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Context 
 

The College is dedicated to creating a learning environment in which all learners feel valued, respected, encouraged, 
and supported. This includes all aspects of the learner’s journey and applies to all age groups including adults and 
vulnerable learners. Al learners will be supported to raise any concerns about  their own or others’ safety and welfare 
through the curriculum, support services, reviews, work experience and training areas. 

 
This policy sets out the College’s approach to providing a safe environment in which to work and study. 
Safeguarding is everyone’s responsibility, and we are committed to creating and sustaining a culture of vigilance 
among our staff and learners to recognise, respond, report and record safeguarding concerns and provide a 
proportionate response. 

 
 The National College for Advanced Transport and Infrastructure (NCATI) aims: 

 
• to ensure the College takes appropriate action, in a timely manner, to safeguard and promote the welfare 

of all learners, including those who may be at risk of harm. 
• to share information appropriately and without delay where the College becomes aware of a child at risk 

of harm, including playing its full part in early help and/or multiagency support arrangements. 
• to ensure responsibilities and procedures are fully understood and that everyone can recognise 

signs and indicators of abuse or neglect and respond to them appropriately. 
• to ensure that the College’s practice meets local and national guidance, and all statutory 

requirements are in place. 

Purpose  

1.1. The purpose of this policy is to outline NCATI’s principles and practice in enacting the safeguarding of students in 
our care. It shows compliance with current legislation (in particular Keeping Children Safe in Education 20221) as 
well the College’s proactive approach to embedding safeguarding in every aspect of the College Culture. 

1.2. The Governors and staff at NCATI recognise that young people and vulnerable adults have a fundamental right to 
be protected from abuse and exploitation and that learners cannot study effectively unless they feel and are safe. 
The College community has a strong focus on prioritising and promoting the safeguarding and protection of children, 
young people and vulnerable adults from harm.  

1.3. NCATI is committed to ensuring best practice is adopted when working with all young people and vulnerable adults, 
offering them support and protection. The College has a legal and moral responsibility to implement rigorous 
procedures, to provide a duty of care to young people and vulnerable adults, to safeguard their wellbeing and to 
protect them from abuse. This policy stipulates that it is the duty of all staff to work together to report and respond 
to concerns about the welfare and safety of young people and vulnerable adults. It is essential that everybody in 
the College understands their safeguarding responsibilities. The College also recognises its duty to work with 
external agencies to ensure that potential risk of abuse or exploitation is properly reported, and immediate action 
taken.  

1.4.  The College’s safeguarding policy and practice encompasses both child and adult protection and a preventative 
approach to keeping learners and apprentices safe. This includes early intervention and supporting learners who 
present with a wide range of concerns, including difficulties with emotional and mental health, abuse and bullying 
by their peers, sexual harassment and violence and child criminal exploitation. We are committed to ensuring that 
learners are safe online and aware of the risks associated with radicalisation and extremism. 

 

 

 
1 https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 
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1.5. Safeguarding and promoting the welfare of children is defined in Keeping Children Safe in Education (2022) as: 

● protecting children from maltreatment.  
● preventing the impairment of children’s mental and physical health or development.   
● ensuring that children grow up in circumstances consistent with the provision of safe and effective care; and 
● taking action to enable all children to have the best outcomes. 

1.6. Abuse (physical, emotional, sexual or neglect) is a form of maltreatment of a child, young person or vulnerable adult. 
An individual or individuals may abuse or neglect a child by inflicting harm, or by failing to act to prevent harm. 
Children may be abused in a family or in an institutional or community setting by those known to them or, more 
rarely, by others, for example via the internet. They may be abused by an adult or adults, or another child or children.  
There is increased focus on the harm which can be caused through child-on-child harassment and violence of both 
a physical and sexual nature. 

Scope  

1.7. This policy concerns the safeguarding of all learners at NCATI. The policy scope includes onsite learners, 
apprentices, learners in subcontracted provision, learners on work placements /industry placement and those 
undertaking projects in the community.   

1.8. The policy applies to all staff, agency workers, contractors, volunteers, visitors, governors and anyone working on 
behalf of the College. This includes employers offering work placements and transportation companies with direct 
access to children, young people and vulnerable adults. 

Principles 

1.9. The College’s ethos is to provide a safe and welcoming environment for learners, staff, agency workers, contractors, 
volunteers and visitors at each of its campuses. It is committed to promoting a culture of vigilance where young 
people and vulnerable adults can learn and be safe. The College prioritises its duty to safeguard and promote the 
welfare of learners and apprentices and recognises its role in identifying cases of suspected abuse and making 
referrals to the appropriate investigating agency. Staff are supported to understand vulnerability and risks among 
the College community and how to effectively identify and report these to the safeguarding team. 

Policy  

1.10. Section 175 of the Education Act (2002) requires local education authorities and the governors of maintained 
schools and further education (FE) colleges to make arrangements to ensure that their functions are carried out 
with a view to safeguarding and promoting the welfare of children and young people. 

1.11. In accordance with the Counterterrorism and Security Act (2015), there is a statutory duty on colleges to have due 
regard to the need to prevent people from being drawn into terrorism. This is known as the Prevent duty. To fulfil 
this duty, NCATI liaises closely with the local and regional Prevent leads to receive updates regarding local concerns 
and where necessary to refer learners to the Channel process. This priority is detailed in the College’s Prevent 
Strategy and Prevent Risk Assessment and Action Plan. 

2. The role of College staff and governors in safeguarding 

All College staff have a fundamental role to play in identifying concerns and ensuring that early help is provided for 
learners and apprentices. The College promotes a clear ethos that safeguarding is everybody’s responsibility. 

2.1. The Governing Body 

A designated governor for safeguarding is appointed and meets with the DSL on a regular basis. It is their 
responsibility to liaise with the Principal/CEO and DSL over matters regarding safeguarding and Prevent, to ensure 
that: 
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● the governing body complies with its duties under safeguarding and Prevent legislation. Governors must have 
regard to Keeping Children Safe in Education statutory guidance, ensuring that policies, procedures and 
training in the College is effective and complies with the law at all times. 

● policies and procedures are in place in order for appropriate and immediate action to be taken to safeguard 
and promote learners’ and apprentices’ welfare and safety.  

● the safeguarding policy reflects the College’s approach to child-on-child abuse, sexual harassment and abuse 
and serious violence. 

● all staff and governors read at least Part One of Keeping Children Safe in Education guidance. 
● all staff and governors undertake safeguarding and Prevent training which is updated regularly and that the 

DSL, deputies and safeguarding officers receive refresher training and updating of knowledge as legislation 
and guidance changes.  

The Governing Body must consider and approve the College’s safeguarding policy and annually review its 
implementation. 

The Chair of the Governing Body is responsible for safeguarding allegations if the allegation is against the Principal 
and CEO. The lead safeguarding governor is responsible for liaising with the local authority in any such matters. If 
the College or one of its subcontractors is subject to a safeguarding investigation by the police or the local authority, 
the lead governor must notify the ESFA. 

The judgement of the quality of leadership and management made during an Ofsted inspection includes an 
evaluation of the effectiveness of the safeguarding arrangements in the College to ensure that all learners and 
apprentices are safe and that there are safer recruitment practices.  Additionally, there must be effective processes 
to identify, address and record incidences of sexual harassment and violence.  The further education and skills 
inspection handbook provides guidance on the criteria which are assessed. 

Governing bodies must ensure that people who pose a risk of harm to children, young people and adults at risk are 
prevented from working with them through rigorous safer recruitment procedures. The College has written 
recruitment and selection policies and procedures in place in its Safer recruitment practice.  At least one person on 
any appointment panel must have undertaken safer recruitment training. 

Governing bodies and trustees must ensure that there are procedures in place to manage allegations against 
members of staff and volunteers. Such allegations should be referred to the local authority designated officer 
(LADO).  There must also be procedures in place to make a referral to the Disclosure and Barring Service (DBS) if a 
person in regulated activity has been dismissed or removed due to safeguarding concerns or would have been had 
they not resigned. This is a legal duty and failure to refer when the criteria are met is a criminal offence.  

2.2. The Designated Safeguarding Lead 

The Vice Principal for Curriculum, quality and learner experience is the senior leader responsible for oversight of 
safeguarding in the College and is a member of the senior leadership team. The Designated safeguarding lead role 
is undertaken by the senior curriculum and quality lead. It is their responsibility to ensure that safeguarding practice 
and procedures are robust and consistent across provision. During term time, the DSL and/or a deputy should 
always be available for staff in the College to discuss any safeguarding concerns. The DSL and deputies should 
undergo training to provide them with the knowledge and skills required to carry out the role, which is updated every 
two years. 

The DSL will provide an annual report on safeguarding to governors and update the Governing Body on mandatory 
training and CPD undertaken by staff. The DSL must ensure that College policy and procedure is known, understood 
and used appropriately by all staff. The DSL will refer to the local authority designated officer (LADO) for advice and 
guidance as necessary. 

