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1. Our commitment 

At City Skills we fully recognise and commit that our members of staff are aware of their 

responsibilities to safeguarding learners whether they are working directly or indirectly 

through our support team in Head Office at City Skills.  

Through our commitment, we aim that this policy will enable both City Skills members of staff 

and learners to create a safe and cohesive environment which will minimise the risk of any 

action that could raise a safeguarding concern. 

City Skills remains pledged to its duty of care to ensure that all parties remain safe and that 

the correct reporting or investigation processes are followed to protect individuals’ welfare. 

2. Objectives 

City Skills objectives for this policy is to ensure that all members of staff are fully aware of 

their responsibilities towards safeguarding learners and others. This will be achieved through 

correct identification of the signs of possible safeguarding concerns to correcting following 

our reporting process for any safeguarding concerns. 

City Skills remains committed to the development of learner’ safety through this policy to 

ensure their knowledge if developed throughout their apprenticeship, know how to protect 

themselves and how to raise a concern confidentially. 

City Skills will ensure that it works in conjunction with any legal frameworks to ensure 

safeguarding remains paramount: 

• Protect of Freedom Act 2012 

• Counter Terrorism and Security Act 2015 

• Children Act 1989 

• Keeping Children Safe in Education 2021 

 

3. Scope 

This policy covers safeguarding of children and adults at risk, both our apprentices, 

apprentices within a subcontracted provision, and those persons in settings in where we 

practise which fall into the category of child, adult, and adults at risk. It is inclusive of specific 

highlighted safeguarding agenda areas – as defined by law, and in the wider context all our 

students and apprentices. This policy also aligns our compliance with the Government 

Prevent strategy.  

A Child is defined as anyone under the age of 18 including unborn children right up to 

teenagers (UK government guidance) ‘Working together’ An adult at risk (previously 

vulnerable adult) is defined as any person over the age of 18 and at risk of abuse or neglect 

because of their need for support or personal circumstance.  

4. Key Contacts 

Designated Safeguarding lead – Richard Holmden – Director - safeguarding@city-skills.com 

Deputy Safeguarding Lead – Nickolas Worsey – Director - safeguarding@city-skills.com 

Additional Safeguarding Officer – Matt York – Quality Manager – matt@city-skills.com  

 

mailto:safeguarding@city-skills.com
mailto:safeguarding@city-skills.com
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5. Definitions 

Safeguarding is the protection of a person’s right to live in safety and away from any risk, 

either from abuse or neglect; whilst promoting and nurturing individuals to develop their own 

understanding of a healthy lifestyle, protecting themselves from abuse and the 

empowerment of personal growth to live in modern Britain. City Skills fully supports the 

safeguarding agenda and recognises all potential risks that may arise from that type of 

abuse or neglect. 

• Abuse (sexual, domestic, physical, financial, emotional, and organisational) 

• Self-neglect 

• Neglect 

• Discrimination – both indirectly and directly. 

• Child exploitation 

• Bullying and cyberbullying 

• Substance misuse 

• Faith abuse 

• Children missing in education 

• Sexual Harassment 

• Mental Health concerns 

• Breast ironing 

• Cuckooing  

• Sexting 

• Radicalisation 

• Female genital mutilation 

• Gender based violence 

• Gang violence 

• Trafficking and modern slavery 

• Teenage relationship abuse 

• Force marriage 

• Fabricated or induced illness 

• Private fostering 

• County lines 

Descriptions will be found in Appendix A of this policy. All topics listed above will be 

delivered to new employees within their on-boarding journey, and from updates which are to 

be delivered through standardisation at team meetings to update all employees’ awareness. 

This is list is not exhausted and will be updated and amended as additional guidance is 

provided, however, this list will be reviewed on a yearly basis to ensure both employees and 

learners are kept safe. 
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6. Our Responsibility 

City Skills recognises that everyone has a responsibility to ensure that children, young 

people, and adults are protected from harm, informed about the potential risks to their 

personal welfare, and how to seek help from internal and external sources. City Skills also 

recognises our responsibility to deal with all concerns in a timely and professional manner to 

safeguard all individuals. 

The individual roles within City Skills have a range of responsibilities which are highlighted 

below. 

• The Directors –  

o To ensure that we have relevant and effective policies in place which enable 

these to be implemented correctly. Through correct implementation of this 

policy, all members of staff will be able to follow the process correctly having 

had the appropriate resources allocated to the business. 

