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Safeguarding Procedures 2025-2026 
 

1 Procedures 

1.1 Designated Senior Staff Member for Child Protection 

1.1.1 The Designated Safeguarding Lead (DSL) with lead responsibility for child protection and 
safeguarding issues (including Prevent) is Natalie Keeley, Head of Safeguarding. This role is supported 
by the Assistant Safeguarding and Prevent Lead, Annette Easy. 

1.1.2 The DSL has a key duty to take lead responsibility for raising awareness and sharing information 
amongst staff of issues relating to the welfare of children and young people (particularly those with 
social care needs), and the promotion of a safe environment for the students learning within the 
College. 

1.1.3 The Head of Safeguarding will take operational responsibility for Safeguarding and the Assistant 
Safeguarding and Prevent Lead will provide additional support. 

1.1.4 The Head of Safeguarding will oversee the referral of alleged harm or abuse to the relevant 
investigating agencies in line with national and local guidance documents and local procedures. 

1.1.5 The DSL is also responsible for ensuring that: 

• Advice and support to staff on issues relating to safeguarding and child protection, including e-
safety, is provided.  

• The DSL has lead responsibility for understanding the filtering and monitoring systems that are in 
place at the college.  

• A proper record of any child protection referral, complaint or concern is maintained (even where 
that concern does not lead to a referral).  

• Parents/ caregivers of young people or adults at risk within the College are aware of the College’s 
Safeguarding and Child Protection policy.  

• The College liaises with local authorities, other appropriate partner agencies and local 
Safeguarding boards/ partnerships.  

• The College liaises with secondary schools which send pupils to the College to ensure that 
appropriate arrangements are made for their pupils.  

• The College liaises with youth justice service and Probation services to ensure appropriate 
arrangements are made. 

• Staff receive initial safeguarding training and are aware of the College safeguarding and child 
protection procedures.  

• Staff receive updates regarding changes to the statutory guidance and/or local guidance.  
• The College’s Safeguarding Committee meets as a minimum once per term to scrutinise progress 

on the Safeguarding and Prevent strategic action plan. 
• The College’s Safeguarding strategic and prevent action plan and risk register is prepared and 

reviewed termly by the Safeguarding committee and revised annually to ensure in line with 
current national and local Safeguarding guidance. 

• The College’s designated governor for safeguarding is updated termly on Safeguarding needs 
including conducting internal termly thematic safeguarding audits to ensure continued 
improvement and best practice.  

• Ensure Senior Leadership and Governors are sighted on any items added to the Safeguarding and 
Prevent risk register. 
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1.1.6 The DSL will provide an annual report to the Governing Body of the College setting out how the 
College has discharged its duties. 

 

1.2 Designated Staff Members for Safeguarding (Safeguarding Advisors) 

1.2.1  

The College will appoint an appropriate number of designated Safeguarding Advisors and one Senior 
Safeguarding advisor. The Safeguarding advisor will be based across all sites.  

Designated Safeguarding Advisors will: 

• Report to the Head of Safeguarding via the Assistant Prevent and Safeguarding Lead. 

• Will know how to make an appropriate referral 

• Will be available to provide advice and support to other staff on issues relating to Safeguarding 

• Have particular responsibility to be available to listen to students studying at the College 

• Will work collaboratively with other departments across the College to advocate for students to 
promote their health, well-being and safeguarding needs. 

• Have received training in safeguarding issues and inter-agency working, as required by the Keeping 
Bristol Safe Partnership and will receive refresher training at least every 2 years. 

• Will deal with individual cases, including advocating to colleagues within College and considering 
referrals to external agencies to reduce risk and/or promote health and wellbeing. 

• Work collaboratively with external agencies and share information to safeguard students.  
 

1.2.2. Senior Safeguarding Advisor will: 

 Report to the Head of Safeguarding via the Assistant Prevent and Safeguarding Lead. 

 Will know how to make an appropriate referral 

 Will be available to provide advice and support to other staff on issues relating to Safeguarding 

 Will work collaboratively with other departments across the College to advocate for students to 
promote their health, well-being and safeguarding needs. 

 Have received training in safeguarding issues and inter-agency working, as required by the 
“Keeping Bristol Safe Partnership” and will receive refresher training at least every 2 years. 

 Will attend and represent the College Safeguarding Team at multi-agency safeguarding meetings 
relating to students, sharing appropriate information and being a Safeguarding decision maker.  

 

1.2.3. In addition to this team, a wider key safeguarding response team also includes Head of ICT Network 
and Engineering Services and Head of People Services.  

Appropriate training and support will be provided to enable the designated staff to fulfil their role.  
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1.3 High Needs and other vulnerable students 

1.3.1 We recognise that high needs students may require additional support while at the college and as 
such the Safeguarding Team will work closely to support these students throughout their learner 
journey.  

1.3.2 For high needs learners we will communicate with our Additional Learner Support (ALS) team and 
DSLs from secondary schools prior to students joining us. We will share safeguarding information 
with ALS and curriculum teams where appropriate to ensure ease of enrolment and support with 
students access to learning, working alongside others involved in the students support through “team 
around the student” meetings as appropriate throughout their time at the college.  

1.3.3 For high needs students we will also facilitate the sharing of relevant safeguarding information 
should the high needs student leave us for another provider, to ensure continuation of support. 

1.3.4 We recognise that Young Carers may require additional support and face additional barriers/ 
challenges to learning. Young Carers will be supported by all College staff in line with Young Carers 
Policy. If a student is identified as a Young Carer a My Concern referral will be completed and the 
Designated Lead for Young Carer’s (Kirsty Cross) will be informed so support can be considered. 

1.3.5 We recognise that Care Experienced students (often referred to as looked after children or care 
leavers) may require additional support and face additional barriers/ challenges to learning. The 
attendance, attainment , retention and progress for Care Experienced students is overseen in 
conjunction with Curriculum colleagues by the Designated Lead for Care Experienced (Kirsty Cross.) 
Care Experienced students are also offered a dedicated care experienced student mentor. The 
transition of care experienced students is supported before enrolment and moving on transition upon 
completion of their course and qualification. The Designated Lead for Care Experienced Students also 
facilitates PEP (Personal Education Plan) meetings throughout the year which is a statutory function 
to support Care Experienced students; all College staff known to the student will be required to 
provide information for PEP meetings. 

1.3.6 For students who are high needs and care experienced they will receive a collaborative service during 
transition and throughout the academic year from an ALS (Additional Learner Support) mentor and 
Care Experienced Mentor. 

1.3.7 For students who are gay, lesbian, bisexual or gender questioning (LGBTQ+). can be targeted by other 
learners. In some cases, a learner who is perceived by other learners to be LGBTQ (whether they are 
or not) can be just as vulnerable as children who identify as LGBTQ. Risks can be compounded where 
learners who are LGBTQ 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.  

 

1.4 Allegations of Harm or Abuse 

1.4.1 All staff should be aware of the indicators of abuse, neglect and exploitation understanding that 
student can be at risk of harm inside and outside of the college, home and online.  See Annexe B in 
Keeping Children Safe in Education 2025 and additional guidance What to Do if You Are Worried a Child 
is Being Abused - Advice for Practitioners. Exercising professional curiosity and knowing what to look for 
is vital for the early identification of abuse and neglect so that staff are able to identify cases of 
learners who may be in need of help or protection. 

1.4.2 All staff should be aware that abuse, neglect, exploitation and safeguarding issues are rarely 
standalone events and cannot be covered by one definition or one label alone. 

https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
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1.4.3 All staff should not assume a colleague, or another professional will take action, and they should 
share information that might be critical in keeping learners safe.  They should be mindful that early 
information sharing is vital for effective identification, assessment and allocation of appropriate 
service provision.   

1.4.4 If you're in a situation where a student discloses abuse to you, your initial response is incredibly 
important. How you respond can encourage or undermine the confidence of students to make 
disclosures. Some key things to remember are:  

• Listen carefully. Avoid expressing your own views on the matter. A reaction of shock or disbelief 
could cause the student to 'shut down', retract or stop talking.    

• Find an appropriate opportunity to explain that the information will need to be shared with 
others.  Do not promise to keep the information confidential or a ‘secret’.  

• Allow the student to continue at her / his / their own pace and don’t interrupt if the student is 
freely recalling events.    

• Avoid asking questions or pressing for more information.  Ask for clarification only.  If questions 
are necessary, only ask open questions: Tell me… Explain to me… Describe to me…  

• Let them know they've done the right thing. Reassurance can make a big impact to the student 
who may have been keeping the abuse secret.  

• Tell them it's not their fault. Abuse is never the students fault and they need to know this.  
• Say you will take them seriously. A student could keep abuse secret in fear they won't be 

believed.   
• Remember they've told you because they want help and trust you'll be the person who will 

listen to and support them.  
• Don't talk to the alleged abuser. Confronting the alleged abuser about what the learner's told 

you could make the situation a lot worse. 
• Explain what you'll do next. If age appropriate, explain to the student you'll need to report the 

abuse to someone who will be able to help.  
• Don't delay reporting the abuse. The sooner the abuse is reported after the learner discloses 

the better. Report as soon as possible so details are fresh in your mind and action can be taken 
quickly.  

