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Introduction

UCFB is committed to providing a safe and secure environment for all students,
employees and individuals who access its facilities, services and activities.

UCFB acknowledges its particular responsibility, as a higher education provider, to
safeguard the wellbeing of under-18's and adults at risk engaged in the range of
the Institution’s activities. This is achieved through appropriate policies,
procedures, training and governance arrangements that enable the Institution to
meet its legal, regulatory and safeguarding obligations and to respond
appropriately to suspected or reported abuse or neglect.

The Institution recognises that it has a duty to ensure that employees and
students understand their safeguarding responsibilities through guidance,
support and training. UCFB seeks to foster a culture in which safeguarding
concerns are identified and reported promptly to reduce situations, where
reasonably possible, in which abuse or neglect might arise or be alleged.

Where there is uncertainty about the application of this policy, or concern about
the safety or wellbeing of an under-18 or adult at risk, individuals should contact
the Designated Safeguarding Lead immediately (see Appendix 1 for contact
details).

Definitions

This policy is informed by, and operates in accordance with, relevant legislation,
statutory guidance and sector best practice relating to safeguarding children and
adults at risk.

A ‘child’ is defined, in line with statutory child protection guidance and the United
Nations Convention on the Rights of the Child, as any person who has not yet
reached their 18th birthday. Throughout this policy, students aged 16 or 17 are
referred to as ‘under-18’s’.

An ‘Adult at Risk' is defined, in accordance with the Care Act 2014, as a person
aged 18 or over who has needs for care and support, is experiencing, or is at risk of,
abuse or neglect, and as a result of those needs is unable to protect themselves
against that abuse or neglect or the risk of it. This term replaces the previously
used term ‘vulnerable adult'.

Safeguarding refers to the actions taken to promote the welfare of children and
adults at risk and to protect them from harm, abuse, neglect and exploitation.
Safeguarding includes prevention, early identification of concerns, appropriate
information sharing and effective intervention where necessary.

Abuse is any behaviour, whether deliberate or unintentional, that causes harm to
an individual, infringes their human or civil rights, or places them at risk of harm or
exploitation. Abuse can be a single act or repeated actions in any relationship or
setting. It may include physical, sexual, emotional or psychological abuse, neglect,
financial or material abuse, discriminatory abuse, bulling, harassment or
exploitation.
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3.2.

3.3.

3.4.

3.5.

Scope

This policy applies specifically to safeguarding concerns relating to under-18s and
adults at risk. It does not replace UCFB’s wider welfare, wellbeing or Fitness to Study
processes. However, where safeguarding concerns are identified, these will take
precedence and may require information to be shared without consent where
there is a risk of harm.

This policy is intended to provide a clear framework to support appropriate action
where safeguarding concerns arise. While safeguarding incidents may be
infrequent, employees and students should maintain an informed and vigilant
approach, recognising that concerns may arise in any context. Where there is a
concern about the welfare or safety of a student or other individual within scope,
action should always be taken in the best interests of the individual.

UCFB will act in accordance with the six safeguarding principles set out in the
Care Act 2014;

-  Empowerment - supporting individuals to make informed decisions and,
wherever possible, to give informed consent

- Prevention - acting to prevent harm before it occurs

- Proportionality - adopting the least intrusive response appropriate to the risk
presented

- Protection - supporting and protecting those most at risk

- Partnership - working collaboratively with relevant internal teams and
external agencies

- Accountability - being transparent about, and responsible for, safeguarding
practice and decision-making

UCFB has a responsibility to safeguard and promote the welfare of under-18s and
adults at risk who participate in UCFB-led or UCFB-managed activities and
services. This includes registered students who are under 18 or who are adults at
risk, as well as under-18's or adults at risk who come onto UCFB premises as part of
organised activities such as visits, events or summer schools.

This responsibility extends to UCFB employees, students and those working on
behalf of the Institution, including in off-campus contexts such as professional
placements, widening participation activities, recruitment activities, outreach
work and research, where UCFB exercises a level of responsibility, oversight or
control. The Institution will take reasonable and proportionate steps to promote
safeguarding in these contexts and will ensure that this policy and associated
procedures are easily accessible to staff and students.

General Principles

All UCFB employees are in a position of trust, particularly those who teach,
supervise, support, guide or otherwise interact with students or individuals within
the scope of this policy. Employees must recognise the power imbalance inherent
in such roles and conduct themselves professionally and appropriately at all times.
These principles also apply to students and others acting on behalf of UCFB in
formal roles where they may exercise influence, responsibility or authority over
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under-18s or adults at risk.

