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1) INTRODUCTION
1.1 There are numerous ways in which professional adults in Sherman Theatre may come

into contact with young people or vulnerable adults in the course of their work. We have a
Young People's Policy as a core part of our brief; we work with young people as a significant
part of our audience, both in the auditoria and elsewhere in the building (on backstage tours,
for example). Individual adult workers may be involved in workshop sessions with our 200+
Youth Theatre members, or with other projects. Adult actors and technicians on Sherman
productions will often be working in close proximity to young people (e.g. the Youth Theatre
Productions and professional stage productions, where necessary). We also accommodate
school and college students on Work Placement each year.

1.2 This is an extremely sensitive area; we consider it appropriate to ask all professional
and non-professional adults working in the building to give some time to think about their
situation, and to become aware of and to be clear about their responsibilities.

1.3 Equity notes that "there have already been occasions where [trade union] members
have faced disciplinary proceedings, suspensions and dismissal as a result of complaints
made by young people. A complaint of this nature can have a devastating effect on an
individual or a company, even if it proves to be unfounded." Clearly, it is in all our interests
to work toward avoiding any such situations.

1.4 These notes are not meant as a substitute for, but as an aid to, discussion on this area
within the company, and with the other adults who use the building. The principles of 'risk
assessment' (familiar from our Health and Safety policy) can be applied to this area of work;
by identifying areas of risk and discussing these with colleagues, the likelihood of a situation
getting out of hand will decrease.

2) PREPARATION

2.1 Persons in a position of authority (whether that is the company administration or the

individual adult worker) should check on their legal obligations in respect of work with young
people, individually or collectively. Workers should be aware of the times when they assume

legal responsibility for the health and safety of young people on the premises.

2.2 We are generally responsible for ensuring that all adults who are on the premises at
any time, including visitors and non-professionals, are acting in a safe and responsible
manner towards any young people who also happen to be in the building.

2.3 It is essential that people who join our workforce (permanently or temporarily) are
made aware that they may often be working alongside or in close proximity to young people
as a part of their induction.

2.4 Before the engagement of any young person with us on a work experience placement,
a risk assessment will be carried out in line with the ‘young person’s risk assessment’. All
other activity i.e. workshops/tours are covered by risk assessments already in place which are
relevant to them
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3) THE WORK ENVIRONMENT
3.1 Adult workers should be careful at all times to be clear about who is responsible for

young people on the premises, particularly when the responsibility for a young individual (or
a group) is shared between workers in different departments.

3.2 Adults should encourage safe and authorised use of Sherman rooms and corridors,
and should lead by example in this respect. Unsafe or inappropriate use of the Sherman
rooms and corridors should be actively discouraged.

3.3 Smoking may only take place outside the building

3.4 [llegal drugs may not be brought into Sherman building; also they may not be locked
in a vehicle in the car park.

3.5 Prescribed drugs should be hidden out of sight and reach, preferably in a locked
vehicle, room or cupboard.

3.6 When companies of young people are in the building, appropriate signage will be
displayed throughout the building, identifying spaces that are for young people only (toilets,
dressing rooms, breakout rooms). Access by Sherman Staff members into these spaces is
restricted. If there is confusion, seek assistance from the Company Stage Manager or Creative
Engagement Manager.

4) PHYSICAL CONTACT

4.1 This is the most problematic area and the one most open to misconstruction. Often
our creative work in the rehearsal rooms will bring adults and young people into direct
physical contact. Younger children (especially between the ages of 4 and 8) who form some
of our audiences will show a genuine desire to express gratitude and appreciation in a
physical way e.g. with a hug. In the instance of a child or young person instigating the
physical contact this is ok, however, it is not to be encouraged, and where possible and if
appropriate offer/demonstrate an alternative way for the young person to express themselves
e.g verbally or a fist pump.

4.2 In the interest of safeguarding all instances of child initiated contact should be
documented and reported to Line Manager so that patterns can be observed.