The College operates an internal Safeguarding and Prevent supervision panel, which is chaired by the DSL and 
reports to the senior leadership team and the Governing Body. This provides opportunities to raise awareness of 
current local and national safeguarding priorities, review the effectiveness of the College’s safeguarding practice 
and policy and monitor progress against the Safeguarding and Prevent Action Plans. 
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2.3. Deputy DSLs  

A core team of Deputy DSLs (DDSLs) support the designated lead in the duties summarised above to ensure that 
procedures are robust and followed across the College. Deputies should be trained to the same standard as the 
DSL.  

The team is responsible for ensuring that referrals are made to social services, the police and other external 
agencies in accordance with local Safeguarding Partners procedures. This involves providing advice and support to 
staff on learner welfare and child protection issues, taking part in inter-agency meetings and ensuring that 
strategies and policies are agreed and effectively implemented.  Duties include: 

• Providing advice, guidance and training for staff on safeguarding issues 
• Maintaining effective links with local multi-agency safeguarding agencies 
• Managing statutory referrals made to social services and attending case conferences and strategy 

meetings. 
• Maintaining robust records of safeguarding incidents including the actions taken and when the case has 

been signed off as completed. 
• Ensuring a robust system for monitoring vulnerable learners and apprentices 

2.4. Looked After Children 

The Children and Social Work Act (2017) places responsibilities on schools and further education colleges to 
promote the education of children and young people who are looked after or who are care leavers.  The College 
safeguarding team work collaboratively in partnership with local authority ‘Virtual’ Heads and advisers to support 
looked after children and care leavers. This includes. 

• Keeping up to date with policy, national and local developments in relation to young people in care and 
care leavers 

• Liaising with external agencies to improve the post-16 transition of young people in care and care leavers. 
• Ensuring that a Personal Education Plan (PEP) is in place for all young people in care or care leavers. 
• Overseeing the monitoring and tracking of young people in care or care leavers 
• Acting as an advocate for young people in care and care leavers as required 
• Ensuring that young people in care and care leavers are placed on courses suited to their academic abilities 

and that curriculum teams monitor their progress and achievement. 

2.5. Senior Curriculum Leads and Additional Learning Support 

The College’s curriculum leaders support staff in identifying and managing concerns about the wellbeing and safety 
of learners and bringing this to the attention of the DSL or a DDSL as appropriate.  They are also responsible for 
ensuring that learners and apprentices are taught about safeguarding, including online safety and Prevent, through 
tutorials and teaching and learning opportunities in the curriculum. 

2.6. Head of Human Resources 

The Head of Human Resources is responsible for delivering an effective human resources function which ensures 
the safe recruitment and employment of staff, DBS and barred list checks and staff mandatory training and 
induction. All pre-employment checks must be completed and a Single Central Record of these maintained in line 
with the College’s Safer recruitment policy. The Head of Human Resources will ensure all staff complete the 
appropriate level of safeguarding training. The Single Central Register is continually maintained and audited by 
members of the senior leadership team on a regular basis. 

2.7. College staff 

All College staff have an integral role to play in identifying concerns and ensuring that learners receive the support 
that they need.  If young people are to receive the right help at the right time, everyone who comes into contact with 
them has a role to play in identifying concerns at the earliest stage possible, sharing information and taking prompt 
action to prevent difficulties from escalating. A culture of vigilance is promoted to encourage staff to be aware of 
and report changes in learners’ behaviour, absenteeism and/or disclosures which are cause for concern. 

Training and briefings ensure that staff are aware of the referral procedure and systems in College, who the DSL 
and safeguarding team are, the safeguarding policy, behaviour for learning policy and Prevent strategy. Staff are 
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aware of particular categories of vulnerable learners and the importance of reporting instances of young people 
who they are unable to contact and who may have gone missing from education. 

Staff training highlights the different types of abuse and safeguarding issues which young people and adults may 
experience.  Staff know that if they have any uncertainties about a learner’s wellbeing or fear that a learner is being 
abused, violated or exploited or is at risk, to report their concerns immediately.   

3. Identification, referral and management of safeguarding concerns 

3.1. It is imperative that there is a culture of safeguarding in which learners are able to approach staff to disclose 
problems which are affecting their lives.  As a College we actively promote this and ensure easily understood 
systems are in place for learners to both report concerns and to refer themselves for support. This is particularly 
important in sensitive matters, for example encouraging learners who have experienced sexual harassment, abuse 
or violence.  All staff should reassure victims that they are being taken seriously and that they will be supported and 
kept safe. 

3.2. If a member of staff has a concern about a learner or an apprentice, they must report this immediately to their 
manager or a member of the safeguarding team for swift follow up.  Where the concern or risk is significant, action 
must be taken immediately by speaking to the DSL, a DDSL or in exceptional circumstances if the DSL or DDSL is 
not immediately available, directly to children’s social care or the police.  

3.3. All concerns must be referred to the safeguarding team via an online secure referral process, so that they are risk 
assessed without delay, triaged, actions agreed and monitoring initiated.  Safeguarding cases are recorded on 
safeguarding@ncati.ac.uk (07471 353426) so that there is systematic record keeping and monitoring by the ‘team 
around the learner’.  The referrer will be kept updated about the progress of the case and may be directly involved 
as part of the team around the learner.  

3.4. When the safeguarding team risk assess a referral, options will then include: 

● managing any support for the learner internally via the College’s own pastoral support and wellbeing provision. 
● initiating an early help assessment with external agencies. 
● making a referral to statutory services (social services, police) as the learner may be in need or at risk of 

suffering significant harm, 

3.5. If early help is appropriate, the DSL or DDSL will generally lead on liaising with other agencies and set up an inter-
agency assessment as appropriate. 

3.6. Where it is determined that further advice, guidance or support is required from external agencies, the safeguarding 
team will follow the procedures set out by the local Safeguarding Partners. The College works closely with social 
services, healthcare and the police in the South Yorkshire and West Midlands regions.  

3.7. Where there are concerns about a learner’s welfare and the learner is suffering or at risk of suffering from harm, it 
is essential that an immediate referral is made to children’s or adult social care and, if appropriate, the police. 

3.8. The safeguarding team also liaises with local authorities in a learner’s home area and will follow the necessary 
safeguarding partners arrangements in that locality to address concerns and the need for intervention and support. 

3.9. Statutory children’s social care assessments and services fall into the following categories: 

3.9.1. Children in need 

A child in need is defined under the Children Act 1989 as a child who is unlikely to achieve or maintain a reasonable 
level of health or development, or whose health and development is likely to be significantly or further impaired, 
without the provision of services; or a child who is disabled. Children in need may be assessed under section 17 of 
the Children Act 1989. 

3.9.2. Children suffering or likely to suffer significant harm. 
o Local authorities, with the support of other agencies, have a duty to make enquiries under section 47 of the 

Children Act 1989 if they have reasonable cause to suspect that a child is suffering, or likely to suffer, 
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significant harm. This includes all forms of abuse and neglect, female genital mutilation, forced marriage and 
‘honour’-based abuse and extra-familial harms like radicalisation, sexual exploitation, and serious violence. 

o Serious Case Reviews (SCRs) carried out following the death or serious injury of a child.  If a staff member has a 
concern about the welfare or safety of a learner or apprentice, they must discuss this immediately with a member 
of the safeguarding team.  Staff should not assume a colleague, or another professional will act and share 
information that might be critical in keeping a learner safe.   
 

4. Information sharing  
Sharing information is a fundamental aspect of the College’s role in promoting the welfare of young people and 
vulnerable adults.  The decisions about how much information to share, with whom and when, requires careful 
consideration as this can have a profound impact on the outcome of safeguarding individuals at risk of harm. It is widely 
recognised that poor or non-existent information sharing has been identified as a repeated factor in safeguarding 
incidents. 

The College has due regard to the General Data Protection Regulation (GDPR), the Data Protection Act (2018) and adheres 
to Government advice in Information sharing: advice for practitioners providing safeguarding services (2018). This clarifies 
that: 

The GDPR and Data Protection Act 2018 do not prevent, or limit, the sharing of information for the purposes of keeping 
children and young people safe. 

o At NCATI, information sharing practice is based on the above guidance and the seven golden rules to sharing 
information. This means ensuring that the information staff share is necessary, proportionate, relevant, adequate, 
accurate, timely and secure. 
 

o The most important consideration is whether sharing information is likely to support the safeguarding and 
protection of a child, young person or adult at risk. Fears about sharing information must not be allowed to stand 
in the way of the need to safeguard and promote the welfare of children. 
 

o Where possible, consent should be sought from the learner, apprentice or their parent/carer if they are aged 
under 18 to share information with external agencies where this is considered necessary in delivering 
interventions and support. However, information can be shared legally without consent in the safeguarding of 
children and vulnerable adults where consent is not obtained or to seek it could put the child or individual at risk. 
 