4.2. UCFB's safeguarding responsibilities extend to safeguarding under-18's or adults at
risk who come into contact with its employees, students or representatives both
on and off campus through work-based activities including professional courses,
placements, research activity, outreach and other UCFB-led activities.

4.3, UCFB seeks to apply a comprehensive but proportionate approach to
safeguarding, recognising that it is a higher education provider serving a
predominantly adult population. Safeguarding arrangements are therefore
designed to balance individual autonomy with appropriate protection informed
by risk, context and professional judgement and aligned with relevant legislation,
guidance and sector good practice.

5. Responsibilities

51. The Institution has appointed a Designated Safeguarding Lead (DSL) and Deputy
Designated Safeguarding Leads (DDSL). See Appendix 1 for contact details.

5.2. All employees and any students or individuals acting on behalf of UCFB in a
formal capacity, share responsibility for safeguarding. Those working in direct
contact with under-18’s or adults at risk may identify signs of harm or abuse. It is
not their responsibility to investigate or resolve concerns, however they must
report any safeguarding concern immediately to the DSL or a DDSL. Failure to
report concerns may place individuals at risk.

5.3. The Prevent Duty, introduced as part of the Counter Terrorism and Security Act
2015 means that educational institutions are legally required to take steps to
prevent students from being drawn into terrorism. The Institution recognises the
positive contribution it can make towards protecting members of its community
from radicalisation and extremism and will act on concerns in line with the
Prevent Duty and associated guidance.

5.4. The Designated Safeguarding Lead (DSL) is responsible for:
e Assessing all safeguarding concerns and determining appropriate action,
including whether referral to external agencies is required.

e Where appropriate, making referrals to Local Authority Children’s Services,
Adult Safeguarding Teams, the Police, or the Prevent/Channel programme.

e Ensuring that immediate action is taken where there is a significant risk of
harm.

e Liaising with senior staff as appropriate to inform them of issues especially
ongoing enquiries under section 47 of the Children Act 1989 and Police
investigations.

e Acting as a source of support, advice and expertise to staff and students on
matters of safety and safeguarding.

e Ensuring that information is shared appropriately and lawfully, in accordance
with safeguarding duties and data protection requirements.

e Maintaining accurate, secure and confidential safeguarding records.

5.5. The DSL and Deputy DSLs must undertake formal training at least every two years,
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5.6.

57.

6.1.

6.2.

6.3.

with relevant updates and development activity undertaken annually to ensure
their knowledge remains current. This includes:

e Understanding local referral pathways and safeguarding thresholds

e Maintaining awareness of statutory processes, including child protection and
adult safeguarding procedures

e Ensuring staff awareness of this policy and related procedures

e Maintaining knowledge of specific risk factors, including exploitation, mental
health vulnerability and radicalisation

e Ensuring robust record keeping and information management

Where an allegation of abuse or inappropriate behaviour is made against an
employee, the matter must be reported immediately to the DSL. The People and
Culture Team will advise on and manage any employment related processes in
accordance with safeguarding procedures and any external investigations.

Where an allegation of abuse or inappropriate behaviour is made against a
student, the matter must be reported immediately to the DSL. The Head of
Student Support, or nominee, will coordinate any action required under student
conduct procedures, ensuring alignment with safeguarding processes.

Principles - Guidance to Employees

All employees, and any individuals acting on behalf of UCFB, are expected to
adhere to the following principles. Safeguarding is everyone’s responsibility, and
the welfare of the under-18 or adult at risk is paramount.

Where, in the course of their work, an individual becomes aware of a Safeguarding
concern, observes an incident of potential abuse, or has cause for concern, they
must treat this as a priority and report it immediately in accordance with this
policy.

Individuals must not seek to investigate or resolve safeguarding concerns
themselves. If they wish to seek guidance with regard to a specific incident or area
of concern, advice should be sought from the DSL.

Professional Conduct and Good Practice

6.31. _Employees and others acting on behalf of UCFB must maintain
appropriate professional boundaries at all times and demonstrate
behaviour that protects both the person at risk and themselves from harm
or allegation. Good practice includes:

e Prioritising the safety and welfare of under-18s and adults at risk.

e Wherever possible, maintain a register of under-18's or adults at risk
working with you at any given time.

e Maintaining appropriate professional boundaries and relationships.

e Working in an open and transparent way, ,ensuring interactions
take place in appropriate and observable settings where it is
possible to do so.
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Treating all individuals with dignity and respect, in line with the
Equality Act 2010.