• If non-recent abuse is reported to you, it is just as important to report this as soon as possible, 
and to reassure learners that this will be taken just as seriously as current abuse. 

1.4.5 Staff should not investigate concerns or allegations themselves, but should report them immediately 
to the Safeguarding Team via My Concern system and inform the student (where possible and safe) 
they intend to do so. 

1.4.6 Written records of concerns about students will be kept, even where there is no need for the College 
Safeguarding team to refer the matter to partner agencies immediately. 

1.4.7 All records will be kept securely, separate from other student files, and in secure electronic file 
locations by the Safeguarding Team. 

1.4.8 Statutory services will be notified by a member of the Safeguarding Team as required. If, at any point, 
there is a risk of immediate serious harm to a young person or adult at risk a referral should be made 
to the appropriate children and family services department within the relevant local authority 
immediately. A safeguarding advisor can make a referral and inform DSL at the same time. If the 
young person or adult at risk’s situation does not appear to be improving the staff member with 
concerns should press for re-consideration in line with local safeguarding partnership/ board 
escalation policies. Concerns should always lead to help for the young person or adult at risk, at some 
point. 
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1.4.9 If the concerns pose an immediate risk to life then any College member of staff can contact 
emergency services via 999. 

 

1.5 Specific Safeguarding Issues: 

1.5.1. Types of Abuse 

Abuse: a form of maltreatment of a child. Somebody 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. Abuse can take place wholly 
online, or technology may be used to facilitate offline abuse. 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, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also 
be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child. 

Emotional abuse: the persistent emotional maltreatment of a child such as to cause severe and 
adverse effects on the child’s emotional development. It may involve conveying to a child that they are 
worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person. It 
may include not giving the child opportunities to express their views, deliberately silencing them or 
‘making fun’ of what they say or how they communicate. It may feature age or developmentally 
inappropriate expectations being imposed on children. These may include interactions that are 
beyond a child’s developmental capability as well as overprotection and limitation of exploration and 
learning or preventing the child from participating in normal social interaction. It may involve seeing or 
hearing the ill-treatment of another. It may involve serious bullying (including cyberbullying), causing 
children frequently to feel frightened or in danger, or the exploitation or corruption of children. Some 
level of emotional abuse is involved in all types of maltreatment of a child, although it may occur 
alone. 

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. The activities 
may involve physical contact, including assault by penetration (for example rape or oral sex) or non-
penetrative acts such as masturbation, kissing, rubbing, and touching outside or under clothing. They 
may also include non-contact activities, such as involving children in looking at, or in the production of, 
sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate 
ways, or grooming a child in preparation for abuse. Sexual abuse can take place online, and 
technology can be used to facilitate offline abuse. Sexual abuse is not solely perpetrated by adult 
males. Women can also commit acts of sexual abuse, as can other children. The sexual abuse of 
children by other children is a specific safeguarding issue (also known as child on child abuse/harm.) 
Sexual abuse does not solely occur within family homes (referred to familial harm) but can also occur 
within the Harm outside of the Home context (in the community, online, neighbourhoods.)  The use of 
technology to manipulate, exploit, coerce or intimidate a child/young person or vulnerable adult to 
(but not limited to): engage in sexual activity; produce sexual material/content; force a young person 
or vulnerable adult to look at or watch sexual activities; encourage a young person or vulnerable adult 
to behave in sexually inappropriate ways; or groom a child in preparation for sexual abuse (either 
online or offline).  It can also involve directing others to, or coordinating, the abuse of children online. As 
with other forms of sexual abuse, online abuse can be misunderstood by the child and others as being 
consensual, occurring without the child’s immediate recognition or understanding of abusive or 
exploitative conduct. In addition, fear of what might happen if they do not comply can also be a 
significant influencing factor. No child under the age of 18 can consent to being abused or exploited. 
Financial gain can be a feature of online child sexual abuse, it can involve serious organised crime and 
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it can be carried out by either adults or peers. The child centre of expertise have produced a Child 
sexual abuse response pathway to support in how to respond to child sexual abuse (Child Sexual 
Abuse Response Pathway | CSA Centre) 

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. Neglect may occur during 
pregnancy, for example, as a result of maternal substance abuse. Once a child is born, neglect may 
involve a parent or carer failing to: provide adequate food, clothing and shelter (including exclusion 
from home or abandonment); protect a child from physical and emotional harm or danger; ensure 
adequate supervision (including the use of inadequate care- givers); or ensure access to appropriate 
medical care or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic 
emotional needs. 

When considering adult students, there are 10 types of abuse identified in The Care Act which adults 
can experience; physical abuse, domestic abuse, sexual abuse, psychological or emotional abuse, 
financial or material abuse, modern slavery, discriminatory abuse, organisational or institutional 
abuse, neglect or acts of omission, and self-neglect.  

 

1.5.2  Harm outside the home  

The college works closely with Avon and Somerset Police, local authorities and BACE (Barnardos 
Against Child Exploitation) to report our concerns and receive information regarding city-wide issues 
Harm Outside the Home issues which could place our students at risk. 

Child Sexual Exploitation (often referred to as CSE): Child Sexual Exploitation Occurs when an 
individual or group takes advantage of an imbalance of power to coerce, control, manipulate or 
deceive a child or adolescent into sexual activity, in exchange for something the victim needs or wants, 
and/or for the financial advantage or increased status of the perpetrator or facilitator. It does not 
always involve physical contact and can also occur through the use of technology. The victim may 
have been sexually exploited even if the sexual activity appears consensual.. CSE can affect any child 
or young person (male or female) under the age of 18 years, including 16 and 17 year-olds who can 
legally consent to have sex. It can include both contact (penetrative and non-penetrative acts) and 
non-contact sexual activity and may occur without the child or young person’s immediate knowledge 
(e.g. through others copying videos or images they have created and posted on social media). It also 
important to recognise that some young people who are being sexually exploited do not exhibit any 
external signs of this abuse.  

Child Criminal Exploitation (often referred to as CCE): Occurs when an individual or group takes 
advantage of an imbalance of power to coerce, control, manipulate or deceive a child or adolescent 
into any criminal activity. It does not always involve physical contact and can also occur through the 
use of technology. 

County Lines: A violent and exploitative form of drug distribution (and a form of child criminal 
exploitation). A common feature of county lines is the exploitation of children, adolescents and adults 
who are instructed to deliver and/or store drugs, and associated money or weapons, to dealers or drug 
users, locally or in other counties. 

Serious Youth Violence: Serious public space violence for under 25s (children, young people and young 
adults); including homicide, attempted homicide, robbery, wounding, grievous bodily harm, knife and 
gun crime, alcohol and drug related violence and areas of criminality where serious violence or its 
threat is inherent, such as county lines and modern slavery. 

https://www.csacentre.org.uk/child-sexual-abuse-response-pathway/
https://www.csacentre.org.uk/child-sexual-abuse-response-pathway/
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Modern Slavery and Human Trafficking: Modern slavery relates to the exploitation of children and 
adults in slavery, servitude, or forced or compulsory labour. Human trafficking is the recruitment, 
movement, harbouring or receiving of children and adults through force, coercion, or deception for the 
purposes of exploitation. 

Debt Bondage: 

A form of entrapment when a victim owes money to their exploiters and is made to repay their debt, 
either financially or through another means such as transporting drugs.  

So-called ‘honour-based’ abuse (including Female Genital Mutilation and Forced Marriage) 

So-called ‘honour-based’ abuse (HBA) encompasses incidents or crimes which have been committed 
to protect or defend the honour of the family and/or the community, including female genital 
mutilation (FGM) forced marriage, and practices such as breast ironing. Abuse committed in the 
context of preserving “honour” often involves a wider network of family or community pressure and 
can include multiple perpetrators. It is important to be aware of this dynamic and additional risk 
factors when deciding what form of safeguarding action to take. 

All forms of so called Honour Based Abuse are abuse (regardless of the motivation) and should be 
handled and escalated as such. When managing so called Honour Based Abuse cases, staff should be 
aware of the “one chance” rule. That is, their staff may only have one chance to speak to a potential 
victim, and that chance may be the only opportunity to save a life. This means that all professionals 
working within statutory agencies need to be aware of their responsibilities and obligations when they 
encounter forced marriage cases. If the victim is allowed to walk out of the door without support being 
offered, that one chance might be wasted. 

 

1.5.3 Female Genital Mutilation (FGM) 

Known cases of FGM: 

On 31st October 2015 a legal requirement was placed on ‘Regulated Professionals’ such as teachers 
to report all ‘Known’ cases of FGM to the Police. This duty cannot be delegated to any other 
professional including a manager or a member of the Safeguarding Team. However, Safeguarding 
should be made aware before any call is made. 

