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The purpose of the Safeguarding Policy and Procedures is to ensure all staff and stakeholders 
understand their responsibilities and contribution to protecting learners and understanding what to 
do where there are concerns that a learner is at risk of or is experiencing harm or abuse.  
Safeguarding and promoting the welfare of all our learners is everyones’ responsibility. Everyone 
who comes into contact with the young people and vulnerable adults has a role to play in 
safeguarding. 

 
 ‘In order to fulfil this responsibility effectively, all professionals should make sure their 
approach is person centred. This means that they should consider, always, what is in the 
best interest of the young person or vulnerable adult.’  (Keeping Children Safe in Education 
– Sept 2023)  

 
This policy is in line the requirements of the following key documents: 

⮚ Keeping Children Safe in Education (2023). 

⮚ Prevent Duty Guidance (2021 – updates due Dec 2023)  

⮚ Working Together to Safeguard Children (2022 – awaiting outcome of consultation Sept 

2023 for updates). 

 

This legislation provides definitions of children, young people, and vulnerable adults, and sets out 
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the legislative framework of measures to protect them from harm. 

The term 'safeguarding' embraces both child and vulnerable adult protection and preventative 

approaches to keep our learners, staff, and employers safe. Safeguarding encompasses learners’ 

health, safety, welfare, and well-being. 

 

1.0 Aim of this policy 
 

1.1      To set out Hybrid Training Centre’s commitment to keeping children, young people, and 

vulnerable adults safe from harm and how, Hybrid Training Centre will meet this 

commitment. 

1.2       To give clear direction to staff, employers, visitors, contractors, adult learners, apprentices 

and parents/guardians about expectations and our legal responsibility to safeguard and 

promote the welfare. 

1.3 To clarify the procedures for reporting suspected wrongdoing or bad practice in respect of 

the protection of children, young people, and vulnerable adults at Hybrid Training Centre. 

1.4 To support the development of safe environments for children, young people, and 

vulnerable adults to learn, develop and thrive in their environment. 

1.5 To safeguard children, young people and vulnerable adults from extremism and 

radicalisation and to support the Government’s Prevent Strategy.  

 

 

2.0 Commitment of Hybrid Training Centre 

2.1 Hybrid Training Centre is committed to safeguarding and promoting the welfare of children, 
young people and vulnerable adults and expects all staff and employers to share this 
commitment.  

2.2 Hybrid Training Centre strives towards providing a preventative curriculum and ethos which 
ensures children, young people and vulnerable adults develop a healthy awareness about 
keeping themselves safe. This includes online safety also.  

2.3 To provide a safe environment for young people and vulnerable adults to learn.  
2.4 To identify young people and vulnerable adults who may benefit from early help and ensure 

the appropriate staff and/or external agencies are involved in an early help assessment.  
2.5 To take appropriate action to see that young people and vulnerable adults are kept safe 

both at home, in their workplace and in the community. 
2.6  To provide all staff and volunteers, employers, and governors with up to date and regular 

training and are familiar with safeguarding policy and procedures.  
2.7 To establish clear procedures for reporting and dealing with allegations of abuse, 

harassment, or harm. 
2.8  To provide appropriate support to young people and vulnerable adults who have been 

abused offering them services of a counsellor/mentor and referring to appropriate agencies.  
2.9 To ensure the safer recruitment of staff in compliance with the disclosure and barring 

service (DBS) regulations including DBS enhanced checks and additional list 99 checks to 
ensure all staff are not prohibited from teaching as well as obtaining and checking of 
references and identity. 
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3.0 Definition and Scope  

Children; under the age of sixteen 
 
Young People; between the ages of eighteen and twenty-four. 
 
Vulnerable adults may include people with learning disabilities, mental health problems, older 
people, and disabled people particularly when their situation is complicated by additional factors 
such as physical frailty, chronic illness, sensory impairment, challenging behaviour, lack of mental 
capacity, social and emotional problems, poverty, homelessness, or substance misuse. 
“A person who is 18 years of age or over, and 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 themselves against significant harm or serious exploitation.” 
 
3.1 This policy applies to all staff, whether teaching, administrative, management, volunteers or 

employers engaged with Hybrid Training Centre.  
3.2 Risk – Is the future possibility that someone may be harmed due to a range of unwanted or 

neglectful behaviours.  
3.3 Harm – Emotional, physical, and sexual abuse and neglect describe categories of harm. 

See Working Together to safeguard children (2018) and Keeping Children Safe in 
Education (2023) Harm is described as the ill treatment or the impairment of health or 
development. Harm also includes impairment suffered by hearing or seeing the ill-treatment 
of another.  