Maintain a professional relationship with under-18’s or adults at risk,
adhering to UCFB'’s Personal Relationships Policy.

Ensuring that if any form of manual/physical touching is required as
an element of a seminar, workshop or similar, consent is sought and
is informed and freely given.

At certain events (e.g. Open Days, visits, etc.) involve
parents/carers/teachers wherever possible, e.g. by ensuring they
take responsibility for the under-18's oradults at risk in their care,
especially in areas such as changing rooms.

Raising concerns about poor or unsafe practice through
appropriate channels, including incident report forms or
whistleblowing procedures.

Attending and completing relevant CPD and engaging with
institutional guidance.

Ensure that consent has been obtained to allow under-18's or adults
at risk to take part in organised trips or activities outside the normal
place of study.

6.4. Unacceptable Practice.

6.41. When undertaking business for the Institution you should never:

Fail to act on or report safeguarding concern.
Engage in inappropriate, exploitative or abusive behaviour.

Enter into a personal, intimate or sexual relationship with an under-
18 or adult at risk that breaches UCFB’s Personal Relationships Policy.

Engage in behaviour that could be interpreted as grooming or
creating an inappropriate dependency.

Share a bedroom with an under-18 or adult atrisk.

Use language or behaviour that is intimidating, degrading, sexualised
or discriminatory.

Disregard or tolerate abusive commentary, passing it off as “banter”
or “part of growing up”;

Make aggressive or sexually suggestive comments to an under-18 or
adult at risk;

Share personal contact details or engage in communication outside
of approved channels without appropriate justification and oversight.

Give or receive gifts from an under-18 or adult at risk.

This list is not exhaustive. Individuals must exercise professional judgement and
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seek advice from the DSL or People and Culture Team where unsure.

6.5. In exceptional circumstances where personal care or support is required (i.e. such
as medical intervention) this must only be undertaken where appropriate, justified
and proportionate.

7. Forms of Abuse

7.1. Abuse is a form of maltreatment of an individual. It may involve the infliction of
harm or a failure to act to prevent harm. Abuse can occur in a range of settings
including family, institutional, community or online environments, and may be
perpetrated by individuals known to them, or less commonly, by strangers.

7.2. The main categories of abuse include, but are not limited to:

a. Physical abuse - including hitting, shaking, throwing, poisoning, burning or
scalding, drowning, suffocating, or otherwise causing physical harm. This also
includes fabricating or inducing illness.

b. Emotional or psychological abuse - including persistent emotional ill-
treatment, intimidations, coercion, humiliation or actions that adversely
affect an individual’'s emotional wellbeing or development. on the under-18
or adult at risk's emotional development.

c. Sexual abuse - including forcing or enticing an individual to take part in
sexual activities, whether or not the individual is aware of what is happening.
The activities may involve physical contact, including penetrative or non-
penetrative acts. Sexual abuse may include involving an under-18 or adult at
risk in looking at, or in the production of, pornographic material, or
encouraging them to behave in sexually inappropriate ways.

d. Neglect or acts of omission - including the persistent failure to meet basic
physical and/or psychological needs, which may result in harm to health or
development.

e. Financial or material abuse - including theft, fraud, exploitation, or improper
use of an individual’'s money, property or resources.

f. Discriminatory abuse - including harassment or unequal treatment based
on protected characteristics such as race, gender, disability, religion or sexual
exploitation.

g. Domestic abuse - including psychological, physical, sexual, financial or
emotional abuse occurring within a domestic setting.

h. Exploitation - including criminal or sexual exploitation, modern slavery,
trafficking or grooming.

i. Bullying and harassment - including behaviours that are repeated,
intentional and cause harm or distress, whether in person or online. In a
higher education context, such behaviour may also be addressed under
student conduct or staff disciplinary procedures.

Radicalisation and extremism - where an individual is drawn into extremist
ideology, which may lead to harm to themselves or others. Indicators may
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7.3.

8.2.

8.3.

include significant behavioural changes, expression of extremist views,
advocating violent action or association with extremist groups.

In most cases it would be appropriate to respond to these concerns through welfare
arrangements and processes, which may include referring the matter for specialist
advice where appropriate. Please contact the UCFB Prevent Lead if you have any
concerns about a member of the Institution.

Recognising Abuse

Recognising abuse or neglect is not always easy and UCFB acknowledges that
employees and students may not have specialist safeguarding expertise.
Individuals are not expected to be certain that abuse has occurred, however all
members of the Institution have a responsibility to act on concerns and report
them in accordance with this policy.

