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CHILD PROTECTION and SAFEGUARDING POLICY and 
PROCEDURES 

 

 

1. General Policy Statement  

 

1.1 Hartpury College (the College) recognises that it has a statutory and moral 

duty to ensure that the College safeguards and promotes the welfare of 

young people receiving education and training at the College.  Hartpury is 

fully committed to the wellbeing of learners, young people and adults at risk 

and expects all staff, volunteers and stakeholders to endorse and practise 

this commitment at all times. 

 

1.2 The term “children” means “those under the age of 18”. The Corporation 

recognises that some adults are also vulnerable to abuse.  Accordingly, the 

procedures may be applied (with appropriate adaptations) to allegations of 

abuse and the protection of vulnerable adults.  

1.3 The abuse of children and young people is one of the most difficult issues 

that staff may be called upon to deal with, but one that cannot be ignored. 

Tutors, other College staff and work experience providers are particularly 

well placed to observe outward signs of abuse, changes in behaviour, or 

failure to develop, which may be indicators that abuse is taking place within 

the young person’s life.  It is not however the responsibility of the College, 

its staff or work experience providers to investigate alleged abuse. 

 

1.4 The College will work with the Gloucestershire Safeguarding Children Board 

(GSCB), the police and other external agencies while always placing the 

welfare of the young person at the centre of any actions taken. 

 

 

2. Purpose 

 

2.1 The purpose of this policy and procedures is to ensure that the College 

responds in a measured and supportive manner to reports or suspicions of 

abuse. This policy safeguards all learners, particularly children and young 

people and those adults at risk at College and those in the workplace e.g. 

apprentices.  This policy also safeguards all staff, volunteers and 
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stakeholders in carrying out their duties in teaching, supervising and 

supporting learners at College, other external facilities or in the workplace. 

 

3. Principles  

 

3.1 The Hartpury College Corporation (the Corporation) and College 

Management are committed to safeguarding and promoting the wellbeing of 

all learners by: 

 

 PREVENTION - provides a safe environment for learners, staff, young 

people  and adults at risk to learn, study and reside; 

 PROTECTION - identifies learners, young people and adults at risk who 

are suffering, or likely to suffer, significant harm; 

 SUPPORT - takes appropriate action to see that such learner, young 

people and adults at risk are kept safe, both at home, at the College and 

in the workplace. 

 

3.2 In pursuit of these aims, the Corporation and College Management will 

ensure that safeguarding is a high priority and approve and annually review 

policies and procedures with the aim of: 

 

 raising awareness of issues relating to the welfare of young people and 

adults at risk and ensuring the promotion of a safe environment for 

learning within the College; 

 aiding the identification of young people at risk of significant harm, and 

providing procedures for reporting concerns; 

 establishing procedures for reporting and dealing with allegations of 

abuse against members of staff; 

 the safe recruitment of staff. 

 

3.3 The Corporation has nominated a Governor with special responsibility for 

child and young person protection issues.  The Governor will undertake 

appropriate training.  The specific responsibilities of the nominated Governor 

are in Appendix 1. 

 

3.4 In developing the policies and procedures, the Corporation will take account 

of, guidance issued by the Department for Education the Association of 

Colleges and other relevant bodies and groups.  This policy and procedures 

will be developed in consultation with the Gloucestershire Safeguarding 

Children Board. 

 

4. Roles 

 

4.1 A designated senior member of the College staff will have lead responsibility 

for young person protection issues. 

 

4.2 Any member of staff who either by virtue of a young person’s behaviour 

becomes suspicious of abuse, or is told that abuse has taken place, should 

immediately inform one of the designated staff members within the College.  
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As a basic rule, only those people who need to know should be told of the 

incident or allegation. 

 

4.3 The College will refer any concern that a child might be at risk of significant 

harm to the Gloucestershire Safeguarding Children Board. 

 

4.4 The Corporation: 

 will receive from the designated senior member of staff with lead 

responsibility for young person protection an annual report which reviews 

how the duties have been discharged. 

 notes and draws to the attention of the College staff the criminal offences 

that may be committed in connection with the welfare of young people, in 

particular those involving abuse of trust which prohibit staff from engaging 

on or encouraging sexual activity with young people. 

 acknowledges and will comply with its obligations in connection with the 

provision of residential accommodation for those under 18 set out in the 

National Minimum Standards and the Ofsted Framework for Residential 

Provision. 

 

4.5 The Principal and all staff working with young people will receive training 

adequate to familiarise them with safeguarding issues and responsibilities 

and the College procedures and policies, with refresher training appropriate 

to their role within the College. 

 

5. Responsibilities 

 

5.1 The designated Executive member of staff with lead responsibility for young 

person protection issues is Lesley Worsfold, Director of HR & Residential 

Services who: 

 

 has a key duty to take lead responsibility for raising awareness within the 

staff of issues relating to the welfare of children and young people, and the 

promotion of a safe environment for the children and young people learning 

within the College;  

 will receive training in young person protection issues and inter-agency 

working, as required by the Gloucestershire Safeguarding Children Board, 

and will receive refresher training at least every 2 years; 

 will keep up to date with developments in child and young person protection 

issues; 

 will provide an annual report to the Corporation setting out how the College 

has discharged its duties; 

 is responsible for reporting deficiencies in procedure or policy identified by 

the Gloucestershire Safeguarding Children Board (or others) to the 

Corporation at the earliest opportunity. 

 

5.2 The specific responsibilities of the designated Executive member of staff 

with lead responsibility are described in Appendix 2. 
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5.3 Other designated members of staff with responsibility for young person 

protection issues are: 

 

 Rayna Edwards, who is the College’s Deputy Designated Safeguarding Lead 

on 01452 702495 or 07788 148358 who can be contacted out of hours and 

to whom all safeguarding incidents should be reported. 

