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1. Policy statement and scope 
Ottawa Dance Centre School (ODCS) is committed to providing a safe, respectful and supportive environment in 
which children and young people can learn, train, rehearse and perform. Safeguarding is everyone’s responsibility. 
ODCS uses the term “safeguarding” for its broad prevention and welfare framework and “child protection” for 
action taken when a child may be in need of protection. 

This policy applies to all employees, teachers, substitute and guest teachers, assistants, volunteers, contractors, 
administrators, chaperones/backstage helpers and other adults acting on behalf of ODCS. It applies to ODCS 
classes, rehearsals, performances, intensives, private lessons, trips, communications and other ODCS activities. 

Ontario terminology 
ODCS retains the RAD terms Designated Safeguarding Lead (DSL) as internal organizational roles. They are not 
statutory Ontario positions. The Ontario child-protection authority relevant to ODCS is the Children’s Aid Society 
(CAS). 

 

2. Ontario legal foundation - duty to report 
Ontario’s Child, Youth and Family Services Act, 2017 (CYFSA) creates a personal duty to report where a person has 
reasonable grounds to suspect that a child is or may be in need of protection. The mandatory duty applies to a 
child who is, or appears to be, under 16. Concerns about a 16- or 17-year-old may also be reported to a Children’s 
Aid Society, which must assess the information received. 

Critical rule for every ODCS staff member 
If YOU have reasonable grounds to suspect that a child under 18 is or may be in need of protection, YOU must 
make the required report directly to a Children’s Aid Society. Do not rely on the Artistic Director, DSL, another 
teacher, a parent or another person to make the report for you. The DSL can support you, but cannot screen 
out, delay or replace your legal duty to report. 
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If new reasonable grounds arise after an earlier report, a further report may be required. Staff do not need proof 
and must not investigate in order to decide whether abuse occurred. If unsure, staff should contact CASO for 
consultation. If a child is in immediate danger or urgent medical assistance is required, call 911. 

3. Safeguarding principles 
• Provide a safe environment in which students feel valued, respected and able to speak. 
• Recognize and respond to signs that a child may need support or protection. 
• Listen to children and take concerns seriously. 
• Maintain professional adult-child boundaries appropriate to dance education. 
• Prevent and respond to bullying, cyberbullying, discrimination, harassment and child-on-child abuse. 
• Recruit and supervise adults with child safety in mind. 
• Record concerns accurately, factually and securely. 
• Work appropriately with parents/guardians and external agencies while prioritizing child safety. 

4. Recognizing possible abuse or neglect 
The Children’s Aid Society of Ottawa describes four main types of child abuse: physical abuse, sexual abuse, 
emotional abuse and neglect. Staff should also be alert to grooming, exploitation/trafficking, family violence, online 
sexual exploitation, coercion and other circumstances that may place a child at risk. A single sign does not prove 
abuse; concerns should be considered in context. 

5. Responding to a disclosure or concern 
1. Listen calmly and allow the child to speak in their own words. 
2. Take the child seriously. Do not express disbelief or blame. 
3. Do not promise secrecy. Explain that you may need to share information with people whose job is to help keep 

them safe. 
4. Do not investigate, interrogate or ask leading questions. Ask only what is necessary to understand what the 

child is communicating. 
5. Do not confront the person alleged to have caused harm. 
6. Consider immediate safety. Call 911 if there is immediate danger or an urgent emergency. 
7. If you have reasonable grounds to suspect a child under 18 is or may be in need of protection, promptly call 

the Children’s Aid Society directly. For Ottawa: CASO 613-747-7800, 24/7.  
8. Inform the ODCS DSL as soon as practicable, unless doing so would delay an external report or create 

additional risk. 
9. Complete the ODCS Safeguarding Concern Report as soon as possible. Record facts, observations and the 

child’s words where possible. 

