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Appendix 1  
 

South West Music School Health and Safety Policy Statement 
 

Statement of Intent 
 
It is the intention of the Board of Trustees of South West Music School (SWMS) to comply 
with The Health and Safety at Work Act 1974, The Management of Health & Safety at Work 
Regulations 1999 and all other subordinate legislation.  
 
It is the intention of SWMS that no work (as far as is reasonably practicable) will endanger 
the health, safety or welfare of employees or any other persons that could be affected by its 
undertaking. 
 
It is, therefore, the policy of SWMS to provide 
 
1. Safe methods of work, well maintained plant and equipment and safe and healthy 

working conditions. 
 

2. To prevent and minimise all personal injuries and work related illnesses as far as 
reasonably practicable.  

 
3. To provide information, instruction and training, as required, to ensure work is 

undertaken by safe and healthy methods. To inform all those who may be affected by 
the Trust’s activities of any risks to their health and safety.   

 
4. To encourage individual employees to fulfil their legal duty to assist in providing and 

promoting a safe and healthy environment.  This is a legal requirement, as well as a 
matter of policy.  

 
5. All contractors and sub-contractors are required to comply with the terms and 

conditions contained within this policy statement and the arrangements (Health & 
Safety Manual).  

 
Organisation 
 
The Board of Trustees has placed the responsibility for the implementation of this policy 
with the Chief Executive Officer (CEO), Dr Simon Pitt. In turn authority is delegated through 
all levels of management and supervision and through those who are responsible to the CEO 
for the day to day management of risk to health and safety of employees under their direct 
control – and for all others who may enter the workplaces. 
 
The CEO is responsible for the provision of competent advice to employees at all levels on 
all matters relating to health, safety and fire safety. They monitor the existing health and 
safety management system and prepare new plans for the continuous improvement to the 
management of Health and Safety within SWMS activities. 
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Arrangements 
 
SWMS Health and Safety manual contains the detailed arrangements for the practical 
implementation of the SWMS policy, a copy of which is held at SWMS and will be made 
available to all employees on request. 
 
Review 
 
The Health and Safety Policy statement will be reviewed annually or more frequently if 
there are any major changes needed before the planned review date. 
 
Last reviewed: July 2015 
 
To see the original, signed copy, please contact Simon Pitt on 0117 405 7235 
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Appendix 2 
 

South West Music School Equal Opportunities Policy 
 
Policy statement 
 
Recognising that discrimination is both unacceptable and unlawful, South West Music 
School (SWMS) is committed to the principles of equal opportunities in all aspects of its 
work.  It adopts policies that do not discriminate unfairly or unlawfully against anyone and 
seeks ways to implement them, through strategies, procedures and practices, which 
promote equality of opportunity for all. 
 
SWMS is committed to addressing the issue of accessibility at all levels, including the 
removal of physical, psychological, emotional, intellectual, cultural, attitudinal and, as 
budgets permit, financial barriers to participation in its activities. 
 
SWMS aims to ensure that no one taking part in any SWMS activities, whether as a job 
applicant, employee, volunteer or project participant, is discriminated against, directly or 
indirectly, on the grounds of colour, race, ethnic and national origins, nationality 
(citizenship), disability, sex or gender, marital or parental status, or working status. 
 
It is the duty of everyone involved in SWMS activities to accept personal responsibility for 
the application and implementation of this policy and to adhere to its principles by 
promoting equality of opportunity and anti-discriminatory practice in every aspect of their 
dealings with people.  

 

Implementation – Code of Practice 
 
1. Availability and distribution 
 
Copies of this policy will be displayed on the SWMS website at www.swms.org.uk 
A copy of this policy is provided to all SWMS employees. 
 
2. Recruitment 
 
All SWMS permanently contracted posts are publicly advertised in a range of media, 
including specific periodicals. Job descriptions and person profiles are agreed in advance. 
 
Artists and Project leaders may on occasion be engaged on recommendation for their 
specific skills and qualities, but always against objectively agreed criteria and/or job 
descriptions and personal profiles, as appropriate. 
 
All applicants receive equality of treatment and are given equality of opportunity. 
Selection criteria and procedures ensure that individuals are selected on the basis of 
relevant skills and qualifications. Arrangements are made to ensure that all job interviews 
and auditions are fully accessible. 

http://www.swms.org.uk/
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3. Employment and Training 
 
SWMS pays a fair wage for a given job with reference to national and local averages for 
equivalent jobs in the arts. It adopts a flexible approach to the number of hours an 
employee is expected to work and monitors this to ensure that it does not result in abuse or 
unreasonable hours being worked by any employee. 
 
SWMS reviews annually the training needs and personal development aspirations of its 
entire permanent staff. It also considers the training needs of casual staff, volunteers, 
project leaders and work-experience trainees, to ensure that they have sufficient knowledge 
and understanding of statutory requirements in relation to disability and equal 
opportunities policy, practices and procedures so as to avoid unlawful or unacceptable 
discrimination.   
 
All new employees will be instructed in the implementation of this policy as part of their 
induction programme. 
 