4.3 Keep physical contact with young people to an appropriate level. What that level is in
relation to a specific piece of work needs to be discussed by the adults concerned in advance
of carrying out the work.

44 In the creative process, it may be appropriate to ask a young person, particularly an
adolescent, whether they mind physical contact; this should be done as tactfully as possible.

4.5 Encourage young children to sit at the side and not on the knee. If a child does want
a hug, offer a hand to be shaken, or kneel at their level to ensure that the hug is seen to be a

hug.

4.6 Not all contact need be physical. A young person may take an adult (worker) into
their confidence - e.g. by whispering "I'm being bullied" into their ear during a workshop or
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after a show. A process of dealing with that confidence needs to be agreed with the young
person; e.g. suggesting, if they are a member of a school group, "Shall we both go to your
teacher and talk it over with them?" or if in youth theatre settings “Shall we both talk about
this with [other member of the team] at the end of the session?"

4.7 Additionally any physical contact you observe or are part of between young people,
vulnerable adults and adults that you are unsure about or deem inappropriate should be
reported to the Safeguarding Lead or Deputy at the earliest opportunity.

5) SUMMARY

5.1 It is not the intention of these notes to make any adult feel uncomfortable about
working with young people. It is the intention to encourage people to identify situations
which may be misconstrued so that action can be taken to avoid them before they arise.

5.2 If in doubt, consult with colleagues.

If still in doubt, consult with the appropriate Sherman line manager.
6) TOURING TO SCHOOLS AND OTHER YOUNG PEOPLE’S VENUES

As a company working on a day to day basis with children and young people, all company
members have a particular responsibility to maintain the highest professional standards of
conduct at all times. When on school premises, company members and young people on
Work Experience are required to wear Sherman Theatre lanyards at all times when not
performing. A risk assessment should be produced for each and every touring production

6.1 When arriving at a school make sure that company members act as ‘outriders’,
walking in front of, behind or to the side of the van from the moment of arrival at the school
grounds.

e Drive very slowly on the premises and take particular care when reversing.

e  When parking (even if temporarily) never obstruct fire exits. Once the van is unloaded
park it in the car park as directed by the school/venue.

e Keep the van locked at all times on the school/venue premises.

e Never give a pupil a lift in the company vehicle.

6.2 One person should be sent into the school to liaise with the contact or school
secretary.

That person should be prepared with a standard set of questions. Apart from the technical
details for get-in purposes, these would include:

Is there a visitors’ book? If so, it should be signed in and out by all personnel

Where are the staff toilets? (Never use the children’s toilets)

What are the arrangements for meal times?

Inform the contact person of any expected visitors e.g. funding representatives, VIP’s,
advisers, board members etc.

e Ask for details of fire procedure and identify fire exits
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6.3 Performance and preparation space must be made ‘out of bounds’ until the show
begins.

e Ask for a private changing area and, if possible, lockable changing area.

e Do not accept help from the children with the set or preparation. They should not be in
the performance space.

e Once the performance space is set up carry out a health and safety check before allowing
the children to be let in.

e Company members should stay in the performance and preparation area and avoid
wandering around the school.

6.4 Conduct around the school/venue is very important. Stay in prescribed areas and
avoid wandering round the venue. If a company member needs to go elsewhere in a school,
make sure the school office is consulted and move around the school quietly — avoid
shouting, loud laughter or any unnecessary noise

6.5 Never work or perform without the presence of teachers. When a guardian is present,
make sure they have been fully briefed by the school.

6.6 Always keep the van locked while on school property.
6.7 Never leave the van blocking a get-in door. Park it elsewhere during the show.

6.8 Do not smoke anywhere on school premises (including the van) unless it is in a
designated smoking area.

6.9 Do not take illegal drugs onto the venue premises that includes locking them in the
van.

6.10  Prescribed drugs should be hidden and out of reach of the children, preferably in the
locked van

6.11  Alcohol should not be taken onto school or venue premises under any circumstances
and company members must not consume alcohol before arriving at the school. [see the
Staff Handbook for Sherman Theatre Policy on Alcohol and Drugs].