 

Or in her absence: 

 Lesley Worsfold, Director of HR & Residential Services who can be contacted 

on 01452 702459 or 07807 070397 

 Darryl Hill, Residential Safeguarding Manager who can be contacted on 

01452 702131 or 07966 901530 

 Lucy Scannell, Student Support & Wellbeing Officer who can be contacted 

on 01452 702327 or 07890 184328 

 

Or in their absence any one of the following can be contacted: 

 

 The Duty Director on 07788 148350 

 The Duty Warden who should contact the Head Warden or the Deputy 

Designated Safeguarding Lead immediately 

 

Or for young people on work placements: 

  

 The Head of Department responsible for the curriculum area should contact 

Rayna Edwards, Deputy Designated Safeguarding Lead immediately. 

 

5.4 The specific responsibilities of these other designated members of staff are 

described in Appendix 3. 

 

6 Definitions 

 

6.1 Child: A young person under the age of 18.  

 

Vulnerable Adult: A person aged 18 years or over who is or may be in                      

need of community care services by reason of mental or another disability, 

age or illness and who is or may be unable to take care of him or herself, or 

unable to protect him or herself against significant harm or exploitation.’ 

Dept of Health  

(‘No Secrets’, drawn from the  consultation white paper,  

‘Who decides’ – Lord Chancellors Department 1997) 

 

Disclosure: A person states they have been or are being abused by another. 

 

Allegation: A member of staff (including agency staff), governor, contractor 

or volunteer working with children or vulnerable adults is accused of 

committing an abuse. 

 

Abuse: 

 A violation of an individual’s human and civil rights by any other person. 
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 May consist of a single act or repeated acts. It may be physical, verbal or 

psychological, it may be an act of neglect or an omission to act, or it may 

occur when a vulnerable person is persuaded to enter into financial or sexual 

transactions to which he or she has not consented or cannot consent. 

 Abuse can occur in any relationship and may result in significant harm to, 

or exploitation of the person subject to it. 

(Department of Health, ‘No Secrets’) 
 

 
6.2 Types of abuse are difficult to define precisely or fully. However, the 

following examples are indicative of various types of abuse: 

 

- Physical Abuse: Young persons are physically hurt, injured or in extreme 

cases killed. This can involve hitting, shaking, squeezing, burning and 

biting. It also includes giving a young person poisonous substances, 

inappropriate drugs and alcohol, and attempted suffocation or drowning. 

- Neglect: Young people are not provided with the basic things needed to 

survive. This can include not providing appropriate food, clothes, warmth 

and medical care or leaving them alone unsupervised. 

- Emotional Abuse: Young people are made to feel unwanted, ugly, 

worthless, and guilty of being unloved. This can occur when a constant 

lack of love and affection, or threats, verbal attacks, taunting and 

shouting can lead to a young person’s loss of confidence and self-

esteem. 

- Sexual Abuse: Young people are abused by adults, adolescents or even 

other young people who use them to meet their own sexual needs. This 

may extend to sexual intercourse, or attempted sexual intercourse but 

more often involves fondling, masturbation and oral sex. Young people 

are sometimes exposed to anal intercourse. They are also sometimes 

exposed to, or used in the production of, pornographic material including 

videos. 

 

Safeguarding issues can also revolve around bullying or harassment 

(including e-safety), forced marriage and radicalisation. 

 

6.3 The College recognises the positive contribution it can make towards 

protecting its students from radicalisation to violent extremism.  The College 

will continue to empower its students to create communities that are 

resilient to extremism and protecting the wellbeing of particular students 

who may be vulnerable to being drawn into violent extremism or crime.  It 

will also continue to promote the development of spaces for free debate 

where shared values can be reinforced. 

 

6.4 Radicalisation is the process by which individuals come to support terrorism 

or violent extremism. There is no typical profile for a person likely to become 

involved in extremism, or when they move to adopt violence in support of 

their particular ideology. Although a number of possible behavioural 

indicators are listed below, staff should use their professional judgement 

and discuss with the College’s Residential Safeguarding Manager if they 

have any concerns: 
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 Use of inappropriate language 

 Possession of violent extremist literature 

 Behavioural changes 

 The expression of extremist views 

 Advocating violent actions and means 

 Association with known extremists 

 Seeking to recruit others to an extremist ideology 

6.5 The College is aware and will ensure staff recognise the vulnerabilities of 

those learners with SEND (Special Educational Needs and Disability) and the 

additional barriers that can exist when recognising abuse and neglect in this 

group of learners. 

(See Appendix 8 for further types of abuse) 

 

7.       Offer of Early Help 

 

7.1     “Early Help” describes the type of early intervention and support that can be 

provided when the needs of a child, young person or vulnerable adult are 

not being met by routine universal services, but do not meet the threshold 

for specialist services such as those provided by Children and Adult Social 

Care. The College endeavours to provide a range of internal support services 

and to work with partner agencies to help its learners and their families deal 

with any issues as early as possible by providing support, information, 

advice, eduation and training. Staff must report any early help concerns to 

the College’s Deputy Designated Safeguarding Lead. 

  

8. Procedures for responding to reports or suspicions of abuse 

 
8.1 It is the responsibility of staff including volunteers to report concerns NOT 

to decide whether it is or is not abuse.  The need to protect the child or 

vulnerable adult overrides any concerns about “false allegations”; even if 

you think a disclosure or allegation may be untrue you must still report it.  

Abuse is usually discovered in three ways: 

 

 The student discloses to someone that abuse has or may have occurred. 

 Someone sees the abuse occur. 

 Someone identifies signs and symptoms that may indicate abuse. 