4. Accessibility and Customer Care 

SWMS pays particular attention to the needs of people with disabilities, whether a 
participant on the programme, artists or employee or members of an audience.  It will 
consider the needs of people with disabilities of all kinds, including people with physical and 
sensory impairment, learning and hidden disability and take advice from disability/access 
advisory/action groups wherever appropriate, providing training, as required, for its staff, 
volunteers and project partners.   
 
SWMS will endeavour to use those venues that have accessible facilities that comply with 
current regulations and the Disability Discrimination Act 1995 (DDA).  
 
5. Programming 

SWMS’ artistic policy and programming is geared towards providing equality of opportunity 
for its entire participating young people.  Cultural diversity is actively encouraged, 
programmed and promoted. 
 
6. Marketing and Publicity 

The image of SWMS and its work, presented through publicity and print, will always 
endeavour to remain faithful to the spirit of this policy. 
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7. Monitoring & Evaluation 

SWMS’s Equal Opportunities policy is reviewed annually to assess the SWMS’ efficiency and 
effectiveness in implementation.  
 
Employees, volunteers, trainees, members, musicians and other users of SWMS, i.e. all 
those required to adhere to this Policy, are invited to offer constructive criticism, fresh ideas 
and feedback regarding its contents and implementation. 
 
It is a condition of working for SWMS and participating in their programme that SWMS 
Policies are respected, adhered to and implemented.  Anyone found to be in breach of this 
or any other SWMS Policy will be invited to a formal review. 
 
Disability and Special Needs Access 
 

South West Music School is committed to a comprehensive policy of equal opportunities. 

We aim to create a fully inclusive environment where all learners feel welcome and able 

to fully participate and demonstrate their skills.  

Definition of disability 

Disability is – A physical or mental impairment which has a substantial and long term 

adverse effect on someone’s ability to carry out normal day to day activities. 

Discrimination is defined as: Treating someone less favourably than someone else for a 

reason relating to disability. Discrimination can be direct, indirect or arise from the disability. 

We recognise that failure to ensure our delivery and qualifications are accessible may: 

 Make us liable to prosecution under the equality act 2010 

 Damage the reputation of South West Music School and our accrediting partners 

 Reduce the number of people able to access our training and accreditation 

 Increase workloads as a result of dealing with complaints. 

The aim of this policy is to ensure that no student registered on one of the South West 

Music School courses receives less favourable treatment on grounds not relevant to good 

candidate practice. To achieve this, we aim to provide information, materials and 

assessments which are free from bias, use plain language and are user friendly for all our 

customers. Equal opportunities extend to all aspects of our organisation and all our staff 

including our Tutors, Mentors, Examiners and Moderators who will treat all Students and 

Candidates fairly.  

Our responsibilities where Candidates are studying within external venues – 

The institution involved has a responsibility to ensure that recruitment, delivery and 

assessment practices are carried out in relation to this policy and the requirements set 

down in relevant legislation to protect students from discrimination.  
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SWMS welcomes diversity amongst its staff and students and seeks to ensure that all 

Students are treated fairly, and that selection is based solely on the individual’s abilities and 

suitability for the courses. 

The recruitment process must result in the selection of the most suitable person for each 

course with regard to their potential and aptitudes. The selection process will be carried out 

consistently for all qualifications at all levels. The selection of new students will be based on 

qualification requirements and the individual’s suitability and ability to meet the standards 

required or qualification, and information sought from candidates will relate only to the 

requirements of the qualification.  

Student responsibilities –  

All Students have a duty to co-operate to ensure that this policy is effective to ensure equal 

opportunities and to prevent discrimination. Students must not harass or intimidate other 

students on the grounds of race or sex, disability or sexual orientation and must not 

victimise or retaliate against students who make such allegations. Disciplinary action will be 

taken against any student who breaches this policy and such cases will be dealt with 

according to the proper procedures.  

Reasonable adjustments and special considerations  

We are committed to the following principles: 

 Encouraging disabled people to declare their disability to us so that we can assist 

them 

 Eliminating any discriminatory practices 

 Enabling individuals to demonstrate their skills by removing unnecessary barriers 

and promoting the social model of disability. 

 Empowering individuals through listening to what alterations they may need rather 

than guessing their requirements 

 Ensuring the standards we examine and deliver to are not compromised in any way. 

 There may be certain cases where a Candidate/student requires a reasonable 
adjustment to be made to their assessment to reflect a permanent learning difficulty 
or disability, or a special consideration in the case of temporary disability, illness or 
indisposition. South West Music School deals with special arrangements on a 
Candidate by Candidate basis. 

 
South West Music School will treat seriously any allegations that our staff or anyone 

working on behalf of South West Music School has failed to comply with this policy. 
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Appendix 3 
 

South West Music School safeguarding and protection policy – 
including photography and moving image consent 

 
 
Introduction 
 
This policy has been created with guidance from the NSPCC publication First Check which is 

a step by step guide for organisations seeking to safeguard the welfare of children and 

vulnerable young people, and a similar guide produced by Arts Council England – Keeping 

Arts Safe. The aim of it is twofold; to safeguard children from abuse and to protect South 

West Music School employees, freelance mentors, tutors and artists from false allegations. 

