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Safeguarding Policy 
 
 
1.0 POLICY STATEMENT 
 
The College recognises that learners have a fundamental right to be protected from harm and 
that they should be given the opportunity to gain the maximum benefit possible from high quality 
education and training opportunities.     
 
The College acknowledges its duties and responsibilities to safeguard and promote the welfare 
of children and adults at risk. It has a statutory and moral duty to exercise its functions with a 
view to safeguarding and promoting the welfare of children and adults at risk receiving education 
and training at the College  
 
The College is committed to working with relevant organisations, to take all reasonably 
practicable steps, to ensure that the legal and pastoral duties owed to learners in respect of 
child and adults at risk protection are discharged in accordance with current legislation, relevant 
professional guidance and best practice. 
 
The College shares an objective with all Local Authorities, Police and stakeholders in the 
education service to help keep children and adults at risk safe by contributing to the creation of 
a safe learning environment; identifying where there are safeguarding concerns and acting to 
address them with other agencies.  
 
This Policy will be subject to an informal review every year by the Safeguarding Committee and 
a formal review every two years by the College Corporation unless changes are required to be 
approved following annual review by the Safeguarding Committee. 
 
 
2.0 PURPOSE AND SCOPE 
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Section 175 of the Education Act 2002 (which came into force June 2004) requires Local 
Authorities and governing bodies of Further Education Colleges (and schools) to make 
arrangements to ensure that their functions are carried out with a view to safeguarding the 
welfare of children. They must take note of any guidance issued by the Secretary of State in 
considering what arrangements they need to make. 
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Bullying and Harassment: 
 
The College should be aware of and where appropriate this Policy should be read in 
conjunction with the College’s Anti-Bullying Policy. Staff should be aware that bullying 
and harassment can be viewed as another category of abuse that can also feature other 
elements of any of the above six main categories of abuse, e.g. it may involve bullying 
by isolation or making children or adults at risk feel excluded from social or educational 
groups. 

 
All staff should be aware of the indicators that give rise to suspicion of abuse and in the event 
of concerns or suspicions of child or adults at risk abuse arising, safeguarding procedures should 
be implemented without delay. 
 
 
6.0 RECOGNISING SUSPECTED ABUSE 

 
Suspected abuse may be identified through visual/observation.  For example, bruises, 
lacerations and burns may be apparent, indicating physical abuse.  Possible indicators of physical 
neglect include inadequate clothing, poor growth, hunger or apparently deficient nutrition and 
indication of emotional abuse can include excessive dependence or attention seeking. 
 
Sexual abuse may be exhibited by physical signs/injuries, or by reason of substantial/significant 
behavioural change including precocity or withdrawal.     
 
This list is not exhaustive and evidence of one or more of the factors listed above can do no 
more than give rise to suspicion of abuse and are not evidence of abuse in themselves.  However, 
if there are concerns about the welfare of a child or adults at risk for any reason, staff must act.    
 
A child or adult at risk may specifically indicate that he or she had been abused.  Equally, another 
person may indicate that a child or adult at risk has been abused. 
 
When dealing with a young person or adult at risk with special educational needs, advice must 
be sought from the campus ALN Assessors, or College ALN Leader before proceeding.  
 
If a member of staff has significant concerns about a child or adult at risk but does not consider 
that there is abuse or a risk of immediate harm, the member of staff should: 
 
1. Speak to the campus Head of Learner Services who will consider whether the concerns about 

the child or adult at risk should be formally registered by the College; and 
 
2. If the Head of Learner Services and the member of staff consider it appropriate, talk to the 

child or adult at risk about the concerns. 
 
 
7.0 CONFIDENTIALITY AND DISCLOSURE 
 
Clear boundaries of confidentiality will be communicated though not all information is 
confidential. Confidential information is information of some sensitivity, which is not already 
lawfully in the public domain or readily available from another public source, and which has 
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The duty of confidentiality owed to children and adults at risk is not absolute and confidential 
information can and should be disclosed in order to protect the child or adults at risk or another 
individual child or adult at risk from harm.   
 