 

8.2 If a young person begins to talk about an abusive incident, he/she should 

be allowed to speak, but should only be questioned with care. No leading 

questions should be asked or words suggested. Questioning should seek 

only to clarify in order to be sure that what the young person is saying is 

understood.  (WHO, WHAT, WHERE, WHEN) 

 

8.3 Staff should not investigate concerns or allegations themselves, but should 

report them immediately to one of the designated members of College staff 

(identified in paragraph 6.3).  
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8.4 If any injury requires immediate treatment the designated members of staff 

should arrange this without delay, in whichever way seems appropriate. The 

designated member of staff should then continue to follow the procedure 

and flowchart as described in Appendix 4 and Appendix 6.  Staff should 

complete the form as attached in Appendix 5 and ensure it is sent to the 

Deputy Designated Safeguarding Lead immediately. 

 

8.4 The designated members of staff will report internally to the Deputy 

Designated Safeguarding Lead. 

 

8.5 All notes of interviews will be placed on a private and confidential file held 

in the Deputy Designated Safeguarding Lead’s Office.  College staff involved 

will be informed by the designated members of staff of the need for 

complete confidentiality on their behalf. 

 

8.6 Generally staff other than the designated members of staff or the Principal 

should not make referrals. However, if after discussion with the designated 

members of staff a member of staff believes that a referral should be made 

but the designated member of staff does not, he or she may make the 

referral in accordance with Gloucestershire Safeguarding Children Board 

guidelines. Referrals must be made within 24 hours in writing or with written 

confirmation of a telephone referral. 

 

9. Procedures for responding to alleged abuse by a member of 

 College staff.  

 

9.1 In rare instances, members of staff of an educational institution have been 

found responsible for abuse against a young person.  Because of their 

frequent contact with children and young people, staff may have allegations 

of child abuse made against them.  The College recognises that an allegation 

of child abuse made against a member of staff may be made for a variety 

of reasons and that the facts of the allegation may or may not be true.  It 

is imperative that those dealing with an allegation maintain an open mind 

and those investigations are thorough and not subject to delay. 

 

9.2. The College recognises that the Children Act 1989, and subsequent acts, 

states that the welfare of the young person is the paramount concern.  It is 

also recognised that hasty or ill-informed decisions in connection with a 

member of staff can irreparably damage an individual’s reputation, 

confidence and career. Therefore, those dealing with such allegations within 

the College will do so with sensitivity and will act in a careful, measured 

way. 

 

9.3 A member of staff receiving a complaint against a member of staff should 

immediately report it to a designated member of staff who in turn should 

report it to the Principal. 

 

9.4 A member of staff receiving a complaint against a designated member of 

staff should report it immediately to the Principal or in his absence the Vice 
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Principal/Director of HR & Residential Services (Designated Safeguarding 

Lead). 

 

9.5 The Director of HR & Residential Services (Desiganated Safeguarding Lead) 

will report the incident to the Gloucestershire Safeguarding Children Board 

who will then meet urgently to plan any further appropriate action. 

 

9.6 A member of staff receiving a complaint against the Principal should 

immediately contact the Executive member of staff with lead responsibility 

for safeguarding. He/She should then contact the Chair of the Corporation 

who should contact the Gloucestershire Safeguarding Children Board who 

will then meet urgently to plan any further appropriate action. 

 

9.7 The procedure that the Principal (or designated Executive member of staff 

if the allegation is against the Principal) should follow is in Appendix 7. 

 

10. Procedures for safer selection and recruitment  

 

10.1 In order to safely recruit staff the College’s existing recruitment and 

selection procedures take account of the following: 

 

- They apply to staff and volunteers who may work with children and 

young people.  

- The post or role is clearly defined. 

- The key selection criteria for the post or role are identified. 

- Vacancies are advertised widely in order to ensure a diversity of 

applicants. 

- Documentary evidence of academic/vocational qualifications is required 

relevant to the post. 

- Professional and character references are obtained. 

- Previous employment history is verified. 

- A Disclosure and Barring (DBS) check is made (sensitive and confidential 

use of the applicant’s disclosure is maintained) in advance of the staff 

member starting employment 

- A variety of selection techniques (e.g. qualifications, previous 

experience, interview, reference checks) are used. 

 

11. Work Placements 

 

Employers who provide work experience opportunities for young people are 

required by the College to comply with the College’s UK Placement Provider 

Handbook.  Hartpury College requires work placement providers to take all 

reasonable action to safeguard the welfare of students completing 

placements.   

 

Where a student’s placement duties involve working with under 18’s or 

vulnerable adults the placement provider is required to fully brief the 

student on their own Safeguarding policies and procedures.  
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The placement provider is required to report any concerns relating to 

safeguarding immediately to a member of the Hartpury College 

Safeguarding Team. 

 

 

 

12. References 

 

 Cross College Policies relating to safeguarding including Guidelines on 

Professional Boundaries, Code of Professional Conduct. 

 Keeping Children Safe in Education, September 2016 (KCSiE), Department 

for Education.  Part one of this guidance should be read by all staff and the 

College has mechanisms in place to assist staff understanding.  Annex A is 

a new addition to KCSiE and is designed to provide key information for thos 

staff who directly with children and therefore will be provided to those staff 

who directly engage with students such as teaching staff and staff with 

residential and safeguarding responsibilities. 

 

Publication 

 

The College will publish this policy on the staff and student intranet, the College 

website and it will form part of student joining instructions. 

 

First approved by the Corporation 12th July 2006 

Amended 25th July 2007 

Reviewed 10th July 2008 

Amended 14th July 2009 

Reviewed 14th July 2010 

Amended 14th July 2011 

Amended 12th July 2012 

Amended 10th June 2013 

Amended 15th May 2014 

Amended 26th June 2015 

Amended 1st July 2016 

Amended 29th June 2017 
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Appendix 1 

 

 

Responsibilities of the nominated Governor: 

 

1. The nominated Governor is responsible for liaising with the Principal and 

senior staff member with lead responsibility over matters regarding 

safeguarding and child protection (Designated Safeguarding Lead), 

including ensuring that the: 

 

- College has procedures and policies which are consistent with the 

Gloucestershire Safeguarding Children Board procedures 

- Corporation considers the College policy on child protection and 

safeguarding each year 

- Corporation is informed each year of how the College and its staff have 

complied with the policy, including but not limited to a report on the 

training that staff have undertaken. 

