any medicine, without consent from parents.
Carrying Medicines
For safety reasons, participants will NOT be allowed to carry medication. All medication must be handed to Gemma Cailler or Daniel Linton on entry to the centre. All medicines will locked in the office, and logged in a file. 
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Records
Each time medication is given to a child (including over the counter drugs), the following will be recorded:
· Name of participant
· Date and Time of Administration
· Name of Medicine
· Dosage
· A note of any side effects
· If medicine has been altered for administration (e.g.crushing tablets) and authority for doing so
This will be recorded in the Medical Treatment book which will be located in the offce.
Intimate and Invasive Treatment
Intimate or Invasive Treatment will only take place with the written permission from parents/guardians, and only under exceptional circumstances. Two adults, one of the same gender as the child, must be present for the administration of such treatment. Cases will be agreed and reviewed on an annual basis, and all such treatments will be recorded.
Refusing Medication
If a child refuses to take their medicine, no member of staff or volunteers will force them to do so. Parents/guardians will be informed as soon as possible. Refusal to take medication will be recorded and dated on the child’s medical sheet, and in the Medical Treatment book.  Reasons for refusal and any action then taken by the staff member will also be recorded.
Health Care Plan
When appropriate, a personal health care plan will be drawn up in consultation with parents/guardians, their school and health professionals. The health care plan will outline the child’s needs, and the level of support required in the centre. Health care plans will be reviewed at least annually.
Residential Visits
Sufficient essential medication, and appropriate health care plans, will be taken and controlled by the members of staff supervising the visit. If additional supervision is required for activities, or it is deemed to be in the best interests of the child’s welfare, we may request the assistance of the parent/guardian.
[image: ]
Emergency Procedures
The Youth Worker and Activities Coordinator will ensure that all members of staff are aware of the centre’s planned emergency procedures in the event of medical needs.
Training
Training and advice will be accessed from health care professionals for staff involved in the administration of medicines. Training for all staff will be accessed on a range of medical needs, including resultant learning needs as and when appropriate.
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THE HUB
CODE OF CONDUCT
Parents, Children and Young People
KAVOD(respect) is a central part of the ethos of THE HUB centre. All children, young people, parents and guardians, are all be expected to show KAVOD to all staff and volunteers,other young people and children, and other parents and guardians, at all times. 
THE HUB Building
KAVOD must also be shown to our building (internal and external), and our local neighbours. Everyone that enters the building, or parks in the car park, will be expected to dispose of rubbish or recycling appropriately, and safely. 
Management, Staff and Volunteers
In return, THE HUB Management, Staff and Volunteers guarantee:
1. KAVOD will be shown to all children, young people, parents and guardians.
2. We will communicate regularly to update you on events, as well as your child’s progress at THE HUB. We will also inform you immediately if there are any concerns regarding your child’s behaviour and development.
3. We will endeavour to instil a love of Jewish learning and culture in your child/ren, through well-planned programmes and projects, of the highest quality. We aim for your child/ren to be well prepared to take part in Jewish communal life, as well as learning useful life skills.
Children and Young People
Prohibited Items
The following items are prohibited at THE HUB;
1. Energy Drinks (Red Bull, Lucozade etc), and Fizzy Drinks 
2. Chewing Gum/Bubble Gum
3. Tippex or other Liquid Paper
4. Cigarettes
5. Alcohol
Electronic Equipment
6. The use of mobile telephones during THE HUB activities (they may use them during breaks only)
7. IPODS, MP3/MP4 players and all other forms of electronic equipment 
It is at the participants own risk that they bring to the centre electronic items of expense. Mobile phones, gaming devices and music players are prohibited during THE HUB activities and there we will confiscate items if there is repeated use during session activities.
Weapons and Illegal Objects
The following items are also prohibited;
8. Knives, guns and other firearms, sharp objects (razors, needles, pins etc)
9. Matches and Lighters
10. Drugs (all categories) and Glues
11. Alcohol (underage and above age)
THE HUB building
THE HUB building, and its contents must be treated with care. Participants must not use equipment if they have not been given permission to do so. Participants will be required to make good, damage for which they are responsible, and to replace any equipment, books, or internal or external property that is either lost or misused. 
Floors must be kept clear of litter, and rooms should be left in an orderly state. All chairs, couches, tables or other equipment that is moved around, must be replaced back to its original layout after use.
The Office
Participants at THE HUB are not permitted to enter the office at any time, unless they are given special permission from either the Youth Worker (Gemma Cailler), or the Activities Co-ordinator (Daniel Linton). In those cases, participants must be accompanied whilst in the office, and must never enter the office alone. Participants found in the office without permission, or alone, will be asked to leave the building and may be excluded from activities at THE HUB.
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Stealing
If a participant, staff or volunteer member, or parent/guardian are found to have stolen either personal belongings from THE HUB, or equipment that belongs to THE HUB, they will be permanently excluding from participating at THE HUB, or from entering the building. The centre will also contact the Police, and you will be given a criminal record.
Illness
In the first instance, the participant must inform a leader that they are feeling unwell. The staff at the centre will contact parents/guardians. They must not leave the centre, and a parent/guardian must pick the participant up from the building immediately. If this is not possible, you must arrange for your child/ren to be picked up immediately by a friend/relative.
Emergencies
All participants must ensure that the centre has an up to date emergency contact number at all times.
All participants must follow instructions given by staff and volunteers in the rare case of an attack on the centre, a fire, or other emergencies. 
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THE HUB
Illegal Drugs, Other Illegal Substances and Alcohol
In a situation where a participant is suspected of using, selling, or of being in possession of alcohol, drugs or other illegal substances, when travelling to/from the centre or during activities at the centre, a member of staff or a volunteer will send for the Youth Worker (Gemma Cailler), or Activities Co-ordinator (Daniel Linton). 
A member of staff or a volunteer will never give guarantees of confidentiality as they are not protected by law. 
The following is the procedures that the centre will take in cases of illegal drugs, illegal substances and alcohol being brought into the centre. As well as the following, The YW, AC, or the Management team will contact the Police and you may be given a criminal record. A parent/guardian will be informed before any notification is given to the police.
The centre will help find counselling for the participants involved in any of the below. If it is deemed inappropriate to re-instate a participant at the centre, the centre will offer services to the excluded participant that will aid in their recovery and/or emotional and physical well being. 
NB: THE HUB is a no smoking building. Smoking is prohibited inside, outside the building, as well as in the car park. This is for your child/ren’s safety, as second hand smoke inhalation can also damage a child physically and emotionally.