4.1 Safeguarding Record Keeping 
 
Maintaining timely and detailed records is essential to effective safeguarding practice. All concerns,  discussions and 
decisions made, and the reasons for those decisions, must be recorded. Records should include a clear and 
comprehensive summary of the concerns; details of how the concern was followed up and resolved; a note of any action 
taken, decisions reached and the outcome.  
 

The College Safeguarding and Prevent Duty Concern Form is accessible online and available from Reception at both 
campuses. This is to be completed by any member of staff with a safeguarding concern. This form should be passed 
to the Designated Safeguarding Lead, or a member of the Safeguarding Team in person or emailed to 
safeguarding@ncati.ac.uk. 

 

The College keeps all safeguarding records in a confidential secure online safeguarding area, with access 
restricted to members of the Safeguarding team. 

 
The College is committed to compliance with General Data Protection Regulation (GDPR). This includes ensuring 
that information is only accessible to those authorised to access it, safeguarding the accuracy and completeness 
of information and processing methods. 

 
If any staff member or learner is dissatisfied with the way in which a safeguarding matter has been handled, they 
should first raise this with the Designated Safeguarding Lead. If the complaint is against DSL, it should be made 
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to the Chief Executive Officer. 

5. Arrangements for learners with additional vulnerabilities and those in specific learning contexts 

Whilst all young people and adults should be protected, there are some groups who are potentially at greater risk 
of harm. The College ensures that there is additional support and monitoring of these learners. 

5.1. Learners who are looked after or leaving care 

The College’s safeguarding practice recognises that children and young people who are looked after or leaving care 
are a priority. There may be additional risks and vulnerabilities which are associated with their histories and lives. 

The safeguarding team is responsible for ensuring that these learners are clearly identified and supported both in 
College and through liaison with local authorities and Virtual School Headteachers. Senior Curriculum Leads, 
teachers and tutors must be aware of the needs of looked after learners and ensure that they make good progress 
on their programmes of learning and achieve in line with their peers. 

5.2. Learners who need a social worker 

Young people may need a social worker due to safeguarding or welfare needs. Local authorities should share the 
fact that a child has a social worker on their admission to college or if children’s social care become involved during 
the learner’s time at college. This will subsequently inform the support and strategies implemented in college to 
ensure that the learner receives appropriate pastoral and learning support and that there is effective liaison with 
statutory services. 

5.3. Learners who require mental health support 

All staff should be aware of the prevalence of mental health difficulties among children, young people and adults 
and the need to provide appropriate early intervention and support.  Poor mental health can, in some cases, be an 
indicator that a learner has suffered or is at risk of suffering abuse, neglect or exploitation.  The safeguarding team 
can refer the learner to the appropriate professionals when there are concerns about their mental health. Only 
appropriately trained professionals should attempt to make a diagnosis of a mental health problem. 

5.4. Children Missing in Education 

The College is committed to ensuring that all learners, regardless of their circumstances, are entitled to a full-time 
education which is suitable to their age, ability, aptitude and any special educational needs they may have. The 
College recognises its duty to establish, as far as possible, the reasons why learners are missing from their 
programme. When a 16- or 17-year-old runs away or goes missing, they are potentially at risk of serious harm, for 
example sexual exploitation, involvement with gangs or radicalisation. Every missing episode requires intervention 
from a member of the safeguarding team, working in partnership with the police and social services.  The 
safeguarding team will ensure that it puts in place appropriate safeguarding responses for children who go missing 
from education, particularly on repeat occasions, in partnership with statutory agencies, to help identify the risk of 
abuse and neglect including sexual abuse or exploitation and to help prevent the risks of their going missing in 
future. 

5.5. Learners with a learning difficulty or disability 

Learners with learning difficulties and/or disabilities face additional vulnerabilities and safeguarding challenges. 
The College will ensure that learners who have a learning difficulty or disability and their parents/carers are made 
fully aware of safeguarding procedures during the transition to college, at application, enrolment and induction. 
Information is delivered and adapted so that it is accessible and meets individual needs. 

5.6. Learners with English as a Second Language (ESOL) or Foreign Language (EFL)  

The College ensures that for learners where English is not their first language, information on safeguarding and 
Prevent is provided in an accessible format to promote full understanding.  

5.7. Apprentices 

All learners on work-based programmes receive an induction, which includes raising awareness of the College’s 
commitment to safeguarding and preventing radicalisation and extremism. Apprentices’ understanding of 
safeguarding, preventing extremism and radicalisation and safe working practices, is discussed and checked at 
each review by their Skills by their assessor. 
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 The opportunity to discuss any concerns is provided.  Apprentices are signposted to information about safeguarding 
in the College and workplace and given details of who to contact if they have a concern.   

Prior to work-related activities commencing, the College carries out the following checks: 

● Pre-placement health and safety checks of employers’ premises and health and safety management, including 
insurance details. 

● Employers are made aware of the relevant College policies.  
● The requirements for DBS checks are assessed and relevant processes undertaken as required. 

Any concerns which arise for learners in the work place, relating to their own wellbeing or about professional 
behaviour of a staff member, should be reported to their tutor or a member of the safeguarding team. If an employer 
has a concern about the welfare, wellbeing or safety of a learner on placement with them, they should contact the 
work experience co-ordinator to report this. 

5.8. Children who are lesbian, gay, bisexual or transgender (LGBT) 

The fact that a child or a young person may be LGBT is not in itself an inherent risk factor for harm. However, 
children who are LGBT can be targeted by other children. In some cases, a child who is perceived by other children 
to be LGBT (whether they are or not) can be just as vulnerable as children who identify as LGBT. Risks can be 
compounded where children who are LGBT lack a trusted adult with whom they can be open. It is therefore vital 
that staff endeavour to reduce the additional barriers faced and provide a safe space for them to speak out or share 
their concerns with members of staff. The College has a zero tolerance for any kind of LGBT discrimination or 
bullying, and staff will actively challenge any unacceptable behaviours. Student tutorials will be used to ensure LGBT 
students are aware of their access to support and can trust their tutor to help them. 

6. Child-on-child abuse, sexual harassment and violence 

6.1. All staff are made aware of the importance of identifying, challenging and reporting inappropriate behaviours 
between learners and concerns of bullying and abuse between peers. 

6.2. Child on child abuse may include: 

● bullying, including online bullying and discrimination 
● abuse in intimate personal relationships between peers 
● physical abuse and harm 
● sexual violence and assault; this may include an online element which facilitates, encourages or threatens 

sexual violence. 
● sexual harassment, such as sexual comments, remarks, jokes and online harassment 
● causing someone to engage in sexual activity without consent. 
● consensual and non-consensual sharing of nude and semi-nude images or videos 
● upskirting, which involves taking a picture under a person’s clothing without their permission to obtain sexual 

gratification. 

6.3. In all instances of child-on-child abuse, sexual harassment or violence, staff must report this immediately to the 
safeguarding team for action and investigation.  

6.4. Steps will be taken to ensure that the victim is supported and listened to and, depending on the nature and 
seriousness of the concern, a referral made to statutory services. If the perpetrator is a learner in college, action 
will be taken to ensure that they cannot cause any further distress or harm, depending on the nature of the 
incident(s). This may involve suspension pending investigation. For perpetrators who are not learners at college and 
aged under 18, a referral will be made to the relevant social care team and/or the police. 

6.5. All staff should be aware that children may not feel ready or know how to tell someone that they are being abused, 
exploited, or neglected, and/or they may not recognise their experiences as harmful. For example, children may feel 
embarrassed, humiliated, or are being threatened. This could be due to their vulnerability, disability and/or sexual 
orientation or language barriers. This should not prevent staff from having a professional curiosity and speaking to 
the designated safeguarding lead (DSL) if they 
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6.6. Where an incident is related to jokes and comments in and around the College or in the classroom, this may also 
be addressed through the behaviour for learning procedure and the learner(s) involved will be required to engage 
in one or more sessions delivered by the pastoral team in sex and relationships education. Parents will also be 
notified in any instances of child-on-child harassment and abuse. 

7. Opportunities to teach safeguarding 

7.1. There are a number of ways in which learners and apprentices are taught about safeguarding, online safety, college 
safeguarding procedures and who to speak to:  

● Information about safeguarding provision is introduced at open events. 
● Further information is provided upon application and enrolment at college. 
● Learner induction includes presentations and discussion on what safeguarding and Prevent mean, how to 

report concerns and contact safeguarding team members. All learners are given access to an online course 
handbook which also provides information on safeguarding, Prevent and how to stay safe online. 

● Learners are provided with guidelines about keeping themselves safe online as part of their induction into 
using the College’s IT network and this also forms a part of the induction and tutorial programme. Further 
details are available in the College’s Online Safety policy. 