 

2. The nominated Governor will be a key link with, and is responsible for, 

overseeing the liaison between agencies such as the Police, Social Services 

(as defined by the Gloucestershire Safeguarding Children Board) in 

connection with allegations against the Principal.  This will not involve 

undertaking any form of investigation, but will ensure good communication 

between the parties and the provision of information to assist enquiries. 

 

3. To assist in these duties, the nominated Governor shall receive appropriate 

training. 
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Appendix 2 

 

Responsibilities of the designated senior member of staff: 

 

1. Overseeing the referral of cases of suspected abuse or allegations to the 

Gloucestershire Safeguarding Children Board. 

 

2. Providing advice and support to other staff on issues relating to 

safeguarding, child and young person protection .  

 

3. Maintaining a proper record of any child protection referral, complaint or 

concern (even where that concern does not lead to a referral). 

 

4. Ensuring that parents of children and young people within the College are 

aware of the College’s child protection and safeguarding policy. 

 

5. Ensuring liaison with the Gloucestershire Safeguarding Children Board and 

other appropriate agencies. 

 

6. Ensuring liaison with secondary schools which send pupils to the College to 

ensure that appropriate arrangements are made for the pupils. 

 

7. Ensuring liaison with employers and training organisations that receive 

children or young people from the College on long term placements to 

ensure that appropriate safeguards are put in place. 

 

8. Ensuring that staff receive basic training in  safeguarding and child 

protection issues and are aware of the College child protection and 

safeguarding procedures and Keeping Children Safe in Education (DoE 

guidance). 
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Appendix 3 

 

Responsibilities of other designated staff members: 

 

1. Reporting to the designated senior member of staff with lead responsibility. 

 

2. Knowing how to make an appropriate referral. 

 

3. Being  available to provide advice and support to other staff on issues 

relating to child protection. 

 

4. Having particular responsibility to be available to listen to children and 

young people studying at the College. 

 

5. Dealing with individual cases, including attending case conferences and 

review meetings as appropriate.  

 

6. Having received training in child protection issues and inter-agency working, 

as required by the Gloucestershire Safeguarding Children Board, and will 

receive refresher training at least every 2 years. 

 

7. Holding current child protection documents issued by Gloucester 

Safeguarding Children Board and that these are kept up to date through 

reference to the appropriate web sites. 

 

8. Ensuring all members of staff receive appropriate training as part of their 

induction. 

 

9. Ensuring that the procedures are followed within the College. 

 

10. Liaison over safeguarding and child protection procedures with the Social 

Services Department. 

 

11. Receiving reports of alleged or suspected child abuse within the College, or 

reported by a student relating to incidents at home or outside the College, 

contacting the Social Services Department and taking other action in 

response. 
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Appendix 4 

 

Detailed procedures for responding to reports or suspicions of abuse 

 

1 The designated member of staff should not investigate the allegation further 

but should refer to the Deputy Designated Safeguarding Lead and discuss 

what action needs to be taken. 

 

2 The designated member of staff will inform the young person who made the 

initial allegation, what the next steps are to be. The young person and 

designated member of staff must be kept informed of progress. 

 

3 The Deputy Designated Safeguarding Lead may want to arrange for the 

young person to be further interviewed to substantiate the concern. The 

Safeguarding Officer and the Gloucestershire Safeguarding Children Board 

will agree further appropriate action. 

 

4 If the child is felt to be in any danger he/she should not be allowed to go 

home, if at all possible. 

 

5 The discussions with the Gloucestershire Children and Young People Service 

should involve consideration of how, when and by whom the parents should 

be informed of the concern, bearing in mind on one hand the need to protect 

the young person and on the other the duty of the Social Services 

Department to work in partnership with parents wherever possible. 

Normally the College will take responsibility for informing the parents unless 

otherwise agreed by Social Services Department. 

 

6 The College has a general duty to co-operate with other agencies in cases 

of suspected child abuse. Designated members of College staff should be 

prepared to attend child protection conferences, and supply information, in 

writing if possible, as to any allegations made at College or contact with 

parent/s or carer/s as well as information concerning academic and general 

progress at College. If unable to attend, written reports should be 

submitted. 

 

7 Designated members of College staff should be prepared to be part of the 

Child Protection Plan formulated by the child protection conference and to 

monitor future behaviour 

 

8 The young person’s confidentiality will be respected at all times within the 

confines of dealing with and reporting the incident.  
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  Appendix 5 
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Appendix 5 (continued)                                                                               

 
 

Student Name: 

 

 

 

Course: 

 

 

Tutor: 

Date: 

 

 

Mobile: 

 

Date of Birth      

   

Residential?     Block                                    Room No. 

 

 

Non Residential?             Home 

                                                     Address               

 

What happened? 

 

 

 

 

Who was involved? 

 

 

 

Where did it happen? 

 

 

 

 

When did it happen? 

 

 

 

 

Present at meeting: 

 

 

 

 

Report to Deputy Designated Safeguarding Lead Rayna Edwards 

IMMEDIATELY 

Mobile: 07788 148358  

 Direct Line: 01452 702495 

 

 

Form completed by: 

Signed………………………………………………………………. Date……………………………………..                             

Staff 

SAFEGUARDING CONCERN FORM 



  

                                                                                                                                                                    Page 16 of 28 

Appendix 6 

 

 

 

Procedures for those in Designated Safeguarding roles / Duty Director 

 

Procedure in relation to disclosures or causes for concern in relation to children, 

young persons and vulnerable adults: 

 

Under 18:  

 

On receiving report of disclosure or other cause for concern: 

 

Referrals and concerns should be made to the Children and Families Helpdesk on   

01452 426565. 