• Designated Safeguarding Lead/Deputy –  

o Maintain links with local children and safeguarding boards or local multi 

agency safeguarding partners (local authorities, chief officers, and police), 

and Prevent coordinators. 

o Inform and advise all parties on legislative changes and current safeguarding 

themes. 

o Quality assurance and standardisation for the safeguarding officer. 

o Carry out investigations of any welfare concerns in a timely manner, 

coordinate and liaise with any external bodies. 

o Review procedures and policies within the agreed time to ensure the business 

remains complaint. 

o Maintain own CPD. 

• Safeguarding Officers – 

o Deal with any members of staff concerns over their learner’s welfare and 

report through the correct channels. 

o Ensure an effective resource list is created and remained up to date to ensure 

smooth signposting or guidance is offered. 

o Plan and implement training for all employees, including CPD. 

o Carry out investigations of any welfare concerns in a timely manner and report 

into the deputy or lead. 

o Liaise with external bodies. 

o Maintain own CPD. 

• Development Coaches/Facilitators -  

o Development Coaches will conduct welfare checks when completing the 

learner progress reviews with the learner and share any concerns with the 

Designated Safeguarding Lead, through the correct reporting process. 

o Attend all CPD/standardisation days as instructed by the Safeguarding 

Officer. 

o Conduct a discussion around a range of topics, such as safeguarding, British 

Values, Prevent and topics to develop and safeguard the learners from abuse 

and how to report if required. This is recorded within the learner progress 

reviews and documented. Should a Development Coach have any concerns 

they again, would encourage the learner to report it, or report the concern to 

the Designated Safeguarding Lead through the correct channels. 

• Training Administrator –  
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o The Training Administrator at City Skills will monitor the registers of all 

programmes daily to include attendance and unauthorised absences. All 

unauthorised absences will be contacted by the training administrator as a 

duty of care call to identify the reason for absence. 

o On the rare occasion that a learner does not respond to the training 

administrators call, this will then be flagged to the Safeguarding Officer and 

contact will be made with the learner’s employer to identify the reason for non-

attendance and highlight any safeguarding concern. 

7. Safer recruitment 

City Skills ensure that a safe recruitment process is followed to ensure the business is 

recruiting correctly to safeguard both other members of staff and learners. All managers 

complete relevant training before they recruit. City Skills will ensure all relevant checks are 

completed before new staff are fully on-boarded into the business; and working directly with 

any City Skills learners. 

City Skills will require two references for any employee that wishes to be employed by City 

Skills. City Skills will expect a reference from the potential new employees current or most 

recent employer. The other reference can be from a line manager, colleague, professional, a 

jobs coach from employment services. 

City Skills will expect 2 references before confirmed appointment of the role, however, 

should a second reference not be received, City Skills will offer the potential employee the 

opportunity to chase, recommend another source of reference, or complete a new DBS 

check. 

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  
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• 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: 

o Satisfactory DBS check 
o Right to work 
o References 
o 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 learners 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.  

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 (Appendix B). 
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 
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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 Appendix C. 

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 learners, 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 
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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 learners. 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 learner(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, learners, 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 Head of 
Corporate Affairs. 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. 

8. Reporting a concern 

It is vital that as an employee you understand you have a responsibility and duty of care to 
the learner whilst they are disclosing a safeguarding concern. Ensure that the learner is 
informed that you may not always be able to maintain confidentiality. 

Should a learner raise either a concern or allegation with you during their delivery session, 
as a facilitator or Development Coach, and as a member of City Skills staff, we expect you 
to: 

o Listen and record all information provided by the learner, whilst ensuring a non-
judgemental approach. 

o Take immediate action if you feel that the risk or safety of the child or adult is too 
great by seeking guidance from City Skills Designated Safeguarding Lead/Deputy. 

o Follow City Skills reporting procedure (Appendix D) 
o Follow the direct link to our online reporting document in all disclosures. 
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SAFEGUARDING REPORT FORM (cognitoforms.com) 
If no internet access is available complete the document below (Appendix E) 
 
City Skills recognises the unique and supportive role that many employees have on the 
learners. City Skills requests that you follow the reporting procedures and not try to 
investigate or advise the learner in any discussion.  
 
City Skills recommends that you do not record that a concern has been made on the learner 
review document, but follow the procedure as described above. 
 
If a safeguarding discussion between yourself and the learner is taking place and you need 
urgent guidance from the safeguarding team, and it falls outside of normal working hours, 
should the member of staff deem that the situation is a possible danger to the learner, City 
Skills employee is to report this to the police immediately. 
 