How to complete a ‘Mandatory Duty to report a case of FGM’ via phone: 

o Phone 101 and state ‘I am carrying out my Mandatory Duty to Report a case of FGM’. 

o Give all your details: Name, Contact Details, Role, Place of Work. 

o Give the details of your Organisation/ Agency Designated Safeguarding Lead. 

o The Girls details: Name Age/Date of Birth, Address, Wider Family (If known). 

How to complete a ‘Mandatory Duty to report a case of FGM online: 

Report female genital mutilation (FGM) | Avon and Somerset Police 

You will be given a Police Reference Number for the call or online report so please save this reference. This is 
proof you have undertaken your ‘Mandatory Duty to Report Cases of FGM’. 

Please record a My Concern and identify the Police reporting reference within the My Concern record.  

The College Safeguarding team will follow up with the relevant children and families service department for 
where the student resides to ensure the local authority can track and support any required safeguarding 
investigations. 

https://www.avonandsomerset.police.uk/report/female-genital-mutilation-fgm/


City of Bristol College 

Safeguarding 

Safeguarding Procedures 
 

 
 8 

Suspected cases of Female Genital Mutilation (FGM) 

Anyone working with children who recognises any risks associated to suspected FGM has a Statutory Duty to 
report this information to the children and families services for the relevant local authority area. 

Please submit a My Concern referral where you suspect Female Genital Mutilation to enable the College 
Safeguarding team to refer to Children and Families service for the relevant area for the student. 

 

1.5.4 Domestic abuse, Gender-based violence/violence against women and girls (VAWG) and teenage 
relationship abuse. 

The Domestic Abuse Act 2021 identifies Domestic abuse as incidents or a pattern of incidents of controlling, 
coercive, threatening behaviour, violence or abuse between those who are, or have been personally 
connected regardless of gender or sexuality, and is applicable to teenagers engaged in abusive relationships. 

Further guidance can be found in Domestic Abuse Statutory Guidance 2022. 

 

1.5.5 Forced marriage 

Forcing a person into a marriage is a crime in England and Wales. A forced marriage is one entered into 
without the full and free consent of one or both parties and where violence, threats or any other form of 
coercion is used, to cause a person to enter into a marriage. Threats can be physical or emotional and 
psychological. A lack of full and free consent can be where a person does not consent or where they cannot 
consent (if they have learning disabilities, for example).  

Nevertheless, some perpetrators use perceived cultural practices as a way to coerce a person into marriage. 
Schools and colleges can play an important role in safeguarding children from forced marriage. In addition, 
since February 2023 it has also been a crime to carry out any conduct whose purpose is to cause a child to 
marry before their eighteenth birthday, even if violence, threats or another form of coercion are not used.  As 
with the existing forced marriage law, this applies to non-binding, unofficial ‘marriages’ as well as legal 
marriages. 

The College Safeguarding Team can contact the Forced Marriage Unit if they need advice or information: 
Contact; 020 7008 0151 or email fmu@fco.gov.uk 

Further guidance can be found in Domestic Abuse Statutory Guidance 2022. 

 

1.5.6 Child on Child Abuse/ harm  

All staff should be aware that children can abuse other children at any age (often referred to as child-on-child 
abuse). And that it can happen both inside and outside of college and online.  

Child-on-child abuse is most likely to include, but may not be limited to: 

o Bullying (including cyberbullying, prejudice-based and discriminatory bullying). 

o Abuse in intimate personal relationships between children 

o Physical abuse which can include hitting, kicking, shaking, biting, hair pulling, or otherwise 
causing physical harm. 

o Sexual violence, such as rape, assault by penetration and sexual assault. 

o Sexual harassment, such as sexual comments, remarks, jokes and online sexual harassment. 

https://assets.publishing.service.gov.uk/media/62c6df068fa8f54e855dfe31/Domestic_Abuse_Act_2021_Statutory_Guidance.pdf
mailto:fmu@fco.gov.uk
https://assets.publishing.service.gov.uk/media/62c6df068fa8f54e855dfe31/Domestic_Abuse_Act_2021_Statutory_Guidance.pdf
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o Causing someone to engage in sexual activity without consent, such as forcing someone to strip, 
touch themselves sexually, or to engage in sexual activity with a third party;  

o Consensual and non-consensual sharing of nudes and semi-nude images and / or videos (also 
known as sexting or youth produced sexual imagery); upskirting, which typically involves taking 
a picture under a person’s clothing without their permission, with the intention of viewing their 
genitals or buttocks to obtain sexual gratification, or cause the victim humiliation, distress or 
alarm; and  

o Initiation / hazing type violence and rituals (this could include activities involving harassment, 
abuse or humiliation used as a way of initiating a person into a group and may also include an 
online element). 

 

The College will report child on child harm to Avon and Somerset Police in line with national guidance (when-
to-call-the-police-guidance-for-schools-and-colleges.pdf) 

 

1.5.7. Concerns that a student may have gone missing or be missing: 

All staff should be mindful that a student going missing may be an indicator of abuse or neglect occurring in 
their life. Any suspicion that a young person has gone missing should be reported to the Safeguarding Team 
via a My Concern referral.  

When a 16 or 17 year-old runs away or goes missing they are no less vulnerable than younger children and 
are equally at risk, particularly of sexual exploitation or involvement with gangs. A 16 or 17 year-old who has 
run away may present as homeless. In this case, local authority children’s services must assess their needs, as 
for any other child. Where this assessment indicates that the child is in need and requires accommodation 
under section 20 of the Children Act 1989, they will become looked after. 

The College procedure for dealing with missing children/ young people will be to immediately contact the 
Safeguarding Team and record a My Concern. The College Safeguarding team will liaise with the next of kin 
and (if appropriate) and contact the police. Children and Young people who repeatedly go missing will also be 
subject to a risk assessment and be supported via the College Safeguarding Team in conjunction with partner 
agencies. 

Further guidance can be found Statutory guidance on children who run away or go missing from home or 
care 2014. 

 

1.5.8  Hate incidents and hate crimes 
 
A hate incident is if the victim or anyone else think the incident it was motivated by hostility or prejudice 
based on one of the following things: disability, race, religion, transgender identity and sexual orientation. 
 
Hate incidents will be addressed in line with the Attendance, Behaviour and Commitment to study Policy by 
Curriculum leads.  
 
Hate crimes are criminal offences that occur where the crime was carried out because of hostility or prejudice 
based on disability, race, religion, transgender identity or sexual orientation.  
 

The student experiencing discrimination will be signposted or referred (where consent is given) by the College 
to local services who can support recovery from their experiences of discrimination. 

https://dcdhub.net/wp-content/uploads/2025/07/when-to-call-the-police-guidance-for-schools-and-colleges.pdf
https://dcdhub.net/wp-content/uploads/2025/07/when-to-call-the-police-guidance-for-schools-and-colleges.pdf
https://assets.publishing.service.gov.uk/media/5a7e089340f0b62302688bd0/Statutory_Guidance_-_Missing_from_care__3_.pdf
https://assets.publishing.service.gov.uk/media/5a7e089340f0b62302688bd0/Statutory_Guidance_-_Missing_from_care__3_.pdf
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The College will report hate crimes to Avon and Somerset Police in line with national guidance (when-to-call-
the-police-guidance-for-schools-and-colleges.pdf) 

 

1.6 Children missing education (persistently, severe absence or absent for prolonged periods) 

1.6.1 Children/ young people or adult students who have additional needs or vulnerabilities being absent from 
education for prolonged periods and/or on repeat occasions can act as a vital warning sign to a range of 
safeguarding issues including neglect, sexual and criminal exploitation 

1.6.2. College staff should address attendance absence in line with the Attendance, Behaviour and 
Commitment to study policy but also record a My Concern for the Safeguarding team to review where there 
is persistent or severe absence concerns. 

1.6.3. See national guidance documents Children missing education: statutory guidance for local authorities 
and schools - GOV.UK and Working together to improve school attendance - GOV.UK for further guidance.  

 

1.7 Concerns of Radicalisation and Extremism (Prevent Duty): 

1.7.1. All staff are part of a multi-agency approach to protect students at risk from radicalisation, this is called 
Prevent Duty. All suspicions of activity of this kind should be immediately referred to the Safeguarding Team 
via My Concern. 

1.7.2. Example indicators that an individual is engaged with an extremist group, cause or ideology include: 

o Spending increasing time in the company of other suspected extremists. 

o Changing their style of dress or personal appearance to accord with the group. 

o Their day-to-day behaviour becoming increasingly centred on an extremist ideology, group or 
cause. 

o Loss of interest in other friends and activities not associated with the extremist ideology, group 
or cause. 

o Possession of material or symbols associated with an extremist cause (e.g. the swastika for far-
right groups). 

o Attempts to recruit others to the group/cause/ideology. 

o Communications with others that suggest identification with a group/cause/ideology. 