South West Music School (SWMS) is a Centre of Advanced Training (CAT) part funded by 

the Department for Education (DfE) 

SWMS delivers high quality music tuition, mentoring and residential experiences to young 

people across the South West region. We are committed to continual professional 

development for our students, staff, and freelance tutors, mentors and artists and this 

policy applies to all employees and volunteers working on behalf of SWMS. 

Content 

 Policy statement 

 Code of conduct for good practice 

 Recruitment and induction of staff and freelance Mentors, Tutors and Artists 

 Training 

 The taking of, use and storage of images and film of children 

 Information for children, young people, parents/guardians, carers, partner 

organisations, schools and community workers 

 Responding to possible abuse of a child and to disclosure by a child 

 Responding to allegations or suspicions of abuse by a SWMS member of staff or 

freelance employee 

 

Policy statement 

SWMS works with children and young people in their homes, community settings and in 

residential settings.  

This policy applies to all employees, freelance Mentors, Tutors, House parents, Artists and 

Volunteers working on behalf of SWMS. 
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In all our work and as part of our duty of care SWMS adhere to the following principles: 

 The well-being and safety of each child is our primary concern 

 We have a responsibility for the safety of children and young people taking part in 

our activities. 

 We respect the rights of every child we work with. 

 All children are treated equitably and sensitively, in line with our Equal Opportunities 

policy. 

 Relationships between our staff, artists and children should be based on mutual trust 

and respect. 

 The feelings and concerns of any child or their parent/carer are listened to and acted 

upon. 

 All our staff and artists have a responsibility to prevent the physical, sexual or 

emotional abuse of any child with whom they come into contact. Any suspicions of 

abuse are taken seriously and responded to swiftly and appropriately. 

 Training in child protection will be offered to employees whose jobs involve working 

closely with children and young people and vulnerable adults. 

 Staff and artists recruitment and selection processes will include Disclosure and 

Barring Service checks where appropriate. 

Legal context – The term ‘child’ to refer to anyone under the age of 18, as defined by the 

children’s Act 1989. 

Code of Conduct for Good Practice – (promoting good practice in child abuse situations) 

particularly sexual abuse - can result in lifelong emotional damage in those facing such a 

situation. It is crucial that all those employed by SWMS understand these feelings and do not 

allow them to interfere with their judgement about the appropriate action to take. 

Abuse can occur within many situations including the home, school, and wider community. 

Some individuals will actively seek employment or voluntary work with young people in order 

to harm them. An Artist, Mentor, Tutor, Teacher or workshop leader could have regular 

contact with young people and be an important link in identifying cases where they need 

protection. All suspicious cases of poor practice should be reported following the guidelines 

in this document. 

Good Practice Guidelines 

These guidelines apply to all Employees, Mentors, Tutors, Artists, House parents and 

volunteers associated with SWMS. 

The following are common sense examples of how SWMS can encourage and demonstrate 

exemplary behaviour in order to protect themselves from allegation. 

 Establish a safe environment in which children can learn, where they can feel secure 

and valued, are encouraged to talk and are listened to. 

 Undertake a risk assessment at the start of any project delivery with young people or 

vulnerable and monitor potential risks throughout. 
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 Ensure that all permanent and temporary staff, and those on freelance contracts and 

volunteers are checked for suitability to work with children and vulnerable adults 

through DBS clearance at the point of engagement and on a regular basis. 

 Ensure that persons with designated child protection responsibility are identified for 

all partner organisations. 

 Know how to contact the appropriate local authority services, in case there is a need 

to report a concern to them. 

 Always ensure that a responsible adult/carer/representative from a partner 

organisation is present at projects where appropriate. 

 Ensure that all responsible adults involved in project delivery understand agreed 

procedures for reporting suspicion or allegations of abuse. 

 Have a policy and set of procedures for taking, using and storing photographs or 

images of children or young people. 

 Ensure that the designated SWMS person responsible for dealing with any concerns 

about the protection of children, young people and vulnerable adults is kept up to 

date and trained. 

 Offer specialist training to staff on a regular basis  

 Ensure confidentiality in order to protect the rights of employees, freelancers and 

volunteers, including safe handling, storage and disposal of any information provided 

on artists or facilitators as part of the recruitment process. 

 

Artists and staff should: 

 Treat all children and young people with respect 

 Be excellent role models when engaging with other people 

 Give enthusiastic and constructive feedback rather than negative criticism 

 Put the welfare of the participant ahead of achieving goals 

 Ensure that wherever possible there is more than one adult present during activities, 

or at least that a Mentor/Tutor working on their own is within sight or hearing of 

others – in that the door is kept open – a parent or guardian must be in the building. 

 Respect a young person’s right to personal privacy 

 Encourage young people and adults to speak out if they are made to feel 

uncomfortable by others actions or words. 

 Remember that someone else might misinterpret their actions no matter how well 

intentioned. 

 Be aware that physical contact with a child or young person is often necessary within 

certain art forms but may be misinterpreted. 

 Be aware of SWMS’s Child Protection principles, guidance and procedures and 

operate within those guidelines. 

