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1. Our commitment.
At City Skills, We are fully committed to safeguarding and promoting the welfare of all learners, including children and adults at risk, who engage with our apprenticeship programmes. We recognise that safeguarding is everyone's responsibility and that our learners have the right to learn in a safe and supportive environment, free from abuse, neglect, and exploitation. We aim to create a culture of vigilance where learners feel secure, are listened to, and where concerns are taken seriously and acted upon swiftly.
We take a proactive approach to safeguarding, which includes early identification of concerns, effective partnership working with external agencies, and comprehensive policies and procedures to guide staff in their duties.

2. Scope.
This policy applies to:
· All staff employed by the training provider, including full-time, part-time, freelance, and agency workers.
· Volunteers, governors, contractors, and visitors.
· All apprentices enrolled in our provision, regardless of age, background, or delivery mode.
This includes learners:
· Attending on-site training centres.
· Based in workplace settings.
· Accessing remote or blended learning.

3. Legislative Framework
This policy is based on and compliant with the most recent UK legislation and statutory guidance, including:
· The Care Act 2014 (safeguarding adults at risk).
· The Children Act 1989 and 2004.
· Working Together to Safeguard Children (2023).
· Keeping Children Safe in Education (2024).
· The Prevent Duty (Counter-Terrorism and Security Act 2015).
· Safeguarding Vulnerable Groups Act 2006.
· Mental Capacity Act 2005.
· Education Inspection Framework (EIF).
· Local Safeguarding Adults Board (LSAB) and Local Safeguarding Children Partnership (LSCP) guidance.

4. Definitions.
· Safeguarding: The proactive measures taken to protect a person’s right to live in safety, free from abuse and neglect.
· Adults at Risk: Adults who have care and support needs and may be unable to protect themselves from harm or exploitation due to those needs.
· Abuse: Can take various forms, including physical, sexual, emotional, psychological, financial, discriminatory, organisational, domestic, and neglect.
· Radicalisation: The process by which a person comes to support terrorism or forms of extremism.
· Designated Safeguarding Lead (DSL): The appointed person responsible for ensuring safeguarding processes are implemented and followed.

5. Key Contacts.
Designated Safeguarding lead – Matt York – Quality Manager – matt.york@city-skills.com or safeguarding@city-skills.com
Deputy Safeguarding Lead - Nick Worsey – Director - safeguarding@city-skills.com 
Additional Safeguarding Officer - Richard Holmden – Director - safeguarding@city-skills.com 
Local Authority Designated Officer (LADO): [Insert Local Contact Details]
Police (non-emergency): 101 | Emergency: 999

6. Our Responsibility.
Organisation:
All Staff:
· Recognise signs of abuse, neglect, or radicalisation.
· Respond appropriately by reporting to the DSL.
· Record all concerns factually and without delay.
· Promote wellbeing and support learners through day-to-day interactions.
DSL and Deputies:
· Maintain oversight of all safeguarding activity.
· Receive disclosures and assess risk.
· Make referrals to social services, police, or Prevent as appropriate.
· Keep accurate records and monitor safeguarding trends.

7. Safer recruitment.
Our safer recruitment procedures ensure that all staff are suitable to work with children and adults at risk. This includes:
· Job advertisements and descriptions clearly outlining safeguarding responsibilities.
· Enhanced DBS checks, with barred list checks where applicable.
· Identity verification, qualifications checks, and references.
· Use of structured interview questions assessing attitudes towards safeguarding.
· Ongoing checks for existing staff as required. 
Appendix B further expands on the DBS process. 
8. Reporting a concern.
- Appendix A gives a flow diagram for the overall safeguarding process. 
· All safeguarding concerns must be reported immediately to the DSL or Deputy DSL.
· Staff should record disclosures in the learner’s own words, noting dates, times, and any actions taken.
· Concerns can be reported via digital safeguarding forms or confidential email.
· Learners are informed about how to report concerns, including anonymous options where appropriate.
The DSL will:
· Assess and triage the concern.
· Refer to external services if thresholds are met.
· Inform relevant stakeholders within data protection limitations.
SAFEGUARDING REPORT FORM (cognitoforms.com)

If no internet access is available complete the document below (Appendix C)


9.  Safeguarding Adults at Risk

When working with adults at risk, we:

· Consider the principles of consent, capacity, and autonomy.
· Assess mental capacity where decision-making ability is in doubt. 
· Prioritise safety while respecting the learner’s wishes, unless there is a legal reason to act without consent.
· Involve learners in any action planning and referrals unless doing so would increase risk.


10. Online and Remote Learning Safety
We recognise the safeguarding challenges presented by digital learning and:
· Ensure staff use only organisational platforms and professional accounts.
· Prohibit private messaging or use of personal devices with learners.
· Deliver training to learners on topics such as online grooming, phishing, and protecting personal data.
· Monitor digital attendance, engagement, and concerns raised in virtual classrooms.
11. Prevent Duty
We are committed to safeguarding learners from radicalisation and extremism by:
· Training all staff on the Prevent Duty and signs of radicalisation.
· Encouraging open discussions and respectful debate as part of promoting British values.
· Referring concerns to the Channel programme via the DSL.
· Delivering contextualised Prevent education in tutorials and curriculum delivery.