3.4  Abuse – A form of maltreatment. Failure to prevent harm. Abuse can take place wholly 
online or technology may be used to facilitate offline abuse. There are several forms of 
abuse, emotional, physical, and sexual.  

3.5 Neglect – Persistent failure to meet basic physical and /or psychological needs likely to 
result in the serious impairment of health or development. Unresponsive to basic emotional 
needs.  

3.6  Mental Health & Well- being  -Mental health problems can in some cases, be an indicator 
that a person has suffered or is at risk of suffering abuse, neglect, or exploitation.  

3.7  Sexual harassment – this includes sexual comments or jokes, displaying sexually graphic 
pictures or photographs, suggestive looks, staring or leering and propositions and sexual 
advances and promises in return for sexual favours.  

3.8  Sexual violence and sexual harassment – Child on child abuse  Reference – Keeping 
Children Safe in Education) where sexual harassment becomes an act of violence against 
another.  

3.9 Female genital mutilation (FGM) – this is illegal in England and Wales under the FGM Act 
2003. This is a form of child abuse and violence against women. FGM comprises all 
procedures involving partial or total removal of the external female genitalia for non-medical 
reasons.  

3.10 IT and Internet Safety – All access to internet is filtered and monitored safely with Hybrid 
Training Centre making effective use of training and appropriate software such as Firewalls 
to protect against sensitive and critical data and preventing cyber security incident though 
use of antivirus programmes.  

3.11 Cyber bullying – the use of electronic devises and software used to communicate bullying.  
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4.0 Roles and Responsibilities  
 
4.1 Designated Safeguarding Lead (DSL) and deputy in the event of the absence of the DSL  
 
4.1.1   The role of the DSL is key in ensuring that operational safeguarding in the service-specific 

contexts is effective. The DSL will also ensure that local delivery staff develop close 

working relationships with other agencies involved in safeguarding arrangements in order 

that they effectively monitor the safety of the young people and vulnerable adults that 

Hybrid Training Centre staff works with.  

4.1.2   The DSL ensures that safeguarding matters are central to the strategic management of 

Hybrid Training Centre and is an experienced and qualified practitioner. DSL is up to date 

with changes in legislation and LADO (Local Authority Designated Officer) processes and 

completes inter-agency training and any update training on a regular basis.  

4.1.3 DSL has responsibility for the safeguarding phone and safeguarding email address to 

receive information from young people, vulnerable adults, employers, and staff when 

requiring assistance. 

4.1.4   The DSL and deputy must complete level 3 safeguarding, alongside regular updates from 

the Local Safeguarding Children Boards (LSCBs) as an absolute minimum. 

4.1.5   The DSL has responsibility for the oversight and management of this policy alongside 

reviewing and monitoring safeguarding procedures.  

4.1.6   DSL to provide all staff with a thorough induction and provide them with the following 

policies and procedures: 

⮚ The safeguarding and child protection policy. 

⮚ Staff handbook, including disciplinary procedures and staff code of conduct. 

⮚ Keeping children safe in education (2023) Part One. 

⮚ Safeguarding response to children who go missing from education (2016). 

⮚ The role of the designated safeguarding lead (including the identity of the designated 

safeguarding lead and deputies and early help team) 

 

4.1.7 To provide staff with updates throughout the year on any local issues arising e.g., County 

lines, knife crime, gang culture etc.  

4.1.8   The DSL is responsible for the production of a report on safeguarding issues and duties   

discharged, for SMT monthly and a summary report for Board of Directors bi-annually.  

4.1.9   The DSL together with Senior Management Team will review the Safeguarding policy and 

procedures annually.  

 

 

4.2 Board of Governors  
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4.2.1   The Board of Governors and DSL hold ultimate responsibility for ensuring the safeguarding 

arrangements for learners, apprentices, staff, and associates.  

4.2.2 Participate in annual training on Safeguarding and prevent. 

4.2.3   Review and sign off on the Safeguarding Policy and Procedures annually.  

 

 

4.3 Senior Management Team 

4.3.1   The SMT are responsible for the culture and promotion of a safe and inclusive environment 

and the timely monitoring of any concerns raised ensuring that appropriate actions have 

been implemented to minimise risks.  

4.3.2   SMT are responsible for the safe recruitment of staff and employees, ensuring all managers 

involved in recruitment have been trained in Safer Recruitment. 

4.3.3   SMT are responsible for monitoring of any safeguarding concerns reported to them by the 

DSL monthly.  