Indicators that an under-18 or adult at risk may be experiencing, or have
experienced, abuse or neglect may include::

e Unexplained or suspicious injuries, or injuries inconsistent with the
explanation provided.

e Sudden or significant changes in behaviour, including withdrawal, anxiety or
distress.

e Disclosure of an abusive act or situation.
e Signs of neglect, including poor hygiene, lack of basic care or unmet needs.

e Behaviour that is unusually fearful, distrustful or inappropriate for the
context.

The presence of one or more indicators does not necessarily confirm abuse,
however any concern should be taken seriously and reported.

The following situations should be reported immediately to theDSL:
e Adisclosure or allegation of abuse involving an under-18 or adult at risk.

e Any concerns that an individual is experiencing, or at risk of harm, abuse,
exploitation or neglect.

e Concerns about the behaviour or conduct of a member of staff, student or
external partner towards an under-18 or adult at risk.

e Situations where there may be an abuse of a position of trust or breach of
professional boundaries.

e Situations where an individual’s behaviour towards a member of staff or
another person raises concerns about the development of an inappropriate
level of personal dependency or attachment.

¢ Incidents involving the use of physical intervention or restraint.

This list is not exhaustive but provides some examples of incidents that must be
reported. Where there is uncertainty, contact the DSL advice relating to your
concerns.

Reporting Allegations or Suspicions of Abuse
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9.1

9.2.

9.3.

9.4.

9.5.

9.6.

9.7.

What to do if you think abuse might be, or is, taking place

No member of UCFB, in a paid or unpaid capacity, is responsible for determining if
abuse has occurred. However, all individuals have a duty to act on any concern in
accordance with this policy.

Where appropriate and where it is safe to do so, individuals should seek to inform
the student that a concern will be shared with the Designated Safeguarding Lead
(DSL). However, a lack of consent, or the potential risk of harm, must not prevent
or delay reporting. Advice may be sought from the DSL without identifying the
individual where necessary.

Safeguarding concerns must be reported IMMEDIATELY to the DSL or, in their
absence, a Deputy DSL or the Director of Student and Academic Services, who will
take the appropriate action. If the Safeguarding Team is unavailable and there is
an immediate risk of harm, it is important to contact emergency services and
inform the institution as soon as possible.

If the concern relates to the DSL, it should be reported to a Deputy DSL, who will
take appropriate action in consultation with senior management and the People
and Culture Team where required.

Information relating to safeguarding concerns must be handled sensitively and
shared only on a strict need-to-know basis, in line'with safeguarding
responsibilities and data protection legislation.

Responding to a disclosure

If an under-18 or adult at risk discloses information suggesting abuse or harm, the
person receiving the disclosure should:

¢ Remain calm and listen carefully.

e Take the disclosure seriously.

e Reassure the individual that they have done the right thing in speaking up.
¢ Avoid giving assurances of confidentiality that cannot be kept.

e Only ask necessary questions to clarify information, and avoid leading or
investigative questioning.

e Avoid interrupting the individual making the disclosure.
e Make a full written record of the disclosure as soon as possible, though this
should not result in a delay in reporting the concerns.
Recording information
A written record should include, where possible:

e A factual account of what was said or observed, using the individual’'s own
words where appropriate.

e The nature of the allegation or concern.

e The date, time and location of the disclosure and/or incident(s).

e Details of any visible injuries (without undertaking any physical examination).
e Any other relevant factual information.

Where a member of staff becomes aware that Female Genital Mutilation (FGM) appears
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to have been carried out on a female under the age of 18, they must report this to the
Police. This is a mandatory legal requirement.

9.8. A record of the concern should be completed using the appropriate safeguarding
process and provided to the DSL without delay.

9.9. The DSL is responsible for determining the appropriate course of action, including
whether referral to external agencies is required. Where a referral is required, this
will normally take place within 24hours, however immediate action will be taken
where there is a risk of significant harm.

Responsibility for investigation lies with external statutory agencies, not the
Institution.

9.10. Under no circumstances should any member of UCFB attempt to investigate
safeguarding concerns or interview individuals in any way that could interfere
with a formal investigation.

10. Procedure for Dealing with Allegations or Suspicions of Abuse
Against an Employee
10.1. Allegations involving a member of staff are serious-and require careful and

coordinated management. It is recognised that concerns may relate to potential
abuse, or to behaviour that may constitute poor or unsafe practice.

10.2. Where an allegation is made against a member of staff involving an under-18 or
adult at risk, the matter must be reported to the DSL immediately.