 Challenge unacceptable behaviour and report all allegations/suspicions of abuse. 
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Artists and staff should not: 

 Have inappropriate physical or verbal contact with children or young people. 

 Allow themselves to be drawn into inappropriate attention-seeking behaviour. 

 Making suggestive or derogatory remarks in front of children. 

 Jump to conclusions about others without checking facts 

 Trivialise child abuse issues 

 Show favouritism to any individual 

 Take a chance when common sense, policy or practice suggests a more prudent 

approach. 

 

Recruitment and induction of staff and freelance employees 

 Pre-selection checks must include the following 

 Consent should be obtained from an applicant to seek information from the 

Disclosure and Barring Service. 

 Two confidential references should be requested, including one regarding previous 

work with children where applicable. These references must be taken up and 

confirmed in written form. 

 Evidence of identity should be provided (eg passport or driving licence with photo) 

 

Freelance Artists pre-selection checks must include the following: 

 Consent should be obtained from artists to seek information from the DBS  

 If the freelance artist is working for SWMS for the first time and is not known to the 

group, evidence of identity should be provided (passport/driving licence with photo) 

 Once contracted – all freelance artists should sign to show they have read and 

understood and agreed to follow SWMS code of conduct and Child protection 

procedures as part of their contract. 

Interview and induction permanent staff 

All permanent staff will be required to undergo an interview, in line with the charity’s Equal 

Opportunities Policy. All employees should receive a formal induction during which DBS 

Clearance to be obtained and safe guarding procedures should be explained and training 

needs identified. 

Training 

The nominated safeguarding officer for SWMS will provide regular updates and training to 

staff and freelance Artists/Mentors/Tutors. 

 Work safely and effectively with children 

 Analyse their own practice against established good practice 

 Recognise their responsibilities and report any concerns about suspected poor 

practice or possible abuse 

 Respond to concerns expressed by a child or young person. 
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The taking, usage and storage of images of children 

All SWMS students are requested to fill in a photo and filming permission form on 

acceptance to the scheme. 

The photographs or video recordings will only be used for the purposes set out in the 

consent form. 

All photographers taking images or videoing will be DBS Checked 

All photographs or videos of children will be stored in a secure place 

Only parents, guardians, relatives or the official photographer will be allowed to take 

photographs or videos of performances. 

Young people must never be fully named in images of any kind. 

Information for children, young people, parents/guardians, carers, partner organisations. 

SWMS will ensure that our safeguarding policy is loaded onto our website or made available 

to anyone who requests a copy. 

Mobile phones 

A growing area of concern is the rapid spread of mobile camera phones. SWMS has the 

policy that no mobile camera phones are to be used at activities containing young people. 

During residential activities SWMS acknowledges that mobiles are necessary to keep in 

contact with parent/guardians/carers. Mobile camera enabled mobile phones will be 

handed into an appropriate member of staff at the end of each day and returned the 

following morning. Young people at SWMS sessions will have access to a telephone to call 

home and/or make appropriate arrangements. 

Accidents and Injuries 

If a child, young person or vulnerable adult is injured while involved in a SWMS project a 

record of the injury must be made in the accident book. Records must be counter-signed by 

the person with duty of care for the individual. The accident book record should to be kept 

for 21 years. If a child, young person or vulnerable adult arrives at a SWMS project with an 

obvious physical injury, a record of the injury must be made in the accident book. Records 

should be counter-signed by the person with duty of care for the individual. This record can 

be useful if a formal allegation is made later. It will also be recorded that the individual did 

not sustain the injury whilst at taking part in a SWMS activity. The accident book record 

should be kept for 21 years. 

Responding to possible abuse of a young person and to disclosure. 

It is the responsibility of all SWMS staff and freelance staff to act on any concerns 

concerning child abuse through contact with the safeguarding officer and ultimately to the 

appropriate local authorities. 
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Further information can be found in the Arts Council England publication – Keeping Arts 

Safe – protection of children, young people and vulnerable adults. 

What does ‘disclosure’ mean? 

In the above context the word is used when a child tells someone (discloses) information 

about themselves or another which could rise to concerns about the child’s welfare. 

First point of contact for suspicions or concerns 

No SWMS employee or freelance employee should assume sole responsibility for a child, 

young person or vulnerable adult.  

At the instigation of a new project or contractual agreement a first point of contact will be 

confirmed.  

If SWMS assumes the duty of care for the activity then concerns should be addressed to the 

designated Safeguarding Officer with responsibility for child protection issues and that 

person will take matters further. 

There are forms supplied by SMWS for reporting a disclosure and another for suspicions of 

abuse. 

