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Reporting a Concern  
If any member of staff has a concern of a safeguarding or child protection nature about 
a student, they have a responsibility to share this information and inform a member of 
the safeguarding team.  

Where staff have a concern about a child or Vulnerable adult, they should 
telephone through any safeguarding concerns to a member of the Safeguarding 
team immediately and without delay.  

In line with usual reporting procedures, a Child Protection/Vulnerable Adult concern 
form should be completed; the account must be clear, precise and a factual account 
of observations made. Where relevant, it should include screenshots of online 
conversations.  

A downloadable copy of the concern form is available on SharePoint.  

This form should only be emailed once the member of staff has spoken to a member 
of the Safeguarding team and been directed to do so.  

  
  

Key Safeguarding Contacts  
  

Name  Role  Contact 
details  

Emma Doree  Vice Principal Community Partnerships 07920028361  

Dominique 
Dennemont  

Head of SEND  07500 126435  

Caroline Smart  Head of Student Support 07739 792058  

Bartosz Boho  Head of Youth Engagement and Diversion 07540 717020  

Sabrina Barry  Head of Enrichment and Wellbeing  07702 669777  

Amy Hard  Student Support Manager  07702 669768  

Stephanie Tullberg  Student Support Manager  07920 028385  

Gareth Styles  Head of Foundation Studies –  
West Herts  

07920 089011  

Sam Takis  Head of Hair and Beauty – West Herts  07522 235947  

Nicola Cagier  Vice Principal Facilities 07549 022777  
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Ricardo Costa  Head of Quality  07513 128225 

Kara Dunn Head of Engineering - Barnfield 07739 361598 

Sophie Wilkinson  SEND Manager  07739 792055  

 
General Policy Statement  
West Herts College Group has a statutory duty to ensure that the College functions 
with a view to safeguarding and promoting the welfare of children, young and 
vulnerable people receiving education and training at the College. It recognises its 
role, along with other local services, in facilitating the well-being of children, young and 
vulnerable people while providing a safe environment to learn in.  

Safeguarding and promoting the welfare of children is defined as: protecting children 
from maltreatment; preventing impairment of children’s health or development; 
ensuring that children grow up in circumstances consistent with the provision of safe 
and effective care; and acting to enable all children to have the best outcomes.  

This policy and procedures have been developed in accordance with guidance issued 
by the Department for Education, relevant county Safeguarding Children’s Board and 
other relevant bodies. This policy applies to all staff, governors, and external 
organisations or individuals including contractors working within the college 
environment or on behalf of the West Herts College Group. The word “staff” is used 
for ease of description.  

In order to safeguard and promote the welfare of children and vulnerable adults, West 
Herts College Group will act in accordance with the following legislation and statutory 
guidance:  

• Keeping Children Safe in Education (Sept 2025)  
• Working Together to Safeguard Children (2023)  
• The Safeguarding Vulnerable Groups Act 2006  
• The Care Act 2014  
• Child abuse concerns: guide for practitioners  
• The Children Act 1989  
• The Children Act 2004  
• Education Act 2002 (section 175)  
• The Children and Young Person Act 2008  
• The Children and Young Person Act 2008  
• The Prevent duty  
• Prevent Duty Guidance: Further Education Institutes in England & Wales (April 

2023)  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1181955/Keeping_children_safe_in_education_2023.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1181955/Keeping_children_safe_in_education_2023.pdf
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.legislation.gov.uk/ukpga/2006/47/contents
https://www.legislation.gov.uk/ukpga/2006/47/contents
https://www.legislation.gov.uk/ukpga/2014/23/contents
https://www.legislation.gov.uk/ukpga/2014/23/contents
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.legislation.gov.uk/ukpga/1989/41/contents
https://www.legislation.gov.uk/ukpga/1989/41/contents
https://www.legislation.gov.uk/ukpga/2004/31/contents
https://www.legislation.gov.uk/ukpga/2004/31/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2002/32/section/175
https://www.legislation.gov.uk/ukpga/2002/32/section/175
https://www.legislation.gov.uk/ukpga/2002/32/section/175
https://www.legislation.gov.uk/ukpga/2008/23/contents
https://www.legislation.gov.uk/ukpga/2008/23/contents
https://www.legislation.gov.uk/ukpga/2008/23/contents
https://www.legislation.gov.uk/ukpga/2008/23/contents
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
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• After-school clubs, community activities, and tuition Safeguarding guidance for 
providers  

• Counter Terrorism and Security Act 2015  
• Serious Crime Act 2015  
• Work based learners and the prevent Statutory Duty September 2018  
• Hertfordshire Safeguarding Children Board Inter-agency Child Protection and 

Safeguarding Children Procedures  
• The Procedures of Luton Safeguarding Children Board  
• The Education (Pupil Information) (England) Regulations 2005  
• Female Genital Mutilation Act 2003 (Section 74, Serious Crime Act 2015)  
• Police Act 1997  
• Homelessness Reduction Act (2017)  
• Sexual Offences Act (2003)  
• Children missing education: Statutory guidance for local authorities (August 

24) 
• DfE guidance: Meeting digital and technology standards in schools and 

colleges (March 2023)  
• Information Sharing guidance from the Department of Education  

The College Group will keep its policy and procedures on children and vulnerable adult 
protection under review to take account of any new Government legislation, 
regulations or best practice documents to ensure that staff are kept fully up to date 
with their responsibilities and duties with regard to the safety and well-being of 
children, young people and vulnerable adults.  

West Herts College Group is committed to ensuring that it:  

• Provides a safe environment for all of its students to learn in  
  

• Everybody working in college understands their safeguarding responsibilities 
and has an awareness of safeguarding issues that can put children at risk of 
harm. Behaviours linked to issues such as drug taking and or alcohol misuse, 
unexplainable and or/persistent absences from education and consensual and 
non-consensual sharing of nudes and semi-nudes images and/or videos can be 
signs that children are at risk.  

  
• Identifies children and young or vulnerable people who are suffering, or likely to 

suffer significant harm and are protected from maltreatment. Takes appropriate 
action to help ensure that such children and young or vulnerable people are 
kept safe, both at home, at the College and online.  