10.3. The DSL will assess the information and, where appropriate, refer the matter to
the Local Authority Designated Officer (LADO) in line with safeguarding
procedures. The DSL will also determine whether referral to other agencies,
including the Police or social care, is required.

10.4. In response to such concerns, three processes may be initiated:
e A safeguarding investigation led by external agencies
e A criminal investigation
e Internal action under UCFB’s Employee Disciplinary policies and procedures.

10.5. These processes must be properly co-ordinated. Any internal action will be taken in
consultation with relevant external agencies, where applicable, to ensure that
investigations are not compromised.

10.6. UCFB reserves the right to take immediate protective action, where necessary, to
safeguard individuals. This may include temporary adjustments to duties,
suspension, or other precautionary measures, in line with People and Culture
procedures.

11. Procedure for Dealing with Concerns of Possible Abuse
Outside of the Institution

11.1. Members of UCFB may, through their work or contact with students, become
aware of safeguarding concerns involving individuals or situations outside of the
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1.2

1.3.

1.4

1.5.

12.

12.1.

12.2.

12.3.

12.4.

12.5.

13.
131

13.2.

Institution.

In such circumstances, the individual must report their concerns to the DSL in
accordance with reporting procedures set out in section 9.

This includes concerns where:

e Anunder-18 or adult at risk may be experiencing abuse or neglect outside
of the Institution.

¢ A UCFB student, employee or representative may be involved in behaviour
that poses a safeguarding risk to others.

The DSL will assess the concern and determine appropriate action, including
referral to external agencies where required. Where concerns involve a UCFB
student or employee, the DSL will coordinate with relevant internal processes (e.g.
Student Conduct, Fitness to Study or People and Culture procedures), ensuring
that safeguarding considerations remain paramount.

Following a safeguarding referral, information will be shared on a need-to-know
basis with relevant individuals, taking into account confidentiality, data protection
requirements, and the safety and wellbeing of those involved..

Other Incidents involving Under-18s

Some incidents involving under-18 students'may not initially meet the threshold
for a safeguarding concern but may nevertheless require appropriate action under
other UCFB policies, including Student Conduct or Health and Safety procedures.

Where an under-18 is involved in behaviour that may be unlawful or place them at
risk (for example, alcohol consumption or other risk-taking behaviour), the
circumstances should be considered carefully, including any safeguarding
implications.

Where there is any concern that the behaviour may indicate vulnerability, risk of
harm, or safeguarding concerns, the matter must be referred to the Designated
Safeguarding Lead (DSL) in accordance with this policy.

Decisions regarding whether to inform parents or legal guardians will be made on
a case-by-case basis, taking into account the individual’s age, capacity, safety, and
best interests, and in line with safeguarding and data protection requirements.

Where appropriate, action may also be taken under relevant UCFB procedures,
including Student Conduct or Fitness to Study processes.

Accommodation Service - Under 18’s and Adults At Risk

UCFB works with accommodation providers to support the safety and wellbeing
of students, including those who are under 18 or who may be adults at risk.

Accommodation providers are informed of the age of students at the point of
booking in order to identify under-18s residing in accommodation. For bookings
arranged through UCFB on behalf of a student, the Institution will ensure that
relevant information is shared with the provider where appropriate.
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13.4.
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14.
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14.3.
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14.5.

15.
15.1.

15.2.

15.3.

15.4.

Where appropriate and in line with data protection and safeguarding
requirements, UCFB may share relevant information with accommodation
providers regarding students who may require additional support or safeguarding
consideration.

An adult at risk for the purposes of this policy is defined in Section 2. Identification
of support needs in accommodation may arise through self-disclosure, support
arrangements, or other information known to the Institution.

Accommodation arrangements for under-18s and adults at risk will be considered
on a case-by-case basis, taking into account individual needs, available support,
and the responsibilities of both UCFB and the accommodation provider.

DBS Certificates - Which Employees Should Have Them

UCFB will undertake Disclosure and Barring Service (DBS) checks for roles where
this is required by law or where the nature of the role involves appropriate levels of
contact with under-18s or adults at risk.

The requirement for a DBS check will be determined based on the specific duties
of the role, including whether the role involves regulated activity, the level of
supervision, and the frequency and nature of contact with under-18s or adults at
risk.

Roles that may require a DBS check include, but are not limited to:
¢ Members of the Accommodation Team
¢ Designated Safeguarding Leads and Deputy Designated Safeguarding Leads
e Academic staff
e Student Support staff
e Staff involved in outreach, recruitment, or widening participation activities
e Other roles where these is regular, unsupervised contact with under-18s or
adults at risk.