● Tutorial and enrichment activities encompass a wide range of topics to raise awareness of physical and mental 
health and wellbeing, online safety, anti-bullying, drugs and alcohol, the dangers of being drawn into extremism 
and radicalisation. risks in the community and how to stay safe. 

● The Learner experience and careers team provide access to information, advice and guidance, pastoral and 
wellbeing support for all learners. 

● Learners are encouraged to build effective relationships with their tutors to discuss any issues of concern. 
Posters are displayed around the College campuses providing details of the safeguarding team. 

● Learners can refer themselves to the safeguarding team via the email address and mobile number. 
● Safeguarding information and key contacts are available on the College website and on the learner portal. 

safeguarding@ncati.ac.uk (07471 353426) 
● There is a specific focus on creating a safe culture in which to disclose personal and sensitive issues, 

particularly relating to sexual harassment, abuse and violence.  
● External agencies provide workshops on key themes including ‘what is consent?’; recognising and responding 

to sexual violence against females and males.  

8. Staff training and induction 

8.1. Staff, agency staff and governors, are required to complete mandatory safeguarding and Prevent training at the 
beginning of each academic year and as part of their induction, to ensure that they are aware of their safeguarding 
responsibilities and of the College’s policy and procedures.  The training includes recognising the signs of abuse 
and reporting suspected abuse.  In addition: 

● All staff are required to demonstrate that they have read and understood the updates to the annual guidance 
in Part 1 of Keeping Children Safe in Education.  

● All safeguarding officers complete Level 3 training delivered by an accredited external provider or the local 
authority and refresh their knowledge at least every two years. 

● The DSL and DDSLs have designated lead refresher training every two years and ensure that they keep fully 
appraised of changes to safeguarding legislation and guidance. 

● Staff who are involved in recruitment must undertake Safer Recruitment training. 
● Staff training has been delivered in online safety and will be an ongoing feature of safeguarding upskilling. 
● All training is recorded on staff training records. 
● Regular safeguarding updates will be delivered at training events to ensure staff’s safeguarding knowledge is 

current and developed. 
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9. Online safety 

9.1. Education about safe use of the internet and social media, mobile phones and other electronic communications 
technologies is a high priority. This involves raising awareness among all members of the College’s community on 
risks and responsibilities and is part of the ‘duty of care’, which applies to everyone working with young people and 
vulnerable adults.  The College’s Online Safety policy details these responsibilities and provision to ensure that 
learners are safeguarded from potentially harmful and inappropriate and online material. 

● All members of staff are made aware of the importance of safe online practices in the learning environment in 
order to educate and protect the young people and vulnerable adults in their care.  

● Online safety is part of learners’ induction and is also referenced in the Learner Handbook. Safe and 
responsible use of the internet and technology must be reinforced across the curriculum and subject areas. 
Learners are advised never to give out personal details of any kind which may identify them and / or their 
location.  

● Particular attention to online safety education is given where learners are considered to be vulnerable. A 
member of the safeguarding team must be informed of any e-safety concerns, and any incidents which relate 
to Child Protection or vulnerable adult concerns will then be escalated appropriately.  

● Material that the College believes is illegal will be reported to appropriate agencies such as Internet Watch 
Foundation (IWF), the Police or Child Exploitation & Online Protection Centre (CEOP) 

● Online incidents and concerns are managed in accordance with Safeguarding or disciplinary policies as 
appropriate. 

● College systems are monitored live by the Cisco system which flags any concerning or inappropriate imagery 
or words 

10. Involving parents and carers 

10.1. The College is committed to ensuring that all parents/carers of learners aged under 18 understand the College’s 
responsibility to safeguard and promote the welfare of children and young people.  

● Parents/carers/ employers are informed about the College’s safeguarding policy and procedure at open 
events and when learners start their courses at college. It is stated that staff will need to share information if 
there are concerns about a child’s welfare.  

● The learner’s tutor, senior curriculum lead or member of the safeguarding team will contact parents/carers to 
discuss any concerns which arise about the learner’s wellbeing. Parental consent will not be sought if this 
could place the learner at harm. 

● The College obtains up-to-date and accurate information in order to keep learners and apprentices safe 
including (i) names and contact details of the person(s) with whom the learner resides (ii) names and contact 
details of the person(s) with parental responsibility, if different from (i) (iii) emergency contact details. Two 
contacts will always be sought. 

11. Allegations made against staff including supply teachers, volunteers and contractors. 

11.1. Colleges must have processes and procedures in place to manage any safeguarding concerns about staff members, 
including agency staff, volunteers and contractors.  

KCSIE (2022) identifies two levels of concern, which the College’s policy will address: 

1. Allegations that may meet the harms threshold 

2. Allegations/concerns that do not meet the harms threshold. These are referred to as ‘low level concerns. 

11.2. Allegations that may meet the harms threshold. 

Should an allegation be made against a member of staff or volunteer who has, for example: 

● behaved in a way that has harmed a child/vulnerable adult or may have harmed a child/vulnerable adult. 
● possibly committed a criminal offence against or related to a child/vulnerable adult. 
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● behaved towards a child/vulnerable adult in a way that indicates that they may pose a risk of harm to 
children/vulnerable adults. 

● behaved towards a child/vulnerable adult in a way that indicates that they may be unsuitable to work with 
children/vulnerable adults. 

The following steps must be followed in order to look after the welfare of the learner involved and to investigate and 
support the person who is subject of the allegation: 

The member of staff or person receiving the allegation, or having the concern, must immediately inform the DSL or 
the Director of People and Organisational Development. 

Where it is identified that a learner has been harmed or that there may be immediate risk of harm, or if the situation 
is an emergency, the College’s safeguarding referral procedure should be followed, and immediate contact made 
with children’s social care and as appropriate with the police.  The necessary steps must be quickly taken to ensure 
the safety of the child/vulnerable adult in question and any other individual(s) considered at risk. 

The DSL, Head of Human Resources or appropriate senior leader on all such occasions will discuss immediately, 
on the same working day, the content of the allegation with the Local Authority Designated Officer (LADO), before 
taking any further action. 

The LADO will advise on the process to manage the allegation. A ‘case manager’ in the College will be appointed to 
lead the investigation. This will be a member of the College’s senior leadership team. Where the principal is the 
subject of an allegation, the chair of governors will be required to investigate. 

The DSL and senior leadership team should ensure they understand the local authority arrangements for managing 
allegations and the information the LADO will require when an allegation is made. This is provided in the procedural 
guidance provided by the LADO service. 

Where it is clear that an investigation by the police or children’s social care is not necessary, the LADO should 
discuss the next steps with the case manager. 

11.3. No further action 

Where the initial discussion leads to no further action, the case manager and the LADO should record the decision 
and justification for it and agree on what information should be put in writing to the individual concerned and by 
whom. 

11.4. Further enquiries 

Where further enquiries are required to enable a decision about how to proceed, the LADO and case manager 
should discuss how and by whom the investigation will be undertaken. The LADO will provide advice and guidance 
to colleges when considering allegations against staff. Their role is not to investigate, but to ensure that an 
appropriate investigation is carried out by the College. 

11.5. Suspension 

Suspension should not be an automatic response when an allegation is reported.  The case manager must consider 
carefully whether the circumstances warrant suspension from college or until the allegation is resolved. 

If immediate suspension is considered necessary, the case manager should record the rationale and justification 
for this course of action.  Where is has been deemed appropriate to suspend the individual, written confirmation 
should be given within one working day, giving as much relevant detail for the reason. Permission for suspension 
can only come from the DSL and Head of Human Resources. The principal must also be informed. 

11.6. Confidentiality and information sharing 

During the initial assessment of the case, the agencies involved should share all relevant information they have 
about the person who is subject of the allegation and about the alleged victim. 

The College must make every effort to maintain confidentiality while an allegation is being investigated or 
considered. 
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11.7. Allegation outcomes 

The definitions used when the College determines the outcome of an allegation are as follows: 

● Substantiated 
● Malicious 
● False 
● Unsubstantiated 
● Unfounded 

The options following on from the investigation outcome will range from taking no further action to dismissal. If the 
allegation is substantiated and the person is dismissed, resigns or the College ceases to use a contracted service, 
there is a legal duty to make a referral to the DBS for consideration of whether inclusion on the barred lists is 
required. 

11.8. Concerns that do not meet the harm threshold 

As part of the College’s approach to safeguarding, it is necessary to promote an open and transparent culture in 
which all concerns about adults working in or on behalf of the College are dealt with promptly and appropriately. 

11.9. Low Level Concerns 

A low-level concern is any concern, no matter how small or one which causes a sense of unease or doubt.  KCSIE 
provides examples of such behaviour to include: 

● being over-friendly with learners 
● having favourites 
● taking photographs of young people on their mobile phone 
● engaging with a young person on a one-to-one basis in a secluded area or behind a closed door 
● using inappropriate sexualised, intimidating or offensive language 

It is imperative that any such concerns, which do not meet the harm threshold are shared with the DSL, recorded 
in writing and dealt with appropriately. The record should include details of the concern, the context in which the 
concern arose, and action taken. 