Confidence is only breached where the sharing of confidential information is not authorised by 
the person who provided it or to whom it relates. If the information was provided on the 
understanding that it would be shared with a limited range of people or for limited purposes, 
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8.0 PROCEDURE FOR HANDLING ALLEGED INCIDENTS OF CHILD OR ADULTS AT RISK ABUSE 
 
8.1 Identifying an alleged safeguarding incident 
 
If a child or adult at risk discloses abuse or if abuse is suspected staff should: 
 

• Listen carefully and stay calm 
• Allow the child or adult at risk to provide an uninterrupted account of their concerns. If 

you need to ask questions for clarification, question normally and without pressure in 
order to be sure that what the child or adult at risk is saying is fully understood so that 
you can ensure that you make an accurate record. 

• Note the main points carefully, be factual and use the child’s or adult at risk’s own words. 
• Make a detailed note of: 

 
o Dates 
o Times/places where the alleged abuse happened 
o What the child or adults at risk said and did 
o Any questions you ask and the child or adult at risk reply 
o Observations of any injuries 
o Your name and the name of any other people present and the date, time and location 

of the meeting 
 
Inform the child or adult at risk that the College has a legal obligation to report instances of 
alleged abuse to the appropriate authorities for investigation, but that the number of people 
involved will be kept to a minimum and that information will be disclosed on a need to know 
basis and that the child or adult at risk will always be kept informed of action taken (unless this 
is likely to increase the risk of harm to the child or adult at risk). 
 
Reassure the child or adult at risk throughout, that by telling a member of staff they have done 
the right thing. Advise the child or adult at risk that counselling support is available from the 
campus Counsellor (or elsewhere in appropriate cases). 
 
If the child or adult at risk reporting the alleged abuse has a disability and/or difficulties in 
communicating, extra care should be taken to ensure that the child or adult at risk has access 
to any member of staff or support worker (as appropriate) and that member of staff concerned 
has the appropriate communication skills to allow the child or adult at risk to communicate 
effectively the abuse he or she wishes to report, e.g. campus Additional Learning Needs Co-
ordinator or College ALN Manager   
 
Staff should NOT: 
 
• Put words into the child’s or adult at risk’s mouth or ask leading questions. 
• Investigate concerns or allegations.  The Individual staff members have no investigative 

role but should report allegations immediately to the Designated Person or Safeguarding 
Lead.  

• Promise confidentiality.  The child or adult at risk should understand that if there is a 
criminal prosecution and/or disciplinary proceedings are undertaken then anything the 
victim or the witnesses say may not remain confidential. 

• Forget to record what you have been told in writing, recording the time, date, place 
and people who are present.  The child or adult at risk’s answers should be recorded in 
exactly the way they were said as far as possible.   

• 
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information relating to the reported incident or disclosure. Whether the learner is in imminent 
danger or not, the member of staff must report the disclosure to the Designated Person or 
Safeguarding Lead as soon as possible 
 
Where the Police and/or Social Services require further information, the member of staff must 
contact the Designated Person, who will access the College’s management information system 
(My Concern/EBS) to obtain the information e.g. names and addresses of classmates and 
emergency contact numbers, etc. 
 
If the learner is under 18, the parent, guardian or carer, should normally be informed, unless: 
 

- There is a risk of significant harm to the child 
- If staff feel threatened 
- The child is competent and has expressed a wish that his or her parents are not informed.   

 
In all cases, the overriding concern must be the welfare of the child.  Where there are any doubts 
about seeking permission from parents, they should not be approached or, further advice can be 
sought from the relevant Social Services Department.  The reasons for any decision should be 
fully recorded within the safeguarding portal (My Concern).   
 
 
9.0 ALLEGATIONS OF ABUSE 
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• An individual may change their habitual style of dress  
• An individual may condone violence in support of their espoused ideology 

 
There may be many reasons for such changes which is why a safeguarding approach should be 
adopted to enable relevant services within and outside the college to identify an individual’s 
needs and vulnerabilities. This includes deciding whether the Channel Process may be of benefit.  
 
If a member of staff or learner is concerned that an individual may be becoming radicalised s/he 
should speak to the Designated Person or Safeguarding Lead. If concerns are about an ACL 
learner, staff or learners should contact the Head of Bilingualism and Community Learning.  
     