 

4.4 All Staff  

4.4.1   All staff, regardless of role, have a responsibility in identifying concerns, sharing information, 

and taking prompt action.  

4.4.2    Hybrid Training Centre staff must complete bi-annual appropriate safeguarding, online 

safety, and Prevent/ACT training courses at foundation level one to ensure they are 

equipped with the skills and knowledge to safeguard effectively.  

 

4.5 Employers  

4.5.1  Employers of apprentices are informed of Hybrid Training Centre safeguarding policy and 

procedures during sign up process.  

4.5.2   Employers are made aware of Hybrid Training Centre policy and procedure and any update 

through website, regular updates via email and newsletters and commentary on 

apprenticeship progress reviews. 

 

5.0 Safer Recruitment  

5.1      SMT have a Safer Recruitment policy which is in line with the Keeping Children Safe in 

Education (2023). (Please refer to separate policy – Recruitment and Selection) 

Key requirements  

• Hybrid Training Centre informs applicants of their safeguarding policy and procedures.  



 

7 

 

Date Reviewed: 01/08/2023 
Next Date For Review: 01/08/2024 

                                                                                                  

                               7 | Page   

• Hybrid Training Centre carries out due diligence on perspective employees prior to an offer 

of employment 

• Hybrid Training Centre may carry out online searches as part of the pre-recruitment checks. 

• Hybrid Training Centre implement a Single Central Record for recruited staff to evidence all 

risk assessment and checks have been completed.  

• All potential staff have enhanced DBS checks, barred list checks, further checks for those 

who have lived or worked outside the UK and relevant references covering previous 

employment (last two employers as relevant), and investigation into any gaps in 

employment or disciplinaries in previous employment.  

 

5.2    All senior managers and directors' complete safer recruitment training and update every 3 

years. (Section 128 Safer Recruitment document).  

 

5.3  All staff and volunteers should feel able to raise concerns about poor or unsafe practices 

and potential failures in Hybrid Training Centre’s safeguarding regime and know that such 

concerns will be taken seriously by the senior leadership team.  

 

 

6.0 Reporting and response procedures  

 

 

6.1 Information on reporting and response procedures is made clear during induction to all staff 

and young people and vulnerable adults.  

6.2 Information is made clear around the Hybrid Training Centre premises on who to contact if 

a concern is raised. 

6.3 Documentation on procedures and reporting a concern is made available to all staff both 

online and paper based for ease of convenience.  

6.4 Young people and vulnerable adults, together with staff and employers are updated on 

changes to any procedures or reporting documents and their locations.  

6.5.  All staff should feel able to raise concerns about poor or unsafe practice and potential 

failures in Hybrid Training Centre’s safeguarding regime and know that such concerns will 

be taken seriously by the senior leadership team. (See Whistleblowing Policy)  

 

 

7.0 Training  

 

7.1 All staff receive training on Safeguarding and Keeping Children Safe in Education during 

induction.  

7.2 All staff must participate in update training at least annually, regarding Safeguarding, 

Keeping Children Safe and procedures to record any concerns.  

7.3 It is the responsibility of the individual staff to complete the annual update training and the 

DSL to support and provide access to update materials.  
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Related policies and Procedures 

There are other specific HTS policies that have our approach to safeguarding embedded within 

them, these include: 

⮚ Prevent Policy and Procedures. 

⮚ Whistle Blowing Policy and Procedures. 

⮚ Complaints Policy. 

⮚ Disciplinary and Code of Conduct. 

⮚ Safer Recruitment Policy and Procedures. 

⮚ Absence and lateness procedures. 

⮚ Staff Handbook. 

⮚ Employer Handbook. 

⮚ Learner Handbook 

 

Key National guidance and legislation 

There are numerous publications and evidence around best practice in safeguarding in education. 

The following guidance has been used and applied to ensure our compliance and legal obligation 

to protect children and vulnerable adults accessing our services for harm and abuse: 

⮚ KCSiE 2023 Keeping Children Safe in Education 2023 
 

⮚ Prevent Strategy 2021 

Revised Prevent duty  

guidance: for England and Wales - GOV.UK (www.gov.uk) 

⮚ The Data Protection Act 2018 Data protection for education providers - GOV.UK 

(www.gov.uk) 

⮚ Working Together to Safeguard Children 2018 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2 

⮚ Departmental advice What to do if you are Worried a Child is Being Abused - Advice for 

Practitioners  Stat guidance template (publishing.service.gov.uk) 

 