Disciplinary Procedures
Substance/Offence						Procedure
Tobacco/Cigarettes-Possession/Consumption	Staff/Volunteer to confiscate. Youth Worker/Activities Coordinator to inform parents/ guardians, and meet with them. 
Tobacco/Cigarette Selling	Confiscation and exclusion for a period of time from the centre. Parents to meet with Youth Worker/ Activities Coordinator. Expulsion from the centre for a short time. Search of bag when entering building from then on.
Alcohol-Possession/Selling	Confiscation, Parents informed and required to meet with Youth Worker/Activities Co-ordinator. Expulsion from the centre for a short time. Search of bag when entering building from then on.
Alcohol-Intoxication 	Administer First Aid if necessary, inform parents who must collect their child/ren immediately from the centre. Parents must meet with the Youth Worker. Expulsion from the centre for a short time.
Solvent-Possession, Consumption or Selling 	Same as above
Class A/B/C Drugs-Possession or Consumption	Confiscation of drugs, administer first aid. Inform parents/guardian. Meet with YC and AC.  Youth Worker and Activities Co-ordinator to inform Police drugs support team. Exclusion from the centre for a period of time until the participants has received some form of counselling. 
Dealing or Supplying	Confiscation of drugs. Inform parents/guardians. Meeting with YC and AC. YC and AC to inform the Police drugs support team. Exclusion from the centre for a period of time until the participants has received some form of counselling.
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THE HUB
Acceptable use of ICT Policy
All participants have a responsibility to use ICT facilities sensibly and in accordance with the following Code of Practise.
· The facilities are provided to support and enhance the activities at THE HUB.
· The use of abusive language, sending abusive messages and changing computer settings are all serious offences.
· Participants must NOT alter, print or change another participant’s work in any shape or form without the person’s prior knowledge or consent. 
· Participants may NOT download screensavers, sounds, images or audio-visual materials for storage on the PC/Laptops unless approved of by Gemma Cailler or Daniel Linton.
· The internet and printing facilities must only be used to support the activities at THE HUB.
· E-mail is not confidential and does go astray. We must therefore guard against abuse which will bring the centre into disrepute. DO NOT send abusive email, chain email, excessive quantities or excessive sized emails. 
· DO NOT vandalise the system by physical damage, changing configuration or cabling.
· You MUST NOT HACK into the centre or external systems, changing contents of the hard disks or installing software.
· If you access inappropriate materials accidentally, you must immediately stop using the system and inform the teacher in charge. 
· Food and Drink must not be taken in to the computer area.
· Participants will not be allowed access to MSN, FACEBOOK, ANY SOCIAL MEDIA SITES, YOUTUBE, CHATROOMS or ONLINE SHOPPING SITES.
· Any incidents of misuse or evidence of online bullying must be reported to Gemma Cailler or Daniel Linton.
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Inappropriate use of IT facilities will result in the following:
· First Offence- No use of IT facilities for 2 weeks. Parents are informed
· Second Offence- Exclusion from 1 week of centre activities, and 4 week ban on IT facilities. Parents are informed
· Third Offence- Strategy meeting with parents and child/ren and a fixed term ban on IT facilities (half a term). 2 week exclusion from centre activities
· Fourth Offence and Ongoing Offences-Strategy meeting with parents and child/ren, indefinite ban on IT facilities and a one term exclusion from centre activities.
Damage of Hardware
· Parents informed
· Participant will be charged for the damage
· Exclusion from the centre for a fixed period of time
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THE HUB
Mobile/Gaming/Music Device Policy
THE HUB prohibits the use of electronic devices during activity sessions. 
You may:
· Mobile Phone- use your mobile phone during a break (this does not mean unstructured activity time). You may not use your phone to play inappropriate music or videos, or any material that uses expletives, or in appropriate visual images.
· Games- If Daniel Linton and Gemma Cailler ask, or find the game to be appropriate (on the xbox etc) you may being it to the centre.
You may not:
· MP3/4/Ipods/other music devices- You may not use these devices at THE HUB- they are anti-social.
· Gaming Devices- You may not use these devices at THE HUB- they are anti-social.
THE HUB has a three strike policy on the use of Mobile/Gaming/Music devices:
Strike One- Your child will be asked to put their device away. If after the first warning, your child is still insistent on using their device, the object will be confiscated until the end of HUB activities. 
Strike Two- If the following week, they are still insistent on using the device, the object will be confiscated for the duration of the club session on the first warning. You, as their parents/guardian will be informed, and will be asked that your child does not bring the device to THE HUB if they insist on using it.
Strike Three- If they still insist on bringing the device to club, and using it during sessions, we will have no other option but to refuse entry to the child or young person, or with your permission, to lock the device in the office until the end of activities. 


