
 

QQA.P9 - SAFEGUARDING PROCEDURE 
1.0  PURPOSE 

Carlisle College is committed to the safety and wellbeing of its learning community.  The purpose of this 

procedure is to explain how the NCG Single Safeguarding Policy will be implemented to ensure that the safety 

and wellbeing of all learners is maintained.  This procedure has been developed in line with local authority 

guidance and locally agreed interagency procedures. 

In 2018/19 the College continued to see a rise in the number of mental health safeguarding concerns that were 

raised and this will remain a priority for the next academic year.  The College worked closely with the Fire 

Service to provide training around road safety and dangerous driving.  This is in recognition of the high level of 

causalities and fatalities for young people in road traffic accidents across Cumbria, the College will continue 

this in to 2019/20. 

2.0 SCOPE AND RESPONSIBILITIES 

This procedure applies to all areas of Carlisle College and has been developed in accordance with local 

authority guidance and local interagency procedures.  It is the responsibility of every member of staff at the 

College to read, understand and implement this procedure.  It is the responsibility of all managers to ensure 

that staff under their management have read and understood this procedure and the NCG Single Safeguarding 

Policy. 

The designated safeguarding lead (DSL) will take overall responsibility for safeguarding issues within the 

College.  Sarah McGrath (Director of Quality) is the current DSL. Kerry Armstrong (Progress Coach) is the 

current Deputy DSL. The DSL will be supported in this by the Safeguarding Team which will be made-up of 

staff from across different areas of the College. 

Stephen Gilby is the named Board member for safeguarding.  Any safeguarding concerns relating to the 

Principal of the College should be reported to the named Board member. 

 

3.0      DEFINITIONS AND CONCEPTS 

The following definitions apply to safeguarding. 

 Child/young person - any person who has not yet reached their 18th birthday. 

 Vulnerable adult - a person over 18 years of age who is or may be in need of community care services 

and/or who is unable to protect themselves against significant harm or exploitation.  An adult at risk may 

be a person who:  

 Is elderly and physically disabled due to ill health or cognitive impairment; 

 Has a Learning Disability; 

 Has a physical disability and / or a sensory impairment; 

 Has mental health needs including Dementia or a personality disorder; 

 Has a long-term illness / condition; 

http://trixresources.proceduresonline.com/nat_key/keywords/a_learning_disability.html
http://trixresources.proceduresonline.com/nat_key/keywords/a_dementia.html


 Misuses substances or alcohol; 

 Is unable to demonstrate the capacity to make a decision relating to their safety and is in 

need of care and support. 

 Local Safeguarding Children’s Board (LSCB) - the LSCB is the key statutory mechanism for agreeing 

how the relevant organisations in each area will co-operate to safeguard and promote the welfare of 

children in that locality, and for ensuring the effectiveness of what they do.  Cumbria’s LSCB can be 

found at: http://www.cumbrialscb.com/ 

 The Designated Safeguarding Lead (DSL) - a senior member of the institution’s staff designated to 

take lead responsibility for dealing with safeguarding and child protection issues, providing advice and 

support to other staff, liaising with the local authority, and working with other agencies.  At Carlisle 

College the DSL is the Director of Quality. 

 Child Protection Conference – a child protection conference is held following an investigation under 

section 47 Children Act 1989 (a child protection investigation).  The aim of the conference is to enable 

those professionals most involved with the child and the family, and the family themselves, to assess all 

relevant information and plan how best to safeguard and promote the welfare of the child. 

 Child Protection Plan – a child protection plan assesses the likelihood of a child suffering harm and looks 

at ways that the child can be protected. 

 CSE – Child Sexual Exploitation. 

 CEOP – Child Exploitation and Online Protection. 

 Enquiry - made by a member of the Safeguarding Team that does not constitute a Referral.  

 Referral - made by a member of the Safeguarding Team to Children’s Services when there is a reason to 

believe that a child may be ‘in need’ and/or at risk of significant harm. 

Abuse 

Abuse is described as a violation of a person’s human or civil rights by any other person or persons.  Below are 

the 4 main categories of abuse that apply to both children and adults at risk: 

Neglect: A persistent failure to meet a child or vulnerable adult’s basic physical and/or 

psychological needs, which is likely to result in serious impairment to the child 

or vulnerable adult’s health and development 

Physical injury: May involve hitting, shaking, throwing, poisoning, burning or scalding, 

drowning, suffocating or otherwise causing physical harm to a child or 

vulnerable adult. 