 

Note: In line with GSCB good practice, the referrer should usually but not 

exclusively (and not where this will place the young person at increased risk of 

significant harm) discuss the matter with the family of a young person and where 

possible seek their agreement to the referral.  

 

If a Multi Agency Referal Form was not completed at the time of the initial contact, 

then the referral must be followed up in writing within 48 hours to;  

Childrenshelpdesk-gcsx@gloucestershire.gcsx.gov.uk 

 

A Multi Agency Referal Form can be found by utilising the link below; 

http://www.gscb.org.uk/Frequentlyusedforms 

 

Where a child or young person is in serious danger contact the emergency services 

via 999 to seek urgent assistance. 

 

(Note: further advice may be sought from the Safeguarding Children Service LADO 

for safeguarding in educational setting on 01452 426994 or 01452 583638.) 

 

18 years and over: 

 

To make a referral contact the Adult Social Care Help Desk on 01452 426868 or 

via email on  socialservicesenq@gloucestershire.gov.uk 

 

Where the vulnerable adult is in serious danger contact the emergency services via 

999 to seek urgent assistance. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

mailto:Childrenshelpdesk-gcsx@gloucestershire.gcsx.gov.uk
http://www.gscb.org.uk/Frequentlyusedforms
mailto:socialserviceenq@gloucestershire.gov.uk
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Appendix 7 

 

Detailed procedures for responding to alleged abuse by a member of 

College staff 

 

The Principal/ Designated Safeguarding Lead should: 

 

1. obtain written details of the allegation from the person who received it, that 

are signed and dated.  The written details should be countersigned and 

dated by the Principal. A record of times, dates, locations and names of 

potential witnesses must be made. 

 

2 make an initial assessment of the allegation, consulting with the designated 

senior member of staff, (or with the nominated Governor) and the 

Gloucestershire Safeguarding Children Board Local Area Designated Office 

for Allegations (LADO) and follow the advice given by the LADO. Where the 

allegation is considered to be either a potential criminal act or indicates that 

the young person has suffered, is suffering or is likely to suffer significant 

harm, the matter should be reported immediately to the Gloucestershire 

Safeguarding Children Board  If a serious criminal  offence is suspected also 

inform the police. 

 

3. not investigate the allegation.  The initial assessment will be on the basis of 

the information received and is a decision whether or not the allegation 

warrants further investigation.  If it is decided that a Strategy Meeting is to 

be called the College should not carry out an investigation until the Strategy 

Meeting has taken place. Other potential outcomes are: 

 

- the allegation represents inappropriate behaviour or poor practice by the 

member of staff and is neither potentially a crime nor a cause of 

significant harm to the child.  The matter should be addressed in 

accordance with the College disciplinary procedures. 

- the allegation can be shown to be false because the facts alleged could 

not possibly be true.   

 

4. hold in abeyance the College’s own internal enquiries while the formal Police 

or Social Services investigations proceed; to do otherwise may prejudice the 

investigation.  Any internal enquiries will conform to the existing staff 

disciplinary procedures 

 

5. be involved in, and contribute to, any investigation by an external agency, 

for example the police and/or any inter-agency strategy discussions.  The 

LADO and designated senior member of staff will decide if the allegation 

meets the criteria for a strategy meeting in accordance with the Allegations 

Management Procedures. 

 

6. be responsible for ensuring that the College gives assistance with the 

agency’s enquiries.   
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7. ensure that appropriate confidentiality is maintained in connection with the 

enquiries, in the interests of the member of staff about whom the allegation 

is made.   

 

8. advise the member of staff that he/she should consult with a representative, 

for example, a trade union. 

 

9. consult with the Police or other investigating agency (e.g. Social Services), 

particularly in relation to timing and content of the information to be 

provided, and shall: 

 

- inform the young person or parent/carer making the allegation that the 

investigation is taking place and what the likely process will involve. 

- ensure that the parents/carers of the young person making the 

allegation have been informed that the allegation has been made and 

what the likely process will involve.   

- inform the member of staff against whom the allegation was made of 

the fact that the investigation is taking place and what the likely process 

will involve.   

- inform the Chair of the Corporation (and/or the nominated governor) of 

the allegation and the investigation. 

- keep a written record of the action taken in connection with the 

allegation. 

 

Suspension: 

 

10. Suspension should not be automatic.  In respect of staff other than the 

Principal (or his/her nominee), suspension can only be carried out by the 

Principal.  In respect of the Principal, suspension can only be carried out by 

the Chair of the Corporation (or in his/her absence, the Vice Chair). 

 

11. Suspension may be considered at any stage of the investigation.  It is a 

neutral, not a disciplinary action and shall be on full pay.  Consideration 

should be given to alternatives: e.g. paid leave of absence; agreement to 

refrain from attending work; change of, or withdrawal from, specified duties. 

 

12. Suspension should only occur for a good reason.  For example: 

 

- where a young person is at risk. 

- where the allegations are potentially serious enough to justify dismissal 

on the grounds of gross misconduct. 

- where necessary for the good and efficient conduct of the investigation. 

 

13. If suspension is being considered, the member of staff should be encouraged 

to seek advice, for example from a trade union.  The College recognises that 

this can be a very uncomfortable experience for the member of staff 

involved and will seek to support the member of staff either through the 

Human Resources Department, Occupational Health or if appropriate an 

external agency. 
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14. Prior to making the decision to suspend, the Principal (or Chair or Vice Chair 

of the Corporation) should interview the member of staff (or the Principal).  

This should occur with the approval of the appropriate agency identified by 

the Gloucestershire Safeguarding Children Board.  In particular, if the Police 

are engaged in an investigation the officer in charge of the case should be 

consulted.   

 

15. The member of staff should be advised to seek the advice and/or assistance 

of his/her trade union and should be informed that they have the right to 

be accompanied by a friend.  The member of staff should be informed that 

an allegation has been made and that consideration is being given to 

suspension. It should be made clear that the interview is not a formal 

disciplinary hearing, but solely for raising a serious matter which may lead 

to suspension and further investigation. 