NB: If your child would like to use their mobile phone, instead of joining in with the activities on offer, they are very welcome to do so at home. We are providing a service for your child, and it is impossible for your child to engage with the activities, or become socially involved with the other participants, if they are making use of an anti social device.
We therefore advise that you as their parent/guardian ask for your child to give you their device until after THE HUB session. If this proves difficult, please remind them of the policy, and that the staff at the centre expects the device to be turned off (not on silent) during the activities, as this would mean they are thinking about the alert they have just received on their device.
We feel that we have to take measures to ensure that your child/ren are receiving the best quality service, as well as the staff and volunteers being able to work effectively within the centre. This is why we have to take this extreme measure. If you would like to contact your child due to an emergency, please use THE HUB numbers provided. A member of staff will be available to answer  your calls. If you do not get an immediate answer, please leave a message and we will call you back asap.
The staff and volunteers thank you in advance for your understanding for the need of this policy, and for your assistance in making it a success.
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THE HUB
Policy for Special Educational Needs and Disability
Definition of Special Educational Needs
THE HUB recognises that there are participants who will be identified in line with the 2001 Special Educational Needs and Disability Act (SENDA), who will require learning support at times during the activities at THE HUB. We recognise that we will have a comprehensive intake of participants at the centre which will encompass not only a cultural diversity, but a full range of ability, as well as various degrees of social, behavioural, emotional and physical development.
Procedure
1. Parents/Guardians will be informed if a participant is recognised as having special educational needs within the Code of Practise, and arrangements for a consultation will be made.
2. Many participants will require a minimal level of support and possibly only on a short term basis for a very specific need. As part of the centre assessment procedures, every participant’s progress with be monitored and reported on where there are particular concerns. 
3. Some participants will enter the centre with lower achievement levels than is norm for their peer group. For these participants, further assessment and programmes of remediation will be made available where appropriate, in an endeavour to ensure they can access the activities as fully as possible. Where necessary, referrals may be made to external agencies for further assistance, additional to the support the centre can offer the child/ren concerned. Staff will be made aware of the participants’ learning needs, and the support we will be giving to them. Such pupils will be placed on THE HUB’s SEN list for monitoring purposes.
4. There is a whole centre approach to SEN, and all staff and volunteers play a part in identification, assessment, monitoring and teaching of the participants.
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5. A few participants may enter the centre with Statements of SEN. The centre will endeavour to meet the proposals as specified in the document and will co-operate with external support agencies.
6. Participants whose ability to take part in activities may be affected by behavioural/emotional problems such that they have difficulty in receiving the benefit of the activities, or affect the participation of their peers, will, in consultation with the child/ren’s parents also be recognised as having SEN, and a strategy programme will be devised for the participants benefit. The help of external agencies will also be sought as appropriate. 
Provision for SEN
· The Youth Worker and Activities Co-ordinator have the responsibility for the management and provision for child/ren with SEN. They accept their responsibility for the wide range of needs of the child/ren within the activities. 

· All staff and volunteers accept their responsibilities to assess, and then assist where necessary.  


· Recognition is given to the fact that all participants are entitled to respect, and to be valued for their individual contribution to the life of the centre, to experience success, and to have positive feelings about themselves.

Action taken by the centre in implementing policies for SEN should be seen as being constructive and as a positive contribution towards your child’s development.
 Specific Provision for the Disabled
· Currently, there is no integrated or separate specialised provision for participants with disabilities.
· There is no external wheelchair access to the 1st floor of the building. There is one disabled toilet on the ground floor of the building. 
· The needs of the disabled are being considered in any modifications to the building’s structure and equipping of rooms. 
· SEN provision is provided within the constraints of staffing, timetabling, physical size and other resources. Future planning is always mindful of improving access for all present and future centre users.
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 Strategies for Delivery
Group Activities
This is to be the norm at the centre and Staff, Volunteers and Workshop Leaders are expected to be alert and sensitive to the needs of all participants, but particularly those recognised as having SEN.
In-Session Support
In-session support is a means of not just targeting a few identified participants, but ensures all participants benefit from an increased amount of staff/volunteer attention.
Individual Counselling
Individuals may be given support in basic skills, as well as general organisation and behaviour.
Parents and Guardians
· Parents and Guardians are invited to express any concerns that they have regarding their child’s physical or emotional development.

· For Statemented participants new to the centre, appointments will be made by the YC and AW to meet with parents/guardians as soon as possible.

· Recognition is given to the fact that all participants are entitled to be respected and valued for their individual contribution to the life of the centre and to experience success as having positive feelings about themselves. 

· Where parents/guardians can make a positive contribution towards a child’s specific programme, their co-operation and assistance will be sought.
Review
The SEN policy will be reviewed on an annual basis by the Management Team, The Youth Worker and The Activities Co-ordinator.
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THE HUB
Equal Opportunities Policy 
THE HUB is committed to the idea of equal opportunities in all of its aspects. All participants are entitled to take a full part in the life of THE HUB, and to benefit from all that it has to offer within the constraints of the Jewish nature of the centre, the staffing and volunteers, building equipment and resources available. 
Equal Opportunities is not about treating everybody the same. It is about meeting people’s individual needs, and appreciating their strengths and gifts. We are all different and should be equally valued. Everything that follows in this statement is to help everyone involved in making THE HUB a real Equal Opportunities and Inclusive centre.
NB: Definition of ‘Gender’- In this context refers to society’s construction of a system which identifies what is masculine and feminine. Individuals incorporate this system to develop their gender identities. It is not directly to do with the biological differences between male and female. THE HUB will not tolerate harassment of people based on their gender or transgender status.
Aims
· We aim to offer education and activities appropriate to each individual participant’s needs regardless of their colour, gender, sexual orientation, disability, backgrounds, or religious and cultural beliefs within Judaism. 