Sexual abuse: Involves forcing or enticing a child or vulnerable adult to take part in sexual 

activities, not necessarily involving a high level of violence, whether or not the 

child is aware of what is happening. 

Emotional abuse: Persistent emotional maltreatment of a child or vulnerable adult such as to cause 

severe and persistent adverse effects on the child or vulnerable adult’s 

emotional development.  It may involve conveying to children or vulnerable 

adult’s that they are worthless or unloved, inadequate, or valued only insofar as 

they meet the needs of another person. 

 

In addition, there are 6 more categories of abuse for vulnerable adults: 

 Modern slavery/Exploitation 

 Organisational/Institutional 



 Discriminatory 

 Financial 

 Domestic 

 Self-neglect 

 

Keeping Children Safe in Education (2016) defines a further 16 specific safeguarding issues: 

 Bullying including Cyber Bullying 

 Child Sexual exploitation 

 Domestic Violence 

 Drugs 

 Fabricated or Induced illness 

 Faith Abuse  

 Female Genital Mutilation (FGM) 

 Forced Marriage  

 Gangs and Youth Violence 

 Gender based Violence /  

Violence against Women and Girls (VAWG) 

 Mental Health 

 Private Fostering 

 Radicalisation 

 Sexting 

 Teenage Relationship Abuse  

 Trafficking 

 
All staff should be aware that key risks for young people in Cumbria (based on data from Cumbria’s Public 
Health Profile) are self-harm, suicide and alcohol related harm.  Hospitalisation records for these issues are 
above national averages within Cumbria. 
 
Staff should be particularly aware of the signs and symptoms associated with FGM and Child Sexual 
Exploitation. 
 
FGM – A girl or young female at risk of FGM may talk about an upcoming long holiday abroad, a special 
occasion or ceremony in which they will ‘become a woman’ or they may refer to a female relative who has been 
subject to FGM.  They may start having prolonged absences from College and their standard of work may 
decline suddenly or over a period of time. 
 
Child Sexual Exploitation – A young person may be groomed prior to being a victim of CSE.  Signs that a young 
person is being groomed may include them being secretive about who they are talking to and spending time 
with, sudden changes in their appearance and wearing more revealing clothes, becoming involved in drugs or 
alcohol, becoming emotionally volatile, using inappropriate sexual language, engaging less with their friends 



and appearing to be controlled by their phone.  Some of the common signs of CSE include a young person 
regularly suffering from sexually transmitted infections, unexplained physical injuries such as bruising, being 
emotionally volatile and self-harm or suicide attempts. 
 
Staff should be aware of the term private fostering.  Private fostering occurs when a parent arranges for their 
child to be cared for by someone other than a parent or close relative for more than 28 days. A close relative 
means a step-parent, grandparent, brother or sister, aunt or uncle—either by blood or marriage. If any member 
of staff becomes aware of a private fostering arrangements, they must report this to a member of the 
safeguarding team who will report this to the local authority.  There is a mandatory duty on the College to 
report any instance of private fostering they discover. 

 
In the September 2018 Keeping Children Safe in Education update, staff are also requested to be vigilant 
around issues associated with sexual violence and sexual harassment between children in schools and colleges. 
It is also provided clarity of managing peer-on-peer abuse and additionally physical relationships between 
children.   
 
Colleagues are additionally expected to be vigilant around harmful online material that may constitute one or 
more types of abuse. 
 
It is important to note that GDPR regulations do not in any way prevent the sharing of information relating to 
safeguarding with designated colleagues or authorities. 
 

4.0     PROCEDURES  

All staff have a duty to be vigilant and highlight any possible safeguarding concerns immediately.  All 
complaints, allegations or suspicions must be taken seriously and reported to a member of the 
Safeguarding Team immediately.  All staff should be aware that certain groups of learners may be more 
vulnerable to abuse or neglect these include: 

 Learners who are disabled or have specific additional needs 

 Learners with specific educational needs 

 Carers 

 Learners who show signs of being drawn into anti-social or criminal behaviour 

 Learners who are missing or frequently go missing from care or from home 

 Learners who are misusing alcohol or drugs 

 Learners at risk of modern slavery 

 Learners in family circumstances which present specific challenges for the learner 

 Learners who have returned to their family home from care 

 Learners showing early signs of abuse and/or neglect 

 Learners at risk of being radicalised 

 Learners who are privately fostered 

Progress Coaches carry out an Every Learner Matters survey with learners at the start of the year to identify 
those at higher risk. 