 
11.0 ROLES AND RESPONSIBILITIES 
 
There is a designated College Governor, a senior member of staff and designated persons all of 
whom have specialist responsibility for safeguarding issues. The College has developed 
procedures in line with and taking account of guidance issued by the Department of Children 
Schools and Families, the Welsh Government and other relevant bodies and groups including the 
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To assist the Designated Governor to fulfil these duties he/she shall receive appropriate training.    
 
Contact details for the Designated Governor are available from the Governance Officer.  
 
Senior Member of Staff with Lead Responsibility 
 
The Senior Member with lead responsibility is the Vice Principal (Curriculum and Quality) and is 
responsible for: 
 

• Taking the lead responsibility for raising awareness within the staff of issues relating to 
the welfare of children and adults at risk and the promotion of a safe environment for 
the children and adults at risk learning and being cared for within the College.   

• Ensuring that the Safeguarding Lead and Designated Persons fulfil their responsibilities 
• Reporting annually to the Governing Body of the College on how the College has 

discharged its duties.    
• Reporting deficiencies (which may be identified internally or by outside agencies) in 

procedure to the Governing Body at the earliest opportunity.    
• Chairing the College’s Safeguarding Committee. 
• Ensuring that the Policy is referred to and available on the College website.  
• Contributing to the updating and review of the Safeguarding Policy annually. 

 
The staff member with lead responsibility will have received training in children and adults at 
risk protection issues and inter-agency working as required and will receive refresher training at 
least every three years.  The staff member with the lead responsibility will keep up-to-date with 
developments in child and adults at risk protection issues.   
 
Safeguarding Lead 
 
The Safeguarding Lead will be the Director (Quality & Learner Experience) and is responsible 
for: 
 

• Ensuring that Designated Persons (or any other person as appropriate in these such 
circumstances) maintain a proper record of any referral, complaint or concern (even 
where this does not lead to a referral); 

• Ensuring that Designated Persons maintain appropriate liaison with external agencies and 
ensure that staff, parents, partner organisations and learners are aware of the College’s 
Safeguarding Policy; 

• Providing advice and support to other staff on issues relating to safeguarding; 
• Ensuring that when a child or adult at risk leaves the College, their child or adult at risk 

protection file is copied to their new education establishment and transferred separately 
from the main learner file; 

• Dealing with individual cases including attending case conferences and review meetings 
as appropriate; 

• Discussing the situation with the appropriate Local Authority (refer to Appendix A) 
including advice and discussion regarding whether a formal referral for child or adults at 
risk protection is required; 

• Acting as the contact for agencies needing to contact the College about children or adults 
at risk protection matters; 

• Undertaking training in child and adults at risk protection issues and inter-agency working 
as required and to undertake refresher training at least every three years; 

• Where an inter-agency child or adults at risk protection plan is in place, ensuring the 
College is if necessary, involved in the preparation of the plan and ensuring the College’s 
role is clearly defined;   
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• Maintaining confidential records of all action taken in respect of any case involving 
allegations of child or adults at risk abuse; 

• Contributing to the updating and review of the Safeguarding Policy. 
 
The ‘Designated Person’ 
 
The Designated Person will be the Head of Learner Services of the appropriate Campus and is 
responsible for: 
 

• Raising awareness within the staff, of issues relating to the welfare of children and adults 
at risk and the promotion of a safe environment for the children and adults at risk learning 
and being cared for within the campus; 

• Providing support to staff potentially involved in the operation of the policy by: 
 Ensuring training needs are established, arranging individual consultation and in-

service training for staff, which will include the completion of refresher training by 
campus staff at least every three years;    
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• Ensuring that all College staff undertake training at the appropriate level on a regular 
basis, which will include the completion of refresher training by staff at least every three 
years; 

• Ensuring training needs are established, arranging individual consultation   
and in-service training for College staff; 

• Undertaking training in child and adults at risk protection issues and inter-agency working 
as required including refresher training at least every three years; 

• Contributing to the updating and review of the Safeguarding Policy. 
 