1.7.3. Example indicators that an individual has an intention to use violence or other illegal means include: 

o Clearly identifying another group as threatening what they stand for and blaming that group 
for all social or political ills. 

o Using insulting or derogatory names or labels for another group. 

o speaking about the imminence of harm from the other group and the importance of action 
now; 

o Expressing attitudes that justify offending on behalf of the group, cause or ideology. 

o Condoning or supporting violence or harm towards others. 

o Plotting or conspiring with others.  

1.7.4 Upon receipt of a My Concern referral relating to Prevent concerns the Prevent leads will screen the 
referral and review records held about the student on My Concern and other college systems and consider 

https://dcdhub.net/wp-content/uploads/2025/07/when-to-call-the-police-guidance-for-schools-and-colleges.pdf
https://dcdhub.net/wp-content/uploads/2025/07/when-to-call-the-police-guidance-for-schools-and-colleges.pdf
https://www.gov.uk/government/publications/children-missing-education/children-missing-education-statutory-guidance-for-local-authorities-and-schools
https://www.gov.uk/government/publications/children-missing-education/children-missing-education-statutory-guidance-for-local-authorities-and-schools
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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whether the concerns meet the criteria for a channel referral or whether education and guidance is required 
for the student within the College environment. The College Prevent leads will liaise with local prevent leads 
within Avon and Somerset Police and make appropriate referrals to the Channel panel where appropriate.  

1.7.5. Where possible, any external referrals will be made with the consent and knowledge of those involved. 
The College may be required to report to external bodies and reserves the right to refer without consent 
where there is a serious risk, evidence or suspicion of a serious risk of harm or disclosure is in the public 
interest. Prevent referrals will be proportionate and made on the basis of identified and considered risk, 
including consideration of the impact of the referral. 

 

1.8 Knives, weapons and other prohibited items e.g. illegal drugs 

No one is permitted to bring knives or any other offensive weapons, illegal drugs, controlled substances, 
alcohol or drug paraphernalia to college premises. The college takes this type of offence very seriously and 
will address any concerns regarding this issue in line with the local authority “Offensive weapons and 
controlled substances in educational settings” guidance. This guidance defines an offensive weapon as; any 
article which is made, intended or adapted to cause injury.  

These can include: 

• Those that are made as an offensive weapon (e.g. knuckle-duster, dagger, gun) or adapted (e.g., broken 
bottle) for use for causing injury to the person; and 

• Weapons not made or adapted (e.g., kitchen knife, spanner, hammer) but intended by the person 
having it with them for causing injury to the person. 

If a student brings a weapon into the college or is suspected of doing so, the risk posed will be considered. If a 
direct threat is perceived such as a student seen wielding a knife, staff should call 999 immediately. If there is 
a suspicion that a student is in possession of a knife, SLT and Safeguarding should be contacted immediately, 
these students will be informed of the concern and that the college has the right to search them and the 
following process will be followed. 

Identifying Individuals for Search: 

Reasonable suspicion is the basis for identifying a student. This could be based on:  

o Witnessing suspicious behaviour (e.g., concealing objects, nervous demeaner) 

o Information from a reliable source (e.g., another student, staff member) 

o Detection by security measures (e.g., metal detectors, trained drugs dogs) 

Who will be Present: 

o A minimum of two trained staff members must be present during a consent search - one to 
conduct the search and a member of the safeguarding team to support the students’ 
wellbeing.  

o Same-gender staff should be used whenever possible for the search itself. 

o A student support staff member (e.g., personal development tutor or ALS colleague) may be 
present for pastoral support, depending on the situation. 

Carrying out the Search: 

1. Approach and Explanation: Staff will approach the student in a professional and respectful 
manner, explaining the reason for the search. 

https://www.bristolsafeguardingineducation.org/media/cxmhv4sv/bristol-weapons-and-drugs-in-school-guidance.pdf?usp=sharing
https://www.bristolsafeguardingineducation.org/media/cxmhv4sv/bristol-weapons-and-drugs-in-school-guidance.pdf?usp=sharing
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2. Consent: A written consent document will be offered to the student, explaining the search 
procedure and their right to withdraw consent at any point. 

3. Search Location: The search will occur in a designated safe and private space, free from 
interruptions and public view. 

4. Search Procedure:  

o The staff conducting the search will follow a pre-determined, non-intrusive procedure for 
inspecting bags and clothing pockets. 

o Students will be instructed to empty their pockets and bags themselves. 

o Staff conducting the search will visually inspect bags and clothing, avoiding physical contact 
with the student unless absolutely necessary. 

5. Confiscation and Recording: All searches will be logged on My Concern regardless of outcome.  
If prohibited items are found, they will be confiscated and documented on My Concern with a detailed 
description.   

6. Outcome: Following the search, the student will be informed of the outcome based on the 
findings. 

Training Requirements: 

All staff authorised to conduct consent searches will undergo mandatory training.  Authorised staff 
include Programme Managers, Heads of Department, any member of SLT, the Safeguarding and 
Welfare team, Facilities Officers, Supervisors, and Managers. Training will cover:  

o Legal framework surrounding searches and student rights 

o Identifying reasonable suspicion 

o De-escalation techniques and communication skills 

o Search procedures (as outlined above) 

o Equality and Diversity considerations 

o Consent and record-keeping 

Promoting Equality and Diversity: 

o Staff will be trained to conduct searches in a way that minimises the impact on the student's 
dignity and privacy. 

o Searches will be conducted regardless of a student's race, gender, ethnicity, religion, or 
disability. 

o Secure records will be kept to ensure quality assurance of the process and to monitor any 
equality and diversity impacts.  

Recording and Monitoring: 

A written record will be completed on My Concern for each consent search, including:  

o Date, time, and location of the search 

o Reason for the search 

o Names of staff present 

o Description of the search procedure followed 
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o Outcome of the search (items found/not found) 

o Any concerns or observations 

Records will be stored securely in line with college data protection policies. 

Periodic audits of search records will be conducted to ensure compliance with this policy and identify 
any potential biases. 

Different Scenarios: 

o Refusal of Consent: If a student refuses a consent search, staff should explain the potential 
consequences, including denial of entry to the college campus and potential disciplinary action. 
However, they should not physically restrain the student or attempt a forced search. 

o Discovery of Prohibited Items: Confiscated items will be dealt with following the college's 
disciplinary procedures. Depending on the severity, the police may be involved. Depending on 
the nature of the item, decisions will be made whether items should be reported to the Police, 
or securely disposed of. Advice should be sought from College DSLs if Police are to be called.  

o Finding Nothing: The student will be thanked for their cooperation and allowed to proceed. 

Anyone who believes that they have a legitimate reason to carry a knife or another weapon, must 
disclose this to the college. Students are required to disclose this information to a member of the 
Safeguarding Team. Employees are required to disclose this information to People Services. 

The college will undertake a risk assessment with the student or employee to determine the reasons 
and level or risk. Based on this, the college will make a decision regarding follow up actions. For 
students, the college’s Disciplinary Policy will be utilised to resolve the issue. 

Situations involving employees will be managed by Human Resources. 

Wearing of the Kirpan for religious reasons: 

Kirpans are an exception to the above rule and may be worn on campus only by students and 
employees who are baptised observers of Khalsa Sikhism and those who observe the Sikh religion and 
are able to demonstrate that they must wear a kirpan as part of their religious beliefs. (e.g. a letter 
from their Gurdwara, or a reasonable explanation, required on a case by case basis.) As it is only worn 
as part of the 5 K’s, if it is worn on its own then it should be confiscated and parents advised asap (if 
the student is under 18).  

The Kirpan should not be visible and should be worn under the clothing and secured to make removal 
difficult but not impossible. The Kirpan (hilt, blade and sheath) should not be greater than 7 
inches/17.8 centimetres in length. 

Modifications to a student’s programme may be necessary, if wearing the Kirpan might inadvertently 
cause physical harm to the wearer or another individual. However, sensitive discussion regarding this 
will be adapted to the individual. For example, for sports students, the Kirpan may be kept by the 
teacher for safekeeping. 

The college reserves the right to periodically, in a private and sensitive manner, seek to verify that the 
limitations with respect to Kirpan length, security measures and concealment continue to be met. The 
right to wear the Kirpan will be suspended if it is misused by the wearer.  

 

1.9 Online safety (also know as E-safety) 

1.9.1. Online safety (e-safety) is an essential element of safeguarding young people and vulnerable adults in 
the digital world, when using technology such as computers, tablets, mobile phones or games consoles.  
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1.9.2. Online safety is viewed by the whole College as a safeguarding issue and therefore the DSL takes lead 
responsibility for understanding the filtering and monitoring systems in place at the college. 

