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Dear Parent/Guardian 
Thank you for your interest in Rise Dance and Acroba=cs (“Rise”) 

Rise offers students dancing, musical theatre and acro classes that run each week. Our students 
attend class each week and will learn and develop new moves and routines. They will also work 
towards a Christmas performance and an end of year school show that family and friends can then 
watch. Rise offers excellent training which also builds confidence in the process and encourages 
learning in a fun and exciting way  
   
The fact that this leisure ac=vity helps all children to grow in confidence and self-assurance, in a healthy and ac=ve 
way, is a good reason why you might like your child/children to become involved. The fun, excitement and las=ng 
memories that your child/children will gain are immeasurable. 

Rise is fully commiJed to safeguarding and promo=ng the well-being of all students and staff/ volunteers associated 
with us.  Please ensure that you read and understand the policies and procedures outlined below. Please also find 
included informa=on about the school and =metable for the various classes provided.  

If you are interested, then please register your child/children, using the academy’s online registra=on form on link 
provided 

We look forward to welcoming your child/children to our friendly school. They can try one session free of charge, to 
see if it is right for them. 

Please don’t hesitate to contact Liesl Hogg at risebolton@hotmail.co.uk or call 07890865971, if you have any 
ques=ons. 

Kind regards. 

Liesl Hogg 
Head Of Rise Dance and Acroba2cs 
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Child Protec.on Policy and Guidance 

This document sets out the Child Protec=on Policy and Guidance for Rise which will be followed by all members of 
the group, including staff, volunteers and customers. 

To promote best safeguarding prac=ce during lessons, shows and rehearsals, we commit to: 

• ensuring that EVERY teacher and helper (over 16 years old) has a valid DBS Cer=ficate, undertaken and checked 
by us; 

• ensuring that children are signed in to and out of the building; 
• ensuring that parents SIGN that they know and understand that we do NOT take responsibility for children in 

the wai=ng area before, a_er and between lessons; and 
• provide the appropriate number of DBS checked chaperones during shows. 

Rise knows that being a child/young person makes them vulnerable. The purpose of this Policy is to make sure that 
the ac=ons of any adult in the context of the work carried out by us is transparent and to safeguard and promote the 
welfare of all children/young people. 

If any parent or young person/child has any concerns about the conduct of any member of staff, this should be raised 
in the first instance with Liesl Hogg on 07890865971 designated safe guarding officer 

The DSO should then advise and con=nue with the procedure below. If the DSO is not contactable, then the member 
of staff should follow the procedure below. 

This Policy is wriJen in accordance with The Children’s Act 2004 and “Working Together to Safeguard Children” 
guidance 2015. 

Principles upon which the Child Protec.on Policy is based. 

• The welfare of a child or young person will always be paramount. 
• The welfare of families will be promoted. 
• The rights, wishes and feelings of children, young people and their families will be respected and listened to. 
• Those people in posi=ons of responsibility within Rise will work in accordance with the interests of children 

and young people and follow the Policy outlined below. 
• Those people in posi=ons of responsibility within Rise will ensure that the same opportuni=es are available to 

everyone and that all differences between individuals will be treated with respect. 
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Child Protec.on Policy 

1. Immediate Ac.on to Ensure Safety 
Immediate ac=on may be necessary at any stage of involvement with children and families.  In all cases, it is 
vital to take whatever ac=on is needed to safeguard the child/ren (i.e.: 

• if emergency medical aJen=on is required, this can be secured by calling an ambulance (dial 999) or 
taking a child to the nearest Accident and Emergency Department; and/or 

• if a child is in immediate danger, the Police should be contacted (dial 999), as they alone have the power 
to remove a child immediately if protec=on is necessary, via a Police Protec=on Order. 

2. Recogni.on of Abuse or Neglect 
Abuse or neglect of a child is caused by inflic=ng harm or by failing to act to prevent harm.  Children may be 
abused in a family or in an ins=tu=onal or community sefng, by those known to them or more rarely by a 
stranger. 