 
12.0 COLLEGE COUNSELLORS 
 
Anyone reporting suspected abuse to a member of staff should be offered the opportunity to 
receive counselling from a College Counsellor.  If the person concerned does not wish to see a 
Counsellor, this wish must be respected.  The child or adult at risk should be informed that he 
or she may speak to a counsellor in the future if they wish to do so.  
 
In addition, the member of staff to whom the abuse was disclosed and/or was concerned about 
possible abuse is able to access a Counsellor via the Employee Assistance Programme, and may 
wish to avail himself or herself of this opportunity at his or her own convenience.    
  
The procedure for allegations of abuse received by Counsellors is addressed in the supplementary 
document, Child Protection Procedure – Guidance for counsellors (Appendix B). 
 
It is recommended that a College Counsellor to whom allegations of abuse are disclosed should 
consult with his or her supervisor in such cases, although the identity of the “client” should be 
protected as far as possible. 
 
The College Counsellors should inform a child or adult at risk at the outset about the limits on 
the Counsellor’s ability to keep confidential matters which the child or adults at risk raises.  Any 
such limitations should be clearly stated in any written contract.    
 
 
13.0 DISSATISFACTION WITH INVESTIGATION/WAY IN WHICH COMPLAINT WAS HANDLED 
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APPENDIX A 
 
 
Contacting the appropriate Local Authority Department 
 
 
The appropriate Local Authority Department to be contacted in instances of alleged child and 
adults at risk abuse will be the one which covers the area within which the incident occurred. 
 
Therefore, if the incident occurred at the learner’s home, the appropriate Local Authority 
Department would be the Department for that Geographical Area. 
 
If the incident occurred at the Campus, the appropriate Local Authority Department would be 
the Department covering that Campus. 
 
The appropriate Social Services Departments for each Campus are as follows: 



Reviewed May 2023 
Next review May 2025 

16 

APPENDIX B 
 
Safeguarding Procedure – Guidance for Counsellors 
 
Initial Contact 
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APPENDIX C 
 
Reporting and Dealing with Allegations of Abuse against Members of Staff 
 
The College recognises that an allegation of child or adult at risk abuse made against a member 
of staff may be made for a variety of reasons and that the allegation may or may not be true.  It 
is also recognised that hasty or ill informed decisions can potentially damage an individual’s 
reputation, confidence and career.  Therefore, allegations of abuse by a member of staff shall 
be handled with sensitivity. 
 
It is essential that any allegation of abuse made against a member of staff is dealt with fairly, 
quickly and consistently.  These procedures apply to all staff whether teaching, administrative, 
management or support and to volunteers. 
 
Receiving an Allegation from a Child/ Adults at risk  
 
A member of staff who receives an allegation about another member of staff should follow the 
guidelines in section 8.0 for dealing with disclosure.   
 
The allegation should be reported immediately to the Principal unless the Principal is the person 
against whom the allegation is made in which case the report should be made to the staff 
member with lead responsibility or to the designated governor.   
 
The Principal (or designated person if the allegation is against the Principal) should 
 

• Obtain written details of the allegation from the person who received it, dated and 
signed.  The written details should be countersigned and dated by the Principal (or 
designated person). 

• Record information in relation to time, dates, location and names of any potential 
witnesses.  This information should be kept secure. 

 
Initial Assessment by the Principal (or designated person) 

The Principal (or designated person) must make an initial assessment of the allegation consulting 
with the senior staff member with lead responsibility as appropriate.   
 
Where the allegation is considered to be a potential criminal act or indicates that the child has 
suffered, is suffering or is likely to suffer significant harm the matter must be reported 
immediately to the appropriate Social Services Department. 
 
It is important that the Principal (or designated person) does not investigate the allegation.  The 
initial assessment should be on the basis of the information received and this will determine 
whether or not the allegation warrants further investigation.   
 
Other potential outcomes are: 
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Enquiries and Investigations 

Children and adults at risk protection enquiries by social services or the police are not to be 
confused with the internal disciplinary enquiries by the College.  The College may be able to use 
the outcome of external agency enquiries to assist its own procedures.  Children and adults at 
risk 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. 
 
The College may consider holding in abeyance its own internal enquiries while the formal police 
or social services investigations proceed; if there is a risk that these investigations would be 
prejudiced by the College’s enquiries.  
 