Concerns may come to your attention in a number of different ways including, but not limited to, the following: 

 Information given to you by the child/ young person or vulnerable adult or by their friends or family. 

 Observation of behaviour significantly different to usual; for example withdrawn, poor attendance, 

change in appearance or dress. 

 Unexplained injury/injuries or explanations that don’t make sense or differ over time or dependent on 

who is explaining. 

 

When a disclosure is made it is important that basic principles are adhered to: 

 Do not lead or ask leading questions. 

 Remain calm and demonstrate interest and concern. 



 Demonstrate active listening. 

 Inform the person sharing a concern with you that that the concerns they have raised must be recorded 

and passed on so that the concerns can be dealt with, and that this will be done on a limited ‘need to 

know’ basis. 

 Reassure that they have done the right thing in reporting their concerns. 

 Record precisely what has been alleged using the words of the complainant where possible.  Your 

record should use accurate quotation.  It should also, if felt appropriate, include factual observations 

about the observable physical and emotional state of the individual sharing their concerns with you. 

 Keep an open mind. 

 Never promise that what they have told you can be kept secret. 

 Do not make any other promises that you are not able to keep. 

 Explain that you have a responsibility to report what has been said to someone else (a member of the 

Safeguarding team).  

 A third party (other College staff or member of the Safeguarding Team) should never ask the learner 

to repeat the allegations where sufficient information has already been given to a member of staff, 

which has established that significant harm to a child may have occurred. 

All concerns, whether raised through disclosure, observation or other method must be reported to a 

member of the safeguarding team as soon as possible. 

 

4.1     SAFEGUARDING TEAM ACTIONS –  CHILD OR YOUNG PERSON  

If it is felt that there is a valid concern about the safety and wellbeing of a child/young person a member of the 
safeguarding team will make a referral to the safeguarding Hub.  This will be done by completing the online 
Single Contact Form which can be found at:  https://www.cumbria.gov.uk/secure/LSCBContact/ 

 

If it is felt that the concern is urgent, or if the member of the safeguarding team wish to discuss their concern 
prior to submitting the Single Contact Form they can contact the Hub on 03332 401727.  If a member of the 
safeguarding team is unsure as to whether the concern warrants a referral to the Hub they should refer to the 
Multi Agency Threshold Guidance, which can be found here:  
http://www.cumbria.gov.uk/eLibrary/Content/Internet/537/6683/6687/6698/17145/42632155941.pdf 

and on the College intranet under the Safeguarding tab. 

 

Any learner who goes missing from education should be reported to the local authority by a member of the 
Safeguarding Team. 

 

If there is an urgent concern out of working hours the member of the safeguarding team will contact the Hub 
on 03332 401727. 

 

If it is thought that a child or young person is at risk of immediate danger staff should call the police using 
999. 

 

If a member of the safeguarding team completes a contact form and has had no response within three working 
days they will telephone the hub on 03332 401727 to ask for an update. 

Every stage of the above will be recorded and stored within the secure safeguarding file. 

Contact for Social Services covering Annan/Gretna – 01461 207550 
 

4.2     SAFEGUARDING TEAM ACTIONS –  VULNERABLE ADULT 

https://www.cumbria.gov.uk/secure/LSCBContact/
http://www.cumbria.gov.uk/eLibrary/Content/Internet/537/6683/6687/6698/17145/42632155941.pdf


If it is felt that there is a valid concern about the safety and wellbeing of a vulnerable adult a member of the 
safeguarding team will contact adult social care services on 0300 3033249.  The out of hours service can be 
reached on 01228 526690.   

 
Further information on what will happen following a referral to adult social services can be found in 
the 7 Stages of Safeguarding document here:  
http://www.cumbria.gov.uk/elibrary/Content/Internet/327/949/4305415121.pdf and is also available 
on the College intranet under the safeguarding tab. 
 