  
• Will refer concerns that a child or young or vulnerable person might be at risk of 

significant harm to Children's Services or an appropriate agency.  

https://assets.publishing.service.gov.uk/media/6509558022a783000d43e81f/After-school_clubs__community_activities_and_tuition_safeguarding_guidance_for_providers.pdf
https://assets.publishing.service.gov.uk/media/6509558022a783000d43e81f/After-school_clubs__community_activities_and_tuition_safeguarding_guidance_for_providers.pdf
https://assets.publishing.service.gov.uk/media/6509558022a783000d43e81f/After-school_clubs__community_activities_and_tuition_safeguarding_guidance_for_providers.pdf
https://assets.publishing.service.gov.uk/media/6509558022a783000d43e81f/After-school_clubs__community_activities_and_tuition_safeguarding_guidance_for_providers.pdf
https://assets.publishing.service.gov.uk/media/6509558022a783000d43e81f/After-school_clubs__community_activities_and_tuition_safeguarding_guidance_for_providers.pdf
https://www.gov.uk/government/collections/counter-terrorism-and-security-bill
https://www.gov.uk/government/collections/counter-terrorism-and-security-bill
https://www.legislation.gov.uk/ukpga/2015/9/contents
https://www.legislation.gov.uk/ukpga/2015/9/contents
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/744673/Work_Based_Learners_Guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/744673/Work_Based_Learners_Guidance.pdf
https://hertsscb.proceduresonline.com/
https://hertsscb.proceduresonline.com/
https://hertsscb.proceduresonline.com/
https://hertsscb.proceduresonline.com/
https://hertsscb.proceduresonline.com/
http://lutonlscb.org.uk/about-us/policies-and-procedures/
http://lutonlscb.org.uk/about-us/policies-and-procedures/
https://www.legislation.gov.uk/uksi/2005/1437/contents
https://www.legislation.gov.uk/uksi/2005/1437/contents
https://www.legislation.gov.uk/ukpga/2003/31/contents
https://www.legislation.gov.uk/ukpga/2015/9/section/74
https://www.legislation.gov.uk/ukpga/2015/9/section/74
https://www.legislation.gov.uk/ukpga/2015/9/section/74
https://www.legislation.gov.uk/ukpga/2015/9/contents
https://www.legislation.gov.uk/ukpga/2015/9/contents
https://www.legislation.gov.uk/ukpga/1997/50/contents
https://www.legislation.gov.uk/ukpga/1997/50/contents
https://www.legislation.gov.uk/ukpga/2017/13/contents
https://www.legislation.gov.uk/ukpga/2017/13/contents
https://www.legislation.gov.uk/ukpga/2003/42/contents
https://www.legislation.gov.uk/ukpga/2003/42/contents
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
https://assets.publishing.service.gov.uk/media/66320b06c084007696fca731/Info_sharing_advice_content_May_2024.pdf
https://assets.publishing.service.gov.uk/media/66320b06c084007696fca731/Info_sharing_advice_content_May_2024.pdf
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• Raises awareness of issues relating to the welfare of children and young or 
vulnerable people and the promotion of a safe environment for the children and 
young or vulnerable people learning within the College campuses  

  
• Staff and managers understand the risks posed by adults or young people who 

use the internet to bully, groom or abuse children, young people and vulnerable 
adults and support them in learning how to keep themselves safe.  

  
• Aids the identification of children and young or vulnerable people at risk of 

significant harm and provide procedures for reporting concerns.  
  

• Establish procedures for reporting and dealing with allegations of abuse against 
members of staff. Recruits staff and volunteers safely ensuring all necessary 
checks are made and reviews policies and procedures annually. All Staff and 
Governors will receive safeguarding awareness training and updates.  

  
• Training all staff working with children and young or vulnerable people 

adequately to familiarise them with protection issues and responsibilities and 
the College procedures and policies, attending appropriate refresher training at 
least every year. Annual updates will be carried to include changes to 
government guidelines, local, national, and online Safeguarding trends.  

  
• Has a senior member of the College management team with lead responsibility 

for protection issues they will be supported by a designated safeguarding team.  
  

• All staff should be able to reassure victims that they are being taken seriously 
and that they will be supported and kept safe. A victim should never be given 
the impression that they are creating a problem by reporting abuse, sexual 
violence or sexual harassment. Nor should a victim ever be made to feel 
ashamed for making a report.  

  
Prevent Duty  
Protecting students from the risk of radicalisation is seen as part of College’s wider 
safeguarding duties and is similar in nature to protecting children from other forms of 
harm and abuse. During the process of radicalisation, it is possible to intervene to 
prevent vulnerable people being radicalised.  

• Ensure Prevent awareness training is delivered as an essential part of 
safeguarding training to equip staff to identify students at risk of being drawn 
into terrorism and to challenge extremist ideas.  

• Ensure that students are safe from terrorist and extremist material when 
accessing the internet in College.  
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• Safeguarding team must understand when it is appropriate to make a referral 
to the Channel programme.  

• Have policies and procedures in place for the management of events held on 
their premises. The policies should apply to all staff, students and visitors and 
clearly set out what is required for any event to proceed.  

• Consider carefully external speakers and whether the views being expressed, 
or likely to be expressed, constitute extremist views that risk drawing people 
into terrorism or are shared by terrorist groups.  

• Lettings, Prayer facilities and other quiet spaces are subject to clear 
expectations & oversight.  

• In partnership with local Prevent team carry out a risk assessment which 
assesses where and how students or staff may be at risk of being drawn into 
terrorism.  

Key guidance:  

• The Prevent duty  
• Prevent Duty Guidance: Further Education Institutes in England & Wales  

  
Designated Staff with Responsibility for Safeguarding  
The ultimate responsibility for safeguarding students and staff rests with the highest 
level of management. However, responsibilities are delegated throughout all levels of 
the organisation, identifying individuals with particular responsibilities for safeguarding.  

It is important that everyone is aware of the legal responsibilities and works together 
to maintain high standards with regards to safeguarding. Everyone must know what 
lines of communication and levels of responsibility exist to ensure that all 
Safeguarding, safety, health and environment matters are dealt with efficiently and 
effectively.  

This policy is supported by other policies, procedures and guidelines which have been 
identified as necessary to protect the safety and health of employees, students and 
other people who may attend the College campuses, including safeguarding all who 
learn or work or visit all facilities. It applies to all West Herts College Group employees 
and Students and covers all locations where they learn or work.  

  
  

The Designated Senior Lead (DSL) with responsibility for safeguarding issues relating 
to child protection, vulnerable adults and Prevent Duty is:  

Emma Doree, Vice Principal Community Partnerships – Designated Safeguarding 
Lead at the West Herts College Group.  

https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
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The designated senior person role is responsible for:  
 

• Overseeing the referral of cases of suspected abuse or allegations to the 
relevant investigating agencies  

• Providing advice and support to other staff on issues relating to child and 
young or vulnerable people’s protection  

• Maintaining a proper record of any protection referral, complaint or concern 
(even where that concern does not lead to a referral)  

• Taking a lead responsibility for safeguarding and child protection (including 
online safety and understanding the filtering and monitoring systems and 
processes in place)  

• Ensuring the college adheres to the Mandatory Reporting Duty Section 5B 
of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the 
Serious Crime Act 2015). Statutory duty to report to the police where they 
discover (either through disclosure by the victim or visual evidence) that 
FGM appears to have been carried out on a girl under 18. Statutory 
guidance: Multi-agency statutory guidance on female genital mutilation  

• Ensuring that parents of children and young or vulnerable people within the 
College are aware of the College’s protection policy  

• Ensuring the Principal and Chief Executive and Marketing Directorate are 
briefed of any relevant Safeguarding incident or issues that arise.  