Once a report has been reported the Safeguarding Team at City Skills will make initial 
contact within 72 hours. Once reviewed the Safeguarding Officer will assess the risk to the 
learner to decide the next course of action. This can range from signposting the learner to 
websites or agencies that can help support the learner, making a referral to the police and 
local safeguarding authorities. 
 
Should a learner feel that they have a concern over the conduct of any City Skills employee, 
we would encourage the learner to follow the same procedure  
 
9. Training and Education 
 
At City Skills all members of the Safeguarding Team will hold a formal Level 3 safeguarding 
qualification. As part of this role the team will be expected to take part in CPD event and 
attend all standardisation meetings to ensure their knowledge remains up to date around the 
legislation and ensure our own policy remains up to date. 
 
All staff will complete a safeguarding training at the beginning of their employment, that 
enables them to develop their knowledge and confidence to identify safeguarding concerns 
for our apprentices that may be at risk or disclose information. Safeguarding training will be 
continue through employment on a yearly basis to ensure knowledge is constantly being 
updated. 
All staff will complete Prevent training to help prevent any apprentice from being drawn into 
terrorism through radicalisation and know how to report any concerns to appropriate 
departments. 
 
All City Skills employees will attend all business meetings, to ensure that refresher training 
can be delivered with a standardised approach. All employees will be expected to complete 
a CPD entry to enable reflection of the learning and highlight any development actions to be 
addressed. 
 
Any City Skills employers that deal with employee recruitment will complete a safer 
recruitment training programme. Policies are held on our HR system which tracks the 
viewing of policies to ensure staff have engaged with them.  
 
10. Staff conduct to remain safe 
 
City Skills prohibits any of the following actions to ensure the protection of both employee 
and learner’s safety: 

• Sharing personal numbers between learner and employee 

https://www.cognitoforms.com/CitySkills1/SAFEGUARDINGREPORTFORM2
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• Befriending any learner on any social media platform 

• Learner visits are not to be conducted at the learner’s home or anywhere that has not 
been agreed by senior management team of City Skills 

• Employees and learners are not to share any form of transport 

• Personal relationship with learners. 
 
Throughout the employee’s employment journey, training will be provided to ensure 
employees are aware of how to conduct themselves during any interaction with learners: 

• Ensure all calendars are up to date with locations postcode and learner’s name 
included 

• When meeting colleagues ensure this takes place in a neutral setting 

• City Skills recognises all employees will build a natural rapport with all learners 
throughout their learner journey of learning. City Skills expects all employees to 
upkeep the personal boundaries whilst working with any learner of City Skills 

• City Skills employees will uphold any information that have been shared by either the 
employer or learner confidential; whilst ensuring that no guarantee can be made to 
not share this information if needed to safeguard any individual. 

• City Skills employees will be trained to listen to any concerns raised by a learner, 
make notes and support them through the correct channels 

• City Skills employees will not provide advice during the disclosure but will provide 
support via correct information and signposting learners where needed to provide 
guidance 

• Whilst conducting learner teaching or review sessions are in a closed environment, 
ensure the door remains open and make other members of staff within the site are 
aware of your visit. Should the environment require the door to be closed, for 
example, completion of a formal examination, ensure a member of staff from the site 
is aware and can help monitor the situation 

• City Skills recognises that at times learners may wish to offer a gift to a member of 
staff for their support through their apprenticeship. City Skills asks that all members of 
staff either speak to a senior manager or refer to bribery policy. 

• City Skills is aware that whilst the business has a safeguarding duty to its learners, 
we also have a safeguarding responsibility to its employees. Should an employee 
feel unsafe in the learner’s presence or environment; we request that the employee 
speaks to a member of the organisations management team, their direct line 
manager, and one of City Skills Designated Safeguard Team members. The 
employee is to remove themselves from the premises. 

 
11. Keeping learners safe 
 
City Skills offer both a traineeship and apprentice route to its learners to aid their 
development within an employed role. City Skills work with all organisations to ensure they 
duty of care is paramount to ensure all learners/apprentices placed are safe in the 
environment and to prepare the business for either a traineeship or apprenticeship 
placement. City Skill commits to working with employers to ensure a health and safety 
vetting is completed, a discussion around the role and responsibilities for the traineeship or 
apprentice individual and finally a commitment statement from both parties on how they will 
safeguard any role City Skills provides learner for. This will be completed and agreed before 
any placement take place. 
 