 

16. During the interview, the member of staff should be given as much 

information as possible, in particular the reasons for any proposed 

suspension, provided that doing so would not interfere with the investigation 

into the allegation.  The interview is not intended to establish the member 

of staff’s innocence or guilt, but give the opportunity for the member of staff 

to make representations about possible suspension.  The member of staff 

should be given the opportunity to consider any information given to 

him/her at the meeting and prepare a response, although that adjournment 

may be brief. 

   

17. If the Principal (or Chair, or Vice Chair, of the Corporation) considers that 

suspension is necessary, the member of staff shall be informed that he/she 

is suspended from duty.  Written confirmation of the suspension, with 

reasons, shall be despatched as soon as possible and ideally within one 

working day. 

 

18. Where a member of staff is suspended, the Principal (or Chair, or Vice Chair, 

of the Corporation) should address the following issues: 

 

- the Chair of the Corporation should be informed of the suspension in 

writing. 

- the Corporation should receive a report that a member of staff has 

been suspended pending investigation; the detail given to the 

Corporation should be minimal 

- where the Principal has been suspended, the Chair or Vice Chair of the 

Corporation will need to take action to address the management of the 

College 

- the parents/carers of the young person making the allegation should 

be informed of the suspension.  They should be asked to treat the 

information as confidential.  Consideration should be given to 

informing the young person making the allegation of the suspension 

- senior members of staff that need to know of the reason for the 

suspension should be informed 
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19. Depending on the nature of the allegation, the Principal should consider 

(with the nominated Governor) whether a statement to the students of the 

College and/or parents/carers should be made, taking due regard of the 

need to avoid unwelcome publicity 

 

20. The Principal shall consider carefully and review the decisions as to who is 

informed of the suspension and investigation.  The Gloucestershire 

Safeguarding Children Board and external investigating authorities should 

be consulted.   

 

21. The suspended member of staff should be given appropriate support during 

the period of suspension.  He/she should also be provided with information 

on progress and developments in the case at regular intervals.   

 

22. The suspension should remain under review in accordance with the College 

disciplinary procedures. 

 

23. In the event of a disciplinary investigation, it will be conducted in accordance 

with the existing staff disciplinary procedures. 

 

24. The member of staff should be informed of: 

 

- the disciplinary charge against him/her. 

- his/her entitlement to be accompanied or represented by a trade union 

representative or friend. 

 

25. Where the member of staff has been suspended and no disciplinary action 

is to be taken, the suspension should be lifted immediately and 

arrangements made for the member of staff to return to work.  It may be 

appropriate to offer counselling.  

 

26. The young person(s) making the allegation and/or their parents should be 

informed of the outcome of the investigation and proceedings.  This should 

occur prior to the return to College of the member of staff (if suspended).   

 

27. The Principal (or designated person) should give consideration to what 

information should be made available to the general population of the 

College. 

 

28. Where allegations are found to be without foundation such false allegations 

may be indicative of problems of abuse elsewhere.  A record should be kept 

and consideration given to a referral to the Gloucestershire Safeguarding 

Children Board, local Social Services department or agency as determined 

by local arrangements, in order that other agencies may act upon the 

information. 

 

29. In consultation with the designated senior member of staff (and/or the 

nominated Governor), the Principal shall: 
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- inform the member of staff against whom the allegation is made 

orally and in  writing that no further disciplinary or child protection 

action will be taken.  Consideration should be given to offering 

counselling/support. 

- inform the parents/carers of the alleged victim that the allegation has 

been made and of the outcome. 

- where the allegation was made by a young person other than the 

alleged victim, consideration be given to informing the 

parents/carers of that young person. 

- prepare a report outlining the allegation and giving reasons for the 

conclusion  that it had no foundation and confirming that the 

above action had been taken. 

 

30. It is important that documents relating to an investigation are retained in a 

secure place, together with a written record of the outcome and, if 

disciplinary action is taken, details retained on the member of staff’s 

personal and confidential file.  Where the allegation is found to be without 

foundation, a record of the allegation, investigation and outcome should be 

retained. 

  

31. If a member of staff is dismissed or resigns before the disciplinary process 

is completed, he/she should be informed about the College’s statutory duty 

to inform the Disclosure and Barring Service (DBS) for inclusion on the DBS 

lists where it withdraws permission for an individual to engage in regulated 

or controlled activity or would have done so had that individual not resigned, 

retired, been made redundant or been transferred to a position which is not 

regulated or controlled activity because they think that the individual has 

engaged in relevant conduct, satisfied the Harm Test or received a caution 

or conviction for a relevant offence (https://www.gov.uk/disclosure-

barring-service-check) 

 

32. Where an allegation has been made against a member of staff, the 

nominated Governor, together with the senior staff member with lead 

responsibility should, at the conclusion of the investigation and any 

disciplinary procedures, consider whether there are any matters arising from 

it that could lead to the improvement of the College’s procedures and/or 

policies and/or which should be drawn to the attention of the Gloucestershire 

Safeguarding Children Board.  Consideration should also be given to the 

training needs of staff. 

 

https://www.gov.uk/disclosure-barring-service-check
https://www.gov.uk/disclosure-barring-service-check
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         Appendix 8 

Abuse comes in many forms. The following is not an exclusive list and the signs 

and symptoms do not necessarily indicate abuse: 

 

Type of abuse Examples Possible signs and symptoms 

Physical Abuse Hitting 

Slapping 

Pushing 

Kicking 

Misuse of Medication 

Inappropriate Sanctions 

Restraint 

 

 Fractures 

 Sprains 

 Dislocations 

 Lacerations 

 Scalds/burns 

 Pressure sores 

 Bruising 

 Malnutrition 

 Unexplained injuries 

 Signs of medication misuse (over or 

under) 

 Untreated medical problems 

 Incontinence 

 Self-harm 

Sexual Abuse Rape and sexual assault or 

sexual acts which the 

person has not consented 

to, or could not consent to, 

or was pressurised into 

consenting to. 