• Liaising with local authorities, Children’s and adult services, Hertfordshire 
Safeguarding Children’s Board (HSCB), Luton Safeguarding Children’s 
Board (LSCB) and other appropriate agencies  

• Liaising with local schools DSL’s if a Safeguarding concern is raised in 
relation to a student (14-16).  

• Liaising with external safeguarding and specialist agencies over suspected 
cases of abuse and contributing to the inter-agency strategy discussions.  

• Providing guidance to parents, students and staff about how to obtain 
suitable support relating to safeguarding issues and how to access the 
policy.  

• Liaising with secondary schools which send students to the College to 
ensure that appropriate arrangements in place for students before they start.  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/573782/FGM_Mandatory_Reporting_-_procedural_information_nov16_FINAL.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/573782/FGM_Mandatory_Reporting_-_procedural_information_nov16_FINAL.pdf
https://www.legislation.gov.uk/ukpga/2003/31/section/5B
https://www.legislation.gov.uk/ukpga/2003/31/section/5B
https://www.legislation.gov.uk/ukpga/2003/31/section/5B
https://www.legislation.gov.uk/ukpga/2003/31
https://www.legislation.gov.uk/ukpga/2003/31
https://www.legislation.gov.uk/ukpga/2003/31
https://www.legislation.gov.uk/ukpga/2015/9/section/74/enacted
https://www.legislation.gov.uk/ukpga/2015/9/section/74/enacted
https://www.legislation.gov.uk/ukpga/2015/9/section/74/enacted
https://www.gov.uk/government/collections/serious-crime-bill
https://www.gov.uk/government/collections/serious-crime-bill
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
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• Liaising with employers and training organisations that receive children or 
young or vulnerable people from the College on long term placements to 
ensure that appropriate safeguards are put in place.  

• Ensuring that staff receive basic training in protection issues and are aware 
of the College protection procedures. An annual report will be taken to the 
governing body of the College setting out how the College has discharged 
its duties. The DSL is responsible for reporting deficiencies in procedure or 
policy identified by the HSCB (or other external agencies) to the governing 
body at the earliest opportunity.  

  
  

Designated Staff Members  
These staff are senior members of the College management team and have a key duty 
to take lead responsibility for raising awareness of issues relating to the welfare of 
children and young or vulnerable people, and the promotion of a safe environment for 
students within the College campuses.  

The DSLs have all received training in child and young or vulnerable learner protection 
issues and inter-agency working, as required by the Hertfordshire Safeguarding 
Children Board HSCB, Luton Safeguarding Children Board and children’s services will 
receive appropriate refresher training and or updates every 2 years. The DSLs should 
keep up to date with developments in all relevant protection issues.  

If the DSL is unavailable, there are other designated Deputy Leads with responsibility 
for safeguarding issues and the wider safeguarding team will provide support as 
necessary.  

  
Name  Role  Contact 

details  
Emma Doree  Vice Principal Community Partnerships  07920 028361  

Sarah Knowles  Deputy Principal & Deputy Safeguarding 
Lead  

07887 624964  

Dominique 
Dennemont  

Head of SEND  07500 126435  

Caroline Smart  Head of Student Support 07739 792058  

Bartosz Boho  Head of Youth Engagement and Diversion  07540 717020  

Sabrina Barry  Head of Student Experience  07702 669777  

Amy Hard  Student Support Manager   07702 669768  
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Stephanie Tullberg  Student Support Manager  07920 028385  

Gareth Styles  Head of Foundation Studies –  
West Herts  

07920 089011  

Sam Takis  Head of Hair and Beauty – West Herts  07522 235947  

Nicola Cagier  Director of Access and Widening Participation  07549 022777  

Ricardo Costa Head of Quality 07513 128225 

Kara Dunn Head of Engineering - Barnfield 07739 361598 

Sophie Wilkinson  SEND Manager  07739 792055  

Laura Dawson  Designated Safeguarding, SEND and Inclusion 
Governor.  

-  

  
  

  
The Safeguarding team staff members:  

• Report to the senior member of staff with lead responsibility  

• Will know how to make an appropriate referral after discussion with DSL or CLG 
member of safeguarding team prior to referral.  

• Will be available to provide advice and support to other staff on issues relating 
to safeguarding.  

• Have particular responsibility to be available to listen to children and young or 
vulnerable people studying at the College.  

• Will deal with individual cases, including attending case conferences and review 
meetings as appropriate.  

• Have received training in child protection issues, Prevent duty and inter-agency 
working, as required by the HSCB, and will receive relevant refresher training 
at least every 2 years.  

  

  

The Governing Body  
The Governing Body is responsible for ensuring there are sufficient measures in place 
to safeguard children and vulnerable adults within the College. A Designated 
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Safeguarding Governor is responsible for liaising with the Principal and Senior Staff 
Members with Lead Responsibility over matters regarding protection, including:  

• Governing body must ensure that they comply with their duties under legislation. 
Ensuring that the College has procedures and policies which are consistent with 
the National and local Safeguarding Board guidance and that they comply with 
all their duties under current legislation. They must also have regard to this 
guidance to ensure that the policies, procedures and training in the college are 
effective and comply with the law at all times.  

  
• Governing bodies should ensure that the college contributes to inter-agency 

working in line with statutory guidance Working Together to Safeguard Children 
2023. Ensuring that the Governing Body considers the College policy on 
protection each year.  

  
• Ensuring that each year the Governing Body is informed of how the College 

audits staff have complied with the policy, and the training that the staff have 
undertaken.  

  
• To assist in these duties, the Designated Governor shall receive appropriate 

training.  
  

• To monitor the college’s performance against this policy and relevant legislation 
the Designated Governor will meet termly with the Senior Staff Member with 
Lead Responsibility, and the meetings will be recorded. In line with the 
procedures set out for staff suspension and disciplinary matters, the Chair, the 
Principal, staff and student governors are not eligible to be nominated as 
Designated Governors.  

  
• Governing bodies should consider how students may be taught about 

safeguarding, including online, through teaching and learning opportunities, as 
part of providing a broad and balanced curriculum. This may include covering 
relevant issues through the Personal Development programme.  