During the collaboration with employers, City Skills will conduct health and safety vetting and 
monitoring visits. Dependant on the level of risk of the employer, will result in the monitoring 
of the health and safety monitoring visit taking place more frequently. All vetting forms are 
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discussed with the employer to ensure they are aware of the potential risks which in turns 
enables the employers to keep all learners safe through their learning and employment. 
 
City Skills has designed several ways to ensure that learners/apprentices are made aware of 
its policies to ensure they remain safe: 

• City Skills conducts pre course induction. This session is completed online with an 
employee of City Skills. In this induction the member of staff, will discuss where and 
how to find our policies, who are our designated safeguard leads and how to contact 
them, and discuss our wellbeing service to all learners and how to contact them. 

• As all learners use our bespoke online portfolio system, learners are guided to the 
support or wellbeing tab to access resources to report any safeguarding concerns. 

• City Skills employee, Facilitators and Development Coaches are fully aware of how to 
access policies and can signpost as necessary. 

• Through their registration details on our enrolment documents, an email is generated 
and sent to all learners advising them of who City Skills Safeguarding team are and 
how to contact them; how to contact our external learner welfare programme and it 
services. It is explained that this source of support is 24/7 and confidential, which can 
offer several services including signposting to experts in that specific field to 
counselling. 

• Throughout the learner journey, City Skills Development Coach will complete a range 
of topics to ensure the learners knowledge is up to date and develop the learner’s 
understanding of the topic to ensure they recognise unsafe or unfair practices within 
their personal and professional life. The discussions are recorded on the learner 
review to provide the learner with detailed account of their existing understanding and 
how to develop this topic further. 

 
 
 
12. On-line safety 
 
City Skills use a blended approach to deliver our apprenticeships, and as a result City Skills 
understands its responsibility to ensuring all learners that attend the online session with our 
facilitators and development coaches to feel safe in the session, and to fully be aware of who 
is attending the session. City Skills expects all facilitators and development coaches to 
always have their camera on, enabling learners to fully know who is delivering the session 
and feel confident in the session. City Skills expects all learners to use their camera to 
participate and engage fully in the session. City Skills recommend that all participants utilise 
the ‘blur’ feature within the Zoom or Teams settings. 
 
All City Skills devices have “Cyber Smart” software installed. This flags the device is not “jail 
broken” and ensures devices are secure. We have malware software in place and filters to 
prevent accessing malicious or inappropriate websites or files. Our IT policy flags exactly 
how City Skills devices may be used and this is reviewed during company onboarding.  
 

 
 
 
 
 
 
 
 
APPENDIX A 
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Safeguarding 
Concern/Issue 

Definition Indicators 

Sexual Abuse This is the act of either enticing or forcing a child, 
young person, or an adult to partake in sexual 
activities that they may not be aware of what is 
occurring. Sexual Abuse could take the form of 
indecent exposure or sexual harassment. 

• Use of 
inappropriate 
explicit 
language or 
actions 

• A change in 
personal 
behaviour 

• Fear of either 
the same or 
opposite 
gender 

• Discomfort in 
private areas 

Domestic 
Abuse 

This is the act of consistent patterned incidents that 
may appear to be controlling, threatening, or violent 
behaviour towards those individuals over the age of 
16. This could occur from a range of abusive 
connections such as a partner or family member. This 
can also be defined from a family honour-based 
circumstance. 

• Signs of either 
physical harm, 
such as 
bruising 

• Signs of 
emotional 
abuse, such as 
being 
withdrawn 

• Individual may 
make excuses 
for not 
attending 
sessions, due 
to a 
controlling 
nature 

• Demonstrate 
signs of being 
anxious 
around a 
certain gender 

• May start to 
run 
themselves 
down because 
of low esteem 

Physical Abuse The act of deliberately causing physical harm or 
damage to someone. 

• The individual 
will appear 
with 
unexplained 
cuts, bruises 
or burns 



Safeguarding Policy V5 
SEPTEMBER 2021 
 
 

• Account given 
for injuries 
does not 
measure up to 
the injury type 

• My change 
appearance 
such as 
wearing 
longer clothes 

• My display 
pain when 
moving 

• Cowering 
away from 
gender that 
matches the 
abuser 

 

Financial Abuse This is act in which theft, scammed either face to face 
or online, and fraud is in relation to an individual’s 
financial affairs. This could be immediately such as 
withdrawing money unauthorised and selling of an 
individual’s personal possessions; or future 
arrangements such as inclusion of the will, property 
and inheritance. 