Physical abuse may involve hifng, shaking, throwing, poisoning, burning or scalding, drowning, suffoca=ng, or 
otherwise causing physical harm to a child.  Physical harm may also be caused when someone fabricates the 
symptoms of illness or deliberately causes ill health to a child whom they are looking a_er.   

Emo.onal abuse is the persistent, emo=onal ill treatment of a child, such as to cause severe and persistent 
adverse effects on the child’s emo=onal development.  It may involve conveying to children that they are 
worthless or unloved, inadequate or valued only in so far as they meet the needs of another person.  It may 
feature age or developmentally inappropriate expecta=ons being imposed on children.  It may involve causing 
children frequently to feel frightened or in danger or the exploita=on or corrup=on of children.  Some level of 
emo=onal abuse is involved in all types of ill treatment of a child, though it may occur alone. 

Sexual abuse involves forcing or en=cing a child or young person to take part in sexual ac=vi=es, whether or 
not the child is aware of what is happening.  The ac=vi=es may involve physical contact, including penetra=ve 
(e.g. rape or buggery) or non-penetra=ve acts. Sexual abuse may also include non-contact ac=vi=es, such as 
involving children in looking at, or in the produc=on of, pornographic materials or watching sexual ac=vi=es, or 
encouraging children to behave in sexually inappropriate ways. 

Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in 
the serious impairment of the child’s health or development.  It may involve a parent or guardian failing to 
provide adequate food, shelter and clothing, failing to protect a child from physical harm or danger or the 
failure to ensure access to appropriate medical care or treatment.  It may also include neglect of, or 
unresponsiveness to, a child’s basic emo=onal needs. 

Individuals within Rise need to be alert to the poten=al abuse of children. 

Rise should know how to recognise and act upon indicators of abuse or poten=al abuse involving children.  
There is an expected responsibility for all members of staff to respond to any suspected or actual abuse of a 
child, in accordance with these procedures.   

It is good prac=ce to be as open and honest as possible with parents/guardians about any concerns. 
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However, you must not discuss your concerns with parents/guardians in the following circumstances: 

• where sexual abuse is suspected; 
• where organised or mul=ple abuse is suspected; 
• where fic==ous illness by proxy (also known as Munchausen Syndrome by proxy) is suspected; and/or 
• where contac=ng parents/guardians would place a child, yourself or others at immediate risk. 

What to do if children talk to you about abuse or neglect 
It is recognised that a child may seek you out to share informa=on about abuse or neglect or talk 
spontaneously (individually or in groups) when you are present.  In these situa=ons, you must: 

• listen carefully to the child - DO NOT directly ques=on the child; 

• give the child =me and aJen=on; 

• allow the child to give a spontaneous account - do not stop a child who is freely recalling significant 
events; 

• make an accurate record of the informa=on you have been given, taking care to record the =ming, 
sefng and people present, the child’s physical appearance as well as what was said.  Do not throw this 
away, as it may later be needed as evidence; 

• use the child’s own words where possible; 

• explain that you cannot promise not to speak to others about the informa=on they have shared; 

• reassure the child that: 

▪ you are glad they have told you; 
▪ they have not done anything wrong; and 
▪ what you are going to do next. 

• explain that you will need to get help to keep the child safe. 

• do NOT ask the child to repeat his or her account of events to anyone. 

3. Consul.ng about your concern 
The purpose of consulta=on is to discuss your concerns in rela=on to a child and decide what ac=on is 
necessary.  

You may become concerned about a child who has not spoken to you, because of your observa=ons of, or 
informa=on about that child. 

It is good prac=ce to ask a child why they are upset or how a cut or bruise was caused or respond to a child 
wan=ng to talk to you.  This prac=ce can help clarify vague concerns and result in appropriate ac=on. 

If you are concerned about a child, you must share your concerns.  Ini=ally, you should talk to one of the 
people designated as responsible for child protec=on within Rise. 
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At Rise, this is Liesl Hogg 07890865971 or Ellen Crichton If either person is implicated in the concerns, you 
should discuss your concerns directly with Children’s Services, Bolton Council (01204 331500). 

