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GKDA Child Protection Policy 
GKDA has a duty of care to safeguard all students from harm. We believe that no young 
person or vulnerable adult should be the subject of neglectful or abusive behaviour.  

We will promote and maintain the welfare of every child in our care and seek to protect 
them from harm regardless of race, age, disability, gender, sexual orientation, religious 
belief or any other form of identity or creed. We will create a safe and welcoming 
environment for all. 

This policy applies to all our staff, volunteers, guest teachers and other visitors such as 
videographers, photographers and technical teams at shows and events. It covers children 
under the age of 18 and/or vulnerable adults under the age of 24.  

To protect children and young people in our care, we will: 

• Value and respect children and listen to what they have to say 

• Work with children, parents and relevant organisations 

• Share our policy with all staff, parents and students 

• Ensure all required checks are made when hiring staff and that those in regular 
contact with children  such as show chaperones hold a current DBS check 

• Provide appropriate training and support to all staff  

• Take responsibility for children and young people’s safety when in our care 

• Seek permission from parents before taking images (photographs or film) of 
students and inform them how and where the images will be used 

• Report suspected neglect or abuse to the nominated member of staff, relevant 
organisation, or police 

• Ensure that this policy is regularly updated 

Additional guidance can be found in the following documents at the end of this policy: 

• A) Reporting Suspected Neglect or Abuse 

• B) Appropriate Physical Contact in Dance  

• C) Chaperoning Students to and from Dance Events and during shows 

• D) Use of Photographs and Film of Children 

This policy was last reviewed on 07/04/2018 

Name:  Georgina Keyes  

Job Title: Principal 

Signature: Georgina Keyes 
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Additional Guidance A:  

Reporting Suspected Neglect or Abuse 
Any concerns must be reported to the Principal who will share information with our 
Safeguarding Lead Alison Keyes who will take appropriate action. 

Concerns regarding a child’s welfare can be reported by: 
• Parents 
• Teachers 
• Friends 
• The child or young person 

All allegations of neglect or abuse will be taken seriously. If a concern is reported directly 
by the child or young person we will not seek to disagree, ask probing or leading 
questions, or do anything else which may discourage them. 

We will make clear that reported concerns cannot be kept confidential but will need to be 
shared with a nominated member of staff or external organisation. Parents or guardians 
will also be involved if appropriate. 

We recognise that early action is vital. Any concerns will be reported immediately. 

If the child or young person is in immediate danger of harm, we will contact the police. 

In all other cases, we will report concerns to the local Protection Team. 

Additional Guidance B:  

Appropriate Physical Contact in Dance 

Teaching dance is a physical activity and a teacher will sometimes need to make physical 
contact with a student to show an idea or to correct the student’s posture or position. This 
can include: 

• Lifting 

• Adjusting head, arms, legs, rib cage, hips, feet, hands 

• Moving one student in relation to another when creating formations or patterns 

Where contact is needed, we will remain sensitive to the student’s wishes and put their 
welfare first. In all cases, we will explain why we are correcting the student’s position in 
order for learning to take place. 
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Additional Guidance C: Chaperoning Children to and from  
Dance Events or during Dance Events such as Shows and 
Exams. 

Whilst UK law does not state how many adults are required to look after a group of 
children, GKDA will be operating chaperone procedures in line with the chaperone 
guidance from South Staffordshire Council as this is where the school is based. The 
guidance is available here https://www.staffordshire.gov.uk/education/welfareservice/
Children-in-Entertainment/Duties-of-a-Chaperone.pdf 

In the UK some events require young performers to hold a Child Performance Licence and 
that any Licenced child has a designated chaperone who is pre-approved by the child’s 
local council. More information about this scheme can be found on the UK Government 
website.  

GKDA will have a trained First Aider on all school trips, at all shows and events and ensure 
chaperones hold a DBS check. 

When chaperoning students during shows and exams we will adhere to the guidelines from 
South Staffordshire (details in link above)  

When chaperoning students to an event, we will: 

• Provide parents and students with information about what the event is for 

• Provide parents and students with the full address of the event 

• Provide parents and students with a contact number for the trip leader 

• In cases where the event is taking place in a large building, we will also give the 
room or studio number where possible 

• Have a planned journey route that is shared with parents, students and chaperones 

• Make sure that students are aware of what they should do if they get lost 

• Ask parents and students for their contact details in case of emergency 

• Have a clear idea of how students will be cared for while at the event  

We will ensure that chaperones hold all required checks and licences and are aware of our 
Child Protection Policy. 