Procedures for dealing with disclosure of abuse and 
reporting concerns  
Safeguarding is everyone’s responsibility; to support staff to understand their 
responsibilities, all staff must read at least Part One of Keeping Children Safe in 
Education, as well as attend and engage with:  

• mandatory induction safeguarding and child protection training (including 
online safety)  

  
• annual safeguarding updates (arranged online and in team meetings).  

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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• safeguarding training renewal, at least every three years.  

If any member of staff has a concern of a safeguarding or child protection nature about 
a student, they have a responsibility to share this information and inform a member of 
the safeguarding team immediately.  

Information should be reported on a Child Protection/Vulnerable Adult concern 
form/referral process. The account must be clear, precise and a factual account of 
observations made.  

Records should include:  

• a clear and comprehensive summary of the concern.  

• details of how the concern was followed up and resolved.  

• a note of any action taken, decisions reached and the outcome.  

The safeguarding team and DSL will then decide whether the concerns require referral 
to any external services/ agencies.  

Depending on the nature of the concern and any other related factors i.e. potential risk 
bail conditions, potential risk to students/staff, the nature of the incident, the suitability 
of their course students may be unable to attend college or take part in college 
activities/ trips and visits. After further investigation/ confirmation of details from other 
external agencies, including police, Youth offending team probation and solicitors.  

Where there is a delay, or a student is unable to access College arrangements will be 
made for them to receive work and have contact with their tutors.  

Dealing with a disclosure  
If a child or young person tells a member of staff about possible abuse the following 
guidance should be followed:  

• Listen carefully to what is being said without displaying shock. Do not interview 
the child or person concerned; listen only asking questions when necessary to 
clarify in order to be sure that you understand what they are telling you.  

• Allow the person to speak freely ensuring you do not put words into the child or 
person’s mouth.  

• Reassure them that by telling you, they have done the right thing. Do not 
promise to keep what they tell you confidential.  

• Reassure victims that they are being taken seriously and that they will be 
supported and kept safe. A victim should never be given the impression that 
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they are creating a problem by reporting abuse, sexual violence, or sexual 
harassment. Nor should a victim ever be made to feel ashamed for making a 
report.  

• Explain to them that you may have to pass the information on to a member of 
the safeguarding team, but that only those that need to know about it will be 
told.  

• Contact a member of the safeguarding team immediately.  

• Complete the Child Protection and Vulnerable Adult concern form found on 
Share Space. Add as much detail as possible using the students’ own words.  

• After discussing the concern with the member of the safeguarding team they 
will arrange for you to pass the concern form on to them either in person or 
electronically.  

• Make a detailed note of the date, time, place, what the child or person said, give 
a full account of your conversation, including anything else that concerns you. 
Staff should not investigate concerns or allegations themselves but should 
report them immediately to the Designated Senior Lead or, a member of the 
Safeguarding team.  

• When appropriate, the Safeguarding team will undertake any required 
discussions and communication with parents and carers. There maybe 
occasions where the safeguarding team is not able to share information with 
parents and carer’s, if doing so could put a child or others at further risk of harm, 
or could compromise effective safeguarding arrangements, including police 
investigations.  

• When a concern is made regarding a student on a Sub-Contractors programme, 
the safeguarding responsibility remains with the college and a member of the 
Safeguarding team will liaise with the relevant sub-contractors.   

 

Safeguarding and Legal Proceedings and Police involvement 

The college is committed to safeguarding the welfare of all students and staff. Where a 

student is subject to legal proceedings, or due to significant safeguarding concerns the 

college will work collaboratively with external agencies to assess any associated risks. 

If there is a concern that the student’s continued presence may compromise the safety 

of others or the college’s ability to manage the circumstances reasonably, the college 

reserves the right to temporarily or permanently remove the student from campus. Any 
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such decision will be made in line with safeguarding protocols and in consultation with 

relevant authorities. 

Where it is assessed that the College can support the young person to access education 

safely, a Risk Management Plan will be put in place. This will include agreed conditions 

and regular meetings with the student’s Head of School to monitor progress and ensure 

continued suitability.  
 

Support for Staff  
If you wish to discuss concerns or issues that might arise from having a student disclose 
a safeguarding concern to you support and advice is available to you from the 
Safeguarding team and Human Resources.  

Abuse and Related Issues of Safeguarding  
The definitions and types of abuse neglect and exploitation detailed are taken from 
Keeping Children Safe in Education Statutory guidance for schools and colleges 
(September 2024):  

Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child or 
vulnerable adult by inflicting harm, or by failing to act to prevent harm. They may be 
abused by an adult or adults or another child or children.  

Physical abuse: a form of abuse which may involve hitting, shaking, throwing, 
poisoning, burning or scalding, drowning, suffocating or otherwise causing physical 
harm. Physical harm may also be caused when a parent or carer fabricates the 
symptoms of, or deliberately induces, illness in a child or vulnerable adult.  

Emotional abuse: the persistent emotional maltreatment of a child or vulnerable adult 
such as to cause severe and adverse effects on their emotional development. It may 
involve conveying to a child that they are worthless or unloved, inadequate, or valued 
only insofar as they meet the needs of another person. It may include not giving them 
opportunities to express their views, deliberately silencing them or ‘making fun’ of what 
they say or how they communicate. It may feature age or developmentally 
inappropriate expectations being imposed on them. These may include interactions 
that are beyond their developmental capability as well as overprotection and limitation 
of exploration and learning or preventing them participating in normal social 
interaction. It may involve seeing or hearing the ill-treatment of another. It may involve 
serious bullying (including cyberbullying), causing them frequently to feel frightened or 
in danger, or the exploitation or corruption of children. Some level of emotional abuse 
is involved in all types of maltreatment of a child or vulnerable adult, although it may 
occur alone.  
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Sexual abuse: involves forcing or enticing a child, young person or vulnerable adult 
to take part in sexual activities, not necessarily involving a high level of violence, 
whether or not they are aware of what is happening. The activities may involve physical 
contact, including assault by penetration (for example rape or oral sex) or non- 
penetrative acts such as masturbation, kissing, rubbing and touching outside of 
clothing. They may also include non-contact activities, such as involving children or 
vulnerable adults in looking at, or in the production of, sexual images, watching sexual 
activities, encouraging children or a vulnerable adult to behave in sexually 
inappropriate ways, or grooming a child, young person or vulnerable adult in 
preparation for abuse (including via the internet). Sexual abuse is not solely 
perpetrated by adult males. Women can also commit acts of sexual abuse, as can 
other children.  

Neglect: the persistent failure to meet a child or vulnerable adult’s basic physical 
and/or psychological need, likely to result in the serious impairment of their health or 
development.  