You should consult externally with Children’s Services in the following circumstances: 

• when you remain unsure a_er internal consulta=on as to whether child protec=on concerns exist; 
• when there is a disagreement as to whether child protec=on concerns exist; 
• when you are unable to consult promptly (or at all) with your designated internal contact for child 

protec=on; and/or 
• when the concerns relate to any member of the organising commiJee. 

Consulta=on is not the same as making a referral but should enable a decision to be made as to whether a 
referral to Children’s Services or the Police should progress. 

4. Making a referral 
A referral involves giving Children’s Services or the Police informa=on about concerns rela=ng to an individual 
or family, in order that enquiries can be undertaken by the appropriate agency, followed by any01204 331500 
necessary ac=on. 

In certain cases, the level of concern will lead straight to a referral, without external consulta=on being 
necessary. 

Parents/guardians should be informed if a referral is being made, except in the circumstances outlined above.   
However, inability to inform parents for any reason should not prevent a referral being made.  It would then 
become a joint decision with Children’s Services about how and when the parents should be approached and 
by whom.   

If your concern is about abuse or risk of abuse from someone not known to the child or child’s family, you 
should make a telephone referral directly to the Police and consult with the parents. 

If your concern is about abuse or risk of abuse from a family member or someone known to the children, you 
should make a telephone referral to Children’s Services.  

Informa.on required 
Be prepared to give as much of the following informa=on as possible.  In emergency situa=ons, all of this 
informa=on may not be available.  Unavailability of some informa=on should not stop you making a referral. 

You should be prepared to provide: 

• Your name, telephone number, posi=on and request the same of the person to whom you are speaking. 
• The full name, address and telephone number of the family. 
• The date of birth of the child and any siblings. 
• Gender, ethnicity, first language and any special needs. 
• Names, dates of birth and rela=onship of household members and any significant others. 
• The names of professionals known to be involved with the child/family (e.g. GP, Health Visitor, School).  
• The nature of the concern and the founda=on for them. 
• An opinion on whether the child may need urgent ac=on to make them safe. 
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• Your view of what appears to be the needs of the child and family. 
• Whether the consent of a parent with parental responsibility has been given to the referral being made. 

Ac2on to be taken following the referral: 

• Ensure that you keep an accurate record of your concern(s) made at the =me. 
• Put your concerns in wri=ng to Children’s Services following the referral (within 48 hours). 
• Accurately record the ac=on agreed or that no further ac=on is to be taken and the reasons for this 

decision. 

5. Confiden.ality 
Rise should ensure that any records made in rela=on to a referral are kept confiden=ally and in a secure place. 

Informa=on in rela=on to child protec=on concerns should be shared on a “need to know” basis.  However, the 
sharing of informa=on is vital to child protec=on and, therefore, the issue of confiden=ality is secondary to a 
child’s need for protec=on. 

If in doubt discuss with Children’s Services 

Version number 1 Date Sept 2022

Adopted on By (full name) Liesl Hogg

By (signature) Next review date Sept 2023

Rise Copyright © 2018 by Taye Training Limited (www.tayetraining.org.uk)   

All rights reserved. No part of this document may be reproduced, distributed, or transmitted in any form or by any means, 
including photocopying or other electronic or mechanical methods, without the prior written permission of Taye Training. 
Company Number 10556912

http://www.tayetraining.org.uk


Health and Safety Statements 

Rise takes seriously their responsibility to ensure the safety of their students. 

1. All parents must complete a Registra=on Form when joining us through Dance Biz, with clear informa=on 
regarding emergency contacts and any relevant medical history.  

2. A copy of primary and emergency contact numbers will be available on class registers with a smart app. 

3. It is the parent’s/guardian’s responsibility to no=fy us of any changes to their emergency contact details, or 
child’s medical details. 

4. In case of a fire emergency, all teachers have a clear understanding of procedures to follow. 

5. We will undertake regular assessment of risks regarding our hired premises and any concerns will be raised 
with Liesl Hogg. 

6. It is our responsibility to keep a fully equipped first aid box within the building. In case of an incident, an 
accident report must be completed and a copy given to parent/guardian on collec=on. 

7. There will always be a first aider available. 

8. If required we will contact the emergency services first, then the parent/guardian of the student(s) involved, 
using the telephone number on the class registers. 