1.9.3. Online safety is covered in the safeguarding and child protection training which all staff receive and we 
ensure that suitable and appropriate filtering and monitoring systems on college devices and networks are in 
place to protect students from inappropriate content which meet the needs of the College, whilst ensuring 
access to required educational material.  
1.9.4. The College’s filtering and monitoring systems are effective and in line with KCSIE 2025 and Meeting digital and 
technology standards in schools and colleges - Filtering and monitoring standards for schools and colleges - Guidance - 
GOV.UK 
 
1.9.5. The breadth of issues classified within online safety is considerable, but can be categorised into four areas of risk:   

 
• Content: being exposed to illegal, inappropriate or harmful content, for example: pornography, racism, 

misinformation, disinformation (including fake news) and conspiracy theories, misogyny, misandrist, 
self-harm, suicide, anti-Semitism, radicalisation and extremism.  

• Contact: being subjected to harmful online interaction with other users; for example: peer to peer 
pressure, commercial advertising and adults posing as children or young adults with the intention to 
groom or exploit them for sexual, criminal, financial or other purposes.  

• Conduct: personal online behaviour that increases the likelihood of, or causes, harm; for example, 
making, sending and receiving explicit images (e.g. consensual and non-consensual sharing of nudes 
and semi-nudes and / or pornography, sharing other explicit images and online bullying; and  

• Commerce - risks such as online gambling, inappropriate advertising, phishing and or financial scams. 
If you feel a learner or member of staff are at risk, please report it to the Anti-Phishing Working Group 
(https://apwg.org/) 

2.0 Early Help 

2.01. All staff should be aware of the indicators of potential abuse, neglect and exploitation, understanding that 
learners can be at risk of harm inside and outside of the college, home and online.  Exercising professional 
curiosity and knowing what to look for is vital for the early identification of abuse and neglect so that staff are 
able to identify cases of learners who may be in need of help or protection. 

 
2.02. It is important for young children to receive the right help at the right time to address risks and prevent 
issues escalating.  
2.03. All staff have a responsibility to identify children who may benefit from Early Help support and should 
refer such cases on My Concern to the College Safeguarding team. 

2.04. This also includes staff monitoring the situation and feeding back to the College Safeguarding team any 
ongoing/escalating concerns so that consideration can be given to a request for involvement to Children’s 
Services if the child’s situation does not appear to be improving. 

 
2.05 The Early Help Service from the local authority provides integrated support to children, young people 
and their families. Early Help is a local authority managed ‘opt in’ service for families with children aged under 
18. The service is about early intervention and working proactively with a family before issues reach the child 
protection threshold. The key objective of the service is to offer practical advice, support and direct case work 
to prevent issues escalating and requiring statutory intervention. The Early Help teams within the local 
authority consist of a range of professionals who can offer an individualised service depending on what issues 
a family are facing. The teams are locality based and generally consist of: social workers, youth and 
community workers, family support workers, family intervention workers, children and young people mental 
health specialist, employment advisors, domestic abuse specialist workers, and police and adult mental 
health specialists. 

https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
https://apwg.org/
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The College can refer to Early Help where: 

o We are working with a young person who we are worried about. 

o We have exhausted all support options which we can offer/access for the young person. 

o The level of worry has not decreased despite interventions by the College or other local 
community services 

o The young person/family are likely to agree to support. 

o The barriers include: crime and anti-social behaviour, poor attendance in education, financial 
exclusion, domestic abuse, health problems and/or where the child needs help due to other 
significant issues in the family. 

 

2.1. Private Fostering: 

2.1.1. Private fostering occurs when a child under the age of 16 (under 18, if disabled) is provided with care 
and accommodation by a person who is not a parent, person with parental responsibility for them or a 
relative in their own home. A child is not privately fostered if the person caring for and accommodating them 
has done so for less than 28 days and does not intend to do so for longer. Such arrangements may come to 
the attention of staff through the normal course of their interaction, and promotion of learning activities, with 
children. 

2.1.2. The college should then notify the local authority to allow the local authority to check the arrangement 
is suitable and safe for the child. 

2.1.3. See DfE statutory guidance Children Act 1989 Private fostering for comprehensive guidance on private 
fostering (Children Act 1989: private fostering - GOV.UK) 

 

2.2. Children/Young People on School Link/Early College Programmes 

2.2.1. The College has a duty of care towards young people who are studying on a school link programme 
whilst on College premises. In arranging school link programmes for young people of compulsory school age 
the College will: 

o Provide schools with adequate details of provision to enable the school to obtain parental 
consent for their child to participate. The College will require evidence of this written consent. 

o Seek to ensure that for young people with special education needs (SEN), are informed of the 
details of the statement that has been agreed, in order to determine the level of support 
needed. 

o Request details from the school of any medical needs or requirements young person may 
have and agree with the school how the necessary support can be provided. 

o Ensure that young people are made aware of the general standards of safety with which all 
young people and FE college students should comply. 

o Inform the school of any safeguarding issues involving a school link student. Request 
safeguarding information regarding school link students from schools. 

2.2.2. The College will take attendance registers twice each day and monitor attendance of young people on 
school link programmes. Young people without an authorised reason for absence from their programme 
and/or those with poor attendance pattern will be immediately reported to the school. 

https://www.gov.uk/government/publications/children-act-1989-private-fostering
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2.2.3. All concerns regarding safeguarding or child protection for students on school link programmes must 
be referred to the College’s designated Safeguarding Officer and to the Child Protection Officer at the 
school where the young person is on roll (or the young person’s social worker if the child is not on a 
school roll.) 

 

2.2. Work Experience, Work Placements and Volunteering 

2.2.1. Work placement is defined as: students undertaking work placement over a long period of time to 
achieve a qualification, for example, one or two days a week in the workplace over a period of two 
months or more. Work experience is defined as anything that is short and clearly defined with the aim 
or improving employability skills as well as a curriculum focus if appropriate. 

2.2.2. Staff who arrange, vet and monitor work experience and work placements must receive at least an 
annual safeguarding update and have appropriate competencies under the Health and Safety 
Procedures and Guidance for the activity. 

2.2.3. Students who are placed with employers will be given advice about whom to contact if they are 
worried or uncomfortable about the surroundings, or if they suffer abuse. This will be delivered in the 
College’s tutorial or curriculum content and reminded by staff responsible for organising work 
experience and work placements. 

2.2.4. Organisations / individuals who offer work experience will be vetted for their suitability before a 
student is allocated a place by ensuring that the provider has policies and procedures in place to 
protect young people from harm. The process for completing this assessment under the colleges duty 
of care is set out in the Procedure and Guidance for Health and Safety Assessments of Workplaces for 
Work Experience Learners, under the Health, Safety and Welfare policy. 

2.2.5. The college will consider the specific circumstances of the work experience. Consideration must be 
given in particular to the nature of the supervision and the frequency of the activity being   supervised, 
to determine what, if any, checks are necessary. These considerations include whether the person 
providing the teaching/training/instruction/supervision to the student on work experience will be 
unsupervised themselves; and, providing the teaching/training/instruction frequently (more than three 
days in a 30-day period). 

2.2.6. The college is not able to request an enhanced DBS check with barred list information for people 
supervising students on work experience aged 16 and above. However, if the person working with the 
student is unsupervised and the same person is in frequent contact with that student, the work is likely 
to be regulated activity. In this instance, the College has a right to ask the employer providing the work 
experience to ensure that the person providing the instruction or training is not a barred person. 

2.2.7. If work experience or placement takes place in a ‘specified place’ which gives the student opportunity 
for contact with children, the work experience / placement provider may request a DBS enhance check 
on the student aged 16 years or over. 

2.2.8. If the college is the main organiser (or significant partner) of a volunteering event and the activity is 
part of the timetabled study period then a risk assessment of the event or activity will need to be 
undertaken. In this case the College’s DBS policy and public liability insurance should apply. If the 
College is signposting students to a volunteering opportunity which is outside of the timetabled study 
period, and not organised by the College, then a risk assessment will not be undertaken by the College. 

2.2.9. When a Health and Safety Assessments of Workplaces check suggests that an employer does not 
have safeguarding and child protection policies, or awareness or safeguarding and child protection 
issues, or where there is any evidence of risks to child safety, appropriate members of staff will be 
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instructed to ensure that no students are placed with that employer until a College Safeguarding 
Officer has made an appropriate assessment. 

2.2.10. If an employer is deemed unsuitable for work experience placements, the College will make the 
relevant local safeguarding board/ partnership or LADO aware of this. 

 

2.3. Visiting Speakers and External Guests/Room Bookings 

2.3.1. The college has a Visiting Speakers, Organisations and Events Protocol which staff should refer to and 
adhere to when planning for visiting speakers. 

2.3.2. Organisations/individuals who provide/are external speakers for college students or users of the 
College facilities will be vetted for their suitability before the visiting speaker is agreed to present to 
students, or use/hire the College facilities. 