All decisions regarding DBS requirements will be made in consultation with the
People and Culture Team, in accordance with relevant legislation and UCFB
recruitment procedures.

Employees who are unsure whether their role requires a DBS check should seek
advice from the People and Culture Team.

Student Life - Initiation Ceremonies

UCFB does not condone initiation ceremonies or any activities that may subject
individuals to harm, humiliation, coercion, or unsafe behaviour.

Such activities may present safeguarding risks and may also constitute breaches
of Student Conduct policies, including harassment, bullying or abusive behaviour.

Under-18s must not participate in initiation ceremonies or similar activities under
any circumstances.

Any concerns relating to initiation ceremonies or similar activities must be
reported in accordance with this policy. Appropriate action will be taken, which
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16.
16.1.

16.2.

16.3.

16.4.

16.5.

17.
17.1.

17.2.

17.3.

17.4.

may include safeguarding intervention and/or disciplinary action.

Admissions Policy on Under 18’s and Adults at Risk

UCFB recognises that students under the age of 18 are legally children and may
require additional safeguarding consideration within a higher education
environment. At the point of admission, appropriate information, consents and
arrangements, including an emergency contact, will be obtained to support their
safety and wellbeing. UCFB does not act in loco parentis but will take reasonable
steps to provide a safe and appropriate environment.

Systems are in place to identify under-18 students to relevant staff at the start of
each academic year in order to support safeguarding awareness and appropriate
Mmanagement.

Adults at risk, as defined within this policy, remain independent adults. Support
arrangements will be considered on a case-by-case basis, informed by individual
circumstances, and handled in accordance with safeguarding and data protection
requirements.

In relation to safeguarding concerns involving under-18s, UCFB will normally seek
to inform parents or legal guardians where appropriate. However, this will not
occur where doing so may:

¢ place the individual at increased risk of harm

¢ lead to delay in appropriate action being taken
e risk the loss of evidential material

e create a risk to staff or others

Decisions regarding communication with parents, guardians or other third parties
will be made on a case-by-case basis by the DSL, taking into account the best
interests, safety and rights of the individual.

External Organisations Using UCFB Facilities

External organisations using UCFB facilities are responsible for ensuring that
appropriate safeguarding arrangements are in place for any activities involving
under-18s or adults at risk.

All external organisations must have an appropriate and up-to-date safeguarding
policy and procedures in place. The UCFB department responsible for confirming
the booking must take reasonable steps to ensure that such arrangements are in
place and that a designated safeguarding contact has been identified.

External organisations are responsible for the supervision and safeguarding of
under-18s and adults at risk while they are engaged in activities under their
control.

Where activities involve under-18s or adults at risk, UCFB may undertake a
proportionate risk assessment and may require additional assurances or
information regarding safeguarding arrangements.
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17.5. Any safeguarding concerns arising during the use of UCFB facilities must be
reported in line with UCFB's safeguarding procedures.

18. Record Keeping, Monitoring and Reporting

18.1. It is essential that accurate and clear records are maintained in all safeguarding
cases.

18.2. Where there is a safeguarding concern, UCFB may share information with relevant
agencies in order to reduce the risk of harm. Decisions on information sharing will
be made by the DSL or Deputy DSLs, in accordance with safeguarding
responsibilities and data protection legislation. Where there is an immediate or
imminent risk to safety, emergency services should be contacted without delay.

18.3. Safeguarding records will be held securely, with access restricted to appropriate
staff, and managed in accordance with the Institution’s data protection and
records management policies and procedures.

18.4. The application of this policy and associated procedures will be monitored by the
DSL to ensure consistency, effectiveness and compliance with relevant legislation
including the Public Sector Equality Duty under section 49 of the Equality Act
2010.

18.5. On an annual basis, anonymised summary data relating to safeguarding concerns
and referrals will be reported to the UCFB’'s Academic Board and other relevant
governance structures. Reports will not include personally identifiable information
and will be retained in line with the Institution’s records retention schedule.

19. Further Information

19.1. All formal documents related to the policies, procedures and regulations of the
Institution are approved through appropriate governance processes. All
employees and students are required to adhere to the processes, procedures and
regulations of the Institution.

19.2. Responsibility for the oversight, implementation and interpretation of this policy
rests with the Director of Student and Academic Services, in line with the
Institution’s governance arrangements.

20. Related Policies and Procedures

20.1. This policy should be read in conjunction with UCFB’s broader policies and
procedures. All current and approved policies are published on UCFB's Policies
and Documentation webpage. Staff are responsible for ensuring they refer to the
most up-to-date versions available on this page.