⮚ Departmental advice Sexual Violence and Sexual Harassment Between Children in Schools 

and Colleges Unless otherwise specified Sexual violence and sexual harassment between 

children in schools and colleges (publishing.service.gov.uk) 

⮚ Sharing nudes and semi-nudes: how to respond to an incident (overview) - GOV.UK 

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/guidance/eu-exit-guide-data-protection-for-education-providers
https://www.gov.uk/guidance/eu-exit-guide-data-protection-for-education-providers
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/719902/Sexual_violence_and_sexual_harassment_between_children_in_schools_and_colleges.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/719902/Sexual_violence_and_sexual_harassment_between_children_in_schools_and_colleges.pdf
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-how-to-respond-to-an-incident-overview
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(www.gov.uk) 

⮚ The Children’s Act 2004 Children Act 2004 (legislation.gov.uk) 

⮚ Work based Guidance Guidance for further education providers on work-based learners 

and the Prevent statutory duty - GOV.UK (www.gov.uk) 

⮚ Level of Needs Liverpool Safeguarding Children Partnership (LSCP) - (liverpoolscp.org.uk) 

⮚ Liverpool Safeguarding online Procedures Contents (proceduresonline.com) 

⮚ Online Referral Form Prevent - Liverpool City Council 

⮚ Information and Sharing Advice-for Practitioners-

https://www.gov.uk/government/publications/safeguarding-practitioners-information-

sharing-advice 

⮚ Supporting Homelessness’ Overview of the homelessness legislation - Homelessness code 

of guidance for local authorities - Guidance - GOV.UK (www.gov.uk) 

⮚ Council for Internet Safety 

https://www.gov.uk/government/organisations/uk-council-for-internet-safety 

 

Sexual Violence and Sexual Harassment between Children in Schools 

https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-

between-children-in-schools-and-colleges  

⮚ Child Exploitation and Online Protection Command 
CEOP Safety Centre 

 
 
 
PROCEDURE  
 

What to do in the event of a disclosure or cause for concern.  

Responsibility to report concerns 

It is the responsibility of staff / employers to act if there is cause for concern in order that the 

appropriate action can be taken to protect the person at risk. If it is a serious or significant cause 

for concern, then you will need to contact the local authorities. 

 

https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-how-to-respond-to-an-incident-overview
https://www.legislation.gov.uk/ukpga/2004/31/contents
https://www.gov.uk/government/publications/work-based-learners-and-the-prevent-statutory-duty/guidance-for-providers-on-work-based-learners-and-the-prevent-statutory-duty
https://www.gov.uk/government/publications/work-based-learners-and-the-prevent-statutory-duty/guidance-for-providers-on-work-based-learners-and-the-prevent-statutory-duty
https://liverpoolscp.org.uk/scp/lscb-levels-of-need/lscb-responding-to-need
https://liverpoolscp.proceduresonline.com/chapters/contents.html#safe_work
https://www.liverpool.gov.uk/communities-and-safety/crime-and-safety/prevent/
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/guidance/homelessness-code-of-guidance-for-local-authorities/overview-of-the-homelessness-legislation
https://www.gov.uk/guidance/homelessness-code-of-guidance-for-local-authorities/overview-of-the-homelessness-legislation
https://www.gov.uk/government/organisations/uk-council-for-internet-safety
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.ceop.police.uk/safety-centre/
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Responding to concerns 

Telling somebody about abuse can be frightening and difficult for anyone. In doing so the person 

disclosing has put Hybrid Training Centre staff in a position of trust, however, they must not keep 

this disclosure confidential. Staff need to be clear to the learner that they cannot keep a secret 

that they will write down what they say and that they have done the right thing in telling them. 

Staff must inform the learner that they will need to record it. Hybrid Training Centre staff must not 

ask any questions that may be regarded as leading or closed. 

Any person making a disclosure must trust Hybrid Training Centre staff to help them. Staff should: 
 

⮚ Speak to the learner in a safe and secure place to inform them of the concerns. 

(Remember to consider your own safety)  

⮚ Obtain the apprentice and parents views, if necessary, on what has happened and what 

they want to be done about it. 

⮚ Provide information about the safeguarding process and how it could help to make 

them safer. 

⮚ Ensure that they understand the parameters of confidentiality. 

⮚ Explain how they will be kept informed, particularly if they have communication needs. 

⮚ Consider how the abusive experience might impact on the ongoing delivery of services, 

particularly personal care arrangements and access arrangements. 

⮚ Assess their immediate protection needs. 

⮚ React calmly and in an encouraging manner. 

⮚ Advise them that they are right to tell. 

⮚ Emphasise that they are not to blame. 