• The person is 
unable to 
provide a clear 
reason as to 
where 
personal 
possessions 
are. 

• The person is 
unable to pay 
bills, where 
previously this 
was possible 

• An individual 
may suddenly 
acquire 
expensive 
items. 

• Not being able 
to feed 
themselves 
properly 

• Suddenly has 
no money. 

Psychological 
Abuse 

This is an act in which an individual faces behaviour 
from another person which include: 

• Verbal abuse 

• Threats of harm 

• Cyberbullying 

• Isolation 

• The individual 
may withdraw 
themselves 
from other 
members of 
the family, 
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• Controlling acts 

• Intimidation 

• Blaming 

• Abandonment  

friends, and 
colleagues 

• Become low in 
their 
behaviour due 
to depression 

• Due to their 
lack or 
confidence 
and low 
esteem, may 
become more 
manipulated 
by others 

Organisational 
Abuse 

This is as a result of a business providing the lack of 
care and respect whilst neglecting the individual’s 
needs. 

• Individuals are 
controlled in 
an action such 
as going to 
bed at a 
certain time, 
or completing 
and activity at 
a certain time 

• Individuals are 
having to ask 
permission to 
complete 
simple tasks 

• Due to the 
strict regimes 
timings the 
individual may 
appear to be 
acting out of 
character 

Self-neglect This is an act where the individual will demonstrate 
the lack of interest and neglect their personal needs 
such as: 

• Personal hygiene 

• Personal health 

• Personal surrounding such as their home and 
possessions 

• The individual 
is eating a 
poor diet and 
lacks the 
nutrition 
needed to 
sustain a 
healthy diet 

• The individual 
demonstrates 
a poor 
personal 
hygiene which 
results in the 
individual 
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smelling and 
show no care 
in personal 
appearance 

• Stops taking 
prescribed 
medication 

Neglect This is the act when either a parent or carer fails to 
meet the needs of the individual. This may include: 

• Provide suitable food 

• Provide suitable clothing 

• Offer the protection of physical or emotional 
harm from others 

• The individual 
may become 
withdrawn or 
scared from 
the gender of 
the abuser 

• The individual 
starts to lose 
weight 
suddenly, or 
starts to put 
on weight 

• Fear of going 
home 

• Inappropriate 
clothing and 
hygiene 

Discrimination Discrimination can come in multiple forms: 

• Direct Discrimination 

• Indirect Discrimination 

• Associated Discrimination  

• Discrimination based up upon perception 
 
This is the act when an individual or group experience 
unfair/unjust and prejudicial treatment which can be 
based around the 9 protected characteristics. 

• Individual by 
become 
withdrawn 
due to be 
excluded 

• Being asked to 
complete 
additional 
tasks which go 
beyond the 
expectations 

• May become 
fearful or 
certain people 
within the 
business or 
group 

Child Sexual 
Exploitation 

This is act where a child or young person is forced or 
coaxed into taking part in a form of sexual activity. 
This could take place face to face with indecent 
exposure or harassment as well as online with 
communication through pictures or messages. 

• The individual 
may become 
withdrawn 
from family or 
friends 

• The individual 
may change 
their 
behaviour and 
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become 
secretive 

• The individual 
may change 
the language 
used to a 
more sexual 
nature 

• The individual 
may dress 
differently 

• The individual 
may show 
signs of 
alcohol/drugs 
abuse 

• The individual 
may start to 
dress and 
acquire 
expensive 
items 

Bullying 
including 
cyberbullying 

This is the act where either an individual or group 
specifically target someone either face to face to 
through the world wide web, which intentionally 
causes harm to either an individual or group.  

• The individual 
or group may 
become 
scared for 
their safety 
and becomes 
withdrawn 
either face to 
face or 
through the 
world wide 
web 

• The individual 
or group may 
demonstrate 
signs of 
physical or 
emotional 
abuse 

• The individual 
or group may 
become 
withdrawn 
and 
demonstrate a 
fear of using 
the wide 
world web, 
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when 
previously 
utilised it 

Drugs This is an act when an individual is dependent on 
either illegal drug, prescribed drugs or over the 
counter drugs for a purpose other than the intended 
purpose. These may include: 