9. Parents understand that Dance and Acro is an ac=ve sport and injuries can happen and we accept no 
responsibility for injuries sustained via any means other than a teacher’s negligence. 

10. Students will be supervised during class =me only and parents/guardians must ensure the safety of their 
children in the car park, wai=ng, changing and toilet areas. 

11. We accept no responsibility for children and Adults using the grounds around the building.  

12. Students or parents/guardians should inform the teacher of any special health considera=ons or exis=ng 
injuries before par=cipa=ng in class. 

13. Students should not wear any jewellery that may pose a risk to themselves or others (stud earrings and 
jewellery worn for religious or cultural reasons are acceptable) and have hair =ed back. 

14. No food (or chewing gum) is allowed in the studio. Water is permiJed in boJles with a secure cap. 

You can contact us during lesson .mes on 07890865971 in the case of an emergency. 

If you wish to contact us outside of lesson .mes, please e-mail risebolton@hotmail.co.uk 

Data Protec.on Policy 

Version number 2 Date Sept 20212

Adopted on By (full name) Liesl Hogg

By (signature) Next review date Sept 2023
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This Policy describes how personal data must be collected, handled and stored to meet our data protec=on standards 
and to comply with the law. 

Data Protec.on Law 
The Data Protec=on Act 1998 (DPA) and General Data Protection Regulation (GDPR) (EU) 2016/679 describe how 
organisa=ons, including ours, must collect, handle and store personal informa=on.  

These rules apply regardless of whether data is stored electronically, on paper or on other materials.  To comply with 
the law, personal informa=on must be collected and used fairly, stored safely and not disclosed unlawfully. Under 
GDPR, the data protec=on principles set out the main responsibili=es for organisa=ons.   

Ar.cle 5 of GDPR requires that personal data shall be: 

(a) processed lawfully, fairly and in a transparent manner in rela=on to individuals; 

(b) collected for specified, explicit and legi=mate purposes and not further processed in a manner that is 
incompa=ble with those purposes. Further processing, for archiving purposes in the public interest, scien=fic 
or historical research purposes or sta=s=cal purposes, shall not be considered to be incompa=ble with the 
ini=al purposes; 

(c) adequate, relevant and limited to what is necessary in rela=on to the purposes for which it is processed; 

(d) accurate and, where necessary, kept up to date.  Every reasonable step must be taken to ensure that personal 
data that is inaccurate (having regard to the purposes for which it is processed) is erased or rec=fied, without 
delay; 

(e) kept in a form which permits iden=fica=on of data subjects for no longer than is necessary, for the purposes 
for which the personal data is processed.  Personal data may be stored for longer periods, insofar as the 
personal data will be processed solely for archiving purposes in the public interest, scien=fic or historical 
research purposes or sta=s=cal purposes, subject to implementa=on of the appropriate technical and 
organisa=onal measures required by GDPR, in order to safeguard the rights and freedom of individuals; and 

(f) processed in a manner that ensures appropriate security of the personal data, including protec=on against 
unauthorised or unlawful processing and against accidental loss, destruc=on or damage, using appropriate 
technical or organisa=onal measures. 

Ar.cle 5(2) requires that “the controller (Rise) shall be responsible for (and be able to demonstrate) compliance with 
the principles.” 

Policy Details  
Staff and volunteers have a responsibility to respect the nature of any confiden=al informa=on divulged to them, in 
the context of their work with us. Liesl Hogg has overall responsibility for ensuring compliance with this Policy and 
with the DPA/GDPR and for ensuring that staff and volunteers are trained in and follow the guidelines in this Policy. 

Any personal or sensi=ve informa=on held by us is held because consent has been given in the form of (1) the Data 
Consent Form and (2) the Photography/Filming Consent Form.  In each of these documents it is s=pulated why the 
informa=on is needed and what it will be used for.  

Responsibili.es 
Everyone who works for or with us has a responsibility for ensuring that data is collected, stored and handled 
appropriately. Each person who works for us and who handles personal data must ensure that it is handled and 
processed in line with this Policy and data protec=on principles.  However, these people have key areas of 
responsibility: 
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Liesl Hogg is ul=mately responsible for ensuring that we meet our legal obliga=ons. 