Neglect may occur during pregnancy as a result of maternal substance abuse. Once 
a child is born, neglect may involve a parent or carer failing to: provide adequate food, 
clothing and shelter (including exclusion from home or abandonment); protect a child 
or vulnerable adult from physical and emotional harm or danger; ensure adequate 
supervision (including the use of inadequate caregivers); or ensure access to 
appropriate medical care or treatment. It may also include neglect of, or 
unresponsiveness to, a child’s basic emotional needs.  

There are a number of other specific safeguarding issues and types of abuse, some 
of which are listed below. If staff need support or are in any doubt, they should seek 
guidance from the DSL.  

Mental Health  

All staff should be aware that mental health problems can, in some cases, be an 
indicator that a child or young person has suffered or is at risk of suffering abuse, 
neglect or exploitation.  

Only appropriately trained professionals should attempt to make a diagnosis of a 
mental health problem. Staff, however, are well placed to observe and identify those 
whose behaviour suggests that they may be experiencing a mental health problem or 
be at risk of developing one. It is important to refer any concerns through to student 
support teams to ensure early intervention/support is put in place.  

If staff have a mental health concern about a young person that is also a safeguarding 
concern, immediate action should be taken, following the usual Safeguarding reporting 
procedures and speak to the designated safeguarding lead or a deputy.  
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Modern Slavery and the National Referral Mechanism (NRM)  

Modern slavery encompasses human trafficking and slavery, servitude and forced or 
compulsory labour. Exploitation can take many forms, including sexual exploitation, 
forced labour, slavery, servitude, forced criminality and the removal of organs. Further 
information on the signs that someone may be a victim of modern slavery, the support 
available to victims and how to refer them to the NRM is available in Statutory 
Guidance. Modern slavery: how to identify and support victims - GOV.UK  

Online Safety  

The use of technology has become a significant component of many safeguarding 
issues. Child sexual exploitation; radicalisation; sexual predation: technology often 
provides the platform that facilitates harm.  

It is the College’s responsibility to protect and educate students in their use of 
technology and establishes mechanisms to identify, intervene in, and escalate any 
incident where appropriate.  

The College utilises web filtering and monitoring systems to support online safety, 
which is informed in part, by the Prevent Duty risk assessment.  

The breadth of issues classified within online safety is considerable, but can be 
categorised into three areas of risk:  

• content: being exposed to illegal, inappropriate or harmful material; for 
example, pornography, fake news, racist or radical and extremist views; being 
exposed to illegal, inappropriate, or harmful content, for example: pornography, 
racism, misogyny, self-harm, suicide, antisemitism, radicalisation, extremism, 
misinformation, disinformation (including fake news) and conspiracy theories. 

• contact: being subjected to harmful online interaction with other users; for 
example: peer to peer pressure, commercial advertising and adults posing as 
children or young adults with the intention to groom or exploit them for sexual, 
criminal, financial or other purposes. 

• conduct: online behaviour that increases the likelihood of, or causes, harm; for 
example, making, sending and receiving explicit images (e.g. consensual and 
non-consensual sharing of nudes and semi-nudes and/or pornography, sharing 
other explicit images and online bullying, and 

• commerce: risks such as online gambling, inappropriate advertising, phishing 
and or financial scams. If you feel your pupils, students or staff are at risk, please 
report it to the Anti-Phishing Working Group (https://apwg.org/). 

When a concern is raised by a member of staff or through IT systems (such as via. 
web filtering and monitoring) the Safeguarding team work with Technical services to 
establish details and a record of anything that has been searched. Appropriate action 
is then taken either informing parents or external services including the Police, 
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National crime agency and students could be managed through managing student 
behaviour process where required.  

Child sexual exploitation is a form of child sexual abuse. It occurs where an 
individual or group takes advantage of an imbalance of power to coerce, manipulate 
or deceive a child or young person under the age of 18 into sexual activity (a) in 
exchange for something the victim needs or wants, and/or (b) for the financial 
advantage or increased status of the perpetrator or facilitator. The victim may have 
been sexually exploited even if the sexual activity appears consensual.  

Child sexual exploitation does not always involve physical contact; it can also occur 
through the use of technology.  

Like all forms of child sex abuse, child sexual exploitation:  

• can affect any child or young person (male or female) under the age of 18 years, 
including 16- and 17-year-olds who can legally consent to have sex;  

• can still be abuse even if the sexual activity appears consensual;  
• can include both contact (penetrative and non-penetrative acts) and non- 

contact sexual activity;  
• can take place in person or via technology, or a combination of both;  
• can involve force and/or enticement-based methods of compliance and may, or 

may not, be accompanied by violence or threats of violence;  
• may occur without the child or young person’s immediate knowledge (e.g. 

through others copying videos or images they have created and posted on 
social media);  

• can be perpetrated by individuals or groups, males or females, and children or 
adults. The abuse can be a one-off occurrence or a series of incidents over time, 
and range from opportunistic to complex organised abuse; and  

• is typified by some form of power imbalance in favour of those perpetrating the 
abuse. Whilst age may be the most obvious, this power imbalance can also be 
due to a range of other factors including gender, sexual identity, cognitive ability, 
physical strength, status, and access to economic or other resources.  

Some of the following signs may be indicators of child sexual exploitation:  

• children who appear with unexplained gifts or new possessions;  
• children who associate with other young people involved in exploitation;  
• children who have older boyfriends or girlfriends;  
• children who suffer from sexually transmitted infections or become pregnant;  
• children who suffer from changes in emotional well-being;  
• children who misuse drugs and alcohol;  
• children who go missing for periods of time or regularly come home late; and 

children who regularly miss school or education or do not take part in education.  
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Child Criminal Exploitation and County Lines  

Child Criminal Exploitation of children is a form of abuse where an individual or group 
takes advantage of an imbalance in power to coerce, manipulate or deceive a child 
into taking part in criminal activity. Some specific forms of CCE can include children 
being forced or manipulated into transporting drugs or money through county lines, 
working in cannabis factories, shoplifting or pickpocketing. They can also be forced or 
manipulated into committing vehicle crime or threatening/committing serious violence 
to others.  

It is important to note that the experience of girls who are criminally exploited can be 
very different to that of boys. The indicators may not be the same, however 
professionals should be aware that girls are at risk of criminal exploitation too. It is also 
important to note that both boys and girls being criminally exploited may be at higher 
risk of sexual exploitation.  

Key to identifying potential involvement in CCE are missing episodes, when the victim 
may have been trafficked for the purpose of transporting drugs and a referral to the 
National Referral Mechanism should be considered. Like other forms of abuse and 
exploitation, county lines exploitation:  

• can affect any child or young person (male or female) under the age of 18 years;  
• can affect any vulnerable adult over the age of 18years;  
• can still be exploitation even if the activity appears consensual;  
• can involve force and/or enticement-based methods of compliance and is often 

accompanied by violence or threats of violence;  
• can be perpetrated by individuals or groups, males or females, and young 

people or adults;  
• is typified by some form of power imbalance in favour of those perpetrating the 

exploitation. Whilst age may be the most obvious, this power imbalance can 
also be due to a range of other factors including gender, cognitive ability, 
physical strength, status, and access to economic or other resources.  