⮚ Take what is being said seriously and communicate this to them. 

⮚ Keep questions to the minimum necessary for ensuring a clear and accurate picture of 

what is being said to you. Remember you are not to investigate. 

⮚ Be clear that there are certain people that you will have to tell to make sure that 

necessary action is taken. Stress it is part of your job to keep children, young people, 

and adults safe.  

⮚ Make a full record of what is communicated as soon as possible using our internal 

paperwork. This should include exact words used, body charts of injury, behaviour, and 

other forms of communication. 

⮚ Do not delay in passing the information on to the DSL. 
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Recording of concerns 

Employees working closely with children, young people or vulnerable adults should be alert to the 

possibilities of harm and they should inform only—and not investigate or offer advice. 

If any member of staff has a safeguarding issue brought to their attention, they must treat it as a 

matter of urgency and contact the DSL and director. 

Any concern must be documented and emailed securely to the DSL at 

safeguarding@hybridtec.co.uk. This could be dealt with through an initial ‘level of needs exercise’ 

to identify the cause of action, unless in immediate harm, where the relevant authorities will be 

contacted after the completion of a level of needs exercise. In this situation ensure that the 

learner is accompanied and kept safe until the relevant authorities arrive. 

If staff have any concerns about a learner, then they are encouraged to contact the DSL for advice, 

even if they are not sure. If in doubt, check. 

It is crucial that all concerns are properly recorded. The following information should be recorded 

on a ‘Cause for Concern, Safeguarding form’ form available in the safeguarding folder on 

SharePoint.  

 

⮚ Name of learner. 

⮚ Age and date of birth. 

⮚ Ethnic origin. 

⮚ Religion, if any. 

⮚ Disability, if any. 

⮚ Name of staff documenting concern. 

⮚ Date and time of the alleged incident. 

⮚ Location of alleged incident. 

⮚ Nature of concern; please provide full details, i.e. When the behaviour or injury was 

first noticed, how the incident occurred etc., The explanation in his/her own words as 

verbatim as possible. Any questions that were asked. 

⮚ Date and time of the recording. 

⮚ Signature of the person recording the concern. 

⮚ Any actions taken. 

 

Some of this information may not be available to staff. It is important that the person/s who 

discloses, does this freely and volunteers whatever information they have. 

When recording, staff must separate fact from opinion by setting out the facts first 

mailto:safeguarding@hybridtec.co.uk
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Having an opinion is entirely valid and may be crucial but it must not be confused with 

information. 

All written records must be retained securely and confidentially and marked as sensitive and 

confidential. 

 

Escalating concerns 

The DSL and director, in consultation with the staff member, will decide as to whether a referral is 

necessary and needs to be escalated based on the local authority level of needs.  

All reported disclosures regardless of outcome must be reported internally through the 

completion of the ‘Cause for Concern Safeguarding Form’, in conjunction with the written referral 

to the appropriate local authority safeguarding team. 

Failure to comply with this procedure will result in disciplinary action and possible dismissal under 
gross misconduct. 
 
 

It is a requirement of contract to report all safeguarding concerns- please always ensure 

contract compliance 

 

 

Name and contact details of Designated 

Safeguarding and Prevent Lead 

Patsy Crocker:  
Landline: 0151-524 2951 

Mobile: 07887 492832 

Safeguarding@hybridtec.co.uk 

 

 

Name and contact details of Deputy 

Designated Safeguarding and Prevent Lead 

James McCawley  

Landline: 0151 -524 2951 

mailto:Safeguarding@hybridtec.co.uk
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Local and Regional Authority contact 

information: 

For under 18 s (and those up to the age of 

24 with an EHCP- education and health care 

plan) 

For over 18 s without an EHCP (Education 

and Health Care Plan), identified as 

vulnerable – Social Care 

 

Local Authority Designated officer-LADO 

 

In emergencies 

 

Merseyside Police Prevent Team  

Regional Prevent Coordinator 

Help in a crisis - Liverpool City Council 

 

Telephone number: Care-line Children’s 

Services– 0151-233-3700 (Available 24/7) 

Telephone number: Care-line Adult Service 

Services-0151-233-3800 (Available 24/7) 

 Telephone number: Out of hours emergencies: 

0151-934-3555 

 

Prevent-Channel Referral 

 0151 777 4878 

 

  

Claire Little 

claire.little@education.gov.uk /07385114867 

 
Directors Signature:   

 
 

https://liverpool.gov.uk/benefits/help-in-a-crisis/
mailto:claire.little@education.gov.uk
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