Records should be reviewed so that potential patterns of concerning, problematic or inappropriate behaviour can 
be identified. This may move the concern to meeting the harms threshold or disciplinary action. 

12. Safer recruitment 

12.1. Safer Recruitment is one of the most important aspects of safeguarding children, young people and vulnerable 
adults. The governing body must ensure that there are effective systems in place to recruit new staff, including 
agency staff and volunteers. Safer Recruitment is not only about vetting people before they start, but to also ensure 
that the staff code of conduct is strong to identify inappropriate behaviour in appointed staff. 

12.2. NCATI is committed to promoting a culture of safe recruitment and, as part of that, adopt recruitment procedures 
that help deter, reject or identify people who might harm children or vulnerable adults. At least one person on every 
interview panel must have completed Safer Recruitment training.  

12.3. Governors should ensure that there are effective processes in place for arranging checks, including DBS, identity, 
right to work in the UK and any required overseas police checks, often called a ‘Certificate of Good Conduct’. 

12.4. The governing body must reassure itself that all appropriate suitability checks have been undertaken and that the 
College maintains a Single Central Record (SCR), detailing the range of checks it has carried out on its staff. The 
SCR is reviewed regularly to ensure that it is being kept accurately. 

12.5. When making appointments, the mechanisms must be in place within the College to check that any person 
employed to teach has the required teaching qualifications and has successfully completed any statutory induction 
required. 
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12.6. Details of the College’s safer recruitment policy and procedure are available in the Safeguarding in Employment 
policy. 

13. Relevant Legislation / Regulation 

13.1. This policy is underpinned by two key pieces of statutory guidance: 

● Keeping Children Safe in Education (KCSiE), September 2022 
● Working Together to Safeguard Children, July 2018 

13.2. The College is committed to working in partnership with external agencies to perform its duties under the Education 
Act 2002, Children Act 2004, Working Together to Safeguard Children (2018) and Keeping Children Safe in 
Education 2022.   

13.3. The policy is informed by and meets the requirements of the following: 

Children’s Safeguarding and Child Protection 

● Keeping Children Safe in Education 2022 (now incorporating guidance previously contained in withdrawn 
Sexual Violence and Sexual Harassment Between Children in Schools and Colleges) 

● Guidance for Safer Working Practice in Education Settings 2022 
● Inspecting Safeguarding in Early Years, Education and Skills Settings 2022 
● Working together to Safeguard Children (2018) 
● Mental health and behaviour in schools (2018) 
● Children and Social Work Act 2017 
● Children and Families Act 2014 
● The Children Act 2004 
● Education Act 2002 

Adults at risk 

● The Care Act 2014 – statutory guidance 
● Safeguarding Vulnerable Groups Act 2006 

Preventing radicalisation and extremism 

● Prevent Duty Guidance for Further Education Institutions 2021 
● The Prevent Duty (2015) updated April 2021 
● Counter Terrorism and Security Act 2015 

Safer recruitment 

● Sexual Offences Act 2003 
● Disclosure & Barring Service 2013 

14. Related Documents 

14.1. The following related documents are relevant to this policy / procedure: 
• Criminal Conviction Disclosure and Risk Assessment Policy and Procedure 
• Equality, Diversity and Inclusion Policy 
• Learner Code of Conduct 
• Online Safety Policy 
• Prevent Strategy 
• Staff Code of Conduct 
• Staff Disciplinary Policy 
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15. Accountability 

15.1. The Designated Safeguarding Lead is responsible for the drafting and implementation of this policy.  

15.2. He or she is also responsible for ensuring that this document is reviewed and updated at least annually as per 
legislation and is the first contact point for managers seeking advice and guidance about the Safeguarding Policy 
or making enquiries about its interpretation. 

15.3. All managers are responsible for ensuring that they and their team members follow the requirements set out in this 
document. 

15.4. All employees are responsible for adhering to the requirements set out in this document. 

16. Equality, Diversity & Inclusion 

16.1. The College has paid due regard to equality considerations during the preparation and implementation of this Policy.  

16.2. These considerations included the potential for any differential negative effect on the grounds of age, disability, 
gender reassignment, pregnancy and maternity, race (including ethnic or national origins, colour or nationality), 
religion or belief (including lack of belief), sex, sexual orientation, marriage or civil partnership. 

16.3. The College’s judgement is that there is no such negative effect on those grounds and, consequently, no potential 
breach of the Equality Act 2010. 

16.4. The operation of this Policy and Procedure will be monitored by the Executive Director of People and Organisational 
Development in order to establish that no unlawful discrimination is taking place and to identify opportunities for 
the College to enhance equality of opportunity and fair treatment. 
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Appendix 1. Safeguarding: what college staff should look out for . 

Keeping Children Safe in Education (KCSIE 2022)  

Early help 

College staff should be particularly alert to the potential need for early help for a learner who: 
● is disabled or has certain health conditions and has specific additional needs. 
● has special educational needs, whether or not they have a statutory EHCP. 
● has a mental health need. 
● is a young carer.  
● is showing signs of being drawn into anti-social or criminal behaviour, including gang involvement and 

association with organised crime groups or county lines. 
● is frequently missing/goes missing from care or from home. 
● is at risk of modern slavery, trafficking, sexual or criminal exploitation. 
● is at risk of being radicalised or exploited. 
● has a family member in prison or is affected by parental offending. 
● is in a family circumstance presenting challenges for the child, such as drug and alcohol misuse, adult mental 

health issues and domestic abuse. 
● is misusing drugs or alcohol themselves. 
● has returned home to their family from care. 
● is at risk of ‘honour’-based abuse such as Female Genital Mutilation or Forced Marriage. 
● is a privately fostered child; and 
● is persistently absent from education, including persistent absences for part of the school day. 

Abuse and neglect 

All staff should be aware of indicators of abuse and neglect and raise concerns with the DSL when they are unsure.  Staff 
should be aware that safeguarding incidents can be associated with factors outside the College and home environment 
and learners can be at risk of ‘extra-familial’ harms. These include sexual exploitation, criminal exploitation, sexual abuse, 
serious violence and county lines. Abuse can take place online or through technology. 

Indicators of abuse and neglect 

Abuse: a form of maltreatment of a child or young person by inflicting harm or failing to act to prevent harm. Children may 
be abused by an adult or adults or by another child or children. 

Physical abuse: a form of abuse which may involve hitting, throwing, poisoning, burning or scalding, drowning suffocating 
or otherwise causing physical harm. 

Emotional abuse: the persistent emotional maltreatment of a child or young person such as to cause severe and adverse 
effects on their emotional development.  For example, conveying to a child that they are worthless, unloved or inadequate. 

Sexual abuse: involves forcing or enticing a child or young person to take part in sexual activities, not necessarily involving 
violence, whether or not the child is aware of what is happening. Sexual abuse can take place online and technology can 
be used to facilitate offline abuse. The sexual abuse of children by other children is a specific safeguarding issue, known 
as child-on-child abuse, and all staff should be aware of it and theCollege’s procedure for dealing with it. 

Neglect: the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the serious 
impairment of the child’s health or development. 

Domestic Abuse: can encompass a wide range of behaviours and may be a single incident or a pattern of incidents. That 
abuse can be, but is not limited to, psychological, physical, sexual, financial or emotional. Children can be victims of 
domestic abuse. They may see, hear, or experience the effects of abuse at home and/or suffer domestic abuse in their 
own intimate relationships (teenage relationship abuse). All of which can have a detrimental and long-term impact on their 
health, well-being, development, and ability to learn. 

Safeguarding issues 

All staff should have an awareness of safeguarding issues that can put children and young people at risk of harm. 
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Child Criminal Exploitation (CCE) 

This is a form of abuse where an individual or group takes advantage of an imbalance of power to coerce, manipulate or 
deceive a child into taking part in criminal activity, in exchange for something the victim needs or wants, for financial 
reward and/or through violence or threat of violence. Specific forms of CCE include children and young people being forced 
or manipulated into transporting drugs or money through county lines, shoplifting, pickpocketing or 
threatening/committing serious violence to others. 

Child Sexual Exploitation (CSE) 

CSE is a form of sexual abuse where an individual or group takes advantage of an imbalance of power to coerce, 
manipulate or deceive a child into taking part in sexual activity.  CSE can occur over time or be a one-off occurrence and 
may happen without the child’s immediate knowledge, for example through sharing videos or images on social media.  
CSE can include 16- and 17-year-olds who can legally consent to have sex.  Some may not realise they are being exploited 
and believe they are in a genuine romantic relationship. 