Children who are absent from education  

Children being absent from education for prolonged periods and/or on repeat 
occasions can act as a vital warning sign to a range of safeguarding issues including 
neglect, child sexual and child criminal exploitation - particularly county lines. It is 
important the school or college’s response to persistently absent pupils and children 
missing education supports identifying such abuse, and in the case of absent pupils, 
helps prevent the risk of them becoming a child missing education in the future. This 
includes when problems are first emerging but also where children are already known 
to local authority children’s social care and need a social worker (such as a child who 
is a child in need or who has a child protection plan, or is a looked after child), where 
being absent from education may increase known safeguarding risks within the family 
or in the community.  
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All staff should be aware that children going missing, particularly repeatedly, can act 
as a vital warning sign of a range of safeguarding possibilities.  

This may include:  

• abuse and neglect, which may include:  
• sexual abuse or exploitation and can also be a sign of child criminal exploitation 

including involvement in county lines.  

It may indicate also:  

• mental health problems,  
• risk of substance abuse,  
• risk of travelling to conflict zones, • risk of female genital mutilation or  
• risk of forced marriage.  

Early intervention is necessary to identify the existence of any underlying 
safeguarding risk and to help prevent the risks of a child going missing in future.  

Safeguarding adults:  

Safeguarding adults is also integral to complying with legislation, regulations. this 
applies to anyone over 18 who may be in need of community care services by reason 
of mental or other disability, age or illness; and who is or may be unable to take care 
of themselves, or unable to protect him or herself against significant harm or 
exploitation.  

  

  
Domestic abuse  

The cross-government definition of domestic violence and abuse is:  

Domestic abuse can encompass a wide range of behaviours and may be a single 
incident or a pattern of incidents. That abuse can be, but is not limited to, 
psychological, physical, sexual, financial or emotional. Children can be victims of 
domestic abuse. They may see, hear, or experience the effects of abuse at home 
and/or suffer domestic abuse in their own intimate relationships (teenage relationship 
abuse). All of which can have a detrimental and long-term impact on their health, well- 
being, development, and ability to learn.  

Exposure to domestic abuse and/or violence can have a serious, long lasting 
emotional and psychological impact on children. In some cases, a child may blame 
themselves for the abuse or may have had to leave the family home as a result.  

Domestic abuse affecting young people can also occur within their personal 
relationships, as well as in the context of their home life.  
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Financial or material abuse  

Including theft, fraud, exploitation, coercion in relation to an adult’s financial affairs or 
arrangements, including in connection with wills, property, inheritance or financial 
transactions, or the misuse or misappropriation of property, possessions or benefits.  

Female Genital mutilation (FGM) is a criminal offence – it is child abuse and a form 
of violence against women and girls. Female genital mutilation comprises all 
procedures involving the partial or total removal of the female external genitalia or 
other injury to the female genital organs for non- medical reasons. There are many 
health risks associated with FGM both immediate and longer term, including mental 
health problems, difficulties in childbirth, causing danger to the child and mother; 
and/or death.  

Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the 
Serious Crime Act 2015) places a statutory duty upon teachers, to report to the police 
where they discover (either through disclosure by the victim or visual evidence) that 
FGM appears to have been carried out on a girl under 18. Under Keeping Children 
Safe in Education (2016) staff must personally report to the police cases where they 
discover that an act of FGM appears to have been carried out.  

Forced marriage is a criminal offense in England and Wales. A forced marriage is one 
entered into without the full and free consent of one or both parties and where violence, 
threats or any other form of coercion is used to cause a person to enter into a marriage. 
Threats can be physical or emotional and psychological. A lack of full and free consent 
can be where a person does not consent or where they cannot consent (if they have 
learning disabilities, for example). Nevertheless, some communities use religion and 
culture as a way to coerce a person into marriage.  

In addition, since February 2023 it has also been a crime to carry out any conduct 
whose purpose is to cause a child to marry before their eighteenth birthday, even if 
violence, threats or another form of coercion are not used. As with the existing forced 
marriage law, this applies to non-binding, unofficial ‘marriages’ as well as legal 
marriages.  

Homelessness  

Being homeless or being at risk of becoming homeless presents a real risk to a child’s 
welfare. The safeguarding team are aware of contact details and referral routes into 
the Local Housing Authority so they can raise/progress concerns at the earliest 
opportunity. Indicators that a family may be at risk of homelessness include household 
debt, rent arrears, domestic abuse and anti-social behaviour, as well as the family 
being asked to leave a property. Whilst referrals and or discussion with the Local 
Housing Authority should be progressed as appropriate, this does not, and should not, 
replace a referral into children’s social care where a child has been harmed or is at 
risk of harm.  



  

  19  

The Homelessness Reduction Act 2017 places a new legal duty on English councils 
so that everyone who is homeless or at risk of homelessness will have access to 
meaningful help including an assessment of their needs and circumstances, the 
development of a personalised housing plan, and work to help them retain their 
accommodation or find a new place to live. The following factsheets usefully 
summarise the new duties: Homeless Reduction Act Factsheets. The new duties shift 
focus to early intervention and encourage those at risk to seek support as soon as 
possible before they are facing a homelessness crisis.  

Most College staff will be considering homelessness in the context of children who live 
with their families, and intervention will be on that basis. However, it should also be 
recognised in some cases 16- and 17-year-olds could be living independently from 
their parents or guardians, for example through their exclusion from the family home, 
and will require a different level of intervention and support. Children’s services will be 
the lead agency for these young people and the designated safeguarding lead (or a 
deputy) should ensure appropriate referrals are made based on the child’s 
circumstances. The department and the Ministry of Housing, Communities and Local 
Government have published joint statutory guidance on the provision of 
accommodation for 16 and 17 year olds who may be homeless and/ or require 
accommodation: here.  

So Called ‘Honour’ based Abuse encompasses crimes which have been committed 
to protect or defend the honour of the family and/or the community, including Female 
Genital Mutilation (FGM), forced marriage, and practices such as breast ironing. All 
forms are abuse (regardless of the motivation) and should be handled and escalated 
as such. If in any doubt, staff should speak to the designated safeguarding lead. It can 
be distinguished from other forms of abuse, as it is often committed with some degree 
of approval and/or collusion from family and/ community members.  