· With regard to the statutory Code of Practise on the duty to promote Race Equality, we aim to tackle racial discrimination and to promote equality of opportunity and good race relations across all areas of THE HUB activities.

· With regard to the SEN Code of Practise and Social Inclusion initiatives, we aim to ensure equal access to educational, social and skill based opportunities for all our participants, and the opportunity to teach levels of attainment appropriate to their ability.

· 
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· We aim to ensure that all the centre users are afforded the basic rights of freedom and access to opportunity, including freedom from all forms of harassment or bullying.

· We aim to ensure active encouragement is given to all, in order to enable them to fully develop their talents and personal skills for co-operative interaction, and educational, social and skills based success.
Objectives
· To regard all our participants as being of equal value and to ensure that the needs of all participants are identified and met, as well as being able to achieve their full potential.

· To take direct action (including providing resources and mentoring/counselling support), to address issues with individuals and their level of achievement and progress and their experience of disciplinary measure (such as exclusion in school or the centre).

· To take direct action (including providing resources and mentoring/counselling support) to address inequalities between gender groups and in their levels of achievement and progress.

· To challenge in a positive way any form of prejudice, whether direct or indirect, which contradicts the centre’s equal opportunities policy and code of conduct. This means adopting a consistent and unambiguous stand, from which we strive to overcome prejudice. This ensures equality and opportunity for all, by protecting the rights and liberties of every individual.

· To foster self-esteem and respect for each person as an individual and to create a positive and inclusive atmosphere where there is a shared commitment to respect and diversity and difference, as well as to challenge and prevent Anti-Semitism, Racism and Discrimination, and to encourage good relations between people of different racial groups.

· To prepare pupils to be good citizens, living and working in a culturally diverse society, and to adopt the responsibility of participation and to treat others as we would wish to be treated.
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· To ensure any future building or refurbishment schemes will, as far as is reasonably possible, meet the needs of all members of the centre community and visitors to ensure accessibility. 
Guidelines
Any policy related to equal opportunities, racial, and gender equality must reflect in its mission, aims and objectives, and practise:
· Human Dignity (a sense of worth (of self and others), irrespective of social, cultural, ethnic, linguistic, sexual orientation, age or faith,  and background)

· Justice and fairness (genuinely democratic processes and principles and willingness to take action)

· Commitment to equality (recognition of the principles of equality as underpinning relationships between individuals, groups and societies)

· Appreciation of diversity (development of an open-minded approach to other religion, cultures, and social groups)

From this, the following key guidelines emerge:

· All should be encouraged to value their own cultural heritage and the culture and lifestyle of others, and to show respect for self and others, while at the same time finding common ground to talk to one another and value living together.

· Every member of staff and volunteers needs to accept responsibility for establishing a reasonable climate for debate. They must address widely held misconceptions to avoid risk of participants arriving at consensus views of doubtful validity. 

· The provision of genuine equality of opportunity must be inherent in the education, social and skills based workshops the centre offers. The curriculum opportunities must be open to all within constraints of the Jewish faith based nature of the centre. The centre must challenge any stereotyping, which leads to constraints on the development of participant’s abilities and aspirations.

· 
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· The centre should clearly demonstrate the unacceptability of attitudes, incidents, taunts, remarks that give offence, intimidate, devalue another’s view or opinion or undermine another’s self esteem.


Management, Staff and Volunteers

· Management, Staff and Volunteers will treat each other and all participants with respect, and will not discriminate directly or indirectly on grounds of gender, disability, age, sexual orientation, religion or belief.

· Staff and Volunteers will examine the ideas and images in resources and will challenge any with negative connotations.

· In-service training courses will properly reflect the need to encourage the practical application of the policy.

· The centre acknowledges the fact that for some participants, English may be their second language and will strive to support these participants.

· Management, staff and volunteers will address discriminatory behaviour, abuse, bullying and intimidation, in accordance with the policy. The centre will support victims of such incidents.

· Appointment and promotion of staff will be made and monitored in accordance with this policy for staff selection, appointment and promotion. All employment or volunteer issues in respect of staff, should be in accordance with this policy, and shall ensure that there is no direct or indirect discriminations in relation the their employment.

Participants
· All participants are valued for themselves and can expect to have their religion culture and language treated positively and with respect.

· Participants will be given the opportunity during the activities to discuss, identify and understand Anti-Semitism, Sexism and all forms of Prejudice.
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· Opportunities to participate in all types of activities will be made equally available to boys and girls.

· We will challenge sexist behaviour in whatever form it takes. We shall actively encourage boys and girls to respect each other as equals and make clear the unacceptable nature of violence.

· If participants feel they have been subjected to Anti-Semitism, racial abuse or bullying, they should report the matter immediately to a member of staff or volunteer. The incident will then be investigated by the Youth Worker (Gemma Cailler), and Activities Co-ordinator (Daniel Linton), and the Management. All participants can expect to be listened to and have their complaints investigated, recorded, and addressed in an appropriate manner. Any racist or Anti-Semitic incident will be the subject of a report.