Female Genital Mutilation (FGM) 

All staff should speak to the DSL if they have any concerns about a child or young person at risk of female genital mutilation. 
This may be alerted by a planned/extended visit to the child or young person’s country of origin. There is a specific legal 
duty on teachers. If a teacher, in the course of their work, discovers that an act of FGM has been carried out on a girl under 
the age of 18, the teacher must report this to the police. 

Mental Health Concerns 

All staff should be aware that mental health problems can, in some cases, be an indicator that a child or young person 
has suffered or is at risk of suffering abuse, neglect or exploitation.  Staff are well placed to identify concerns about a 
young person’s mental health and emotional wellbeing and to refer them to the safeguarding team for early intervention 
or higher levels of support from appropriately trained professionals. 

Child-on-child abuse 

All staff should be aware that children and young people can abuse their peers, and that this can happen inside and 
outside of college and online. It is important that all staff understand the importance of challenging inappropriate 
behaviours between peers, to ensure that unacceptable behaviours which create an unsafe environment are eradicated.  

Serious violence 

All staff should be aware of the indicators which may signal children and young people are at risk from, or are involved 
with serious violent crime. These may include increased absence from college, poor attitudes and behaviour, a change in 
friendships with older individuals or groups, a decline in performance, signs of self-harm or signs of assault or unexplained 
injuries. 

Contextual safeguarding 

All staff should understand and be aware that children and young people can experience significant harm beyond their 
families. Contextual safeguarding recognises that the different relationships that young people form in their 
neighbourhoods, college and online, can feature violence and abuse.  Parents and carers have little influence over these 
contexts, and young people’s experiences of extra-familial abuse can undermine parent-child relationships.  All staff, but 
in particular the DSL, should consider whether children and young people are at risk of abuse or exploitation in situations 
outside their families.  Extra-familial harms include sexual exploitation, criminal exploitation, sexual abuse, serious youth 
violence and county lines. 
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Safeguarding is everybody’s responsibility. 
1. A member of staff has a concern about a learner who is or may be vulnerable.  
2. A member of staff has a concern about a learner who is / has been absent / who they are   unable to contact or 

who has gone missing. 
3. A learner is having personal/family/emotional difficulties or there are concerns in the community. 
4. A learner raises a concern about another learner’s safety/wellbeing. 
5. A parent / carer / external agency raises concern about a learner. 

There are many forms of vulnerability, please see the College’s Safeguarding Policy or  
Keeping Children Safe in Education (KCSIE) September 2022 

Member of staff should alert their manager and/or contact a member of the Safeguarding 
Team in person or by phone with details of the concern.  An online referral should also be 
made at   safeguarding@ncati.ac.uk 
 

Safeguarding team assessment – safeguarding support 
needed 

 Where the DDSL/DDSL has concerns about the health, 
wellbeing and/or safety of the learner, they will (a) make 
direct contact the learner / parent where possible (b) report 
the concern to an external agency to discuss follow up 
action and referral. 

Safeguarding team assessment –learner experience 
team. 

Where the concern or difficulty reported relates to 
advice, finance, college support service, tutor or 
manager to refer to learner experience team for follow 
up. 
Record on learner details in Smart assessor 

Record 
Details of the referral will 

be recorded on 
safeguarding system with 
follow up and monitoring.  

Member of safeguarding team risk assesses and triages the referral for further action, 
follow-up and monitoring. Feedback is provided to referrer. 

Co-ordinate early 
help or refer to 
statutory social 
care services / 

police. 
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Other agency 

Staff should do everything they can to support social workers. 
At all stages, staff should keep the child’s circumstances under review (involving the designated 

safeguarding lead (or deputies as required), and re-refer if appropriate, to ensure the child’s 
circumstances improve – the child’s best interests must always come first. 

Within 1 working day, social worker makes decision about type of response that is required 

 
 
 

School/College 
considers pastoral 

support and/or 
early help 

assessment (2) 
accessing 

universal services 
and other support 

No formal 
assessment 

required: referrer 
informed 

Referral not required. 
school/College takes relevant 

action, possibly including 
pastoral support and/or early 
help (2) and monitors locally 

Staff have concerns about child and take immediate 
action. Staff follow their child protection policy and 

speak to a designated safeguarding lead (1) 

Appendix 3.   
 

Actions where there are Concerns about a Child 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Identify child in 
need (4) and 

identify 
appropriate 

support 

 
Identify child at 

risk of significant 
harm 

(4): possible child 
protection plan 

 
Appropriate 

emergency action 
taken by social 

worker. police, NSPCC 
(5) 

School/College action 

Referral made if 
concerns escalate 

(3) 

Designated safeguarding lead 
or staff make referral (3) to 

children’s social care (and call 
police if appropriate) 

 

Child in need of 
immediate protection: 

referrer informed 

Section 47 (4) 
enquiries appropriate: 

referrer informed 

Section 17 (4) 
enquiries 

appropriate referrer 
informed 

(1) In cases which also involve a concern or allegation of abuse against a staff member, see part four of this 
guidance. 

(2) Early help means providing support as soon as a problem emerges at any point in a child’s life. Where 
a child would benefit from co-ordinated early help, an early help inter-agency assessment should be 
arranged. Chapter one of Working Together to Safeguard Children. 

(3) Referrals should follow the process set out in the local protocol for assessment. Chapter one of 
Working Together to Safeguarding Children. 

(4) Under the Children Act 1989, local authorities are required to provide services for children in need for the 
purposes of safeguarding and promoting their welfare. Children in need may be assessed under section 17 
of the Children Act 1989. Under section 47 of the Children Act 1989, where a local authority has 
reasonable cause to suspect that a child is suffering or likely to suffer significant harm, it has a duty to 
make enquiries to decide whether to take action to safeguard or promote the child’s welfare. Full details 
are in chapter one of Working Together to Safeguard Children. 

(5) This could include applying for an Emergency Protection Order (EPO). 
DfE Keeping Children Safe in Education, September 2022 
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Appendix 4. 

Safeguarding Guidance 

Safeguarding means: 
 

• protecting an adult’s right to live in safety, free from abuse and neglect 
• people and organisations working together to prevent and stop both the risks and experience of abuse or 
neglect 
• making sure that the adult’s wellbeing is promoted including, where appropriate, having 
regard to their views, wishes, feelings and beliefs in deciding on any action 
• recognising that adults sometimes have complex interpersonal relationships and may be 
ambivalent, unclear or unrealistic about their personal circumstances 

 
General advice 

 
• Engage your ‘professional curiosity.’ If a situation doesn’t feel right, it often isn’t. 
• Practice the ‘one-chance rule.’ A learner may choose to disclose something once only. 
• Be prepared to listen and give them that opportunity as they may never do this again. 

 
I have a concern. What should I do? 

 
• Do not hold onto information. Act immediately and contact the Safeguarding Team 
• Never assume someone else is doing something or has passed information on already 
• Consider if the concern also relates to someone else; e.g. a child/family member 
• When speaking to learners, do not promise or indicate confidentiality. It is good practice to remind 
learners early on in any disclosure that you may need to share information if you are worried about their 
safety or that of someone else 
• Be person-led and outcome-focused. Be prepared to talk, within the limits of your own 
confidence. Engage the person in a conversation about how best to respond to their safeguarding 
situation that: 

o enhances involvement, choice and control 
o improves their quality of life, wellbeing and safety 

• Practise self-care. Be careful not to: 
o share personal details with a learner; e.g. a personal phone number or social media  profile 
o give lifts or take a learner home with you 
o provide support beyond professional boundaries or your level of confidence 
o make any judgments or promises 
The Safeguarding Team are there as a support to you as well as our learners. 

 
Where a learner (or another adult or child) is at risk, or experiencing, harm this should always be reported to the 
Safeguarding Team who will respond with advice and guidance 
and act appropriately. All incidents of bullying should be reported to the team. 
 

How do I contact the team? 
1. If it is an emergency, contact a first aider and/or emergency services first 
2. Call us on 07471 353426 between 9.00 a.m. – 5.00 p.m. Outside of these times, contact the Senior 
Responsible Person on site 
3. Complete the Safeguarding Report form and email the completed form to 
safeguarding@ncati.ac.uk 
4. Continue to update the Team and to safeguard the learner(s) 
                         

Completing the form 
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Make a note of the full name/s of the person you are concerned about; include all the dates, times, locations and full 
details of anyone who has provided information or may be at risk. 
 
Consider whether the disclosure places anyone else at risk of harm (e.g. a child) and include details where possible. 

 
Describe your concerns clearly. Try to keep the record factual and free from judgments. 
 
Record any actions you have taken already to protect the person. 
 
What we will do with the information? 
 