2.3.3. The vetting arrangements for external speakers or users of College facilities will be: 

o A Risk Assessment check will be carried out if speakers/users of college facilities are deemed a 
higher risk, for example due to activities they may be undertaking by a member of the 
Safeguarding Team in conjunction with health and safety teams. 

o The College will communicate to each visiting speaker / user of College facilities its values and 
inform the speaker/user that they are required not to contradict or undermine these values. 

o All visiting speakers / external users will be assigned a member of staff to collect and accompany 
them while on College premises or facilitate them presenting online. The visiting Speaker must be 
accompanied at all times or if presenting online the member of college staff responsible must 
attend the full online activity. 

o If a visiting speaker / user of College facilities is deemed unsuitable, the College reserves the right 
to reject the speaker / user and may make the LADO (Local Authority Designated Officer) or the 
relevant local safeguarding board/ partnership aware.  

 

2.4 Criminal Record Checks for potential students and enrolled students 

2.4.1. The College will ask all potential students to disclose during application and at enrolment any unspent 
criminal convictions, ongoing Police investigations or ongoing matters within the criminal justice 
system and require a signed declaration within the application phase. The signed declaration also 
requests consent for the College Safeguarding team to contact partner agencies for information prior 
to enrolment.  

2.4.2. Potential students with convictions for minor offences may be allowed to continue with the enrolment 
process, while more serious concerns/ offences will be referred to an internal panel where a 
Safeguarding risk assessment is carried out by the College Safeguarding team in conjunction with the 
potential student and a parent/ caregiver (if the potential student is under 18 years or the potential 
student is an adult learner with additional needs.) The Safeguarding risk assessment will also involve 
information gleaned from partner agencies around the context of the offences and partner agency 
risk analysis as well strengths/ safety for the potential student. 

2.4.3. Where a new criminal Conviction or police investigation occurs during the academic year for an 
already enrolled student, the case should be referred to The Safeguarding Team via My Concern.  If 
any criminal activity is suspected the College reserves the right to involve the police and pursue such 
matters through the legal process as well as address the concerns in line with the College Attendance, 
Behaviour and Commitment to study Policy. 
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2.4.4. The College will co-operate and not prejudice any police enquiries. Any student involved in alleged 
criminal activity may be suspended until the outcome of any police enquiry is complete. Any failure to 
co-operate with the police may be considered under the College’s disciplinary procedure. 

 

2.5. Support for Students and Parents 

2.5.1. Students will be made aware of how to keep themselves and their peers safe through targeted 
tutorials covering a range of safeguarding related areas such as Child on Child Abuse, sexual health 
and safer relationships, online safety, substance misuse and Prevent. Further to this, visiting speakers 
are brought in to present to students regarding these topics. Support and information are also 
available for the college Safeguarding Team. 

2.5.2. The College will ensure that parents understand the responsibility placed on the College and staff for 
safeguarding and child protection by setting out its obligations in corporate publications. 

2.5.3. If a student under the age of 18 makes a serious safeguarding disclosure the next of kin will be 
informed by the college. In cases where the disclosure relates to safeguarding concerns within the 
family or involving the next of kin the college will endeavour to identify an alternative appropriate 
adult to inform of the disclosure. 

2.5.4. The College will update students and parents/ caregivers of any new national and local guidance 
provided to the College by government bodies to support safeguarding (such as the Department for 
Education guidance and local safeguarding boards/ partnerships) via normal student engagement and 
parental/ caregiver engagement routes.  

 

2.6. Subcontractors 

2.6.1. The College has clear information sharing agreements with its subcontracting partners. This involves a 
single central record kept for all partner DSLs. This group receives annual face to face training.  

2.6.2. The Head of Safeguarding/DSL communicates with partner DSLs throughout the year to share other 
training materials ensuring that all partner organisations have the same access to training and 
materials as college staff.  

2.6.3. Partner DSLs have access to My Concern to report and record new concerns and the college asks that 
they record all safeguarding concerns and the actions taken on this system, with the additional 
support of the Head of Safeguarding/DSL, if required. 

 

2.7. Recruitment of Staff and Volunteers 

2.7.1. The College will ensure that procedures are in place to ensure that all appropriate checks, including 
online searches are carried out on staff, volunteers and external agencies who have substantial access 
to children and students, including DBS (Criminal Records Bureau (enhanced) checks), and that records 
are kept of such checks as per the Recruitment and Selection Policy. 

2.7.2. Keeping Children Safe in Education 2025 also highlights the importance of safer recruitment 
processes, including having a trained member of staff on all recruitment panels and telephone contact 
with all referees. 
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2.8. Staff Training and Development 

2.8.1. The College will provide safeguarding and child protection training for all staff (and Governors). The 
training will:  

o Help staff to recognise the signs of possible harm to children and young people. 
o Outline roles and responsibilities. 
o Ensure staff know how to proceed when possible harm is suspected and whom to 

contact. 

2.8.2. Safeguarding and child protection training is included within the induction programme for all new 
staff. Managers will not be permitted to confirm new staff in post if the staff member has not 
completed the college safeguarding training package. 

2.8.3. All Safeguarding Officers must attend local authority safeguarding training run by the safeguarding in 
education team or Keeping Bristol Safe Partnership. 

2.8.4. Regular safeguarding updates will be available to all staff at least annually through college days of 
Continuous Professional Development, Team Collaboration Time and/or bespoke arrangements based 
on departmental need. 

2.8.5. Refresher training for all staff will be undertaken at least every 2 years. Governors will attend 
safeguarding refresher training if they are reappointed as a Governor for a second term of 4 years 
within 12 months of their reappointment. 

 

2.9 Staff relationships with Students 

2.9.1. In no circumstances should a sexual relationship develop between a student (for both under 18 and 
over 18 students) and a member of City of Bristol College staff. This will be considered gross 
misconduct. Where a person aged 18 or over is in a specified position of trust with a child under 18 or a 
vulnerable adult, it is a criminal offence for that person to engage in sexual activity with or in the 
presence of that child, or to cause or incite that child to engage in or watch sexual activity. 

2.9.2. As per the staff code of conduct “Should a relationship with a student be in place when a student 
enrols at the College it is the responsibility of that member of staff to report the matter to their 
immediate line manager for the DSL or another member of the Senior Leadership Team to risk assess, 
and if suitable, to approve so that alternative teaching, tutoring, supervising or assessing 
arrangements should be made. If this is not immediately reported then this may lead to disciplinary 
action being taken against the member of staff” 

 

3.0 Photographs and third-party leaflets 

3.0.01 This should be read in conjunction with the guidance regarding photographs on the intranet and 
college’s privacy notice. Photographs may be taken of events and activities that occur at the College 
for work and marketing purposes. The consent of individuals will need to be sought when they are the 
main focus of the photograph. For large groups consent forms will not need to be sought for 
photographs, however, appropriate public notices will be displayed with a reference to the college’s 
privacy notice. 

3.0.02 Students are informed of the College’s privacy notice during enrolment. Photography is always based 
on consent. Students have the right to withdraw their consent at any time as per guidelines provided 
in the college’s privacy notice. 
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3.0.03 The College reserves the right to procure any third-party promotional literature/information (printed 
and electronic) and subsequently endorse or reject to share their contents with its students and/or 
staff based on their suitability (suitability will be assessed in light of safeguarding and beyond). Any 
third-party information which contains extremist or otherwise suspicious content will be reported to 
Avon and Somerset Police or another suitable agency and/or Prevent Regional HE/FE Co-ordinator – 
South West. 

 

3.1 Student Exceptional Travel 

3.1.1. If a student is under 18 and needs to be provided with exceptional travel (such as a taxi/ ambulance) 
the parent/carer must be contacted. Students under the age of 18 may only travel on their own if their 
parent has given the College suitable permission. 

 

3.2. Reporting unauthorised individuals discovered on a college site 

3.2.1. Any suspected individuals / groups on college premises should be approached immediately and 
lanyards requested. If the individual does not have college identification, or there is a concern that the 
identification presented has not been officially granted by the college, they should be questioned and 
escorted to reception to sign in correctly or removed from the premises. 

3.2.2. If additional concerns are present such as aggressive or dangerous behaviour, the urgent incident 
response number 5333 should be called. All cases of suspected intruders should also be logged via the 
incident reporting system and a My Concern should be recorded. 

3.2.3. For the purposes of preventing crime or supporting police investigation, the college will contact police 
and/or Prevent team to log the concern, sharing CCTV footage where appropriate. 

 

3.3. Health, Safety & Wellbeing 

3.3.1. The College reserves the right to refuse entry of a student where health and safety issues may be 
compromised as a result of that admission. 

3.3.2. In line with the College’s Equality and Diversity Policy and recognising the College’s duties in the 
Equality Act 2010, the College seeks to have due regard to those students who present with issues 
related to their wellbeing either at the admissions phase or during their studies. 