• Illegal drugs such as heroin 

• Prescribed drugs such as sleeping tablets or 
anti-depressants 

• Over the counter drugs such as pain killers 
 

• The individual 
may start to 
constantly 
smell of 
alcohol 

• The individual 
may appear 
hungover or 
demonstrates 
a lack of 
interest in the 
work 

• The individual 
may start to 
act irrational 
or unable to 
concentrate 
within the task 

• The individual 
may 
demonstrate 
different 
personalities  

• The individua 
may become 
secretive 

Faith Abuse This is an act where a child or young person is 
experiencing abuse through the care of their parents 
or carers where abuse is based around faith or beliefs 

• The individual 
may change 
their language 
based upon 
the faith or 
belief, for 
example, they 
are the devil 

• The individual 
may have cuts 
or bruises in 
places where 
marks may be 
made because 
of exorcisms 
or rituals 

• The 
individuals 
may become 
fearful of 
going to bed 
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• The individual 
may start to 
wet the bed 

Children 
missing in 
Education 
 
Whilst this 
effects 14–16-
year-olds that 
attend schools, 
however since 
new Education 
and skills 
legislation 
2015, all 
children must 
be in some 
form of 
education until 
they are 18. 
This could be 
at college or 
apprenticeship, 
should City 
Skills acquire 
any 16-18-
year-old 
learners, it will 
investigate any 
that appear to 
go missing. 

This is an act when a child or young person is not 
attending compulsory education either at school or 
within an apprenticeship if they decide to go into 
work. 

• Learners are 
not attending 
sessions with 
the facilitators 
or 
development 
coaches with 
nor reason 

• Through 
contact from 
with the 
facilitators or 
development 
coaches no 
contact is 
made over 
several 
attempts 

• No contact is 
made from 
anyone from 
City Skills 
Head Office 
after this has 
been 
escalated to 
them 

• Employers are 
unable to 
contact the 
learner 

Sexual 
harassment 
and violence 

This is an act when an individual or group is targeted 
either by an individual or as a group. 
The act of sexual assault/violence or harassment can 
take place from a person of the same age or sex. 
Children, young people, adults and adults at risk, will 
find the experience to by quite traumatic and 
upsetting which will may prevent their development 
either at school, college or the workplace. 
Sexual assault/violence and harassment can take its 
form either face to face or remotely on-line or through 
individual’s mobile phones. This exposure may happen 
just the once or it could take place over a period and 
through the different methods above. 
 
Regardless of the method or type, any sexual 
assault/violence or harassment is not acceptable, and 

• Individuals or 
groups may 
change 
behaviour or 
personality 
which includes 
the discussion 
of sexual 
stories, 
making over 
the top sexual 
comments 

• Individual and 
groups may 
dress out of 
character and 
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the individual must be taken seriously when they 
report the offence. 
 
Sexual Assault/violence is completed with the intent of 
hurting or touching an individual in an intimate place 
when the other person does not give consent. 
 
Sexual harassment is completed in the form of 
unwanted attention or conduct of sexual nature. This 
includes in person or through digital means. Sexual 
harassment will also the sending of nudes or making it 
feel it is a normal action to do. 
 
Both sexual assault/violence and harassment will 
make the individual or group feel: 

• Violation of a person’s dignity 

• Feeling of intimidation 

• Feeling of humiliation and degraded 

• In any setting the environment will feel 
threatening, offensive or creation of a sexual 
19environment 

 
https://www.gov.uk/government/publications/review-
of-sexual-abuse-in-schools-and-colleges/review-of-
sexual-abuse-in-schools-and-colleges – 2021 

unfavourably 
which could 
take on the 
form of the 
type of abuse 

• Individuals 
and groups 
may avoid 
social contact 
with the age 
or sex of the 
abuser 

• Individuals or 
groups may 
become 
secretive, 
especially 
around their 
electronic 
devices 

Mental Health This is classed as when there is an absence in an 
individual’s psychological wellbeing and either physical 
or psychological functioning 

• An individual 
may appear 
distracted 
easily 

• An individual 
may become 
withdrawn 
and not part 
take in 
conversations 

• An individual’s 
behaviour 
may change at 
different times 
of the day 

Breast Ironing This is an act when a child or young person will have 
their developing breasts either pounded or burnt to 
prevent them from developing. 
This act is normally carried out by the mother or older 
sister to protect the child or young person from sexual 
assault/violence. It has also been reported to enable 
the child or young person to pursue education rather 
than being forced into marriage. 