Rights and confidentiality 

It should remembered by SWMS employees/Freelance staff that no matter how they feel 
about the accusation, both the alleged abuser and the person who is thought to have been 
abused have the right to confidentiality under the Data Protection Act 1998. Remember also 
that any possible criminal investigation could be compromised through inappropriate 
information being released. Every effort will be made to ensure that confidentiality is 
maintained for all concerned. Information will be handled and disseminated on a need to 
know basis only. This could include the following people:  
 

 SWMS designated Person  

 The parents/guardian of the person who is alleged to have been abused  

 The person making the allegation  

 Social services/police  

 
Allegations of previous abuse  
 
Allegations of abuse may be made some time after the event (e.g. by an adult who was 
abused as a child or by a member of staff who is still currently working with children). 
Where such an allegation is made, SWMS will follow the procedures as elsewhere and 
report the matter to the social services or the police. This is because other children may be 
at risk from the alleged abuser. Anyone who has a previous criminal conviction for offences 
related to abuse is automatically excluded from working with children. This is reinforced by 
the details of the Protection of Children Act 1999.  
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Responsibilities of the Designated Person  
 
The Designated Person should:  
 

 Be the first point of contact for reporting allegations and or concerns of abuse. 
  

 Receive information from staff, children, parents, carers, teachers and community 

workers who have child protection concerns and record it and act as a source of 

advice, support and knowledge within the organisation. 

 Assess the information promptly and carefully, clarifying and seeking more 

information about the matter as appropriate  

 Where appropriate consult initially with statutory child protection agencies such as 

local social services department or health board, or the NSPCC  

 Where appropriate make a formal referral to a child protection agency or the police 

without delay  

 Be aware of the local statutory child protection network and the role of the Area 

Child Protection Committee  

 Be aware of relevant contact numbers and addresses  

Responding to allegations or suspicions of abuse by a SWMS member of staff or freelance 
artist  

 SWMS will fully support and protect all staff and artists who in good faith report 
their concerns that a colleague is, or may be, abusing a child. 

 Appropriate support will be also given to any employee who is the subject of an 
allegation.  
 

Where there is a complaint against a member of staff there may be three types of 
investigation:  

 A disciplinary or misconduct investigation  

 A child protection investigation  

 A criminal investigation, the results of any criminal or child protection investigation 
may well influence the disciplinary investigation, but not necessarily.  

 
Concerns about poor practice:  
 
If, following consideration, the allegation is clearly about poor practice, the SWMS 
designated Person will deal with it as such  

If the matter has been handled inadequately or concerns remain the SWMS CEO in 
consultation with the board will decide how to deal with the allegation and whether or not 
to initiate disciplinary proceedings  
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If the allegation is about poor practice by the SWMS designated Person, it should be 
reported to the SWMS Board who will decide how to deal with the allegation and whether 
or not to initiate disciplinary proceedings.  
 
Concerns about suspected abuse:  
 
Any suspicion that a child has been abused by either a member of SWMS staff or a freelance 
artist should be reported to SWMS Designated Person, who will take such steps as 
considered necessary to ensure the safety of the child in question and any other child who 
may be at risk  

SWMS Designated Person will refer the allegation to the social services department which 
may involve the police, or go directly to the police if out-of-hours  

The parents or guardians of the child will be contacted as soon as possible following advice 
from the social services department  

The SWMS Designated Person will also notify the SWMS Board  

If the SWMS Designated Person is the subject of the suspicion/allegation, the report must 
be made to SWMS Board.  
  
Internal enquiries and suspension 
  
The CEO and SWMS designated safe guarding officer in consultation with the Board will 
make an immediate decision about whether any individual accused of abuse should be 
removed from working with children or temporarily suspended from all SWMS employment 
(in line with SWMS’s disciplinary procedure) pending further police, social services and 
internal enquiries.  
 
However, in situations where there is an immediate and serious danger to the child and the 
Safeguarding Officer or CEO are not available, the Board carries responsibility for deciding 
whether or not to remove immediately the individual from working with children.  
 
Irrespective of the findings of any social services or police enquiry the CEO in consultation 
with the Board will assess all individual cases and recommend to the Board whether the 
member of staff or freelance artist should or should not be reinstated and how this can be 
sensitively handled. 
 
The ultimate responsibility for deciding on reinstatement rests with the Board.  
This may be a difficult decision, particularly where there is insufficient evidence to uphold 
any action by the police, and the decision must be based upon the available information.  
The welfare of the child should remain of paramount importance throughout.  
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Appendix 4 
 

South West Music School complaints procedure 
 
 
The principles of the formal complaints procedure are the same for all members of SWMS. 
The purpose is to give those who have exhausted the obvious ways (talking and seeking 
advice) a route by which to bring the complaint to the attention of a senior person who can 
address it and take appropriate action.  The aim will always be to resolve the problem which 
has led to the complaint and to learn lessons for the future in a positive and confidential 
manner. 
 

SWMS Students 
 
If a student wants to make a formal complaint, then they need to write a letter to the CEO 
explaining the situation, and making it clear that this letter is a formal complaint. If the 
complaint is about the CEO then a letter can be written to SWMS Chair of Trustees c/o the 
SWMS address.  
 
Contact will be made with the complainant within 4 days of receiving the letter and SWMS 
will also arrange a confidential meeting as soon as possible. The student may be 
accompanied at that meeting by any adult or fellow student of their choice. 
 
At the meeting the student will be asked to talk through the problem, and possible courses 
of action will be discussed. The student may then need to make a decision as to what they 
want to do; the CEO /Trustees will also have to make a decision about the course of action 
to follow. Within four days a letter which records the outcome of the complaint will be sent 
to the student explaining the conclusion and the action proposed as a result. 
 