21. Annexes
211. Annex A - Contact list
21.2. Annex B - UCFB EBS Safeguarding Report Form
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21.3. Annex C - Safeguarding Report and Disclosure Form (for reports being made by
individuals without EBS access)

21.4. Annex D & E - Flowcharts
21.5. Annex F - Admissions Parental Consent Forms for Under-18s

21.6. Annex G - Safeguarding legislation and guidance
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AnneX A: Contact list

Position Contact information

UCFB Responsible Director Katie Drapes - Director of Student and Academic
Services

Email: k.drapes@ucfb.ac.uk

Amy Platts - Head of Student Support
Tel: 03332417333
Email: a.platts@ucfb.ac.uk

UCFB Designated Safeguarding Lead

UCFB Deputy Designated Logan Cartwright - Student Support Manager-

Safeguarding Leads Wembley
Tel: 0333 2417436

Email: l.cartwright@ucfb.ac.uk

Manisha Aggarwal- Student Support Manager -
Manchester

Tel: 0333 2417362

Email: m.aggarwal@ucfb.ac.uk

Brent Family Front Door on: 020 8937 4300 (9am -
5pm)

Outside normal office hours (5pm - 8am): emergency
Brent (For Wembley referrals) duty team: 020 8863 5250

Online: https://www.brent.gov.uk/children-young-
people-and-families

Manchester Contact Service: 0161 234 5001 (open 24
Manchester Contact Service hours a day, seven days a week)

(For Manchester Campus
Email: mcsreply@manchester.gov.uk

Secure email: socialcare@manchester.gcsx.gov.uk

referrals)

Non-emergency number: 101
Police Emergency number: 999 (and inform
Facilities/Security if Police are present or due on site)

Wembley

020 8937 4834 or the Child Protection Team
administrator on 0208 937 3783
brent.lado@brent.gov.

Local Authority Designated

Officer (LADO) Manchester

0161 234 1214
https://www.manchestersafequardingpartnership.co.
uk/allegations-against-professionals-lado/

Helpline- 0808 8005000

NSPCC www.nspcc.org.uk
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For Prevent concerns

Katie Drapes - Director of Student and Academic
Services

Email: k.drapes@ucfb.ac.uk
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Annex B: UCFB EBS Safeguarding Report Form

v | ebs: ontrack - Support X Gy = (=) X
<« C M 25 ebsontrackhub-ucfb.tribal-ebs.com/Page/SFG_Tutor/Record Pk In) ®
Cg UCFB Bookmarks 33 3 All Bookmarks

62
Support
My Assignments Support 0

Support

Create record <
Support IT Admin

Bursary

Select a record form *

Accommodation -- Select a form -- =
Scholarships

Scholarships Admin

Enrol Invite
(Consent)

Enrol Invite (Full)
Enrol List
Volunteering

Photo Approval

~, 1cm of rain T - RO - = ENG 14:38
P > a 4
= FOmERPO? . L e

Select “Safeguarding Form” within the system to begin reporting a concern.

v | ebs: ontrack - Support X 4 = (=) X
< C M 25 ebsontrackhub-ucfb.tribal-ebs.com/Page/SFG_Tutor/Record Pk In) ®
Cg UCFB Bookmarks 33 3 All Bookmarks

62
Support
My Assignments Support @

Support

Create record <
Support IT Admin

Bursary

Select a record form *

Accommodation Safeguarding Form v @ Change template

Scholarships Select a record category *

Scholarships Admin Unsure/wish to seek further advice. &
Enrol Invite ° Search Learners
(Consent)

Enrol Invite (Full)
Enrol List

Volunteering

Photo Approval

~, 1cm of rain T - RO - = ENG 14:39
-~ > a 4
= ROomaE R PO . L s

Complete all relevant sections of the form, ensuring that:

¢ information is accurate and based on what has been observed or disclosed

¢ sufficient detail is included to allow the concern to be understood and assessed
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[

Bl rrieaL Support W 0

Safeguarding Form
Student's Date of Birth = Student’'s Course Year Student's Phone Number* Student's Email

Date of disclosure Tima of disclasure Campus

Location of disclosure

Ehe Source of concern * W ather, please fill in details

[ ucre Sudent B I
) UCFB Staff

[ Third Party

[ parenv/Guardian

| other

Additional Concern

] Bullying

] Emotional Abuse

| Exploitation

Prompts within the form are designed to support accurate recording of information.
Once all relevant details have been entered, the form can be submitted.

The form should be completed as soon as possible after a concern is identified and must
not delay immediate reporting where there is a risk of harm.