We will follow the principles outlined in Information Sharing 2018. Information shared will be: 
• relevant to the purposes of those taking action to support and protect 
• necessary and proportionate to the need and level of risk 
• adequate - the right quality to ensure that it can be understood and relied upon 
• accurate and up to date, clearly distinguishing between fact and opinion 
• shared in a timely fashion to reduce the risk of missed opportunities to offer support and protection 
• secure, following NCATI’s policies for handling personal information 
• recorded in line with NCATI’s Safeguarding and Prevent Policy, whether the decision is taken 
to share or not 

 
Will I receive updates? 
Yes. We will update you with an appropriate amount of information, following the principles above. You should 
receive enough information to allow you to support and protect the learner concerned. 

The College’s safeguarding team and contact details 
 

Name Role Contact Details 
Paula 
Marsden 

DSL Designated 
safeguarding lead 

paula.marsden@ncati.ac.uk 
 

0121 
2956521 
 

Thom 
Loxton 

DDSL Learner 
Experience 
Manager 
(Safeguarding & 
Wellbeing) 

thom.loxton@ncati.ac.uk 
 

0121 
2953531 
 

Frank Vanni Doncaster 
Safeguarding 
Lead 

Senior Curriculum 
Lead 

frank.vanni@ncati.ac.uk 
 

01302 
540248 
 

Amanda 
Pearson 

Safeguarding 
Officer 

Apprenticeship 
Manager 
Birmingham 

amanda.pearson@ncati.ac.uk 
 

07471 
353437 
 

Emma 
Nettleship 

Safeguarding 
Officer 

Careers Lead 
Doncaster 

emma.nettleship@ncati.ac.uk 
 

01302 
540259 
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Appendix 5. 
Safeguarding and Prevent Duty Concern Form 

 
Section A: Safeguarding Report: 
 
Learner Name: ID number: 
Course: DOB: 
Mobile: Email: 
 
Referrer Name: Contact Details: 
 
Date Concerned raised: Details 
of concern raised: 
 

 
Name of safeguarding team member referred to: Date: 

Signature of staff reporting concern: Date: 

 
 
 
 
 
 
 
 
 
 
 

Consider if a child under 18 may be affected. 
State exactly what was told/observed and what was said. Include exact dates and times. Use the 
person’s own words as much as possible: 
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Section B: Safeguarding Record: 
 
Safeguarding Team member’s name: Date of disclosure: 

 

              
   
 
 

Consider if a child under 18 may be affected. Record consent to share information. State exactly what was 
told/observed and what was said. Include exact dates and times. Use the person’s own words as much as possible. 
Record all actions and justifications. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Provide appropriate feedback to referrer. 
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Type of concern: 

 
Neglect (including 
self- neglect) 

 
Physical abuse 

 
Sexual abuse/exploitation 

 
Emotional abuse 

 
Bullying (including 
online) 

 
Domestic Violence or 
relationship abuse 

 

FGM/Forced Marriage or Honour 
Based Violence 

Radicalisation 
and/or extremist 
behaviour 

 
Criminal Exploitation 
/ Modern day slavery 

 

 

Hate crime / 
mate crime (+ 
protected 
characteristics) 

 

Self-harm/ risk taking behaviour Risk of suicide 

Discriminatory / 
Organisational 
Abuse 

 
 

Financial / 
material abuse 

 
 
 
 

Any other – please state: 

 
Action to be taken By who By When 

   

   

   

   

 
Date Case Closed  

Safeguarding Officer Signature  
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Appendix 6. 
 
1. External Speakers and Guest Lecturers 

The College recognises the need to invite external speakers and guest lecturers into the College to expand 
students’ knowledge and understanding of issues affecting them in and out of the College and to broaden their 
learning and experience. 
 
The College is committed to protecting and safeguarding its students from potential harm, abuse or threats of 
radicalisation. In pursuance of this aim, this protocol sets out the procedures for inviting external speakers and guest 
lecturers to events and sessions within the College. Though relatively few, external speakers can create a 
disproportionately negative reaction from the media and other sectors where they are 
seen to contravene aspects of, for example; the Equality Act or where they ‘impose’ prior 
conditions to their talk such as a requirement for segregated audiences. These 
arrangements should not affect the College’s need to bring in external trainers to deliver 
improvement in teaching and learning and other professional activities. 
 
Any invitation to an external organisation or a speaker to come and deliver a session to College students needs to be 
approved by the relevant Senior Curriculum Lead. The following procedures should be adhered to when inviting a 
speaker to deliver sessions on current political and international issues, faith and belief, terrorism etc., or where the 
nature of the topics could reasonably be believed to constitute a potential risk. 
 
Depending upon the length and frequency of the visit, the College may be required to seek additional checks on 
external visitors, including confirmation that appropriate Enhanced DBS checks are in place, or undertake additional 
internal safeguarding risk assessments and monitoring arrangements, before visitors attend. There may also be 
additional requirements to record visitor details and the checks that have been undertaken on the Single Central 
Record. Therefore, the DSL must ensure that this information is shared and agreed with the HR Department in 
advance. 
 
Essential considerations 

• All speakers are vetted to ensure it is appropriate they engage with students; this should include online 
checks/searches where appropriate 

• Speakers/Lecturers should be notified that official photographic ID (e.g. driving licence or passport) and 
organisation ID (where applicable) should be presented on the day of delivery 

• Those considered low risk by the Head of Department do not require further checks 
• Medium or high-risk speakers should be fully assessed and recorded on the External Speakers Form, 

referring to the Checklist for guidance 
• Some speakers, deemed too high risk will be automatically prohibited. 
• Assessments may include: identity checks with the provider organisation; website content; online social 

media footprints; discussion with the DSL; internal checks with College staff; any other checks deemed 
reasonable and proportionate 

• Aims and objectives of the sessions should be discussed and agreed with the speaker prior to the event. 
Where appropriate, ask for content of the session in advance 

• The Learner Experience Manager will maintain a list of External Speakers/Guest 
Lecturers accessible to staff online in ‘Teams’ 

• If there are concerns, seek advice from the Safeguarding Team about the appropriateness of a 
speaker or event at least 5 working days in advance of the scheduled session 

• Members of staff must always be present when external speakers/guest lecturers are with students. 

2. Checklist for risk assessing External Speakers or Guest Lecturers 

This checklist is not comprehensive but is designed for Heads of Department to use as a guide to the level of 
checks required to apply ‘due regard’ to the risks posed by external speakers/guest lecturers. 
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Low Risk Factors 
 

• Speaker/guest already well known to staff with a history of delivery at the College 
• Speaker/guest from a reputable organisation; e.g. a national charity such as Barnardo’s/the 

Samaritans (ID still required) 
• Speaker/guest from an authority/acting in an official capacity; e.g. local authority/Ofsted 
• Speaker/guest is employed in an educational establishment; e.g. university, school, college 
• Topics to be covered are not likely to be contentious; e.g. industry talks, education and technology 

 
Medium Risk Factors 

 
• Subject matter to be covered is sensitive; e.g. current political and international issues, faith and belief, 

terrorism etc. 
• Speaker/guest from a local or low-profile organisation; e.g. a local charity (ID still required) 
• Speaker/guest has not delivered sessions or talks before High 

Risk Factors 

• Speaker/guest holds existing controversial views that have been publicised 
• There have been previous known problems with the speaker/guest in College or externally 
• Speaker/guest holds existing views that are contrary to British Values 
• Speaker/guest has a known conviction for drug related, sexual or violent offences 

 
Medium/High Risk speakers/lecturers should be referred to the Safeguarding Team for risk assessment and an 
External Speakers/Guest Lecturers Form completed. 

 
Automatically Prohibited 

 
Speaker/guest has a conviction for terrorist related offences in the UK. This should be reported to the 
Safeguarding Team who will contact the local Prevent Team for advice. 

 
Speaker/guest is a known member of a proscribed organisation or an alias; e.g. National Action. This should 
be reported to the Safeguarding Team and the Police. 

 
Speaker/guest has previously been refused access to the College and prohibition remains in place. Prohibited 
speakers/lecturers should be reported to the Safeguarding Team who will manage this list. 
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External Speakers/Guest Lecturers Form 
 

Name of organiser Head of Department 

Course or Group Name Date: 

 

 
Approval of speaker/guest lecturer to be signed off by Head of Department 
 
Name:     ________________________________________ 
 
Signed:   _________________________________________ Date:  ______________________ 

Please send a copy to the Safeguarding Team who will advise and risk assess as required. 
safeguarding@ncati.ac.uk 

 
 
 
 

Session Title Location Date of Session 

Aim of the session Guest Speaker 

Name and Address of organisation 

Resources to be used 

Resources received in advance of event 

Content checked and suitable: Yes/No 

Checks completed/actions taken 

If no actions taken, why not? 

Name of lecturer/College staff present during session 
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Appendix 7.  
 
Anti-bullying and Harassment Policy and Procedures 

Scope 
 

This document is applicable to all learners studying at the College, including those on commercial training 
courses and learning that the College subcontracts to other providers. Organisations that contract learners to 
the College have their own policies and procedures which will also need to be considered. 