Child on child abuse (previously Peer on Peer)  

Children can abuse other children. This is generally referred to as child-on-child, or 
peer-on-peer abuse and can take many forms. This can include (but is not limited to) 
bullying (including cyberbullying); sexual violence and sexual harassment; abuse in 
intimate personal relationships, physical abuse such as hitting, kicking, shaking, biting, 
hair pulling, or otherwise causing physical harm; sexting and initiating/hazing type 
violence and rituals.  

Sexual violence and Abuse  

Sexual violence and sexual harassment can occur between two children of any age 
and sex. It can also occur through a group of children sexually assaulting or sexually 
harassing a single child or group of children. Children who are victims of sexual 
violence and sexual harassment will likely find the experience stressful and 
distressing. This will, in all likelihood, adversely affect their educational attainment. 
Sexual violence and sexual harassment exist on a continuum and may overlap, they 

https://www.legislation.gov.uk/ukpga/2017/13/contents
https://www.legislation.gov.uk/ukpga/2017/13/contents
https://www.legislation.gov.uk/ukpga/2017/13/contents
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
https://www.gov.uk/government/publications/provision-of-accommodation-for-16-and-17-year-olds-who-may-be-homeless-and-or-require-accommodation
https://www.gov.uk/government/publications/provision-of-accommodation-for-16-and-17-year-olds-who-may-be-homeless-and-or-require-accommodation
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets


  

  20  

can occur online and offline (both physical and verbal) and are never acceptable. It is 
important that all victims are taken seriously and offered appropriate support and that 
they are given as much control as reasonably possible to any decisions regarding how 
any investigations progress. The College have a duty to report any instances of sexual 
violence or assault on an under 18 to the police and or Next of Kin where appropriate. 
All student will be supported to access support and help from external agencies. All 
instances of Sexual violence, assault or Harassment are reported to the DSL.  

Staff should be aware of the importance of:  

• making clear that sexual violence and sexual harassment is not acceptable, will 
never be tolerated and is not an inevitable part of growing up;  

• not tolerating or dismissing sexual violence or sexual harassment as “banter”, 
“part of growing up”, “just having a laugh” or “boys being boys”;  

• challenging behaviours (potentially criminal in nature), such as grabbing 
bottoms, breasts and genitalia, flicking bras and lifting up skirts. Dismissing or 
tolerating such behaviours risks normalising them.  

• Whilst any report of sexual violence or sexual harassment should be taken 
seriously, staff should be aware it is more likely that girls will be the victims of 
sexual violence and sexual harassment and more likely it will be perpetrated by 
boys.  

• Important context to be aware of, including; what is consent, power imbalances, 
and developmental stages,  

• Harmful sexual behaviour (HSB), including that a child displaying HSB may be 
an indication that they are a victim of abuse themselves  

When referring to sexual violence we are referring to sexual offences under the Sexual 
Offences Act 2003 as described below:  

Rape: A person (A) commits an offence of rape if: he intentionally penetrates the 
vagina, anus or mouth of another person (B) with his penis, B does not consent to the 
penetration and A does not reasonably believe that B consents.  

Assault by Penetration: A person (A) commits an offence if: s/he intentionally 
penetrates the vagina or anus of another person (B) with a part of her/his body or 
anything else, the penetration is sexual, B does not consent to the penetration and A 
does not reasonably believe that B consents.  

Sexual Assault: A person (A) commits an offence of sexual assault if: s/he intentionally 
touches another person (B), the touching is sexual, B does not consent to the touching 
and A does not reasonably believe that B consents.  

What is consent?  

Consent is about having the freedom and capacity to choose. Consent to sexual 
activity may be given to one sort of sexual activity but not another, e.g.to vaginal but 
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not anal sex or penetration with conditions, such as wearing a condom. Consent can 
be withdrawn at any time during sexual activity and each time activity occurs.  

Someone consents to vaginal, anal or oral penetration only if s/he agrees by choice to 
that penetration and has the freedom and capacity to make that choice.  

Sexual harassment  

When referring to sexual harassment we mean ‘unwanted conduct of a sexual nature’ 
that can occur online and offline. When we reference sexual harassment, we do so in 
the context of child on child sexual harassment. Sexual harassment is likely to: violate 
a child’s dignity, and/or make them feel intimidated, degraded or humiliated and/or 
create a hostile, offensive or sexualised environment.  

Whilst not intended to be an exhaustive list, sexual harassment can include:  

• sexual comments, such as: telling sexual stories, making lewd comments, 
making sexual remarks about clothes and appearance and calling someone 
sexualised names;  

• sexual “jokes” or taunting;  
• physical behaviour, such as: deliberately brushing against someone, interfering 

with someone’s clothes (schools and colleges should be considering when any 
of this crosses a line into sexual violence – it is important to talk to and consider 
the experience of the victim) and displaying pictures, photos or drawings of a 
sexual nature;  

• online sexual harassment. This may be standalone, or part of a wider pattern of 
sexual harassment and/or sexual violence.  

It may include:  

• non-consensual sharing of sexual images and videos;  
• sexualised online bullying;  
• unwanted sexual comments and messages, including, on social media;  
• sexual exploitation; coercion and threats  

Expert and professional organisations are best placed to provide up-to-date guidance 
and practical support on specific safeguarding issues. The Colleges and all staff can 
access broad government guidance on the issues listed via the www.gov.uk website, 
Keeping Children safe in Education guidance.   

  

Receiving an Allegation / Concern about a member of staff 
including agency staff, volunteers and contractors or an 
organisation using College premises  
The two levels of allegation/concern:  

• Allegations that may meet the harms threshold.  

http://www.gov.uk/
http://www.gov.uk/
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• Allegation/concerns that do not meet the harms threshold – referred to for the 
purposes of this guidance as ‘low level concerns’  

A safeguarding allegation is any information which indicates that a member of staff may 
have:  

• Behaved in a way that has or may have harmed a child or vulnerable adult  
• Possibly committed a criminal offence against/related to a child/ vulnerable 

adult  
• Behaved towards a child or children in a way which indicates they would pose 

a risk of harm if they work regularly or closely with children and vulnerable 
adults.  

• Behaved or may have behaved in a way that indicates they may not be suitable 
to work with children.  

Any member of staff who receives an allegation of a safeguarding nature about another 
member of staff should follow the procedures for dealing with a concern and then 
report the concern immediately to the Designated Senior Person for safeguarding or 
in their absence the Deputy Principal.  

Concerns that do not meet the harm threshold A staff member may have acted in a 
way that:  

• Is inconsistent with the staff code of conduct, including inappropriate conduct 
outside of work;  

• Does not meet the allegations threshold or is otherwise not considered serious 
enough to consider a referral to the LADO.  