· Participants who have suffered Anti-Semitism, racism or sexist behaviour, abuse, bullying or intimidation, will be supported by the centre. Anyone who has committed such offences will be dealt with appropriately. 


· All participants should treat each other, staff and volunteers, management and any other member of THE HUB community with respect.

Parents/Guardians and Other HUB users
· Parents/Guardians are very important to the centre, and in particular, their views are welcome. We expect that all parents/guardians will fully support the centre’s Equal Opportunities Policy.

· As appropriate the centre will discuss with Parents/Guardians any incidents of abuse or bulling in which their sons or daughters have been involved in.

· If Parents/Guardians are aware of incidents of Anti-Semitism, racism, sexism or bullying then they are encouraged to contact the Youth Worker (Gemma Cailler) or the Activities Co-ordinator (Daniel Linton).

· All visitors to the centre are expected to abide by the rules and regulations of the centre and will be expected to reflect their aims and ethos.
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Staff and Volunteers

· The centre must be seen to seek and employ, promote and train men and women equally at all levels and in all phases of education and childcare.
Implementation
· This Equal Opportunities Policy will be made available for inspection upon request from THE HUB office

· All programmes and activities at THE HUB will take into account the objectives and guidelines of this policy

· Information will be collected about participant’s performance and progress in all areas of THE HUB activities, including racial, gender and SEN groupings, to analyse trends that could have an impact on participants attainments
Race Relations Policy
· The centre shall have due regard to the need to eliminate unlawful racial discrimination. The centre will endeavour to promote equality of opportunity and to promote good relations between persons of different racial groups.

· The centre shall assess the impact of all policies in regard to how they impact on participants attainment levels, and the centre community as a whole.

· Any Anti-Semitic, or Racial incidents that take place at the centre will be reported to CST and the Local Authority. 
Evaluation
· This policy shall be monitored by the Youth Worker, Activities Co-ordinator and the Management at THE HUB and reviewed annually.
Sanctions
· A failure to comply with the Equal Opportunities Policy shall be viewed as an act of misconduct and will be reported and investigated by the Youth Worker, Activities Co-ordinator and Management Committee.
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THE HUB
Community Cohesion Policy
According to Professor Jeffrey Sachs, former Director of the UN Millennium Project;
‘Our generation’s greatest challenge…is learning to love in a crowded and interconnected world that is creating unprecedented pressures on human society’
Similarly, Trevor Phillips, Chairman of the Equality and Human Rights Commission (EHRC), has warned that Britain is ‘sleepwalking into segregation’ and the Commission on Integration and Cohesion said in its report that, ‘We face challenges to integration and cohesion as a Nation’. 
Therefore, it is important that young people in particular are equipped to meet this challenge to help them achieve their potential, flourish, and become active citizens in an increasingly diverse British society.
Aim
THE HUB is a Jewish Based Centre which seeks to nurture the specific identity of all its participants. The centre is pluralist in nature, and therefore we are committed to fully integrating its participants into pluralistic Jewish and Israeli based activities.  At the same time, we are fully committed to fully integrating its participants into British Society, and ensuring their participation as British and Global citizens, and that they have a good understanding of the communities that make up the British Nationality. To this end, THE HUB is committed to developing effective partnerships between the home, THE HUB, school, and the community- locally, nationally and internationally.
A definition of community cohesion
The Department for Children Schools and Families (DCSF) Guidance on the duty to promote community cohesion, published in July 2007, states that:
‘By community cohesion, we mean working towards a society in which:
· There is a common vision and sense of belonging by all communities
· The diversity of people’s backgrounds and circumstances is appreciated and valued
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· Similar life opportunities to all
· Strong and Positive relationships exist and continue to be developed in the workplace, in schools and in the wider community’
What does this mean for THE HUB?
THE HUB is a pluralist Jewish youth centre. We offer activities for anyone who has:
1. One Jewish parent (Mother or Father)
2. One Jewish grandparent (Grandmother or Grandfather)
3. Practising and Non Practising Jews
4. Affiliated and Non Affiliated Jews
We aim to offer activities that allow for Religious and Secular Jews to integrate, as well as providing services such as single sex activities, as our aim is to strengthen our Jewish Community as a whole, whilst catering for particular needs. 
Method
1. Teaching and Learning- Helping children and young people to learn to understand others, to value diversity whilst also promoting shared values, to promote awareness of human rights and to apply and defend them, and to develop the skills of participation and responsible action.
2. Equality and Excellence- To ensure equal opportunities for all to succeed at the highest level possible, striving to remove barriers to access and participate in learning and wider activities, as well as working to eliminate variations in outcomes for different groups.
3. Engagement and extended services- to provide reasonable means for children, young people, their friends and families to interact with people from different backgrounds and build positive relations: including links with different centres and communities, and in provision of extended services with opportunities for participants, families, and the wider community to take part in activities and receive services, which build positive interaction and achievement for all groups.