6.12 Employ the same degree of care when leaving the venue as when arriving

6.13 Make sure language and conversation is appropriate.

6.14 Ensure your actions do not conflict with school rules.

6.15  You are an ambassador for the Company and a role model for the children: make
sure everything about you reflects this.

6.16  Take responsibility for clearing up completely after the performance. Take any
rubbish with you.

6.17 Report any accidents or breakages immediately.
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7) ACCIDENT PROCEDURE

7.1 The person leading a rehearsal or workshop is responsible for the safety of the youth
theatre members. Before the rehearsal starts ensure the space is clear of any hazards and do
not leave the young people unsupervised.

7.2 If an accident occurs, it must be reported to reception immediately. Ensure the
injured person is comfortable and not left alone.

7.3 If first aid is necessary please ensure a first aider is present. The staff list denotes
which members of staff are trained first aiders — the reception staff will be able to locate
someone for you.

First Aid Boxes are located:
Front of House Office

Front of House Kitchen

Green Room

Workshop

Main House Stage

Lighting Workshop

Wardrobe

Main House Control Room
Studio Control Room

7.4 All accidents must be recorded. Accident report forms can be obtained from reception
and the main office and must be completed in full with copies distributed to the relevant
members of staff — Executive Director and Head of Finance and Administration.

7.5 If the accident is considered serious, the parent/s must be contacted and an
ambulance called. If the parent/s cannot get to the Sherman immediately, the child will be
put in the care of the paramedics. Reception must note which hospital the ambulance is
going to and pass on all necessary information to the parents.

7.6 If a visit to A & E is necessary but an ambulance is not, a taxi can be arranged by
stage door if the parent/s cannot get to the Sherman immediately. A member of Sherman
Theatre staff must accompany the young person until the parent/s arrive at the hospital.

Under no circumstances may a child travel in a taxi alone.

7.7 If no staff are available and parents cannot be contacted an ambulance will have to be

called.

7.8 Under no circumstances may a child travel in a car belonging to a member of staff.

SHERMAN THEATRE STAFF HANDBOOK



4:07
GUIDE-LINES FOR WORKING WITH YOUNG
SHE RMAN PEOPLE AND VULNERABLE ADULTS

THEATR e THEATRE

8) ANTI BULLYING GUIDELINES

The purpose of these guidelines are to:

® Protect children and young people who take part in Sherman Youth Theatre activities.
e Provide employees with the overarching principles that guide our approach to prevent
young people from being bullied and what action to take in the event that they are.

8.1 Our mission is to make a real difference to young people’s lives by developing not just
their theatre making talents, but those skills needed outside of a creative place, in whatever
walk of life they choose to pursue. We aware that every child develops at their own rate and
ability is not always linked to age or circumstance and we want to make their experience as
safe and healthy as possible.

8.2 A bullying incident should be addressed as a child protection concern when there is
‘reasonable cause to suspect that a child (or young person) is suffering, or is likely to suffer,
significant harm’ (Children’s Act 1989). Where this is the case, Sherman will report their
concerns to their local authority’s social services department.

8.3 Whilst we are aware that there are varied and multiple events happening within
sessions with young people. Sherman would suggest that the following are examples which
would not normally be considered bullying, but depending on the severity should be recorded
on your workshop incident sheet and the Creative Engagement Manager notified.

Friendship Fallouts

A One-Off Fight

An Argument or Disagreement

A One-Off Physical Assault

Insults and Banter

8.4  Why it is important to prevent and challenge bullying

8.41 Challenging bullying is a priority for all members of the Sherman Theatre team
because Sherman is committed to ensuring that participants feel safe in sessions and are
supported to be able to reach their full potential. All young people have a right to be treated
equally.