�4

https://www.staffordshire.gov.uk/education/welfareservice/Children-in-Entertainment/Duties-of-a-Chaperone.pdf
https://www.staffordshire.gov.uk/education/welfareservice/Children-in-Entertainment/Duties-of-a-Chaperone.pdf
https://www.staffordshire.gov.uk/education/welfareservice/Children-in-Entertainment/Duties-of-a-Chaperone.pdf
https://www.gov.uk/chaperone-child-performers
https://www.gov.uk/chaperone-child-performers


Additional Guidance D: Use of Photographs and Film of 
Children 

We recognise that taking images of students in our care may not always be appropriate 
and that some children and parents may not want images taken at any time. Therefore, 
before taking images of a child or young person, for press and show photos we will: 

• Make clear to the child and parent where and when the image will be taken  

• Clearly identify the person who will be taking the image 

• Explain how the image will be used, e.g. whether it will be posted on social media 
or printed to be displayed at the school 

• Seek agreement from parents that images can be taken of their child (from 
enrolment form online or paper version) 

• Photos and videos are taken at performances and competitions are made available 
to parents and also may be used for promotional purposes our website and social 
media.  

• To perform in our shows, we MUST have permission for photos/videos 

In addition to this, before taking images of a child or young person in class photos or other 
spontaneous photos we will: 

* Only include children who have been where permission has been granted from parents 
that images can be taken of their child (from enrolment form online or paper version)  

Photos and videos taken in lesson are stored on the GKDA phone and iPad which are 
password protected. These devices are never left on school premises and are supervised 
by the Principal at all times. If another staff member takes a photo on their device due to 
reasons such as the GKDA devices running out of storage or battery, the staff member will 
send the files across to the GKDA devices as soon as possible and then delete the files from 
their personal device. 

Photos and videos taken in lesson can be used for developmental reasons e.g video 
feedback, and also can be used for promotional purposes including but not limited to our 
website, social media platforms (facebook, twitter), leaflets/posters and show 
programmes. 

Where we have publically displayed images at our school or on social media, parents and 
students may withdraw their permission at any time. In such cases, the images will be 
removed as soon as is reasonable and without question. 

We ask that any parent wanting to take photographs or film at our events only do so with 
our prior permission. Permission will only be granted on the agreement of all present. 
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Health & Safety Policy 

GKDA takes full responsibility to ensure the health and safety of their pupils is of the 
upmost importance. All parents must complete an enrolment form for their student when 
they join the school to provide clear information regarding any relevant medical history as 
well as providing an emergency contact name and number. 
A copy of emergency contact numbers will be kept on the GKDA phone and iPad which is 
available to all teachers. Please note it is the parent’s responsibility to inform GKDA of 
any changes to medical information and/or emergency contact information.

This is a statement of general policy and arrangements for GKDA. 

We will actively maintain and promote good health and safety procedures and will: 

• Maintain safe and healthy work conditions  
• Provide adequate control of the health and safety risks at our school 
• Be open to comments and suggestions from  our employees, students and their 

parents on matters relating to health and safety 
• Provide information, instruction and supervision for employees and students and 

make them aware of this policy 
• Ensure all employees are capable of doing their tasks, hold any required 

qualifications, and that they receive adequate training 
• Record any harm or injuries that occur in an Accident Book and make changes 

where required to avoid similar incidents in the future 
• Regularly review and update this policy 

Georgina Keyes has overall responsibility for health and safety. 

Georgina Keyes has day-to-day responsibility for ensuring this policy is put into practice. 

A Health & Safety Law guide is provided for staff. 

A First Aid box is located in the equipment cupboard. 

An Accident Book is located in the GKDA office. Details will be noted down at the time of 
accident on paper and later written up officially in the GKDA accident book. 

In the case of an emergency or serious injury, please contact the emergency services on 
999. 

This policy was last reviewed on 08/04/18 

Name: Georgina Keyes 

Job Title: Principal 

Signature: Georgina Keyes 
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Data Policy 
Data is collected through our enrolment form and occasionally through letters/forms given 
out in lessons. The enrolment data collected ensures we can safely teach your child and 
contact someone in the event of an emergency. Email address is required for invoicing and 
sending school news. This information is safely stored on the GKDA phone, iPad and office 
computer which are all password protected. This information is never shared with any 
other organisations or third parties.  

Students name and date of birth are shared with examination boards ISTD, LCM, LAMDA as 
well as competition event providers in order to enter students for exams and 
competitions. Each organisation has their own data privacy protection policies to ensure 
this information is secure. 

Phone numbers are used for emergency purposes such as notifying a parent of an incident, 
in class, a change to a class or making an announcement such as competition information, 
show rehearsal information. 

Social Media Policy 
The GKDA public facebook page and twitter are used to promote the school and also notify 
parents of any urgent updates/news. We will only post pictures/videos of students on 
social media when permission has already been granted by parents through the enrolment 
form. If a parent has granted permission but would like a particular photo or video of their 
child removed it will be done without question. 