12. Training and Continuous Professional Development
All staff must:

· Complete safeguarding and Prevent induction training before starting work.
· Undertake annual refresher training.
· Attend additional training as required based on role or risk.
DSLs must:
· Complete Level 3 Safeguarding training (renewed every 2 years).
· Access sector-specific updates and engage in multi-agency training where possible.

13.  Record Keeping

· Records of concerns are stored securely and confidentially.
· All disclosures, actions, and outcomes are logged and monitored.
· Information is shared only with those who need to know, in accordance with GDPR and safeguarding best practice.

14. Policy Review
- This policy will be reviewed annually, or earlier if legislation or guidance changes.
- Learner and staff feedback will inform updates.
- Policy updates will be approved by senior leadership and shared with all stakeholders.


























APPENDIX A. Safeguarding procedure
[image: Diagram

Description automatically generated]



APPENDIX B: Disclosure and Barring Checks.
City Skills uses the Disclosure and Barring Service (DBS) to ensure that safer recruitment decisions are made on all appointments.
The Disclosure and Barring Service (DBS) is an executive agency of the Home Office. Its primary purpose is to help employers make safer recruitment decisions and appointments. By conducting checks DBS helps to identify applicants who may be unsuitable for certain work and positions, especially those involving contact with children (those less than 18 years old) or adults at risk. 
Depending on the type and regularity of contact with children or adults at risk involved in a role, employers are entitled to make appropriate types of enquiries about the applicant’s criminal record and seek a disclosure through a DBS check. 
When and what type of DBS Check is appropriate.
Even where a post has some contact with children or adults at risk, the definition of regulated activity may not be fully satisfied, but to safeguard our apprentices any unsupervised contact with apprentices will result in an enhanced DBS check with child barred list. The Safeguarding Vulnerable Groups Act 2006 (amended by the Protection of Freedoms Act 2012) defines what types of activities involving children and adults at risk are regulated and therefore require barring list checks. 
Regulated Activity is a term that defines activities that an individual engages in. The criteria for regulated activity differs for adult and children as detailed below: 
 Children 
• Regular activity (once per week or 4 times over the course of 1 month) 
• Unsupervised activity
 • Teaching, training, assessing, mentoring based activities - working intensively and closely with a child 
•Within specified setting 
Adult 
• Health care professionals - giving first aid or receiving first aid 
• Receiving or giving personal assistance to those due to age, illness or disability (going to the toilet/ washing/ nutritional advice) 
• Providing social Care - being subject to or assessing the need for health/ social care
 • Aiding in someone’s personal affairs or allowing someone else to do so
 • Aid with cash, bills and shopping (allowing someone else to or shopping on someone’s behalf)
Any member of staff must not engage in any regulated activity with either children or adult at risk, if they have been barred by the Disclosure and Barring Service (DBS).
To ensure safer recruitment, City Skills will ensure all adverts will advertise the type of DBS check will be required to fulfil that role. When deciding on the most appropriate individual for that role, the role will be offered under an offer of ensuring:
· Satisfactory DBS check
· Right to work
· References
· Certificates of qualifications
Should all checks be completed, however, the individual is awaiting a response from the DBS, the new employee will be shadowed by another member of staff that does have the correct clearance, for any apprentices under the age of 18.
City Skills will encourage all potential new members of staff to declare any relevant information to the type of disclosure being requested and the role they have applied for. Once an offer has been made the individual must inform the HR department of any details that they seem necessary such as any spent, cautions or reprimands.
As part of City Skills continued safeguarding obligations, City Skills will ensure all members of staff re-apply for the appropriate DBS check, based upon their role every 3 years. 
City Skills will conduct DBS checks for all staff employed and expect freelance staff members to provide evidence of their own DBS certificates. 
Development Coaches, Facilitators and members of staff with safeguarding roles at City Skills will have an enhanced DBS which will be processed by People Check. All other staff will have a basic DBS and they will be requested to log in and process this via the Government website: https://www.gov.uk/government/organisations/disclosure-and-barring-service 
Confidentiality.
When information is provided by the DBS disclosure report, City Skills will ensure that all information will be kept confidential, and information will only be shared on a need-to-know basis.
Any information will be securely secured within City Skills commitment of its secure storage, handling, use, retention and disposal of disclosures and disclosed information City Skills will ensure that all relevant information relating to any offences will be store online with City Skills Data Protection Policy.
City Skills acknowledges that potential and existing employees need to feel that any disclosed information regarding their convictions, remain confidential. To ensure that potential and existing employees feel confident in City Skills approach to their disclosed information, City Skills hiring managers are advised who to speak to relevant senior managers or HR department to support either the recruitment or existing employee’s information.
City Skills has completed an additional disclosure process, see 
Failure to disclose information relevant to the type of DBS check appropriate to your role.
City Skills has the view that having a criminal record would not prevent an individual from seeking employment at City Skills. City Skills will review all evidence surrounding the individual’s job role to make an informed decision around the suitability of the individual and their role, or to withdraw the employment offer, or if employed terminate the contract.