3.3.3. The College has a duty of care to respond appropriately to situations where there are substantial 
concerns relating to a student’s mental and/or physical functioning and the impact upon the individual 
and/or other students and staff. Mental health problems can, in some cases, be an indicator that a 
child has suffered or is at risk of suffering abuse, neglect or exploitation. If staff have a mental health 
concern that is also a safeguarding concern, immediate action should be taken, following these 
procedures and speaking to the designated safeguarding lead or a deputy. School and college staff 
are particularly important as they are in a position to identify concerns early, provide help for children, 
and prevent concerns from escalating. 

3.3.4. The College reserves the right to suspend or exclude any student whose wellbeing is being affected (or 
the wellbeing of other students and staff) by signs of illness, mental health difficulties, personality or 
emotional disorders, and unusually disruptive behaviour. This will be done in accordance with the 
College’s Fitness to Study / Practice Policy or ABC - Attendance, Behaviour and Commitment to study 
Policy. If appropriate, the College may need to consider the views of representatives from the medical 
profession and other key workers to inform this decision (student consent will be sought, whilst noting 
that safeguarding our students and staff may override data protection issues.) 
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3.3.5. During a period of suspension, the College will take all reasonable steps to ensure that the student 
concerned is able to keep up-to-date and is able to progress with their course through remote access 
to the College’s Virtual Learning Environment. The College cannot guarantee that full access to 
technical learning resources and services will be possible remotely. The student during a suspension 
period will also be provided with guidance around their rights and support available to them. 

3.3.6. During suspension, the student’s submitted work will be assessed as normal. A suspended student 
may request access to assessment opportunities within the College premises during their suspension 
period. In this circumstance the DSL and an appropriate member of the Senior Leadership Team (SLT), 
will consider the risk and confirm whether permission is given or not. In either case SLT member will 
confirm appropriate or alternative arrangements for assessment so as to not disadvantage the 
student or other students, as far as is possible. 

3.3.7. The length of suspension may vary in these cases (for example whilst a student awaits the outcome of 
new treatment). The relevant curriculum manager will make contact with the student, 
parents/guardians throughout the process at intervals of no more than 10 working days. 

3.3.8. Where a suspension means that a student misses too much College to be able to continue with the 
course the College reserves the right to withdraw the student. Right of appeal for exclusion (or 
suspension which leads to withdrawal) applies in the same way as it would for any other exclusion. 

 

3.4. Reporting and Dealing with Allegations of Abuse Against a Member of Staff 

3.4.1. The procedures apply to all College students, contracted staff, whether they work in the main College 
campuses, outreach centres or other designated areas, volunteers or governors. The word “staff” is 
used for ease of description. These procedures only apply to current staff. Any allegations against a 
staff member who is no longer employed by the College will be referred to the police and the Local 
Authority Designated Officer LADO or PIPOT lead (Person in Position of Trust.) 

3.4.2. Because of their frequent contact with young people and vulnerable adults, staff in educational 
institutions may have allegations of child abuse made against them and, in rare instances, such 
allegations may be true. 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. 

3.4.3. The College recognises that the Children Act 1989 (updated 2004) states that the welfare of the child 
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. 

3.4.4. Following KCSiE 2025 the college also consider Low Level concerns relating to staff and will act 
accordingly.  

 

3.5. Receiving an Allegation from a student:  

3.5.1. A member of staff who receives an allegation about another member of staff from a student should 
follow the guidelines above for dealing with disclosure. 

3.5.2. The allegation should be reported immediately to the Designated Safeguarding Lead and the most 
senior Human Resources manager or Director and a My Concern record should be created. 
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3.5.3. 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 person receiving it. 

3.5.4. Record information about times, dates, locations and names of potential witnesses. 

3.5.5. Where the Principal or another senior post holder is the person against whom the allegation is made 
the Chair of Governors should be informed immediately. 

 

3.6. Initial Assessment to consider if the harm threshold is met:  

3.6.1. People Services should make an initial assessment of the allegation, consulting with the DSL. Where 
the allegation is considered to reach the harm threshold then a referral to LADO or PIPOT referral will 
be made. Where the allegation is considered NOT to reach the harm threshold this will be logged as a 
low-level concern on the low level concern tracker held confidentiality by People Services. 

3.6.2. Undertaking the Working Together to Safeguard Children (2023) and Keeping Children Safe in 
Education 2025 guidance, the designated person will refer to the Local Authority Designated Officer 
for Safeguarding an allegation of abuse or maltreatment made against a person who works with 
children where that person who works with children has: 

• behaved in a way that has harmed a child or may have harmed a child 
• possibly committed a criminal offence related to a child 
• behaved in a way that indicates they may pose a risk of harm to children 
• behaved in a way that indicates they may not be suitable to work with children (this could also 

include a pattern of low level concerns.) 

3.6.3. Undertaking the Care act 2014 and local Bristol PIPOT guidance 2020, the designated person will 
refer to Adult social care for review by local PIPOT lead where: 

• A ‘person in a position of trust’ has or is alleged to have abused an adult with care and support 
needs  

• A ‘person in a position of trust’ has behaved (or is alleged to have behaved) towards another 
adult in a way that indicates that they may pose a risk of harm to an adult with care and 
support needs.  

• A ‘person in a position of trust’ has behaved (or is alleged to have behaved) towards children in 
a way which means they may pose a risk of harm to adults with care and support needs 

3.6.4. It is important that the designated person does not investigate the allegation. The initial assessment 
should be on the basis of the information received. The designated person should make a decision, 
based on whether or not the allegation warrants further investigation. 

3.6.5. Potential outcomes are: 

o The allegation warrants further investigation. 
o 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 young person or 
vulnerable adult. The matter should be addressed in accordance with the College disciplinary 
procedures. 

o The allegation can be shown to be false because the facts alleged could not possibly be true. 
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 Enquiries and Investigations 

3.6.6. Enquiries by social services or the police are not to be confused with internal, disciplinary enquiries by 
the College. The College may use the outcome of external agency enquiries as part of its own 
procedures. Statutory partner agencies, including the police, have no power to direct the College to act 
in a particular way; however, the College will assist the agencies with their enquiries. 

3.6.7. The College shall hold in abeyance its internal enquiries while the formal police or social services 
investigations proceed; to do otherwise may prejudice the investigation. Any internal enquiries shall 
conform to the existing staff disciplinary procedures. The member of staff will be made aware of these 
rights under the College’s disciplinary procedures. 

3.6.8. If there is an investigation by an external agency, the designated person will be involved in, and 
contribute to, the inter-agency strategy discussions. The Principal (or designated person) is responsible 
for ensuring that the College gives every assistance with the agency’s enquiries. The Principal (or 
designated person) will 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. 

3.6.9. Subject to objections from the police or other investigating agency, the Director of People services will: 

o Inform the young person/adult at risk or parent/carer making the allegation; that the 
investigation is taking place and what the likely process will involve. 

o Ensure that the parents/carers of the child making the allegation have been informed that 
the allegation has been made and what the likely process shall involve. 

o 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. 

o Inform the Chair of Governors of the allegation and the investigation. 

3.6.10. The designated person shall keep a written record of the action taken in connection with the 
allegation. 
 

3.7. Suspension of Staff 

3.7.1. Suspension will not be automatic. In respect of staff other than the Principal or another senior post 
holder, suspension can only be carried out by a senior post holder (e.g. the Principal, Deputy Principal, 
Chief Operating Officer). In respect of the Principal, suspension can only be carried out by the Chair of 
Governors (or in his/her absence, the Deputy Chair). 

3.7.2. Suspension may be considered at any stage of the investigation. It is a neutral, not a disciplinary act 
and shall be on full pay. Consideration will be given to alternatives: e.g. paid leave of absence; 
agreement to refrain from attending work; change of, or withdrawal from, specified duties. 

3.7.3. Suspension will only occur for a good reason. For example: 

o Where a child/ young person or adult is at risk. 

o Where the allegations are potentially sufficiently serious to justify dismissal on the grounds of 
gross misconduct. 

o Where necessary for the good and efficient conduct of the investigation. 

3.7.4. If suspension is being considered, the member of staff will be encouraged to seek advice, for example 
from a trade union. 
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3.7.5. The member of staff will be informed that an allegation has been made and that consideration is 
being given to suspension. It will 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. 

3.7.6. Where a member of staff is suspended following an allegation of abuse against a young person or 
adult at risk, the Principal (or Chair or Deputy Chair of Governors) will address the following issues: 

o The Chair of Governors should be informed of the suspension. 

o The Governing Body should receive a report that a member of staff has been suspended 
pending an investigation, the detail given to the Governing Body should be minimal. 

o Where the Principal has been suspended, the Chair or Deputy Chair of Governors will need to 
act, to address the management of the College. 

o Depending on the nature of the allegation, the Principal will consider whether a statement to 
the students of the College and/or parents/carers should be made. 

3.7.7. The suspended member of staff will be given appropriate support during the period of suspension. 
He/she/ they will also be provided with information on progress and developments in the case at 
regular intervals. 