Any internal enquiry shall conform to existing staff disciplinary procedures. 
 
If there is an investigation by an external agency for example the police, the Principal (or 
designated person) should normally be involved in and contribute to the inter-agency strategy 
discussion. The Principal (or designated 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 interest of the member of staff against 
whom the allegation is made. 
 
The Principal (or designated person) shall advise the member of staff that he or she should 
consult with a representative for example trade union.   
 
Subject to objections from the police and/or other investigation agencies the Principal (or 
designated person) shall: 
 

• Inform the child/adult at risk or parent/carer making the allegation that the investigation 
is taking place and what the likely process will involve. 

• Ensure that parent/carers of all children/adults at risk 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. 

• Inform the Chair of Governors and the Designated Governor of the allegation and of the 
investigation.  

 
The Principal or designated person shall keep a full written record of the action taken in 
connection with the allegation 
 
Suspension of Staff 
 
The possible risks of harm to children and adults at risk posed by an accused person need to be 
effectively evaluated, managed and in some cases that will require the College to consider 
suspending the person until the case resolved.  Suspension should not be automatic in every case 
where an allegation is found to warrant further investigation.  It should be considered: 
 

• Where a child or adult at risk is at risk 
• Where the allegations are potentially sufficiently serious to justify dismissal on the 

grounds of gross misconduct 
• Where necessary for the good and efficient conduct of the investigation. 
• Suspension will be in accordance with the College’s Disciplinary Procedures. 

Where a member of staff is suspended, the Principal (or Chair or Vice Chair of Governors) should 
address the following issues: 
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• Where the Principal has been suspended the Chair or Vice Chair of Governors will need 
to take action to adjust the management of the College. 

• The Parent/carers of the children or adults at risk at the centre of the allegations should 
be informed of the suspension.  They should be asked to treat the information as 
confidential.  Consideration should be given to informing the children or adults at risk 
subject to the alleged abuse of this suspension.   

• Senior staff that needs to know of the reason for the suspension should be informed. 
• 
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It is important that documents 
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APPENDIX D 
 
Child Sexual Exploitation 
 
Barnardo’s Cymru advise that ‘the sexual exploitation of children and young people is a hidden 
form of abuse and as such is difficult to define. A number of different definitions have been 
developed through the work of researchers and practitioners though the concepts of exploitation 
and exchange are central to each’.   
 
One definition is: 
 

‘Child sexual exploitation is the coercion or manipulation of children and young people 
into taking part in sexual activities. It is a form of sexual abuse involving an exchange 
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• periods of going missing overnight or longer 
• older “boyfriend” relationship with controlling adult 
• physical / emotional abuse by that “boyfriend” / controlling adult  
• entering / leaving vehicles driven by unknown adults 
• unexplained amounts of money, expensive clothes or other items 
• frequenting areas known for sex work 
• physical injury without plausible explanation 

 
 
Moderate risk indicators: 
 

• staying out late 
• multiple callers (unknown adults / older young people) 
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APPENDIX E 
 
Forced Marriage 
 
The Difference between an Arranged and a Forced Marriage: 
 
The tradition of arranged marriages has operated successfully within many communities and many 
countries for a very long time. A clear distinction must be made between a forced marriage and 
an arranged marriage. In arranged marriages the families of both spouses take a leading role in 
arranging the marriage but the choice whether to accept the arrangement remains with the 
individuals. In forced marriage at least one party does not consent to the marriage and some 
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External Guest Speaker form 
 
Completed signed forms need to be sent electronically to the campus Learner Services Officer and 
Faculty PA for record keeping. 
  
Part A – Details of Organiser  
 

Organiser’s name:    
Organiser’s email address   

Course:    
School/Faculty:   
  
Full details of event 
including type of event, 
objectives, content, 
resources, etc 
  

  
 
 
 
 
  

  
Date of event:   
  

  Time of event:    

  
Room Number   Confirm details 

sent to reception 
 

  
 
Part B – Speaker/Guests Details  
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APPENDIX H 
 
TRAINING MATRIX 
 
  

Function  Safeguarding 
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