8.42 Challenging bullying by addressing unacceptable behaviour and creating an inclusive
learning environment for all students is vital. Bullying is a widespread aggressive human
behaviour that can lead to children becoming fearful, lonely and socially isolated.

8.43 Sherman Theatre’s Creative Engagement activity teaches children and young people
about respect, positive behaviour and building confidence to challenge unacceptable
behaviour and language. School has a proactive educational approach and behaviour policy
with sanctions if necessary.

8.5 Signs a Young Person Might be Experiencing Bullying

8.51 A young person may tell a member of Sherman team directly that they are being
bullied however parents/guardians may contact Sherman with concerns about bullying.
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8.52 The Welsh Government guidance identifies the following potential signs to look out
for in a young person’s behaviour when identifying that bullying is taking place:
e Having damaged clothes or equipment.
‘Losing’ belongings.
Arriving home or at sessions with cuts or bruises.
Reluctance to go to take part in group activities they previously showed interest in.
Difficulties sleeping / looking tired.
Changes in behaviour such as loss of appetite.
Noticeable changes in their mood — becoming withdrawn, depressed, angry, tearful,
upset, anxious or unhappy.
e Wanting to change groups or sessions.

8.6  How Bullying Will Be Prevented at Sherman:

8.61 Sherman’s approach is participant centred and does not lose sight of the needs of the
person taking part in activity, irrespective of whether they are a target or perpetrator of
bullying, or a bystander.

8.62  Sherman recognises the need to listen effectively to participants and by helping them
to develop resilience by practicing the problem-solving and assertiveness skills they need to
challenge unacceptable behaviour.

8.63  The following list — though not exhaustive — are the ways in which Sherman helps
support participants recognise and prevent bullying:

e Effective Communication — we focus on positive behaviour and action, emphasising
what participants should be doing rather than not doing. We make participants aware
that the workshop or rehearsal space is a community in which we all have an equal
role to play.

e Intervention —we use a range of methods and approaches to explore why some words
and behaviours are unacceptable and should not be used in sessions.

e Session Content — We let all participants know that the process of theatre making is
centred relationships, positive behaviour and resilience — all of which work together
to prevent bullying. With young people our work sits alongside the new Curriculum
for Wales and the four key purposes to support all learners to become ethical,
informed, healthy and confident individuals who are ready to learn.

Sherman takes action and follows the anti-bullying procedure for incidents that happen
whilst participants are in sessions, rehearsals, performances and whilst in our building.

8.7 How to Report and Respond to Bullying

8.71 All members of staff are responsible for reporting and dealing with incidents of
bullying. Where possible, paperwork and follow-up conversations should be saved and
recorded on in line with safeguarding procedures as documented in our ‘What to do if you

think a child or vulnerable adult is at risk’ policy.

8.72 If a member of staff is concerned about a participant, they must report that concern
via the workshop incident form, this should also be flagged with the safeguarding team.
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8.73  Participants may report bullying to a member of Sherman staff that they trust. The
member of staff must listen to help the targeted learner to feel that they are doing something
about their problem. They must then report this concern via the workshop incident form,
this should also be flagged with the safeguarding team.

8.74 Sherman adopts a ‘No Blame Approach’ to help defuse the situation and to educate
the perpetrator around the consequences of their behaviour. Sherman listens to both sides.

8.75 Once the incident form has been completed, the next steps are agreed. The
safeguarding team will take responsibility for deciding the next steps to be taken.

8.76  We offer mediation and restorative approaches to resolve bullying incidents. We work
with those effected by the incident to agree a solution.

8.77 Following intervention where a resolution has been agreed, further incidents of
bullying will be addressed by sanctions. Sanctions will reflect the seriousness of the incident,
and this helps others see that bullying is unacceptable.

8.78 Serious and repeated incidents of bullying will be reported to Cardiff Local Authority
in line with their policy.

All Documents should be completed and kept on file.

For more information on General Bullying refer to 4.01 Health and Safety Policy.
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