6. Designated Safeguarding Lead (DSL) 
ODCS appoints a DSL to coordinate the school’s safeguarding system. Their role is to support good practice, not to 
replace any person’s legal duty to report. 

• Maintain and review this policy and related forms. 
• Ensure staff receive induction and regular safeguarding updates. 
• Be available to support staff with concerns and reporting procedures. 
• Maintain confidential safeguarding records and identify patterns of concern. 
• Coordinate ODCS operational responses, including safety measures and appropriate communication. 
• Liaise with CAS, police, parents/guardians or professional bodies where appropriate. 
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• Ensure staff know the alternative reporting route if the concern involves the DSL/Artistic Director. 

7. Child-on-child abuse, bullying and harassment 
ODCS will not dismiss harmful behaviour as “drama”, “banter”, competition or “kids being kids”. Child-on-child 
abuse can include bullying, cyberbullying, physical aggression, discriminatory harassment, sexual harassment, 
unwanted touching, sexual violence, coercion, controlling behaviour, sharing or threatening to share intimate 
images, and retaliation against a student who raises a concern. 

ODCS will respond proportionately and may use supervision, separation, parent/guardian involvement, behaviour 
plans, suspension or termination of enrolment. Where the circumstances create reasonable grounds to suspect a 
child may be in need of protection, staff must follow Ontario reporting requirements. 

8. Staff code of conduct and professional boundaries 
Adults working at ODCS occupy positions of trust and must maintain clear professional boundaries. Teaching 
should be encouraging and appropriately demanding without humiliation, intimidation, sexualization, 
discrimination or degrading treatment. 

8.1 Physical contact in dance education 

ODCS recognizes that appropriate physical contact is a legitimate part of dance education. Teachers may use 
hands-on correction for alignment, placement, partnering, safe technique, injury prevention or another genuine 
teaching purpose. Contact must be professional, necessary and appropriate to the student’s age and the 
exercise. Explain the correction where appropriate, respect a student’s request not to be touched, and use an 
alternative method where reasonably possible. Physical correction must never be sexualized, punitive, 
unnecessarily intimate or for the adult’s gratification. 

8.2 One-to-one teaching and conversations 

• Private lessons and individual coaching should take place in a visible or appropriately observable teaching 
environment wherever practicable. 

• A parent/guardian or ODCS administrator should know when a minor has a private lesson. 
• Avoid unnecessary isolation with a student. 
• Sensitive conversations should occur in an appropriate, observable setting where practicable. 

8.3 Electronic communication and personal social media 

ODCS-related communication should use approved and professional channels and, for younger students, should 
normally include or go through a parent/guardian. Communication with older students about scheduling or 
training must remain professional and dance-related. 

Staff must not use personal social-media accounts to initiate or encourage private social-media relationships or 
communications with students. Staff must not ask or encourage minor students to follow personal accounts or 
communicate through private/direct messaging where an ODCS-approved communication method is available. 

Staff must not establish secret communications, ask a student to conceal contact, use disappearing-message 
features to hide ODCS-related communications, request inappropriate images, or communicate in a sexual, 
romantic, flirtatious or otherwise inappropriate manner with a student. 

Personal phones and devices must not be used to create or retain inappropriate student images or safeguarding 
records. 
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8.4 Photography, Video and Social Media 

Ottawa Dance Centre School recognizes that photographs and video are valuable tools for celebrating student 
achievement, promoting dance education and documenting the work of the School. However, the safeguarding 
and privacy of children must take priority over promotional or personal social-media use. 

IMPORTANT - ODCS MEDIA CONSENT 

Consent given by a parent/guardian to Ottawa Dance Centre School applies to ODCS-authorized use only. It does 
not give individual teachers or staff permission to independently publish, identify or tag a minor student through 
their own personal or professional social-media accounts. 

ODCS Media Consent 

Where a parent or guardian has provided permission for their child to appear in photographs or video, that 
consent is provided to Ottawa Dance Centre School for ODCS-authorized use. 