THE HUB aims to meet all of the above through a variety of programmes and opportunities across the whole of THE HUB community, and through all of their clubs and activities.
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THE HUB
Data Protection Policy

THE HUB is fully committed to compliance with the requirements of the Data Protection Act 1998 (“the Act”), which came into force on the 1st March 2000.  The centre will therefore follow procedures that aim to ensure that all employees and volunteers, contractors, agents, consultants and partners of the THE HUB who have access to any personal data held by or on behalf of THE HUB, are fully aware of and abide by their duties and responsibilities under the Act.
Statement of policy
In order to operate efficiently, THE HUB has to collect and use information about people with whom it works (including child/ren and young people).  These may include members of the public, current, past and prospective employees, parents, members and suppliers. This personal information must be handled and dealt with properly, however it is collected, recorded and used, and whether it be on paper, in computer records or recorded by any other means, and there are safeguards within the Act to ensure this.
THE HUB regards the lawful and correct treatment of personal information as very important to its successful operations and to maintaining confidence between the centre and those with whom it carries out business.  THE HUB will ensure that it treats personal information lawfully and correctly.
To this end THE HUB fully endorses and adheres to the Principles of Data Protection as set out in the Data Protection Act 1998.
The principles of data protection
The Act stipulates that anyone processing personal data must comply with Eight Principles of good practice.  These Principles are legally enforceable. 




[image: ]
The Principles require that personal information:
1.	Shall be processed fairly and lawfully and in particular, shall not be processed unless specific conditions are met;
2.	Shall be obtained only for one or more specified and lawful purposes and shall not be further processed in any manner incompatible with that purpose or those purposes;
3.	Shall be adequate, relevant and not excessive in relation to the purpose or purposes for which it is processed;
4.	Shall be accurate and where necessary, kept up to date;
5.	Shall not be kept for longer than is necessary for that purpose or those purposes;
6.	Shall be processed in accordance with the rights of data subjects under the Act;
7.	Shall be kept secure i.e. protected by an appropriate degree of security;
8.	Shall not be transferred to a country or territory outside the European            
           Economic Area, unless that country or territory ensures an adequate
           level of data protection.
The Act provides conditions for the processing of any personal data.  It also makes a distinction between personal data and ‘sensitive’ personal data.
Personal data is defined as, data relating to a living individual who can be identified from:
· That data;
· That data and other information which is in the possession of, or is likely to come into the possession of the data controller and includes an expression of opinion about the individual and any indication of the intentions of the data controller, or any other person in respect of the individual. 

Sensitive personal data is defined as personal data consisting of information as to:
· Racial or ethnic origin;
· Political opinion;
· Religious or other beliefs;
· Trade union membership;
· Physical or mental health or condition;
· Sexual life;
· Criminal proceedings or convictions.
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Handling of personal/sensitive information

THE HUB will, through appropriate management and the use of strict criteria and controls:-
· Observe fully conditions regarding the fair collection and use of personal information;
· Meet its legal obligations to specify the purpose for which information is used;
· Collect and process appropriate information and only to the extent that it is needed to fulfil operational needs or to comply with any legal requirements;
· Ensure the quality of information used;
· Apply strict checks to determine the length of time information is held;
· Take appropriate technical and organisational security measures to safeguard personal information;
· Ensure that personal information is not transferred abroad without suitable safeguards;
· Ensure that the rights of people about whom the information is held can be fully exercised under the Act.

These include:

· The right to be informed that processing is being undertaken;
· The right of access to one’s personal information within the statutory 40 days;
· The right to prevent processing in certain circumstances;
· The right to correct, rectify, block or erase information regarded as wrong information.

In addition, THE HUB will ensure that:
· There is someone with specific responsibility for data protection in the organisation;
· Everyone managing and handling personal information understands that they are contractually responsible for following good data protection practice;
· Everyone managing and handling personal information is appropriately trained to do so;
· Everyone managing and handling personal information is appropriately supervised;
· Anyone wanting to make enquiries about handling personal information, whether a member of staff or a member of the public, knows what to do;
· Queries about handling personal information are promptly and courteously dealt with;
· Methods of handling personal information are regularly assessed and evaluated;
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· Performance with handling personal information is regularly assessed and evaluated;
· Data sharing is carried out under a written agreement, setting out the scope and limits of the sharing. Any disclosure of personal data will be in compliance with approved procedures.

All staff members are to be made fully aware of this policy and of their duties and responsibilities under the Act.
All managers and staff within THE HUB centre will take steps to ensure that personal data is kept secure at all times against unauthorised or unlawful loss or disclosure and in particular will ensure that:
· Paper files and other records or documents containing personal/sensitive data are kept in a secure environment;
· Personal data held on computers and computer systems is protected by the use of secure passwords, which where possible have forced changes periodically;
· Individual passwords should be such that they are not easily compromised.

All contractors (workshop leaders), consultants, partners or other agents working for the HUB or of the THE HUB themselves must:
· Ensure that they and all of their staff who have access to personal data held or processed for or on behalf of the THE HUB, are aware of this policy and are fully trained in and are aware of their duties and responsibilities under the Act.  Any breach of any provision of the Act will be deemed as being a breach of any contract between THE HUB and that individual, company, partner or firm;

· Allow data protection audits by THE HUB of data held on its behalf (if requested);

· Indemnify THE HUB against any prosecutions, claims, proceedings, actions or payments of compensation or damages, without limitation.