 Pain, itching, bleeding or bruising in 

the genital area 

 Difficulty in walking or sitting 

 Torn or stained clothing 

 Venereal disease 

 Changes in behaviour 

 Sexualised behaviour 

 Pregnancy 

Emotional or 

psychological Abuse 

Emotional Abuse, threats of 

harm or abandonment, 

deprivation of contact, 

humiliation, blaming, 

controlling, intimidation, 

coercion, harassment, 

verbal abuse, isolation or 

withdrawal from services or 

support networks 

 Fear 

 Depression 

 Withdrawal 

 Passivity 

 Confusion 

 Low self esteem 

 Deference 

 Aggression 

 Resignation 

 Ambivalence 

 Disturbed sleep pattern 

 Weight loss 

 Running away 

 

Financial Abuse Theft, fraud, exploitation, 

pressure in connection with 

wills, property, inheritance 

or financial transactions, or 

the misuse or 

misappropriation of 

property, possessions or 

benefits 

 Inadequate money to pay bills 

 Disappearing benefit payments 

 Sudden or large withdrawal from 

bank account 

 Inadequate clothing 

 Lack of personal belongings 

 Poor standard of possessions 

 

Neglect Ignoring medical or physical 

care needs, failure to 

provide access to 

appropriate health, social 

care or educational 

services. The withholding of 

the necessities of life such 

as medication, adequate 

nutrition and heating 

 Dehydration 

 Malnutrition 

 Unexplained failure to respond to 

prescribed medication 

 Infections 

 Pressure sores 

 Inadequate clothing 

 Hypothermia 
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Discrimination Offensive language or 

behaviour that is directed at 

a person because of 

disability, ethnic origin, 

race, skin colour, culture, 

sexual orientation, size or 

age, any other form of 

harassment, slurs or similar 

treatment. 

 Withdrawal 

 Anger/aggression 

 Loss of self esteem 

 Imitative behaviour 

Cyber Bullying The use of information and 

communication technologies 

to support deliberate, 

repeated, and hostile 

behaviour by an individual 

or group that is intended to 

harm others. 

 Fear 

 Depression 

 Withdrawal 

 Loss of self esteem 

 Disturbed sleep pattern 

 Weight loss 

 Running away 

Radicalisation/extremism Radicalization is a process 

through which an individual 

changes from passiveness 

or activism to become more 

revolutionary, militant or 

extremist, especially where 

there is intent towards, or 

support for, violence. 

 

 Quick to anger 

 Intolerant 

 Closed – mindedness 

 Attitude towards women/ethnic 

groups/armed services 

 Isolated 

 Physical change – clothes etc. 

 Spreading messages 

 Overt new religious practices 

 Change in attitude 

 Non – attendance 

 Fall in work standard 

Female Genital 

Mutilation (FGM) 

FGM, also known as female 

cutting and female 

circumcision is the ritual 

removal of some or all of 

the female genitalia. It is 

practiced in more than 28 

African countries, parts of 

the Middle East, Asia and 

other countries. It is a form 

of child abuse and is illegal 

in the UK to remove a child 

from the country or perform 

FGM in the UK and can 

carry upto 14 years in 

prison. 

It is cultural and not done 

for any medical, health or 

religious reasons. It is done 

as a means of controlling 

women to supress sexual 

urges and ensure they 

remain pure until marriage. 

FGM is dangerous and can 

cause serious infections as 

well as problems with 

fertility, preganancy, 

miscarriage and childbirth 

and stillbirths. 

 Child may talk about becoming a 

woman 

 Going on a spiritual journey 

 Going on an extended family 

holiday 

 Going to visit elders in their country 

of origin 

 Pelvic infections 

 Infertility 

 Miscarriage 

 Stillbirths 

 Problems with preganacy and 

natural childbirth 

 Pain and bleeding during sexual 

intercourse 

 Problems with menstrual periods 

 Incontinence 

 Scarring 

 Loss of libido 

 Urine retention 

 Pain and swelling 

 Feelings of shame and betrayal 

 Post traumatic stress  

 Depression 

 

Forced Marriage Forced marriage is a 

marriage in which one or 

both of the parties is 

 Emotional and or physical abuse by 

family members 

 Abandonment by family 
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married without his or her 

consent or against his or 

her will. A forced marriage 

differs from an arranged 

marriage, in which both 

parties consent to the 

assistance of their parents 

or a third party (such as a 

matchmaker) in identifying 

a spouse. There is often a 

continuum of coercion used 

to compel a marriage, 

ranging from outright 

physical violence to subtle 

psychological pressure. The 

United Nations views forced 

marriage as a form of 

human rights abuse, since it 

violates the principle of the 

freedom and autonomy of 

individuals. 

 

 Punishment including sexual 

violence and murder 

 Kidnapping 

 Ostricised by the community  

 

Grooming and Child 

Sexual Exploitation 

Sexual exploitation of 

children and young people 

under 18 involves 

exploitative situations, 

contexts and relationships 

where young people (or a 

third person or persons)  

receive ‘something’ (e.g. 

food, accommodation, 

drugs, alcohol, cigarettes, 

affection, gifts, money) as a 

result of them, and/ or 

another or others 

performing on them, sexual 

activities. 

 

 Missing overnight 

 Multiple STI, pregnancy, 

miscarriage 

 Relationship with controlling person 

 Physical abuse by same person 

 Emotional/ sexual activity  

 Entering/ leaving vehicles driven by 

unknown adults 

 Frequenting potentially dangerous 

areas 

 No contact with support systems. 