Permission granted to ODCS does not constitute permission for individual teachers, employees, contractors, 
volunteers or other staff members to photograph, film, publish, independently repost, identify or tag that child 
through their own personal or professional social-media accounts. 

A student's own agreement to being photographed, filmed, posted or tagged does not override this requirement. 

For the purposes of this policy, a personal or professional social-media account includes any account operated 
independently by a staff member, regardless of whether it is used personally, to promote their teaching, to 
promote their dance career, or for another professional purpose. 

Staff must not 

• independently post photographs or videos of ODCS students who are minors, on their own personal or 
professional social-media accounts; 

• upload ODCS class, rehearsal, backstage or performance footage containing identifiable minor students to 
their own accounts; 

• tag or otherwise link an ODCS minor student's personal social-media account; 
• publish a minor student's social-media username or handle; 
• publish a student's full name alongside their photograph or video; 
• identify a student's school, class schedule or other information that could make the child easier to locate or 

contact; 
• encourage students to follow, message or interact with them through personal social-media accounts; 
• use photographs or video obtained through their role at ODCS for their own promotion, portfolio or business 

purposes without specific prior authorization from ODCS and any additional consent ODCS determines is 
required; or 

• assume that because content was created during a class they taught, they have permission to publish it. 

These requirements apply regardless of whether: 

• the student has their own public social-media account; 
• the student follows the teacher; 
• the student asks the teacher to post the content; 
• the student says they are comfortable being tagged; 
• the student is 16 or 17 years old; 
• the student's parent has given ODCS general photo/video permission; or 
• the teacher believes the post is positive, celebratory or professionally beneficial. 
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Why this rule exists 

ODCS media consent applies to ODCS, not automatically to every adult working for ODCS. 

Posting an identifiable child through an individual teacher's account creates an additional distribution of that 
child's image and may create a direct pathway between members of the public and the child's personal online 
profile. 

Tagging a minor is particularly inappropriate because it can allow an unknown viewer to move directly from a 
photograph or video of the child to the child's own social-media account. From there, depending upon the child's 
privacy settings, that person may be able to view further personal information, follow the child or attempt to 
contact them privately. 

ODCS therefore seeks to minimize unnecessary links between images of its students and children's personal online 
identities. This is a safeguarding measure, not simply a branding or social-media rule. 

Example 

The parent of Student A has completed the ODCS media-consent form and has given Ottawa Dance Centre 
School permission to use photographs and video of Student A on ODCS social media. 

Student A's teacher records part of an ODCS class. The teacher later posts photographs and video of Student A to 
the teacher's own dance Instagram account and tags Student A's personal Instagram account. 

THIS IS NOT PERMITTED. 

The parent's consent was given to ODCS. It was not permission for the teacher to distribute images of Student A 
through the teacher's own account. 

Tagging Student A also creates a direct link between an image identifying the child as an ODCS dancer and the 
child's personal social-media profile. An unknown person viewing the teacher's post may therefore be able to 
access Student A's account or attempt to communicate directly with them. 

It does not change the situation if Student A tells the teacher that they are happy to be tagged. The teacher is 
acting in a professional position of trust and must follow ODCS safeguarding requirements. 

The appropriate approach is for authorized content to be published by ODCS through an official ODCS account, 
subject to the student's recorded media permissions. 

Sharing Official ODCS Content 

Staff are welcome to support and celebrate ODCS content through the School's official social-media channels. 
Staff may: 

• share an existing post or story published by an official ODCS account using the platform's sharing function; 
• repost ODCS-published content where the original ODCS source remains identifiable; 
• be tagged by ODCS in appropriate content; and 
• participate as a collaborator on ODCS content where the post originates from or has been expressly 

approved by ODCS. 

Staff must not download or otherwise copy ODCS student content and republish it as a new, independent post on 
their own account unless ODCS has expressly authorized that specific use. 

Where ODCS has chosen not to identify or tag a student, staff must not add that identification themselves. 