3.7.8. The suspension will remain under review in accordance with the College disciplinary procedures. 

3.7.9. The internal disciplinary investigation should be conducted in accordance with the existing College 
disciplinary procedures. 

 

3.8. Low Level Concerns 

3.8.1. A low-level concern is any concern about an adult’s behaviour towards a child that does not meet the 
allegation threshold set out above, or is not otherwise serious enough to consider a referral to the 
LADO. 

3.8.2. A low-level concern is any concern – no matter how small, and even if no more than a ‘nagging doubt’ 
– that an adult may have acted in a manner which: 

i. is not consistent with an organisation’s Code of Conduct, 

ii. relates to their conduct outside of work which, even if not linked to a particular act or omission 

iii. has caused a sense of unease about that adult’s suitability to work with children. 

3.8.3. Staff do not need to be able to determine in each case whether their concern is a low-level concern, or 
if it is in fact serious enough to consider a referral to the LADO, or meets the threshold of an allegation. 
Once staff share what they believe to be a low-level concern, that determination should be made by 
the Safeguarding Lead. 

 

3.9. Allegations without Foundation 

3.9.1. False allegations may be indicative of problems of abuse elsewhere. A record will be kept and 
consideration given to a referral to the LADO/ PIPOT lead in order that other agencies may act upon 
the information. False allegations will also be considered in line with the College ABC Attendance, 
Behaviour and Commitment to study Policy. 

3.9.2. Director of People Services will: 
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1. Inform the member of staff against whom the allegation is made both orally and in writing that no 
further disciplinary or child protection action will be taken. 

2. The DSL or appropriate manager will inform the parents/carers of the alleged victim that the 
allegation has been made and of the outcome. 

3. Where the allegation was made by a young person or adult at risk other than the alleged victim, 
consideration will be to given to informing the parents/carers of that young person or vulnerable 
adult. 

4. Prepare a report outlining the allegation and giving reasons for the conclusion and confirming that 
the above action had been taken. 

5. Consider whether the allegation made against the member of staff was malicious. In such an 
event if the young person or adult at risk is a student at the College, an investigation under the 
College’s Student Disciplinary Procedures or another related policy may be undertaken. 

 

3.10. Allegations against the Principal 

The Chair of the governing body on the advice of the Clerk, is nominated to liaise with the local 
authority and/or partner agencies on issues of child protection and in the event of allegations of abuse 
made against the principal of the college. 

 

3.11. Records and retention 

3.11.1. 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. These records will be kept for 10 years or until the staff member 
is 65, whichever is longer. 

3.11.2. If a member of staff is dismissed or resigns before the disciplinary process is completed, he/she will be 
informed about the College’s statutory duty to inform the Secretary of State for Education.  

3.11.3. Any records such as initial referral of concern which are made via the My Concern system will be 
retained in line with system’s data retention policy. 

 

4. Referral Procedure for ‘Serious’ Cases 

4.1. All reports of Child Protection issues must be referred to the designated Safeguarding Officer as soon as 
possible after disclosure has been made. 

4.2. All referrals should be clearly identified or marked ‘Safeguarding Issue’ and can be made by My Concern. 
The following procedures refer to safeguarding concerns a student may have about themselves, another 
student, parents or guardians or any other adults.  

4.3. If you identify the likelihood of significant harm on the same day to a student is likely please flag the 
referral on My Concern as urgent and call the Safeguarding team.  

4.4. Once the initial referral has been made the designated safeguarding officer will talk the case through 
with the referrer and others involved then make a decision regarding further appropriate action. 

4.5. The safeguarding officer will meet with the student (when appropriate) but will always ensure where 
possible that the student’s wishes or feelings are taken into account when determining what action to 
take and what services to provide to protect them using a trauma-informed and shame sensitive 
approach. Students will be supported to express their views and give feedback on the service wherever 
possible. 
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4.6. If an allegation has been made by one student against another then an investigation will be conducted. 
The Designated Lead for Safeguarding will oversee any investigations of this nature and reserves the 
right to suspend students were necessary during an investigation (in line with the ABC Attendance, 
Behaviour and Commitment to study policy.) 

4.7. The College’s responsibility is not confined to the protection of College students. If any member of staff 
is made aware of any harm to any child, a referral to the Safeguarding Team must be made. 

4.8. For those non-emergency issues which require a serious safeguarding response; (e.g. referral to the 
Police, the local authority, social services) examples include: serious domestic violence; threat of forced 
marriage; sexual assaults; serious incidents involving mental health issues; witness protection; (this list is 
not exhaustive), the police communication procedure regarding students should be followed (Appendix 
5). Parents will be contacted (for under 18 year olds and over 18 if genuine concern of mental well- 
being, or vulnerable person) unless to do so would put the student ‘at risk’ of harm. 

4.9. The Safeguarding Team will provide feedback, where appropriate, on outcomes of cases for staff and 
students. They will support all multi-agency meeting requests from relevant local authorities and 
contribute to any Education Health Care Plans as requested. All serious cases will be recorded on My 
Concern.  
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Appendix 1: Safeguarding Process Chart 
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 Appendix 2 

 

The diagram below shows the flow of actions following a disclosure from the Department for Education and Skills 
published statutory guidance document “Keeping Children Safe in Education”, 2025 

 

 

 
1) In cases which also involve a concern or an 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 provides detailed guidance on the early help process. 
(3) Referrals should follow the process set out in the local threshold document and local protocol for assessment. 
Chapter one of Working Together to Safeguard 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). 
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Appendix 3: Process map for reporting a concern of a 
vulnerable individual at risk of radicalisation. 

 
 

(continued on next page) 
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Appendix 4 – Police communication procedure 
regarding students 
The purpose of this procedure is to provide information to all staff on how to appropriately manage the college’s 
communication with police whilst providing a high level of support to our students. 

 

1 Background 

The college is committed to providing a safe place to study for all students and therefore it is vital that communication with 
police only happens if absolutely necessary and that in all cases information is only shared as appropriate. To achieve 
this it is important to outline clear processes which need to be followed in the cases of any such communication and 
identify the most appropriate individuals to carry out and authorise contact with police. 

 

2 Police requests for information about our students 

Requests for information by police can come to the college either via email or telephone communication or due to officers 
attending the premises. It is important that all staff are aware that no information can be shared without the appropriate 
data release documentation and that these documents need to be approved by either the college’s Data Protection Officer 
(DPO), the Head of Safeguarding or via a member of the Strategic Leadership Team (SLT). These individuals will decide 
the validity of the request and the appropriate level of information which can be shared. No member of staff should share 
any information without consultation with those authorised above. 

 

3 Concerns which may result in police being called 

To support our students the college may need to contact police, however it is vital that our students are not criminalised 
unnecessarily and that only information vital to the investigation is shared. 

 

In a non-emergency situation, contact with police should only be made by the DPO, the Safeguarding Team, student 
services staff or a member of SLT. Staff are required to gain consent from the college’s Data Protection Officer (DPO), the 
Head of Safeguarding or a member of the Strategic Leadership Team (SLT) before contact with police is made. Should 
none of the above be available, please dial extension 5333 who will be able to put you in touch with the appropriate 
authoriser. 

 

In cases of emergency, staff should call 999. 
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Appendix 5: Thresholds for Referral or support 

 
Support offer Threshold of Categories 

Supported. 
Safeguarding: Serious mental health requiring 

referral (including self harm, 
suicide) 
Homelessness 
Sexual harassment and violence, 
Harm outside the home concerns 
Domestic abuse (including  
FGM/so-called Honour Based 
Abuse.) 
Prevent concerns. 
Criminality 
Child Protection and child in need 
cases.  
Risk of harm to others. 

ALS Students who are registered as 
High Needs or who have EHCP 
will be provided support re. 
pastoral and mental health issues 
with regular reporting to 
Safeguarding. 

Counselling: Entrenched mental health with no 
current support, bereavement 
issues, suicidal thoughts, previous 
sexual abuse (not under current 
investigation). The service offer of 
4 sessions with an additional 2 if 
required. 

MHST: CBT (Cognitive Behaviour 
Therapy) based for under 18s. 
supporting Anxiety, Phobias, 
Depression.  

Talk Campus App: Peer support app for students, 
linked to student ID, fully 
monitored by clinicians.  

VitaMinds: Is the service name of the 
Improving Access to Psychological 
Therapies (IAPT) service for 
people who: 
 
* are over 16 years old 

 
* are registered at a GP Practice 
in Bristol, North Somerset or 
South Gloucestershire 

 
* are experiencing anxiety, 
depression or other common 
mental health problems. 
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Personal Development Tutors: General wellbeing, home issues, 
low level anxiety and low mood, 
issues with peers, low level 
bullying, issues at home. 

MHFA (Mental Health First Aiders) Initial conversations with students 
regarding wellbeing and Mental 
health 

All College staff Listening ear for students to 
discuss their well-being and 
experiences. 

 
 

 