• An individual 
may be absent 
from school or 
teaching 
session 
because of 
depression, 
aggression, 
and anxiety 

https://www.gov.uk/government/publications/review-of-sexual-abuse-in-schools-and-colleges/review-of-sexual-abuse-in-schools-and-colleges
https://www.gov.uk/government/publications/review-of-sexual-abuse-in-schools-and-colleges/review-of-sexual-abuse-in-schools-and-colleges
https://www.gov.uk/government/publications/review-of-sexual-abuse-in-schools-and-colleges/review-of-sexual-abuse-in-schools-and-colleges
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• An individual 
may be 
reluctant to 
undergo any 
medical 
examinations 

• An individual 
may not feel 
confident or 
demonstrate 
fear when 
changing in 
front of others 

Cuckooing  Cuckooing is the act when criminals target the home 
of a vulnerable person, often so they can use the 
property for criminal purposes such as drug-dealing, 
hiding weapons and other criminal activities. 
 
The term comes from the behaviour of cuckoo birds 
who take over the nests of other birds.   
 
A criminal will often befriend a vulnerable person to 
exploit them and use their property.  The person is 
usually intimidated and too scared to report it to 
anyone. 

• Not engaging 
with services 

• Unexplained 
injuries 

• Paying off 
debts in full 
with cash 

• Misusing 
substances 

• Appears 
withdrawn 
and fearful 

• New 
unidentified 
associates at 
the property 
or when 
collecting 
money 

• Changed 
appearance - 
either wearing 
expensive 
clothing or 
appearing 
unkempt 

Sexting This is an act where an individual may receive and 
send intimate messages to other people.  

• An individual 
may become 
more 
secretive in 
their manner 
especially 
around their 
mobile phone 

• An individual 
may change 
their language 
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to a more 
sexual nature 
to boast about 
the content 

• An individual 
could become 
withdrawn 
from family 
and friends 
out of fear of 
implications of 
the activity 

Radicalisation This is an act when a person comes to support or 
move into the extremism actions. The individual will 
take on views of the organisation’s views, which 
includes, political, animal welfare and ecological. 
 
Extremisms take these ideologies further which are 
outside the attitudes of the country, which include 
opposition to the British Values. 

• The individual 
may change 
their language 
which includes 
how they have 
been wronged 
by the country 
or views that 
are outside 
normal 
conversation 

• An individual 
may become 
secretive 

• An individual 
may suddenly 
start to go out 
with ‘new’ 
friends  

Female Genital 
Mutilation 

This act is when young girls from the age of infancy to 
15-years-old has a procedure to remove, injure, or 
change their genitals deliberately. 
There is no medical reason for this be undertaken as it 
offers no health benefits. 

• The individual 
may spend a 
lot of time of 
in the toilet 

• Long absence 
from teaching 
sessions 

• The individual 
may find it 
uncomfortable 
to sit down 

Gender Based 
Violence 

This is the act when an individual is targeted purely 
based on their sex. 

• The individual 
may become 
withdrawn 

• The individual 
may fear the 
gender of the 
abuser 
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• The individual 
may show 
signs of 
physical abuse 

Gangs Violence This is the act where crime and violence has become 
part of the gang or youth identity such as, attacks to 
move up the ranks within the gang. 
 

• Individuals 
may suddenly 
appear with 
expensive 
items 

• Have gang 
tattoos 

• Individuals 
may start to 
carry weapons 

• An individual 
may start 
staying out 
with ‘new’ 
friends 

Trafficking and 
modern slavery 

This act is the force of individuals over others. This can 
include activities such as slavery, human trafficking, 
forced labour and domestic serve. Many abusers will 
threaten the individual with harm or harm to family if 
they disobey 

• An individual’s 
language may 
change and 
talk about 
someone 
controlling 
them 

• An individual 
may move 
around a lot 
and not settle 

• An individual 
may avoid eye 
contact with 
anyone except 
their abuser 

• No formal 
documents to 
gain 
employment, 
bank account 
or housing 

• An individual 
may 
demonstrate 
signs of 
physical or 
emotional 
abuse 
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Teenage 
relationship 
abuse 

This is the act where there is actual or threatened 
abuse between romantic or past relationship. One 
individual within the relationship tries to take power 
over the other person. Whilst the UK government 
define this act of abuse for those over 16 years of age, 
it is essential to remember that abuse can happen in 
any relationship and at any age. 