4.3     ALLEGATIONS AGAINST STAFF 

From time to time a parent, child or a member of the public may express concern about the conduct of an adult 
working in an educational setting. Most of the time these concerns will be dealt with informally to the 
satisfaction of all parties, possibly using the College’s complaint’s procedures. 
 
An allegation of abuse however suggests improper, unprofessional or illegal behaviour and centres around the 
suggestion that a child may be at risk from or has been abused by a trusted adult working in education. When 
such allegations are made, it is essential that they are handled speedily and effectively. 
 
Allegations may be made in person, over the telephone or in person.  Whoever receives the complaint should 
take seriously any allegations that are made. Ensure that the facts are recorded and offer reassurance that 
enquiries will be made in line with College Safeguarding procedures.  
 
Any safeguarding allegations made against a member of staff must be reported to the DSL and Director of HR 
immediately.  The person who receives the allegation should not share this with any other colleagues other 
than the DSL and the Director of HR.  From this point onwards the DSL will decide if information needs to be 
shared with any other colleagues on a strictly ‘need to know’ basis. 

The DSL will report any concerns regarding a member of staff (or any other adult who works with children) and 

safeguarding to the LADO (Local Authority Designated Officer) within one day.  Concerns will be reported 

using the LADO Allegation Notification Form which can be found on the College intranet under the 

safeguarding tab.  Completed forms will be sent by email to:  lado@cumbria.go.uk   If a concern is raised out 

of hours it can be reported using the safeguarding Hub out of hours service on 03332 401727.    

The LADO should be alerted to all cases in which it is alleged that a person who works with children has: 

 behaved in a way that has harmed, or may have harmed, a child 

 possibly committed a criminal offence against children, or related to a child 

 behaved towards a child or children in a way that indicates they may pose a risk of harm to children 

The LADO will record all concerns, including allegations or offences emanating from outside of work. They will 

provide advice and guidance and help determine that the allegation sits within the scope of the procedures.  

The LADO is involved in the initial phase of the allegation through to the conclusion of the case and will provide 

advice and guidance to Senior Managers on the progress of cases to ensure they are resolved as quickly as 

possible. In addition, the LADO will help co-ordinate information sharing with the right people. They will also 

monitor and track any investigation with the expectation that it is resolved as quickly as possible. 

4.4 LIAISON WITH OTHER AGENCIES REGARDING INFORMATION ON OFFENDERS WHO 

MAY POSE A THREAT 

Should a member of staff be approached to enrol a member of the public who may fall into this category, this 
should be referred to a member of the safeguarding team who must inform the DSL immediately.  Under the 
guidance of the DSL a member of the safeguarding team will consult with the Probation Service to enable an 

http://www.cumbria.gov.uk/elibrary/Content/Internet/327/949/4305415121.pdf
mailto:lado@cumbria.go.uk


assessment of the risks to College learners to be completed.  The safeguarding team will maintain a written 
record of the assessment and the outcome of these discussions. 

 

The Probation Service and the Police have a statutory responsibility for the assessment and management of 
those offenders who are considered most likely to commit offences causing the highest degree of personal 
harm to members of the public.  In Cumbria, the Police and Probation Service work in partnership with a range 
of other statutory and voluntary agencies (such as the NSPCC), in order to ensure quality risk assessments and 
management of sex offenders and dangerous persons in the community.  The purpose of such activity is to 
reduce the risk of re-offending and provide greater protection to the public.  The procedures provide not only 
for the exchange of information but also for the development of risk management strategies.  

 

4.5     REFERRAL TO GROUP SERVICES 

Divisional Safeguarding Leads (or a member of the safeguarding team under their instruction) are required to 

inform Group Services of the following referrals: 

 Learner/apprentice (children and adults at risk referrals to the Local Authority Designated Officer / 

Children and Families or Safeguarding Adults’ Duty Team / Police whereby the learner is the alleged 

‘subject’; 

 Learner/apprentice (children and adults at risk) referrals to the Local Authority Designated Officer / 

Children and Families or Safeguarding Adults Duty Team / Police whereby the learner is the alleged 

‘perpetrator’ 

 Staff referrals to the Local Authority Designated Officer / Children and Families or Safeguarding Adults 

Duty Team / Police whereby the staff member is the alleged ‘perpetrator’ 

The Prevent and Safeguarding Notification Form should be completed and emailed to Referrals@ncl-
coll.ac.uk within 2 days of the referral. 
 