All contractors who are users of personal information supplied by THE HUB will be required to confirm that they will abide by the requirements of the Act with regard to information supplied by THE HUB.  
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THE HUB
Fire Safety Advice
Make an escape plan
Make an escape plan, explain it to everyone in the household and practise it
When you make an escape plan, involve everyone who enters the building, including children, older or disabled people and any staff or volunteers.
Choosing an escape route	
Here are some tips to help plan your escape from fire:
· the best escape route is often the normal way in and out of your building
· think of any difficulties you may have getting out, eg at night you may need to have a torch to light your way
· choose a second escape route, in case the first one is blocked
· keep all exits clear of obstructions, like bicycles
· if there are children, older or disabled people or pets, plan how you will get them out

Think about a safe place to go if you can’t escape

The first priority is to keep people safe by getting them out of the building. If you can't escape, you’ll need to find a room to take refuge in. This is especially important if you have difficulty moving around or going downstairs on your own.
If you can’t get out, get everyone into one room:
· choose a room with a window
· if you can put cushions, towels or bedding at the bottom of the door to block smoke
· open the window and call for help
· think about which room might be best for this – you need a window that can be opened and, if possible, a phone for calling 999
· 
Make sure everyone knows where door and window keys are kept
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Decide where the keys to doors and windows should be kept and always keep them there. Make sure everyone in your household knows where they are.
Explain the plan
Once you have made your plan, go through it with everyone in the centre.

You could also:
· put a reminder of what to do in a fire somewhere where it will be seen regularly, like on the fridge door or notice boards in the rooms
· put your address by the phone so that children can read it out to the emergency services
Practise the plan
Make sure you have ‘walked through’ the plan with everyone in the centre. Regularly remind everyone of what to do, and what not to do, in the event of a fire.
Checks – develop the habit
To help prevent fires occurring through the night, it’s important to check the centre for fire hazards before you leave the building. Make sure you:
· check the cooker is turned off
· turn off and unplug electrical appliances (unless they are meant to be left on, like your freezer)
· put candles and cigarettes out (any stubs outside the building) properly
· turn heaters off and put up fireguards
· make sure exits are kept clear
· close inside doors at night to stop a fire from spreading
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THE HUB
Staff, Volunteers and Parents Fire Safety Procedure
Alert everyone
Make sure everyone in the centre knows about the fire – shout and get everyone together.
Get everyone out
An escape route will already be planned, that everyone in the centre is familiar with.  As you escape, remember:
· don’t delay to save valuables or look for pets
· don’t investigate the fire
· crawl on the floor if there’s smoke - the air is cleaner near the floor
· on the floor, put your nose as low as possible - remember, smoke is toxic and can kill you
· as you go out, only open the doors you need to and close any open doors you can to slow the spread of the fire
· feel doors with the back of your hand before you open them, if they’re warm, don’t open them – the fire is on the other side
· if you’re escaping with others, stay together if you can
If your clothes catch fire
If your clothes catch fire:
· don’t run around – you will fan the flames and make them burn faster
· lying down makes it harder for the fire to spread and reduces the effect of flames on your face and head - flames burn upwards
· smother the flames - cover the flames with heavy material, like a coat or blanket; this blocks the fire's supply of oxygen
· roll around – rolling smothers the flames
When you can't get out by your escape route
If your escape route is blocked:
· if you’re on the ground floor, go out of a window – throw bedding or cushions onto the ground outside to break your fall
[image: ]
· if you can’t open the window, use a heavy object to break it – cover any jagged edges with clothing, a towel or a blanket
· lower children as far as possible before letting them drop – get an adult to break their fall if you can
· lower yourself by your arms from the window ledge before dropping


If you can’t get out, get everyone into one room:
· choose a room with a window, if you can
· put cushions, towels or bedding at the bottom of the door to block smoke
· open the window and call for help
· think about which room might be best for this – you need a window that can be opened and, if possible, a phone for calling 999
Call 999
Once you’re out and safe, try and find a phone to call the emergency services - 999 calls are free.

When you speak to the operator:
· give your whole address, including the town
· tell them what is on fire, eg 'a two-floored youth centre’
· explain if anyone is trapped and what room they’re in – give as much information as you can so they can help you
Don't go back in
You should find somewhere safe to wait near the building. If there's someone still inside, wait for the fire and rescue service to arrive. You can tell them about the person and they will be able to find them quicker than you.
If you go back into the building, you will slow down the firefighters' efforts to rescue anyone else missing - and put your own life in danger.
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THE HUB
Security
Security for Communal Buildings
There has been a significant increase in Anti-Semitic incident levels in recent years. Many of these incidents have involved hate mail, emails, verbal abuse, and graffiti or daubings of Jewish property. There is an enduring risk of a terrorist attack against Jewish communities, whether from al-Qaeda and its supporters, neo-Nazi terrorists or other violent extremists.
Members of the community should not be deterred from leading their life as Jews in whatever way they choose. CST urges Jewish communities throughout the UK to ensure that security measures are followed, and that the fullest co-operation is given to security personnel.
Suspicious activities and antisemitic incidents should be reported to Police on 999, and then to local security personnel, or the nearest CST office.
PUBLIC DISORDER