If the initial complaint is not resolved to the student’s satisfaction then they can ask for it to 
be referred to the SWMS Chair of Trustees or if the complaint is initially dealt with by the 
Chair of Trustees it will be referred to two further members of the SWMS Board of Trustees.  
The Board of Trustees Group/ CEO will follow a procedure, which will involve convening a 
panel of at least three people. SWMS will endeavour to set this up within 7 days of the 
complaint being referred to the Board of Trustees Group/ CEO & Artistic Director. At the 
meeting with the panel, the student may be accompanied by an adult of their choice. Within 
three days the complainant, the CEO & Artistic Director, and where relevant the subject of 
the complaint, will be sent a copy of any findings and recommendations. 
 
All correspondence, statements and records relating to individual complaints are to be kept 
confidential. 
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Parents 
 
If a parent wants to make a serious formal complaint then she or he should write a letter 
including the main substance of the complaint to the CEO. An acknowledgement will be sent 
and a confidential meeting arranged as soon as possible within 4 days of receipt of the 
complaint.  The parent may be accompanied at that meeting by any other adult. The 
meeting will provide the opportunity to talk through the problem and different possible 
courses of action will be discussed. 
 
The parent may then need to make a decision as to what he or she wants to do.  The CEO 
will also have to make a decision about the course of action to follow. Within four days the 
parent will receive a letter recording the outcome of the complaint and explaining the 
conclusion and the action proposed. 
 
If the initial complaint made is not resolved to the complainant’s satisfaction then he or she 
can ask for it to be referred to the SWMS Chair of Trustees.  The Chair will follow a 
procedure, which will involve convening a panel of at least three people. This will be set up 
within 7 days of the issue being referred to the Chair of Trustees. At the meeting with the 
panel, the parent may be accompanied by another adult. Within three days the complainant, 
The CEO and where relevant the subject of the complaint, will be sent a copy of any findings 
and recommendations. 
 
If the complaint is about the CEO then a letter can be written to SWMS Chair of Trustees c/o 
the SWMS address. If a second referral is needed then this will go to two other members of 
the SWMS Board of Trustees. All correspondence, statements and records relating to 
individual complaints are to be kept confidential. 
 
 

Staff 
 
If a member of staff wants to make a formal complaint then he or she should write a letter 
including the main substance of the complaint to the CEO.  An acknowledgement which will 
also arrange a confidential meeting as soon as possible will be sent within 4 days: the 
member of staff may be accompanied at that meeting by any other adult. 
 
The meeting will provide the opportunity to talk through the problem and different possible 
courses of action will be discussed. 
 
The member of staff may then need to make a decision as to what he or she wants to do.  
The CEO will also have to make a decision about the course of action to follow. 
 
Within four days the member of staff will receive a letter which records the outcome of the 
complaint and which will explain the conclusion and the action proposed. 
 
If the initial complaint is not resolved to the complainant’s satisfaction then he or she can 
ask for it to be referred to the SWMS Chair of Trustees.  The Chair will follow a procedure, 
which will involve convening a panel of at least three people. This will be set up within 7 
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days of the issue being referred to the Chair of Trustees. At the meeting with the panel, the 
parent may be accompanied by another adult. Within three days the complainant, the CEO, 
and where relevant the subject of the complaint, will be sent a copy of any findings and 
recommendations. 
 
If the complaint is about the CEO then a letter can be written to SWMS Chair of Trustees c/o 
the SWMS address. If a second referral is needed then this will go to two other members of 
the SWMS Board of Trustees. All correspondence, statements and records relating to 
individual complaints are to be kept confidential. 
 
SWMS will ensure that we respond to the views of our Students, Candidates, Mentors, 
Tutors, Customers and Stake holders and in particular by responding positively to 
complaints, and by correcting mistakes at the earliest opportunity. 
 
Please note that South West Music School will request learner feedback from all our 
students related to workshops, residentials, Tutor/ Mentor support and accredited 
training.  
 
This evaluation could be a hard copy or online form  

 Be conducted on a 121 basis or as part of a group discussion. 

 All feedback will be monitored and stored anonymously if requested. This will form 
part of our planning and modelling for future delivery. 

 

 We will deal with all complaints promptly, politely and when appropriate 
confidentially. 

 We will learn from complaints, use them to improve our service, and regularly 
review our complaints policy and procedures. 

 We will treat all complaints fairly, and will not allow those who complain to gain 
unfair advantage by doing so. 

 
If you have a complaint or are dissatisfied please initially register your complaint in writing 
to us: 
 
Dr Simon Pitt - CEO 
South West Music School 
Old Market Studios  
68 Old Market Street 
Bristol  
BS2 0EJ  
 
Alternatively you can email on s.pitt@swms.org.uk. Please ensure you provide copies of 
correspondence or documents regarding your complaint. All complaints relating to services, 
arrangements or workshop content should initially be addressed to the CEO – Dr Simon Pitt 
s.pitt@swms.org.uk 
 

 

mailto:s.pitt@swms.org.uk
mailto:s.pitt@swms.org.uk
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Appendix 5 
 

South West Music School Discipline and Expulsion Policy and 
procedures 

 
The SWMS Student Handbook sets out the guidelines and rules for participation in South 
West Music School. This policy also sets out examples of offences and the procedures that 
will take place to address misbehaviour and discipline issues. These examples are not 
exhaustive, and the CEO may apply any sanctions at his disposal after reviewing all the 
evidence. All aspects of the student’s record at SWMS may be taken into account.  
 