 
Purpose 

 
The National College for Advanced Transport and Infrastructure is committed to providing a safe and welcoming 
environment that is free from bullying and discrimination. These procedures outline the College’s position with 
regards to the protection of its learners from bullying as well as its strategy to both prevent and address instances of 
bullying. 

 
General Principles 

 
The College operates under the principle that bullying is completely unacceptable. 

 
• The College will challenge bullying in all its forms and take quick clear and decisive action to address 

incidents and allegations in order to protect learners 
• The College is committed to creating an environment which supports staff and learners to report and 

challenge bullying and which encourages positive intervention to prevent the occurrence of bullying 
• Bullying can take many forms and can cause stress and have an emotional impact. Signs and effects of 

bullying are taken seriously and acted upon without delay 
• The College aims to promote a common understanding of what constitutes bullying and harassment 

through the Learner Handbook, posters, tutorial framework and via the College’s web site 
 

Bullying and Harassment 
 

Bullying can be defined as offensive, intimidating, malicious or insulting behaviour that undermines, humiliates, 
denigrates or injures the recipient (emotionally or physically). Bullying does not have a definition under the Equality 
Act. Instances of bullying may or may not relate to the nine protected characteristics. 

 
Harassment may include bullying behaviour, and it refers to unwelcome treatment that is related to a protected 
characteristic: 

• age 
• disability 
• gender reassignment 
• marriage and civil partnership 
• pregnancy and maternity 
• race 
• religion or belief 
• sex 
• sexual orientation 

 
Harassment may be 'unwanted conduct related to a relevant protected characteristic, which has the purpose or 
effect of violating an individual's dignity or creating an intimidating, hostile, degrading, humiliating or offensive 
environment for that individual.' It may also be sexual in nature. It can include behaviour that an individual finds 
offensive even if it is not directed at them, and even if they do not have the relevant protected characteristics 
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themselves. 
 

Forms of Bullying and Harassment 
 

Bullying can range from extremes, such as violence, to less obvious forms; for example, ignoring someone. 
Whatever the form, it will be unwanted behaviour which is unwelcome and unpleasant and results in pain and 
distress to the victim. 

 
Bullying and harassment can be: 

 
• Physical – hitting, pushing and shoving, tripping up, kicking, spitting or any other use of physical 

contact 
• Emotional/Verbal – humiliating someone, name calling, using insulting names or comments, making 

derogatory remarks, intrusive questioning or goading, mimicking or deliberately attempting to deceive 
• Sexual – unwanted physical contact or inappropriate sexual comments 
• Indirect – e.g. spreading rumours whether true or not 
• Cyber-bullying – any form of bullying using a mobile phone, the internet or other electronic device, 

including chat rooms, social networking sites, instant messaging, camera/video facilities or email. For 
further information on cyberbullying see the Online Safety Policy. 

• Driven by prejudice – bullying behaviour because of, or focusing on, diversity issues, particularly the 
nine protected characteristics: race, sexuality, disability, age, transgender identity, religion, gender, 
marital status and pregnancy/maternity. This may include inappropriate language or taunts, 
gestures, graffiti etc 

 
It may also be bullying when: 

 
• The same person or group always leaves someone out or shuns them 
• Someone makes threats of violence against someone else 
• Someone damages someone else’s possessions or clothing deliberately 
• Someone takes someone else’s belongings deliberately 
• Someone tries to force someone else to do something they do not want to do 
• Someone tries to force another to do something sexual they do not want to do 

 
In all cases, the College will focus on the impact of bullying behaviour, rather than the intention of the perpetrator 
(whether malicious or not) to ensure no learner continues to be exposed to further incidences of bullying. 
 
Prevention of Bullying and Harassment 

 
The College recognises its responsibility to educate its learners to counter bullying. This is achieved through a 
variety of means, including as appropriate: 

 
• Delivering anti-bullying, harassment and e-safety sessions as part of the tutorial and/or Learner 

Experience framework 

• The promotion of anti-bullying messages during the College’s monthly themes. 
• Ensuring that learners and staff are aware of what constitutes bullying and the consequences for those 

involved 
• Raising awareness of cyber bullying and e-safety through inductions and other sources. 
• Ensuring, through induction processes, learner handbooks and the virtual learning environment, that 

learners are aware of who to approach with a concern and their rights to confidentiality in this context 
• Ensuring that staff understand who learners should approach with a concern and their rights to 

confidentiality in this context 
• Displaying printed and digital literature promoting anti-bullying and giving advice on what constitutes 

bullying and harassment and the support the College offers 
• Fostering an inclusive classroom culture, which promotes the view that bullying and 
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harassment is unacceptable and will not be tolerated 
Reporting Bullying 

 
Staff at the College should: 

 
• Stage 1: day of incident, report or disclosure 

 
• Report bullying and harassment incidents to a member of the Curriculum Team 

(preferably the learner’s personal tutor) who will try to deal with the case in the first 
instance 

• The Curriculum Team should take immediate action (where appropriate) and report it to the 
Safeguarding Team for support with formulating an appropriate response. 

• The Safeguarding Team will record and keep a central record of the situation, will take supportive 
actions and monitor the situation until fully resolved 

• Where there is the possibility of serious harm, matters will be referred to the College’s 
Safeguarding Team and dealt with using the College’s Safeguarding and Prevent Policy 

 
• Stage 2: follow up actions 

 
• In cases of serious bullying or harassment, or instances in which Stage 1 actions have not 

resolved the issue, the Head of Learner Experience will be notified. For urgent cases or periods 
where the Head of Learner Experience is unavailable, the issue will be passed to a member of 
the Senior Management Team (SLT) who will direct the Safeguarding Team 

• If necessary and appropriate, the Police or other appropriate organisations will be consulted 
for advice 

• Bullying, harassment or threats of bullying must be investigated, and the bullying stopped 
quickly 

• In all cases an attempt will be made to help the alleged perpetrator address their behaviour. A 
referral should be made to the Learner Engagement team in these cases 

• In cases involving apprentices, learners’ employers may need to be informed 

• Stage 3 
 

• In cases where issues cannot be resolved, staff should escalate through the Learner 
Disciplinary Policy 

• Learners should be informed that actions taken may include removal from the course under this 
policy 

• Support for the person at risk should always be prioritised in any response 
 

Curriculum staff should deal with allegations of bullying and harassment as soon as possible. Cases referred to 
Safeguarding Team/SLT will be dealt with as soon as possible (within one working day). 

 
Staff members involved must adhere to the College’s Safeguarding and Prevent Policy with regards to 
confidentiality and information sharing. In instances where there is no obligation to take matters further under the 
College’s safeguarding duties or disciplinary procedures, a strategy should be formulated with the learner(s) in 
order to resolve the issues. 

 
Recording Incidents 

 
When the learner reports the bullying, the following information should be gathered: 

 
• Statements from those involved: 

o Date(s), times(s) and place(s) of incident(s) 
o Name(s) of any witnesses 
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o What actually happened 
o How it made them feel 
o Previous requests for these behaviours to stop 

• Any action already taken; e.g. reported to a member of staff 
• Original copies of any correspondence or written material connected with the issue 
• Where cyber bullying has taken place, printouts should be obtained wherever possible, or the member of 

staff taking the statement should sign it to say they have seen any text 
messages/call records on the student’s mobile phone. 
Note that staff should not view or ask to view content of a sexual nature or take copies of this material; e.g. 
where images of a learner have been shared without consent. 

 
All incidents of bullying and harassment and the outcomes are recorded centrally and securely by the 
Safeguarding Team. Where the matter has been referred to a designated safeguarding staff member it will be 
recorded and retained in accordance with Safeguarding procedures. 
 
Supporting Individuals Involved 

 
There is often an underlying reason for bullying behavior. Perpetrators can be very insecure and may: 

• have been bullied themselves 
• be afraid of becoming a victim to someone else 
• want to be accepted into a certain group 
• want to be well-known for their physical status 
• have low levels of self-esteem and self-confidence 
• have experienced recent or historical physical or emotional trauma or have been the victims of abuse 

 
Support may be required to enable individuals to change their behaviour. Individuals will be referred to the 
Learner Engagement team in order to offer further support and education as appropriate. 
Alleged perpetrators of bullying should be encouraged to change their behaviour and should not be intimidated, 
humiliated or made to feel uncomfortable when seeking support. 

 
 

Safeguarding Team 
 

Designated Safeguarding Lead: Paula Marsden, Senior Engineering Curriculum Leader 
 

Deputy Safeguarding Leads : Thom Loxton, Learner Engagement Manager 
 
Safeguarding Leads: Amanda Pearson, Apprenticeship Manager 
 Emma Nettleship, Careers Lead Doncaster 
 Frank Vanni, Doncaster Safeguarding Lead 

 
Safeguarding contacts: 07471 353426 

safeguarding@ncati.ac.u
k 

 
 