The Data Protec.on Officer is responsible for: 

• reviewing all data protec=on procedures and related policies annually; 
• handling data protec=on ques=ons from staff and anyone else covered by this Policy; 
• ensuring that all systems, services and equipment used for storing data meet acceptable security standards; 
• performing regular checks to ensure security is func=oning properly; 
• ensuring any third-party services that we use to store/process data conforms to GDPR; 
• dealing with requests from individuals to see the data held by us about them (also called “subject access 

requests”); and 
• approving any data protec=on statements aJached to communica=ons, such as e-mails and leJers. 

Confiden.ality and the protec.on of staff and volunteers  
The DPA/GDPR applies to data rela=ng to staff, job applicants and volunteers. It covers data held on computer and on 
paper.    

Under the terms of the Act/GDPR data must be:  
  

• held with express consent; 
• needed for the performance of the undertaking or contract; 
• necessary, in order to comply with a legal obliga=on;  
• necessary to protect the member of staff or volunteer from some life-threatening maJer; 
• necessary for the purposes of the legi=mate interests of the data controller. 

  
In addi=on, personal data must be:   

• adequate, relevant and not excessive in rela=on to the purposes for which it is processed (e.g. personnel files 
should not contain out of date or superfluous material) and should be regularly reviewed; 

• accurate;   
• not kept longer than necessary for the purposes for which it is processed; and  
• kept securely to protect against unauthorised or unlawful processing or accidental loss or damage.  

  
Records held rela.ng to a member of staff/freelance worker may include:  
  

• references and informa=on obtained during recruitment;  
• payroll, tax and na=onal insurance informa=on;  
• job du=es and responsibili=es; 
• health records;  
• absence and holiday records;  
• any disciplinary inves=ga=ons and proceedings; and/or 
• contact names and addresses.  

We will store the following data in rela.on to students and/or parents/guardians:  

• registra=on forms (including personal and contact details);  
• photographs/videos (as per Photography/Filming Consent Form); 
• observa=onal notes on performance/progress of the students; 
• safeguarding concerns. 

To comply with GDPR guidelines, personal data will not be kept for longer than is necessary. 
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To comply with the DPA, we agree to: 

• store personally Iden=fiable data, recorded on paper, securely in a locked drawer or filing cabinet, which is 
behind at least one locked door; 

• store personally Iden=fiable data, recorded on a computer/device securely, ensuring at least two passwords 
and encryp=on, where possible; 

• consider the purpose or purposes of why we hold the informa=on and decide whether (and for how long) it 
needs to be retained; 

• we will securely delete (or shred any hard copies of) informa=on that is no longer required; and 
• upda=ng, archiving or securely dele=ng informa=on every two years. 

Sharing of Data  
Informa=on held will be used for our purposes only.  However, from =me to =me, data may need to be disclosed to 
third par=es to comply with legal obliga=ons (e.g. for the Inland Revenue or local authority safeguarding team). 

Please note that any data sent out by us remains our responsibility. We must, therefore, ensure that the informa=on 
that we are sending is going to the correct recipient and we must also be mindful of what is being sent.  

General Staff Guidelines 

• The only people able to access data covered by this Policy should be those who need it for their work. 
• Data should not be shared informally.  When access to confiden=al informa=on is required, members of staff 

can request it from Liesl Hogg. 
• Members of staff should keep all data secure by taking sensible precau=ons and following the guidelines. 
• In par=cular, strong passwords must be used and they should never be shared.  A strong password can contain 

a mixture of uppercase and lowercase leJers, symbols and numbers (e.g. Pa55w0rd!). 
• Personal data should not be disclosed to unauthorised people, either within the company or externally. 
• Data should be regularly reviewed and updated as necessary. 
• Staff should request help from the Data Protec=on Officer if they are unsure about any aspect of data 

protec=on.  
• Staff’s personal devices should not be used to hold/store data, unless the Data Protec=on Officer has checked 

that it has the right level of security and has agreed the use of the device. 