ODCS Publication Practices 

When publishing images of minor students, ODCS will take reasonable steps to minimize unnecessary identifying 
information. As a general practice, ODCS will: 
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• avoid publishing students' full names with photographs or video; 
• use student names sparingly; 
• not tag minor students' personal social-media accounts; 
• avoid publishing information that unnecessarily identifies where and when a child can regularly be found; 
• follow the media permissions recorded for each student; and 
• remove or amend content where a safeguarding or privacy concern is identified. 

Taking Photographs and Video 

The fact that a staff member is prohibited from independently posting student content does not necessarily 
prevent authorized photography or filming for legitimate ODCS purposes. Where a teacher takes photographs or 
video for ODCS: 

• there must be a legitimate ODCS purpose; 
• the material must be handled in accordance with student media permissions and ODCS instructions; 
• it should be transferred to ODCS or otherwise managed through an approved process; 
• it must not be retained indefinitely on a personal device; and 
• it must not subsequently be used for the teacher's independent personal or professional purposes. 

Photography or recording is never permitted in changing rooms, washrooms or other areas in which students 
have a reasonable expectation of privacy. 

Breaches 

A breach of this section will be treated as a safeguarding and professional-conduct matter. Depending upon the 
circumstances, ODCS may require: 

• immediate deletion of content; 
• removal of tags, names or identifying information; 
• notification of the student's parent/guardian; 
• documentation of the incident; 
• review by the Designated Safeguarding Lead; 
• further safeguarding measures; 
• disciplinary action; and/or 
• termination of the staff member's engagement with ODCS. 

More serious circumstances may require consideration of external reporting obligations under applicable law or 
ODCS safeguarding procedures. 

8.5 Changing, washrooms and younger children 

Staff must respect privacy. Adults should not enter a changing area while students are changing unless 
supervision, safety or an emergency requires it; warning should be given where practicable. Children capable of 
independent washroom use should be encouraged to do so. If a young child requires assistance, provide only the 
minimum assistance necessary and preserve dignity and privacy. 

8.6 Drop-off, collection and transportation 

Staff should follow ODCS arrival/collection procedures and should not routinely transport an individual minor alone 
in a personal vehicle. Exceptional arrangements should have parent/guardian knowledge and authorization and, 
where practicable, ODCS management awareness. 
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9. Low-level concerns and allegations about adults 
ODCS encourages staff to report conduct by an adult that causes concern even if it does not appear to 
constitute abuse. Examples include repeated unnecessary one-to-one contact, unusual favouritism, excessive 
private messaging, inappropriate jokes, unnecessary touching, comments about a student’s body unrelated to 
legitimate dance instruction, inappropriate gifts, privacy violations or conduct inconsistent with this policy. 

Concerns about an employee, teacher, volunteer or contractor should be reported to the DSL. If the concern 
involves the DSL/Artistic Director, report it to CAS. Internal reporting never replaces a required report to CAS. ODCS 
may implement interim safety or employment measures and seek appropriate legal/professional advice. Staff 
must not conduct their own abuse investigation. 

10. Whistleblowing and non-retaliation 
Staff must feel able to raise poor or unsafe practice. ODCS will not retaliate against a person who raises a genuine 
safeguarding concern in good faith. Concerns that safeguarding procedures are being ignored, that someone is 
discouraging a CAS report, or that an adult’s conduct is unsafe must be raised through the DSL or alternative 
route as appropriate. 

11. Attendance and unexplained absence 
ODCS is an extracurricular dance school, not a compulsory school. Ordinary absence is therefore primarily an 
attendance matter. However, staff should notify the DSL where a sudden or repeated unexplained absence forms 
part of a wider welfare concern, follows a concerning disclosure/incident, or otherwise suggests a student may be 
unsafe. Staff should not investigate a family themselves. 