4.6     PREVENT AND RADICALISATION 

Section 26(1) of the Counter-Terrorism and Security Act 2015  imposes a duty on Further Education Colleges, 
when exercising their functions, to have due regard to the need to prevent people from being drawn into 
terrorism.  The College has a responsibility to reduce the risk of all forms of radicalisation of vulnerable people.  
Young people and vulnerable groups are particularly targeted by those who may promote violent extremist 
activity.  College staff should be aware of signs of radicalisation and have the confidence to report their 
concerns to their line manager.  Any such concerns should be recorded in writing by the line manager and 
reported to the safeguarding team.  The DSL should be informed and, if appropriate, a referral will be made 
using a Prevent Referral Form which can be found on the College intranet under the Safeguarding tab.  The 
referral form will be sent by email by a member of the safeguarding team to:  prevent@cumbria.police.uk 

 

4.7     SAFER RECRUITMENT STAFF INDUCTION AND TRAINING 

Safe recruitment is a priority at Carlisle College.  Any selection panel must always consist of at least one member 

who has been trained in ‘Safer Recruitment’ practices.  Two references will be requested.  Normally one will be 

from the current employer and one from a previous employer.  However, at the discretion of the Director of HR 

references may be sought from other individuals or organisations.  The HR representative on the interview 

panel explains the background to Safeguarding within the College and requests the candidate’s completed “Pre 

Employment Convictions Declaration Form.”  The successful candidate will be offered the position by a member 

of the HR Team or relevant Line Manager on selection panel, subject to medical, DBS check (in-line with DBS 

Regulations), references, qualifications check and other pre-employment checks as appropriate.  

mailto:Referrals@ncl-coll.ac.uk
mailto:Referrals@ncl-coll.ac.uk
mailto:prevent@cumbria.police.uk


All staff governors will be subject to an enhanced DBS check.  The single central register is maintained by NCG.  

Should agency staff be appointed the appointing manager will confirm their identity by checking photographic 

ID on their arrival at the College to ensure that they are the same person for whom vetting checks have been 

provided. 

All staff will receive training in safeguarding procedures at induction. 

 Staff will receive annual update training which will be delivered internally and may include online training 

packages. 

 The College Safeguarding Team will undergo external training at a maximum interval of two years. 

 All staff at the College must have read the latest version of Keeping Children Safe in Education and the 

College’s Professional Guidelines. 

 The College Board member with responsibility for safeguarding will be trained to level 3. 

 

4.8  TRAINING FOR LEARNERS AND APPRENTICES AND IT SECURITY  

All learners will receive training during induction on safeguarding and on how to make referrals and raise 
concerns.  Learner understanding will be tested through learner surveys and through departmental learner 
voice activities carried out by Curriculum Leaders.  In 2019/20 the College will run specific awareness raising 
campaigns around mental health and suicide prevention. 
 
All learners undergo CEOP (Child Exploitation and Online Protection) training as part of the induction and this 
is revisited by staff throughout the year.  In 2019/20 the College will be running a further awareness raising 
campaign relating to online safety and safe use of social media. 
 
At Carlisle College we we utilise an on-site installation of a Smoothwall Real Time Web Proxy to provide 
online safety for learners.  This on-site filtration system provides us with real-time dynamic content analysis 
keeping our learners safe by categorising new and existing content in real-time by analysing the content, 
context and construction of each page.  Social media controls allow read-only access and remove 
inappropriate content across social media sites. 
 
Along with key internal reporting directly to the Student Support team the IT team at College provide all 
round monitoring, reporting and alerts on internet access keeping our learners safe. 
 

5.0     DOCUMENTATION 

All related documents can be found on the College intranet under the safeguarding tab: 

 NCG single safeguarding policy 

 Single contact form 

 Multi agency threshold guidance 

 7 stages of safeguarding 

 Prevent referral form 

 Allegation referral form (LADO) 

 

7.0 APPROVAL AND REVIEW 

Owned by: Sarah McGrath Director of Quality 

Approved: ELT Nov 2019 

Review Date: November 2020  



 

 
 