It is at the request of City Skills, that all employees are required to inform the HR department of any information that is relevant to the DBS check for their role. 
City Skills stance is that should either new or existing employee does not disclose information, that could impact on the safeguarding of our employees and apprentices, it will be deemed to a violation of our trust and confidence. This will be deemed by City Skills as gross misconduct and you will be invited into a disciplinary hearing, where the result could end in immediate termination.
Exploring the relevance of information provided in the disclosure report.
As mentioned in the heading above, having a criminal conviction does not prevent an individual from being hired at City Skills. The Decision of whether an individual is offered the role and the offer of employment being withdrawn will only be decided once the HR department has all relevant information to base their decision on. 
This approach is also relevant to existing staff that may have disclosed a criminal offence. Whilst this may not lead to termination of your role, careful consideration will be taken to ensure an informed decision, such as the offence disclosed and the current job role. Any decision to terminate the employment will follow City Skills Disciplinary Policy, or Probation policy if you are still within your probation period.
As highlighted in our confidential section above, all dealings will be held within the strictest level of confidence to ensure no information is passed to other that have no interest in this matter.
A member of the HR department will work alongside the Designated Safeguarding Officer, who will review the report initially to deem whether action will need to be taken. Should there be no disclosures of conviction or relevant information, then no action will be taken.
Should the report disclose that a conviction or relevant information has been highlighted, the HR department and Designated Safeguarding Officer will review the relevance of the conviction and the role. From the review, if it is deemed that no risk has been identified between the role and the conviction, not action will be taken.
If the report discloses a conviction and the review from the HR department and Safeguarding Officer deem that there is a potential risk, the following process below should be followed.
Exploring a conviction and its relevance.
As described above having a criminal offence against the individual does not necessarily prevent and individual working for City Skills. City Skills recognises a fair recruitment policy and so, City Skills will discuss any convictions after the selection process of the role being advertised has been completed. After this time, the discussion will take place with the line manager, a member of the HR team and if needed the Designated Safeguarding Lead or Deputy. City Skills will invite the individual to either a face-to-face meeting away from the business or virtually in a private space to gather more details on the conviction.
City Skills will take the stance that suitability of the individual will base upon the type of role they have applied for or the circumstance of the conviction. A risk assessment will be conducted by the Designated Safeguard Lead or Deputy as well as the HR department to ensure that role the individual will be completing will not endanger, both existing members of staff and the business’s apprentices. Throughout the risk assessment both the Designated Safeguard Lead/Deputy and the HR department will consider many aspects of the case, such as:
· Does the post involve direct contact with the apprentice(s)?
· How can City Skills provide support supervision to the individual?
· Could the role offer opportunities for the individual to reoffend?
· Does the role offer any direct responsibility for the business’s finances of items of value?
· Does the post provide direct access to either children or vulnerable adults including employees?
Through the recruitment process and the employee’s current role, City Skills will also need to look at other circumstances around the offence to ensure suitability for the role. This may include:
· The seriousness of the offence and the impact that could have on the safety of employees, apprentices, and the public
· Time that has passed since the offence was recorded
· City Skills will review whether the offence was a one off or whether there is a consistent pattern in the offence made
· Whether the offence has since been decriminalised.
Once all information has been collected, the HR advisor will consult with the HOD and DSL. If additional guidance is required, City Skills will consult with relevant bodies to ensure the correct decision can be made with the appointment of the role. The final decision will be communicated to the individual by letter with the reasons to not appoint the role.
Should City Skills be notified of the criminal offence after the appointment of employment or during the individual’s employment, City Skills will follow the same process as highlighted above. In both cases, City Skills would reserve the right to withdraw its offer of employment and terminate employment of the employee by following the disciplinary policy or if completing their probation, the probation policy.
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SAFEGUARDING REPORT FORM

Reference Number:

Part 1 - Report

This form should be used to record safeguarding This form may be used if you have concerns over your
concerns. In an emergency please do not delay in own wellbeing or that of someone you know.

informing the police or relevant services. All the

information must be treated as confidential and reported to ~ The form should be completed at the time or immediately

the Designated Safeguarding Officer within one working following disclosure, but after all necessary emergency
day or the next working day if it is a weekend. actions have been taken. Please complete the form as

fully as possible with as much information as you are
comfortable to give.

1. Your Details - The person completing the form

Name

Phone Email

2. Details of the person affected

Name
Address

Country v
Phone Email

3. Details of the incident or concern (please describe in detail using only the facts)





Text *

4. Other present or potential witnesses

Name
Name

Phone Email

5. Additional relevant information (please detail anything else that you believe to be
helpful or important)

Text

Part 2 - Action taken following report (To be completed by Safeguarding lead)

Text *

Name *

Date * Signature *