• The abuser 
may harm you 
physically 
including 
slapping, 
pushing, 
grabbing, 
shaking, 
smacking, 
kicking, and 
punching 

• The abuser 
may try to 
control 
different 
aspects of 
your life, such 
as how you 
dress, who 
you hang out 
with, and 
what you say 

• The abuser 
will frequently 
humiliate you 
or make you 
feel unworthy, 
whilst tell you 
that they love 
you 

• The abuser 
may threaten 
to harm you, 
or to self-
harm, if you 
leave the 
relationship 

• The abuser 
may try to 
twist the truth 
to make you 
feel you are to 
blame for 
their actions 

• The abuser 
will encourage 
you do things 
you don’t 
want to do 
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• The abuser 
may try to 
isolate you 
from friends 
and family? 

Forced 
Marriage 

This is an act where either one set or both sets of 
parents have pre-planned their children’s marriage, 
where the either one or both individual’s do not give 
consent to the marriage. 

• An individual 
may disclose 
they are being 
forced to 
marry 

• An individua 
may disappear 
suddenly for 
long periods 

• An individual 
may start to 
follow 
religious 
studies more 
intensely 

Fabrication or 
induced illness 

This is an act where individuals, parent and carers 
make up signs and symptoms of illness. This can also 
include in the changing of medical records. 

• An individual 
may talk 
about being ill 
or pretend to 
be ill 

• Parents may 
talk about all 
the types of 
illnesses at 
any chance 

• An individual 
may find 
themselves 
attending 
more Drs and 
hospital 
appointments 
then usual 

Private 
Fostering 

This is the act of the fostering a child or young adult 
without the involvement or consent of the local 
authority. 

• May move 
around a lot 
and with no 
notice 

• May not wish 
to disclose any 
family 
information 

• May display 
signs of 
abandonment 
characteristics 
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County Lines This is an act where organised criminal acts are 
committed such as the transporting of drugs across 
county lines or moving from larger cities to smaller 
towns or villages. 
The organised criminals will often recruit and groom 
children, young people and adults that are vulnerable 
to exploit their innocence or vulnerability. 

• Individuals 
may face 
violence 
against them 
or their family 

• May dress 
differently to 
appear 
unnoticeable 

• May acquire 
expensive gifts 

• May become 
secretive in 
their location 
and activities 
for the day 
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APPENDIX B 

 

City Skills commitment to secure storage, handling, use retention and disposal of disclosure 

and disclosed information. 

City Skills will utilise the Disclosure and Barring Service (DBS) to enable the business to 

make an informed decision and suitability of the role of the applicants. City Skills complies 

fully with the obligations under the Data Protection Act and other legislations such as GDPR, 

with correctly handling, the purpose of use, and both storage and disposal of this information. 

 

Any disclosed information will never be stored with the applicants or employees personnel 

file but will be stored separately and securely in a password protected folder that only 

authorised individuals have access to. 

To ensure that City Skills works in line with section 124 of the Police Act 1997, only disclosed 

information will be accessible to those that are authorised to. The HR Team and Directors of 

City Skills are responsible for the maintaining the records of any individuals disclosed 

information. The directors and HR team fully recognises its responsibilities to maintaining 

this information with the strictest of confidence as it is recognised as a criminal offence if not. 

The disclosed information will only be provided to authorised individuals or for the purpose 

use which it is intended for. The individual’s consent will be gained before doing so. 

 

Once City Skills has made an offer of employment or an existing employees disclose has 

expired, City Skills will only hold the information for up to 6 months after the date to ensure 

that all complaints or disputes are completed effectively. In some instances, it is 

acknowledged that City Skills may need to request guidance from external sources, such as 

DBS to ensure the correct action. 

Once the period has passed, City Skills will ensure that the correct disposal of such 

information on individuals, such as shredding or deletion of folder. 

 

 

 

 

 

 

 

 

 

 

 



Safeguarding Policy V5 
SEPTEMBER 2021 
 
 

APPENDIX C 

 

DBS Disclosure Process 

On successful completion of an individual’s interview and an offer has been made, a DBS 

application will be sent to the individual to complete remotely to ensure an informed decision 

can be reached before the individual starts officially within the business. 

City Skills recognises that some new employees may come into the business with an existing 

DBS certificate. City Skills will review the type of DBS, to ensure it matches the job role they 

are being recruited for. If not accepted, the new employee will be expected to complete 

another DBS request.  

City Skills recognises that it is the business’s decision whether to accept a previous DBS 

certificate. City Skills will accept previous DBS certificates within 6 months of certification. 
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APPENDIX D 

Safeguarding procedure 
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