Introduction 
 
Discipline (Warning or Warnings) is defined as the action of the CEO of South West Music 
School officially speaking to a student and/or parent about an incident or short period of 
unacceptable behaviour.  
 
Expulsion is defined as the permanent removal of a young person from the status of student 
of the South West Music School as a result of a serious disciplinary incident or of an 
unacceptable pattern of behaviour. 

 
The CEO may request or require that a student permanently leave the school for other 
reasons, for example a low level of achievement.  Such circumstances are covered by this 
document. 
 

Discipline Policy 
 
Discipline will take place if the South West Music School CEO considers that it is necessary.  
 

a. Discipline as a result of an incident may take place 
 

b. Discipline following a particular behaviour will normally take place.   
 

Discipline Procedure  
 
Procedures must be conducted as swiftly as possible.  Procedures are as follows: 

 

Investigation 
 

1. An investigation into the behaviour and/or circumstances of the young person 
involved, must take place. 

 
2. Such investigation may be conducted either by the CEO or by a member of staff 

acting on behalf of the CEO. 
 



21 
 

Consultation with Student and Parents 
References to “parents” in this document encompass guardians if appointed.  

 
1. In the first instance a discussion will occur directly with the student to enable them 

to take ownership of their actions and to give them the opportunity to correct the 
situation.  

 
2. If the CEO feels that the student has not addressed the situation to his full 

satisfaction then the CEO will have a dialogue with the student’s parents to make 
them aware of the situation and discuss the best way forward.  

 
3. Following this conversation South West Music School will send a letter to the 

student’s parents detailing the discussion and the way forward.  
 

4. In cases where parents are separated or divorced, South West Music School will seek 
to ensure that all communication is undertaken with the full knowledge of the main 
carer. 

 
5. If the situation still fails to be addressed in a satisfactory way then the matter will be 

referred to the Expulsion Policy & Procedure.  
 
Report   
 
A note of any disciplinary discussions will be kept on the student’s file. A copy of letters sent 
to the student’s parents will be kept on the student’s file and the South West Music School 
Board of Trustees will be informed.  

Expulsion Policy  
 
Expulsion will take place if, after consultation with the Board of Trustees, the CEO considers 
that an expulsion is necessary. 

 
a. Expulsion as a result of a serious disciplinary incident may take place without any 

prior warnings. 
 

b. Expulsion following a particular behaviour pattern will normally take place 
following reasonable warning or warnings.   

 
c. The CEO may, at his discretion, require you to remove or suspend your child from 

the SWMS if he considers that the young person’s attendance, progress or 
behaviour is seriously unsatisfactory and in the reasonable opinion of the CEO 
the removal or suspension is in SWMS’ and its students’ best interests. 

 
d. The CEO may, at his discretion, require to remove or suspend your child if the 

behaviour of a parent (s) is in the opinion of the CEO unreasonable and affects or 
is likely to affect adversely a young person or other student’s progress at SWMS 
or the well-being of SWMS staff or to bring SWMS into disrepute.  
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Expulsion Procedure 
 
Procedures must be conducted as swiftly as possible.  Procedures are detailed as follows: 

Investigation 
 

1. An investigation into the behaviour and/or circumstances of the young person or 
into a particular incident or series of incidents in which the young person is involved, 
must take place. 

 
Such investigation may be conducted either by the CEO or by a member of staff    
acting on behalf of the CEO  

2. If appropriate, the student may be suspended during some or all of the period in 
which the investigation takes place. 

 
Consultation with Parents 

 
References to “parents” in this document encompass guardians if appointed.  

 
1. The parents of any young person who is the subject of the investigation should be 

informed about the investigation as soon as possible. 
 

2. Parents should normally be sent a copy of the report summarising the investigation. 
 

3. In cases where parents are separated or divorced, the school will seek to ensure that 
all communication is undertaken with the full knowledge of the main carer. 

 
Report   
 
A written report summarising the investigation must be produced. 
 
Consultation with the Board of Trustees and the Decision 

 
1. After consideration of the report and any other relevant information, the CEO will 

consult the SWMS Board of Trustees, after which a decision will be made whether or 
not to expel the student. 

 
2. The decision must be communicated to parents immediately in writing, giving the 

effective date of expulsion.  A record of the decision must be placed on the student’s 
file. 

 
Grievance Procedure 
 
A parent who wishes to make a comment or complaint about any aspect of discipline or 
expulsion procedure can do so in line with the SWMS complaints procedure.  
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Appeal 
 
Appeals about a decision to expel a student should be made by the parents in writing to the 
Board of Trustees within one calendar month of the date of the letter giving the decision. 
The pupil will normally remain expelled during the period between the effective date and 
the outcome of any appeal. 