Data Storage 
These rules describe how and where data should be safely stored. Ques=ons about storing data safely can be 
directed to the Data Protec=on Officer.  When data is stored on paper, it should be kept in a secure place where 
unauthorised people cannot see it.   
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These guidelines also apply to data that is usually stored electronically but has been printed out for whatever reason: 

• When not required, the paper or files should be kept in a locked drawer or filing cabinet. 
• Staff members should make sure paper and printouts are not le_ where unauthorised people could see them 

(e.g. on a printer). 
• Data printouts should be shredded and disposed of securely when no longer required. 
• Personal/sensi=ve data which is stored on USB storage devices must be encrypted – the Data Protec=on 

Officer can provide an encrypted USB device, if required. 
• When data is stored electronically, it must be protected from unauthorised access, accidental dele=on and 

malicious hacking aJempts.  
• If data is stored on removable media (like a CD or DVD), these should be kept locked away securely when not 

being used.  
• Data should never be saved directly to laptops or other mobile devices (such as tablets or smart phones), 

unless said device is encrypted. 
• All servers and computers containing data should be protected by approved security so_ware and a firewall. 

Data Use 
Personal data is of no value to us, unless the organisa=on can make use of it. However, it is when personal data is 
accessed and used that it can be at the greatest risk of loss, corrup=on or the_: 

• When working with personal data, staff members should ensure that the screens of their computers are 
always locked when le_ unaJended. 

• If personal data needs to be transferred to a party outside of the EU, adequate protec=on needs to be 
enforced to safeguard the informa=on. This is because the Data Protec=on Policy and the GPDR guidelines are 
only applicable to members of the EU (and the UK who agreed to the guidelines upon leaving the EU). 

• Staff members should not save copies of personal data to their own computers. Always access and update the 
central copy of any data stored on the Dance Biz site. 

Data Accuracy 
The law requires that we take reasonable steps to ensure that data is kept accurate and up to date.  The more 
important it is that the personal data is accurate, the greater the effort we will put into ensuring its accuracy. 

It is the responsibility of all staff who work with data to take reasonable steps to ensure it is kept as accurate and up 
to date as possible.  

• Data will be held in as few places as necessary.  Staff should not create any unnecessary addi=onal data sets 
(copies). 

• Staff should take every opportunity to ensure that data is updated. For instance, by confirming a customer’s 
details when they call. 

• We will make it easy for data subjects to update the informa=on that we hold about them. For instance, via the 
company website. 

• Data should be updated as inaccuracies are discovered. For instance, if a customer can no longer be reached 
on their stored telephone number, it should be removed from the database. 

Subject Access Requests 
All individuals who are the subject of personal data held by us are en=tled to: 

• ask what informa=on the company holds about them and why; 
• ask how to gain access to it; 
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• be informed how to keep it up to date; and  
• be informed how the company is mee=ng its data protec=on obliga=ons. 

If we are contacted by an individual reques=ng the informa=on held by us, this is called a “subject access request”.  

Subject access requests from individuals should be made by e-mail and addressed to the data controller at 
risebolton@hotmail.co.uk.  

The data controller can supply a standard request form, although individuals do not have to use this. The data 
controller will always verify the iden=ty of anyone making a subject access request before handing over any 
informa=on. 

Rights of Staff and Volunteers  
A staff member or volunteer has the right to know what data is held about them and they are able to request an 
explana=on as to the purposes for which informa=on is held.  They are also able to know the persons to whom it is 
disclosed and other details rela=ng to processing.  The staff member or volunteer must put any request in wri=ng 
and have the right to have any inaccurate data corrected.  

If any data is unlawfully used, the member of staff or volunteer can be compensated for damage caused by 
contraven=on of the DPA.  

Liesl Hogg is ul=mately responsible for ensuring that we meet our legal obliga=ons and we agree to ensure all 
requirements are met and any necessary amendments that are needed due to GDPR are adhered to. 

Please note that the policy and procedures set out above do not form part of staff members’ contracts of 
employment or volunteers’ terms of engagement and may be changed by us in our absolute discre.on at any .me. 

Version number 1 Date Sept 2022

Adopted on By (full name) Liesl Hogg

By (signature) Next review date Sept 2023
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