Following the recent events of public disorder, CST would like to advise the community that although there have been no reports of targeted attacks against our community or communal buildings, security procedures should be reviewed & enhanced.
The violence is, however, quite indiscriminate and could as easily affect our community as any other. The situation remains highly volatile, and there is no way of knowing at this time if it will further deteriorate.
SECURITY PRECAUTIONS FOR ALL COMMUNAL BUILDINGS
· Keep all external doors closed & secured even when the building is in use
· Review your evacuation and invocation procedures and brief all staff and visitors
· Consider alternative evacuation routes & ensure routes away from the building are safe to pass through
[image: ]
· Remove refuse & building materials or any other object from the outside of your property that could be used to break windows or damage your building & ensure your refuse bins are securely locked and chained away from your building
· When your building is closed, ensure all windows and doors are securely locked and alarms are set
· Be aware of your surroundings when arriving and leaving communal buildings & where possible members of staff should not leave on their own
· Prevent staff and visitors from congregating outside your building. Encourage people to disperse as quickly as possible e.g. at the end of the work day, services or at the end of an event
· Be alert to suspicious people, objects and activities around your building
· Ensure all security equipment, alarms, exterior lighting and CCTV are working correctly. Check that CCTV lenses are cleaned and video equipment is recording
· Consider securing items of value (either monetary or sentimental) either off site or in secure areas within the building (e.g. basements, safes etc)
· Previous security advice from CST should also be adhered to
· Should you require advice for events, training or any matters relating to security, please contact CST
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	Osama bin Laden: Security Impact
The killing by American forces in Pakistan of terrorist leader, Osama bin Laden, increases the likelihood of terrorist attacks being attempted in the near future. (Such attacks would demonstrate the terrorists’ determination to continue their actions; and would be claimed as retaliation for their leader’s death.)
Such attacks may be attempted by individuals or small groups independently acting in support of global Jihadist ideology; or by actual al-Qaeda elements. 
 
At this time, CST has no information regarding any direct or imminent threats against Jewish institutions arising from bin Laden’s death.
CST will continue to encourage our Community to remain vigilant, maintain awareness, and ensure security plans and procedures are in place.
CST will closely monitor the situation and will give further advice as and when necessary.
SECURITY REMINDERS
•Be alert to suspicious people and activities including parked cars and unattended bags.
•Challenge and question all strangers and visitors to your building even if they are accompanied by someone you know.
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•DO NOT accept unexpected post, deliveries etc until they have been cleared by the intended recipient
•Items must be kept OUTSIDE your location until cleared as suitable for acceptance
•If you cannot confirm that it is genuine, DO NOT ACCEPT THE DELIVERY – send it back with the courier
•Encourage all members of staff to tell security, reception, and caretaker personnel of expected deliveries, including the names of senders and couriers
•If you receive an item which you deem suspicious, call the Police immediately - dial 999 and then contact CST
•CST would be pleased to train and advise on all matters relating to the handling of post and parcel deliveries
________________________








PERSONAL SAFETY TIPS
It’s always better to be “safe than sorry” – follow some of our personal safety tips to help keep yourself safe
· Stick to well-lit public areas & never take shortcuts at night
· Try to look & act confidently – look like you know where you are and where you are going
· Ensure that you know where your children are at all times and that they are appropriately supervised and aware of their personal safety
· Spread your valuables around your person e.g. keep your phone in your bag, your house keys in your trouser pocket and your money in your jacket
· Be aware about the valuables that you are carrying and don’t show them off. Talking on your mobile phone, carrying a laptop or showing your friend your new gold ring, all show thieves that you are worth robbing
· If someone tries to take something from you, it may be better to let them take it rather than get into a confrontation and risk injury
· Do not listen to mp3 players etc whilst out walking or jogging - you need to be alert to your surroundings
· Always let people know where you are going and what time you are expected to arrive & return
· Stay with family and friends whenever possible and don’t walk home alone
· Don’t walk and text on your mobile – you are likely to be distracted
· Don’t leave valuables or important documents in your car in plain sight - place them in the boot
· Walk facing the traffic to avoid unseen vehicles
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· If you think you are being followed – cross-over the road. If you are still concerned go to the nearest public place and ask for help (police station, shop, pub or petrol station)
· Keep an eye on official media sources to help you avoid trouble areas
· Do not hesitate to contact 999 if you feel threatened
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SECURITY CHECK LIST FOR THE HUB
IMPORTANT SECURITY PROCEDURES
· Ensure security rotas and procedures are in place
· Be alert for suspicious behaviour including parked cars and unattended bags/parcels
· Control entrance to location by questioning and searching unknown visitors, if necessary
· Check your location prior to, during and at the conclusion of services
· Implement a locking up procedure
· Ensure the community does not congregate, and disperses at the end of the event/service
· Cancel deliveries and refuse collection over the Sabbath and High Holy Days
· All incoming post and deliveries should be carefully checked before opening. If you are concerned about deliveries or packages – Do not touch, clear the area, alert Police on 999 and then CST
·  All security personnel to read the CST Security Manual and regularly review and update emergency evacuation/invacuation procedures
LOCATION
· Remove all building materials and tools that may cause a security risk
· Secure scaffolding, ladders etc. and where possible, alarm
· Check all perimeter fencing/walls/doors/windows etc.
· Clear undergrowth, foliage and overhanging branches
· Remove litter bins and secure away from locations
· Check emergency power and lighting systems
· Secure doors, windows and other points of entry to the premises.

MAINTENANCE
Check and service all security equipment on a regular basis:
· Intruder alarms, panic alarms and fire alarms
· Access control systems/locks etc.
· CCTV systems - clean camera lenses and ensure recording equipment is in full working order
· Radios and telephone systems - discharge and recharge radio batteries, check landlines. Recharge emergency mobile phones and check available credit
[image: ]
· Replace torch batteries
· check you have CST incident report pads, pens, paper, cameras and briefing documents
CONTACTS
All contact numbers should be reviewed on a regular basis:
· Personnel involved in security at the location
· Caretaker and maintenance support contractors
· Alarm companies/CCTV companies/monitoring companies
· Rabbonim/location administrators/honorary officers/key holders
· Police contacts
CST urges the community to report all antisemitic incidents, and any suspicious activities - such information can help to prevent further violence and intimidation against the community.
For further security advice and guidance, or to report an incident, please contact CST.
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