Examples of such behaviour could include, but are not limited to:  

• being over friendly with a student or group of students;  
• having favourites;  
• taking photographs of students on their personal mobile phone;  
• engaging with a student on a one-to-one basis in a secluded area or behind a 

closed door;  
• using inappropriate, intimidating, or offensive language. 

  

Responsibilities of Human Resources and Designated 
Senior Person with regards to Allegations of Abuse 
against Members of Staff.  
The College recognises that an allegation of abuse made against a member of staff 
may be made for a variety of reasons and that the facts of the allegation may or may 
not be true. It is imperative that those dealing with an allegation maintain an open mind, 
and that investigations are thorough and dealt with quickly, in a fair and consistent way 
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that provides effective protection for the child and at the same time supports the person 
who is the subject of the allegation.  

The College has a duty of care to their employees and will provide effective support 
for anyone facing an allegation and provide the employee with a named contact if they 
are suspended.  

In the event an allegation of a safeguarding nature is made against a member of staff 
it must be reported immediately to the Designated Senior Person for Safeguarding 
who will seek the advice of the Deputy Principal/ Barnfield Principal.  

Any necessary disciplinary action or investigation will be conducted in accordance with 
the existing staff disciplinary procedures.  

The Designated Senior Person and Deputy Principal will notify the Principal unless the 
Principal is the person against whom the allegation is made. In which case the report, 
should be made to the Senior staff member with Lead Responsibility for safeguarding 
who will take appropriate advice and inform the Chair of Corporation where/when 
necessary.  

Initial Assessment to be carried out by the Designated Senior Person  

The Designated Senior Person should make an initial assessment of the allegation, 
consulting with the Deputy Principal/ Barnfield Principal and Human Resources. 
Where the allegation is considered to be either a potential criminal act or indicates that 
the child or person has suffered, is suffering or is likely to suffer significant harm, the 
matter should be reported within 24 hours to the HSCB, Local Authority Designated 
Officer (LADO) or other appropriate supporting agencies where appropriate.  

Obtain written details of the allegation from the person who received it, ensuring they 
are signed and dated. The written details should be countersigned and dated by the 
Principal (or designated person). Record information about times, dates, locations and 
names of potential witnesses.  

It is important that the designated senior person does not investigate the allegation. 
The initial assessment should be on the basis of the information received and is to be 
used to support the decision whether or not the allegation warrants further 
investigation.  

Enquiries and Investigations with regards to staff  

Child or young or vulnerable adult protection enquiries by social services or the police 
are not to be confused with internal, disciplinary enquiries by the College. The College 
may be able to use the outcome of external agency enquiries as part of its own 
procedures. The child protection agencies, including the police, have no power to 
direct the College to act in a particular way; however, the College should assist the 
agencies with their enquiries.  



  

  24  

The College shall hold in abeyance its own internal enquiries while the formal police 
or social services investigations proceed; to do otherwise may prejudice the 
investigation. Any internal enquiries will conform with the existing staff disciplinary 
procedures.  

Where an allegation of a safeguarding nature has been made against a member of 
staff, the Deputy Principal, Human Recourses’ and Designated Senior Person will 
oversee the investigation jointly and at the conclusion of the investigation or any 
disciplinary action, consider whether there are any matters arising from it that could 
lead to the improvement of the College’s procedures/ policies and if there are any 
matters arising which should be drawn to the attention of the HSCB.  

If there is an investigation by an external agency, for example the police, the 
Designated Senior Person should normally be involved in, and contribute to, the inter- 
agency strategy discussions.  

The Designated Senior Person is responsible for ensuring that the College gives every 
assistance with the agency’s enquiries. He/she will ensure that appropriate 
confidentiality is maintained in connection with the enquiries, in the interests of the 
member of staff about whom the allegation is made. Designated person or Deputy 
Principal shall advise the member of staff that he/she should consult with a 
representative, for example, a trade union.  

Subject to any conditions set by the police or other investigating agency, the 
designated person will:  

• Inform the child/person or parent/carer alleging that the investigation is taking 
place and what the likely process will involve.  

• Ensure that the parents/carers of a child/vulnerable adult making the allegation 
have been informed that the allegation has been made and what the likely 
process will involve.  

• Inform the member of staff against whom the allegation was made of the fact 
that the investigation is taking place and what the likely process will involve.  

• Where appropriate inform the Chair of Governors and/or a designated governor 
of the outcome of the investigation.  

• Keep a written record of the action taken in connection with the allegation. 
Follow latest advice/ Guidance from the Department of Education regarding 
managing allegations of abuse against teachers and other staff.  

  
If the College receives an allegation relating to an incident that happened when an 
individual or organisation was using their school premises for the purposes of running 
activities for children (for example community groups, sports associations or service 
providers that run extra-curricular activities). As with any safeguarding allegation, 
schools should follow their safeguarding policies and procedures, including informing 
the LADO.  
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Monitoring Effectiveness  
Where a child protection/ safeguarding allegation has been made against a member 
of staff, the Deputy Principal/ Principal together with the senior staff member with lead 
responsibility should, at the conclusion of the investigation and any disciplinary 
procedures, consider whether there are any matters arising from it that could lead to 
the improvement of the College’s procedures and/or policies and/or which should be 
drawn to the attention of the HSCB. Consideration should also be given to the training 
needs of staff.   

  

Related Policies and Procedures  
• Safeguarding Managing incidents and emergency service procedures.  
• Criminal Convictions Procedure Recruitment and Safer Recruitment Policy Staff 

Code of Conduct  
• Staff Disciplinary Policy and Procedure  
• Managing Student Behaviour Policy and Procedure  

  
  

Safeguarding Policy Review  
Reviewed and approved by Corporation, June 2007  

Amended March 2009  
Reviewed and approved by Corporation, May 2009  

Reviewed and approved by Corporation, January 2010  
Reviewed and approved by Corporation, March 2011  

Reviewed and approved by Corporation, July 2012  
Reviewed and approved by Corporation, November 2013  

Reviewed and approved by Corporation, October 2014  
Reviewed and approved by Corporation, October 2015  

Reviewed and approved by Corporation, October 2016  
Reviewed and approved by Corporation, November 2017  

Reviewed and approved by Corporation, June 2019  
Reviewed and approved by Corporation, June 2018  

Reviewed and approved by Corporation, April 2019  
Amended October 2019  

Amended to include Covid-19 Addendum, April 2020  
Amended to updated Deputy Safeguarding Lead in the Nursery, May 2020  
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Amended to include further Covid-19 updates, and reviewed and approved by Corporation, October 
2020  
Updated August 2022  

Reviewed and approved by Corporation, November 2022  
Updated September 2023  

Updated and approved by Corporation October 23.  
  
Reviewed and approved by the Corporation October 2024  

Reviewed and approved by the Corporation October 2025 
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