 Relationship with a much older 

person(s) 

 Emotional neglect by parent/ carer/ 

family        member 

 Physical abuse by parent/ carer/ 

family member 

 Sexual abuse 

 Breakdown of family relationships 

 Family history of domestic violence 

 Family history of substance misuse 

 Family history of mental health 

difficulties 

 Low self-esteem 

 Unsuitable/ inappropriate 

accommodation 

 Isolated from peers/ social 

networks 

 Lack of positive relationship with a 

protective/nurturing adult 

Gangs and Youth 

Violence 

Gangs are groups of young 

people with a discernible 

structure, a recognised 

territory and distinctive 

 Wearing clothing of a particular 

colour or branding 

 Wearing baseball caps, tilted to the 

side or bandanas 
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beliefs, values, attitudes 

and behaviours.  Although 

the gang may offer 

inclusion, protection and 

success to some socially 

disadvantaged children and 

young people, it is primarily 

concerned with crime, not 

infrequently drug-related, 

and violence, often armed 

and occasionally lethal. 

 Decorating their bodies with 

piercings or tattoos with certain 

symbols 

 Using hand signals or certain words 

only known to those within their 

gang 

 School books covered in graffiti 

associated with the gang name 

Children who isolate themselves 

from family 

 Missing from education 

 Lack of respect for authority figures 

or the law 

 Hanging out with those who have 

been in trouble with the law 

 Suddenly acquiring jewlwery, 

phones, money and other gifts 

without explanation 

 Drug and alcohol abuse 

 Use of nicknames 

 Change in behaviour and 

personality 

Fabricated and/or 

induced illness 

This pattern of behaviour is  

in which a caregiver 

fabricates, exaggerates, or 

induces mental or physical 

health problems in those in 

their care, usually to gain 

attention or sympothaty 

from others. This is a rare 

form of child abuse and it is 

often difficult to define, 

detect and confirm. 

 Mispresents symptoms 

 Fabricates signs 

 Manipulates laboratory tests 

 Purposely harms the child through 

poisoning, suffocation, infection, 

starvation or physical injury 

 Seeks unecesary tests and 

explorative examinations 

 Absences from school 

Sexting and revenge 

porn 

Sexting is the sending of 

sexually explicit messages 

usually over mobile phones 

and social media. Content 

can be shared between two 

romantic partners and then 

outside the relationship with 

others. It also occurs 

between people who are not 

yet in a relationship, but 

where one persons hopes to 

be. When sexually explicit 

content is shared and 

distributed without consent 

via any medium then this is 

known as revenge porn. 

 Sharing of texts and messages over 

phone and other media devices 

 Taking images and video and 

uploading these and sharing them 

with others with and without 

consent 

 Blackmail 

 Bullying 

 Coerce someone into continuing 

with a relationship 

 Revenge porn illegal in the UK 

Domestic violence/ 

Honour based violence 

Any incident or pattern of 

controlling, coercive or 

threatening behaviour, 

violence or abuse between 

those aged 16 or over who 

are or have been intimate 

partners or family members 

regardless of gender or 

sexuality. 

 

 Emotional abuse 

 Physical abuse 

 Sexual abuse 

 Financial abuse 

 Emotional abuse 

 Isolation from family and friends 

 Controlling partner 

 Mental health issues 

 Drug and alcohol misuse 
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Honour based violence is a 

violent crime or incident 

which may have been 

committed to protect or 

defend the honour of the 

family or community. 
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         Appendix 9 

      
 

PREVENT  

 

PREVENT is a strand of the Governments Counter Terrorism Strategy. Section 21 

of the Counter Terrorism and Security Act 2015 places a duty on ‘educational ‘ 

establishments to have ‘due regard’ in preventing people being drawn into 

terrorism. 

 

HARTPURY COLLEGE is committed to prioritizing and promoting Safeguarding and 

protecting young people and vulnerable adults from harm. The term Safeguarding 

embraces both child protection and a preventative approach to keeping young 

people safe. 

 

The PREVENT agenda is encouraged through classroom practice, the tutorial 

programme and enrichment activities to inform students of where and how they 

may report concerns or seek support. An ongoing compulsory cycle of staff training 

in Safeguarding, including radicalization and extremism takes place across the 

College.  

 

This is to ensure all College staff are vigilant in their duties for Safeguarding and 

secure in their knowledge of the current reporting procedures.  

 

Below is a guideline to procedures that Hartpury Staff should follow if they have 

concerns that a young person may be in danger of being drawn into extremism or 

being radicalized. Extremism is a vocal or active opposition to fundamental British 

values, including democracy, the rule of law, individual liberty and mutual respect 

and tolerance of different faiths and beliefs.  

 

Radicalization is a process through which an individual changes from passiveness 

or activism to become more revolutionary, militant or extremist, especially where 

there is intent towards, or support for, violence. 

 

If a member of staff becomes aware of any indicators as follows, of any students 

being drawn into extremism or radicalization, they should inform Darryl Hill, 

Hartpury PREVENT lead. All cases will be dealt with in accordance with the Hartpury 

College Safeguarding Policy and Procedure, as well as nationally agreed 

procedures. 

 

 Quick to Anger 

 Intolerant 

 Closed – Mindedness 

 Attitude towards Women/Ethnic Groups/Armed Services 

 Isolated 

 Physical Change – Clothes etc. 

 Spreading Messages 

 Overt New Religious Practices 

 Change in Attitude 

 Non – Attendance 

 Fall in Work Standard 

 Asking of Questions Around Certain Topics 
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Appendix 10 

 

 

BRITISH VALUES AT HARTPURY 

 

 

British values are of importance to everyone involved in any College activity.  Our 

College values and British values form the basis of citizenship in our diverse 

community.  We promote these values to students and they are embedded in our 

activities. 

 

The Department of Education published guidance on promoting Britsh values in 

schools and colleges to ensure that young people leave school and college well 

prepared for life in modern Britain.  British values are defined as follows; 

 

 Democracy 

 The rule of law 

 Individual liberty 

 Mutual respect 

 Tolerance of different faiths and beliefs 