 
Appeal Procedure 

 
On receipt of an appeal, a sub-committee of not less than three members of the SWMS 
Board of Trustees must be convened to consider the appeal. 
 
The Board of Trustees should investigate the appeal, taking evidence from the appellants, 
the young person concerned and from any other persons deemed appropriate. 
The board of Trustees should produce a report concluding with a recommendation as to 
whether or not, in its view, the appeal should be upheld. 
They will then write to the appellants informing them of the decision, which will be final. 
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Appendix 6 

First Aid Policy 
 
Statement  
 
SWMS is committed to providing sufficient numbers of first aid personnel to deal with 
incidents, injuries and ill health occurring at work. To this end, SWMS will provide 
information and training on first-aid to employees to ensure that statutory requirements 
and the needs of the organisation are met.  
SWMS will ensure, so far as is reasonably practicable, that there are sufficient first aid 
personnel and facilities within the workplace so that immediate assistance is available to 
casualties of illness or injury, and an ambulance or other professional help may be 
summoned.  
 
Application  
 
This policy applies to all SWMS employees and activities  
 
This policy applies to:  

• injuries sustained out of or in connection with SWMS intensive activities  
• persons taken ill while at work  

 
And includes first-aid cover for:  

• SWMS students  
• SWMS activity participants   
• agency & temporary staff whilst teaching or working on SWMS residential / intensive 

workshops 
• visitors and members of the public  

 
Requirements  
 
SWMS will, in consultation with employees and their representatives:  

 carry out an assessment of needs regarding first aid resources for all its workplaces  

 provide sufficient first-aid personnel and facilities as identified by the assessment of 
needs  

 identify and consider any required actions resulting from the assessment process.  

 ensure any incidents are reported and recorded using the SWMS’ reporting 
procedures. 
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Responsibilities  
 
SWMS CEO  
 
Has a responsibility to:  
 
• ensure that the requirements of this policy are fulfilled.  
• ensure adequate resources are made available to comply with this policy.  
• complete an assessment of needs for first aid.  
• appoint an appropriate number of first aid trained personnel.  
• ensure that employees are familiar with the identity and location of their nearest first-
aider and first-aid box.  
• provide adequate equipment.  
• ensure first-aiders are complying with their requirements  
• ensure any incidents or ill health is reported using the SWMS procedures.  
 
First-Aiders  
 
Have a responsibility to:  
 
• treat casualties in accordance with the training they have received.  
• inform SWMS CEO when the training certification period is nearing expiry.  
• attend periodic re-training to ensure skills are maintained.  
• update contact details if they move premises or change usual working location.  
• ensure that the contents of their first-aid box are regularly checked to establish that 
supplies are sufficient to meet requirements.  
• request replacement supplies after equipment has been used or has passed a use by date.  
• ensure any incidents are reported and recorded using the SWMS’ reporting procedures 
including details of any treatment provided.  
 
Employees and Agency/Temporary Employees  
 
Have a duty to:  
 
• comply with the SWMS policy.  
• comply with any instructions provided for reasons of health and safety.  
• attend or complete any training provided for health and safety.  
• report any incidents or ill health using SWMS’ reporting procedures.  
 
Training  
 
SWMS will provide information, instruction and such training as necessary to ensure that 
first aid personnel are appropriately qualified in accordance with the Health and Safety 
Executive requirements, including periodic retraining, to ensure compliance with legal 
requirements and that their skills are maintained.  
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Monitoring  
 
The requirements of this policy will be monitored by way of a risk-prioritised process of 
auditing and periodic self-audits of first aid assessment of needs, resources and trained 
personnel.  
The training and responsibilities of individuals will be monitored by SWMS through its 
management and appraisal processes. Where necessary SWMS will take appropriate action 
to ensure compliance with this policy.  
 
Review  
 
This policy will be reviewed if:  
 
• New legislation is published or existing legislation is updated.  
• New guidance is published or existing guidance is updated.  
• Research, monitoring or auditing suggests that a review may be required.  
• Incident investigation suggests that a review may be required.  
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Appendix 7  
 

E-safety compliance policy 
 

Definition of E-safety – a schools ability to protect and educate pupils and staff in their use 
of technology and to have appropriate mechanisms in place to intervene and support any 
incident where appropriate. 
 
Protect 
South West Music School has a duty of care to protect its students by providing a safe 
learning environment when interacting with the South West Music School website, by using 
appropriate monitoring and filtering to control the content that students have access to 
through the website, and other social media interaction within South West Music School. 
 
Educate 
South West Music School will ensure that all staff, Mentors and Tutors have an 
understanding of acceptable use of social media and that no student can be identified by 
their full name, location or age. 
 
All staff, Mentors and Tutors should be aware of their own interaction with social media and 
how that may be attributed to South West Music School. 
 

Online behaviour – an understanding of what constitutes, cyber-bullying     and sexting and 
how to behave safely and with respect for others. 
 
Protecting our online reputation – to ensure that all staff are aware of the risks and rewards 
associated with an online presence. 
 
Understanding the reliability and validity of online information 
 
Data security - keeping personal information safe and ensuring compliance with the data 
protection act 1998.  
 
Ensure our anti-virus application is kept updated. 

 
 