Where there is an urgent or immediate risk, staff must contact the DSL directly or
emergency services where appropriate, rather than relying on the form alone.

If the system is unavailable, concerns must be reported directly to the DSL or a Deputy
DSL without delay.
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Annex C: Safeguarding Report and Disclosure Form (for reports
being made by individuals without EBS access)

This is a paper-based Safeguarding Form to be used where access to the online safeguarding
reporting system (Annex B) is not available.

This form is intended to ensure that safeguarding concerns can still be recorded and
reported promptly in situations where:

e there is no immediate access to digital systems
e technical issues prevent use of the online form
¢ the context (e.g. off-site activity) limits access to usual reporting methods

The paper-based form must be completed as soon as possible after a concern is identified,
ensuring that all relevant information is recorded clearly, accurately and factually.

Once completed, the form must be shared with the Designated Safeguarding Lead (DSL) or a
Deputy DSL without delay. Where there is an urgent or immediate risk of harm, staff must
contact the DSL directly or emergency services where appropriate, rather than relying on
submission of the form.

Completed forms must be handled securely and in accordance with data protection
requirements, and transferred to the appropriate safeguarding team member for recording
and follow-up action.

To: Designated Safeguarding Lead
From: (insert name)

Job title (insert)

and

Date:

Name of person whom the disclosure relates to (include any relevant student
IDs)

Date and location of disclosure

Nature of allegation or concern

Description of any visible injury

Key dates or other information
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Details of information disclosed

Signed by: (person submitting report)

Print name:
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Annex D: Flowchart1

. /
/ Possible abuse or /
| harm is disclosed |

[
|
[

| toanemployee |

e Staycalm
¢ Do not promise to
keepitasecret

v

by or regarding
| anunder-18 or ‘\
| adult at risk \

\

e Take itseriously

¢ Donot
interrogate

e Do notinterrupt

—’ .
was said as well as

Make a record of the
discussion, which
should include a
description of what

when and where it
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'

\
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/

\
\
\
\

/' TOINVESTIGATE

THEMATTER  /
YOURSELF  /

v

Report the concern
immediatelyto the DSL ORa

If the DSL or Deputy DSL is not
available:

Deputy DSLs

e Contact them as soon as
possible

e Ifthereis an immediate
risk of harm, contact
emergency services (999)

¢ Inform UCFB as soon as
possible afterwards
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Annex E: Flowchart 2

No
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AnneX F: Admissions Parental Consent Forms for Under-18s

Parental consent form for a student under 18 on enroiment

This form must be completed for ALL students who are under 18 at enrolment. Students will not be
allowed to enrol, or enter Institution managed accommodation, until the completed form is
received.

* lunderstand and accept that UCFB does not accept parental responsibility for
any person under 18, and that responsibility remains with me as the parent.

» lunderstand and accept that UCFB is an adult environment and that my child
will generallybe treated as an adult.

* | consent to the activities that my child will be undertaking as a necessary part
of their studies and that they will be asked to sign a consent form if theirimage
is to be used in any photographs or other recording.

« |l agree to accept liability for my child’'s debts to UCFB until they reach the age
of18.

* | and my child understand and accept that while studying they will be subject
to English law and the rules of the Institution.

* lunderstand and accept that UCFB will only release information regarding my
child, either academic or personal, according to the current Data Protection
regulations.

Name of student (print):

UCFB campus: Manchester Campus / Wembley* *Delete as appropriate

Signature of student:

I declare that | have read and accept the above conditions

Signature of
Parent/
Guardian

Emergency contact details of Parent /Guardian

Home Tel: Mobile:

Email:

Home address:

Any other information:
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AnneXx G: Safeguarding legislation and guidance

Legislation

Care Act 2014

Children’s Act 1989 and 2004

Equality Act 2010

Human Rights Act 1998

Malicious Communications Act 1988
Safeguarding Vulnerable Groups Act 2006
Sexual Offences Act 2003

Protection from Harassment Act 1997

Counter Terrorism and Security Act 2015 (Prevent Duty)

Statutory Guidance

Care and Support Statutory Guidance (Care Act 2014)
Working Together to Safeguard Children 2018, updated 2023)

Prevent Duty Guidance (Higher Education)

Sector Guidance and Good Practice

NSPCC Safeguarding Guidance
NHS England Safeguarding Adults Guidance
Advance HE: Gettingto Grips with Safeguarding. A Guide for Governors

Relevant elements of Keeping Children Safe in Education (KCSIE), where
appropriate to HE context
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