The Facebook parents group is private and requests to join are vetted by the Principal; 
only parents of current students are granted access to the group and are removed when 
their child leaves the academy. 

In the event of sending urgent notices quickly we use facebook messenger as well as text 
messaging. Please notify the principal if you do not wish to be contacted in this way. 

Personal friend requests from parents or students to the Principal or other GKDA staff 
members will not be accepted. This is to adhere to good practice guidelines. 
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GKDA Terms and conditions  
CLASS ARRIVAL TIMES 

As we hire a school for our venue we have to adhere to the strict guidelines of their hiring 
policy. We cannot allow access to any GKDA students or parents until Perton Middle School 
students have left the building, this is a safeguarding issue. Although you may not see 
children in the hall, they may be using the changing rooms following after school club so 
please wait until a member of GKDA staff opens the door. At the start of the evening the 
doors will open between 4.05pm and 4.10pm for a 4.15pm class. Please respect this as 
parents coming into the venue early could jeopardise our position at the school. If your 
child has a class later on in the evening they are welcome to arrive early and use our 
waiting areas but their supervision until the class starts is the responsibility of the 
parent. 

WAITING AREAS 

All people using the waiting areas (corridor outside changing rooms and entrance corridor) 
need to show respect to all other members of the school. Please ensure that your 
conversations are child friendly and no student should overhear bad language or 
swearing. Please ensure you leave the area as you find it, there are bins available in the 
changing rooms and small hall. 

COLLECTING YOUR CHILD 

All parents/carers must come into the corridor (or wait outside if not enough space) to 
collect their child if they are under 12yrs. Young children will not be allowed to walk out 
into the car park. 

PAYMENT INFORMATION 
 
1. Tuition fees are sent via email 7 to 10 days before they are due (first week of the term) 
fees are paid half termly unless an arrangement is made with the Principal.


2. Fees can be paid by online banking, cheque made payable to Miss G Keyes or cash but 
cash will not be accepted unless it is in an envelope with students name on. 


3. Payments made later than first week of term incur an automatic £5 late payment charge.


4. Any payments still outstanding after a final request has been made will be passed on to 
debt collection services and small claims court.  This will result in your child losing their 
place in the academy.


5. Any queries regarding payment/fees/invoices must be emailed to accounts@gkda.co.uk 
where they will be dealt with by accounts manager Alex. Please do not speak to teachers 
regarding payments or invoices as this takes up valuable teaching time.


6.Payments are made half term in advance. If a child decides not to continue with lessons 
at any point during that half term no refund on classes will be given.
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MISSED CLASSES 

1. If GKDA cancels a class for any reason within their control such as but not limited to 
staffing issues/holidays the class WILL be refunded or taken off next terms invoice.


2. If a class must be cancelled for reasons beyond GKDA’s control such as but not limited 
to bad weather making it unsafe for staff and students to travel or a cancellation/room 
change from the venue classes are held in, students WILL NOT be refunded but they 
are invited to attend a different class to make up the value of the class missed.


3. If a student misses a class for any reason they WILL NOT be refunded but they are 
invited to attend a different class to make up the value of the class missed.


If your child has poor attendance they may not be entered for exams or performances.  

UNACCEPTABLE BEHAVIOUR 

Unacceptable behaviour will not be tolerated at GKDA either within the class venues or at 
any event/performance where GKDA is being represented. Unacceptable behaviour may 
result in the pupil's exclusion from the school. Unacceptable behaviour will not be 
tolerated off parents/carers or other family members and could result in parent/carers or 
family members been banned from events/performances.  

Unacceptable behaviour includes but is not limited to - displaying an aggressive attitude, 
shouting, swearing, spitting, fighting and derogatory comments towards others. 

Most importantly whilst at examinations/performances/events students and families are 
all ambassadors and representatives of GKDA and we expect you to behave in a 
respectable and professional manner. You are encouraged to fully support your school and 
the dancers within it as well as being courteous to staff at all times. 

Should any issues arise that are a cause for concern, please report to the Principal and we 
will deal with the situation appropriately. 

SELECTION FOR EXAMS 

ISTD exams are incredibly tough and require a lot of work from students both in and out of 
lessons to achieve the required level. We will not enter students for exams until they are 
ready and we know they will be confident to perform independently in the exam. Please 
respect that our decision is made based on our professional opinion and what is best for 
each individual child. This does not mean that every child is guaranteed top marks…we 
cannot control what happens in the exam and how the examiner will mark them. If you 
are particularly keen for your child to take exams please make sure they are practising at 
home; we can recommend the music/videos to help.  
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