12. Safer recruitment and screening 
• Use role-appropriate application/interview processes and references. 
• Verify identity and relevant qualifications. 
• Require a Police Vulnerable Sector Check for roles involving regular responsibility for minors where ODCS 

determines it is appropriate, and maintain a renewal/update process. 
• Discuss safeguarding and professional boundaries during recruitment. 
• Require safeguarding induction before or at the commencement of child-facing duties. 
• Recognize that a police check is only one safeguarding measure and does not replace supervision, policy or 

reporting procedures. 

13. Record keeping, confidentiality and information sharing 
ODCS will keep clear, accurate and dated safeguarding records, including the concern, actions and rationale. 
Records should be stored securely and separately from ordinary teaching notes where practicable, with access 
limited to those who need the information for safeguarding, legal or operational purposes. 

Staff must never promise a child absolute confidentiality. Privacy must not be used to prevent or delay a legally 
required child-protection report. When sharing information internally, use a need-to-know approach. Record 
significant decisions about sharing or withholding information and the reason. 

14. Communication with parents/guardians 
ODCS normally seeks constructive communication with parents/guardians. However, staff should not 
automatically contact a parent before seeking appropriate guidance where doing so could increase risk to the 
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child, alert a person who may be involved in the alleged harm, or interfere with a child-protection or police 
response. Where a report is made, staff should follow direction received from CAS/police regarding family 
communication. 

15. Adults (18+) and adult students 
This policy’s professional-boundary and safe-environment standards also support adult students. The CYFSA 
child-protection duty described above is a child-protection mechanism and should not be presented as the 
reporting route for an adult. Concerns involving an adult should be handled according to the circumstances, 
consent, immediate safety, applicable law, police/emergency services where appropriate, and ODCS internal 
procedures. 

16. Staff training and induction 
ODCS will require relevant staff to complete safeguarding induction and receive regular updates. ODCS 
recommends the Canadian Centre for Child Protection’s Commit to Kids training as the core external Canadian 
training for staff who work with children. The full online course is approximately three hours and includes child 
sexual abuse, grooming, disclosures, boundaries, codes of conduct, and organizational policies/procedures. ODCS 
may also use the free foundational module as an interim/refresher resource. 

• Staff receive this policy and the ODCS Safeguarding Concern Report. 
• Staff are told the names/contact details of the DSL. 
• Staff are trained on the personal Ontario duty to report and CASO contact procedure. 
• Staff discuss dance-specific scenarios: physical correction, private lessons, changing, messaging/social 

media, child-on-child concerns and allegations about adults. 
• Staff sign the ODCS annual safeguarding acknowledgement. 

17. Review and availability 
This policy will be reviewed at least annually and sooner following a serious incident or material change in 
law/guidance. A current version will be available to staff and, where appropriate, parents/guardians. 

ODCS safeguarding response 
RECOGNIZE → RESPOND → RECORD → REPORT 
You do not need to prove abuse. You do not investigate. You do not promise secrecy. If Ontario law creates a 
duty to report, the person with the concern reports directly to CAS. 

 

Sources and professional references 
This ODCS policy is adapted from the Royal Academy of Dance Model Safeguarding Policy (2023) as a 
professional dance-sector framework. Ontario law and local child-welfare procedures govern ODCS reporting 
obligations. 

• Ontario Child, Youth and Family Services Act, 2017 (CYFSA), particularly s.125 duty to report. 
• Children’s Aid Society of Ottawa (CASO): Duty to Report and Support; 24/7 child-welfare concerns line 613-747-

7800. 
• Canadian Centre for Child Protection: Commit to Kids program and online training. 
• Royal Academy of Dance: Model Safeguarding Policy 2023 and Model Child Protection Concern Form 2023 

(structural/professional reference; UK statutory terminology replaced where necessary). 
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Important: This policy is an organizational safeguarding document and is not legal advice. ODCS should review it periodically 
and obtain Ontario legal/insurance advice where a specific legal question arises. 
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