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Policy Statement  

Sport Structures is committed to safeguarding and aims to create a culture of vigilance; we expect 

everyone who works at the company and with us, to share this commitment. Our staff take all 

welfare concerns seriously and encourage children and adults to talk about anything that worries 

them. We will always act in their best interest. We pay close attention to, and work within the 

legislative safeguarding requirements documented in ‘Keeping Children Safe in Education’ and the 

statutory Prevent duty.  

 

We recognise that safeguarding and child protection is an essential part of the duty of care to all 

individuals we come into contact with. Everyone working for Sport Structures shares an objective to 

keep children and adults safe by: 

• Providing a safe environment for children and adults where they can learn and thrive 

• Protecting children and adults from maltreatment 

• Establishing and maintaining an environment where children and adults feel confident to talk and 

are listed to.  

• Identifying children and adults who are suffering or are likely to suffer significant harm and taking 

appropriate action with the aim of making sure they are kept safe. 

 

Safeguarding and promoting the welfare of children is everyone’s responsibility. We are committed 

to ensuring our approach is learner centered. This means we need to consider, at all times, what is in 

the best interest of the learner (whether this be a child or adult).  

Strategic aims 

This document will contribute to the protection and safeguarding of children and adults by: 

• Adopting a whole company approach to safeguarding.  

• Adopting a learner centered approach as outlined above. 

• Clarifying standards of behaviour for staff (including those identified in ‘scope’ on page 5’) and 

learners.  

• Introducing appropriate teaching and learning practices to support learner knowledge and 

understanding 

• Encouraging learners and parents to participate 

• Alerting relevant staff to the signs and indicators that all may not be well 

• Identifying clear procedures for reporting 

• Developing staff awareness of the causes of abuse 
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• Developing staff awareness of the risks and vulnerabilities learners may face 

• Addressing concerns at the earliest possible stage 

• Reducing the potential risks learners face of being exposed to multiple harms including violence, 

extremism, exploitation, discrimination or victimisation 

• Recognising risk and supporting online safety for learners, including in the home. 

 

This means that we will: 

• Identify and protect all learners especially those identified as vulnerable learners 

• Identify individual needs as early as possible; gain the voice and lived experience of vulnerable 

learners and design plans to address those needs 

• Work in partnership with learners, parents/carers and other agencies as appropriate.  

 

Values 

British Values are of significant importance to everyone involved in Sport Structures activity. We 

promote all these values to our learners. British values are defined as: 

• Democracy 

• The Rule of Law 

• Individual Liberty 

• Respect and Tolerance 

 

The ethos of Sport Structures is also embedded in our company values: 

• Integrity 

• Excellent 

• Passion 

• Togetherness 
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Scope 

This policy, strategy and procedures will apply at all times when Sport Structures is providing 

services or activities. It applies to: 

• The Board at Sport Structures 

• Staff 

• Learners 

• Employers providing an apprenticeship 

• Associate workforce (i.e. tutors, assessors, mentors, quality assurers) 

• Volunteers 

• Contractors 

• Anyone who comes into contact with a learner  

• Associates who provide a service to the company  

• Working groups coordinated by Sport Structures, such as the Governance and Quality Group. 

• All Sport Structures activities 

 

In this document, we will refer to children and adults in learning as learners. We recognise that 

children and adults may face different issues and the reporting mechanisms are not the same. 

Legislation also differs between children and adults. Additionally, this document will refer to staff as 

paid employees of Sport Structures. We may also have associate workforce that work for us from 

time to time. For the purpose of this document, they will be referred to as staff.  

 

Statutory Framework 

In order to safeguard and promote the welfare of children and adults in learning, we will act in 

accordance with the following legislation, statutory guidance and regulations: 

• Keeping Children Safe in Education – September 2022 

• Working Together to Safeguard Children February 2018 

• The Children Act 1989 and 2004 

• Children and Social Work Act 2017 

• The Care Act 2014 

• Safeguarding Vulnerable Adults Act 2006 

• The Counter Terrorism and Security Act (Prevent Duty) 2015 

• Prevent Duty Guidance for England and Wales 

• The Education Act 2001 
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• Procedures set out by the Birmingham Safeguarding Children Partnership, and Birmingham 

Safeguarding Adults Board 

• Ofsted Education Inspection Framework  

 

This document also encompasses best practice for specific elements of our business, such as 

DfES/NIACE “Safer Practice, Safer Learning” (2007) which applies to all providers of post-16 learning 

and skills. 

Other policies and systems that support safeguarding 

This document should be used in conjunction with the following company policies/procedures 

where necessary: 

• Safe Recruitment  

• Behaviour:  

o Code of Conduct for staff  

o Code of Conduct for learners 

• Health and Safety 

• Equality and Diversity 

• Complaints Policy 

• Prevent 

• Whistleblowing 

• Disciplinary  

• External speakers and events 

• Privacy  

• E-Safety 

• I.T Acceptable Use  

• Malpractice 
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Glossary of Terms 

• A child – the United Nations convention on the Rights of a Child defines a child as any person 

under the age of 18 years.  

• Vulnerable Adults – an individual aged 18 years or over and who is being provided with a 

regulated service. Generally, the more dependent a person is on the help of others for general 

day to day living, the more vulnerable the person is likely to be. This is especially so where there 

is also a degree of mental incapacity or mental disorder that affects the person’s ability to make 

informed decisions and exercise choice. 

• Disclosure - is the process by which a child/adult will let someone know that abuse is taking 

place. This may not happen all in one go and may be a slow process that takes place over a long 

period of time. 

• Regulated Activity – a legal term defining the type of activity that persons barred by the 

Disclosure & Barring Service (DBS) must not undertake. This primarily covers childcare, health 

care, personal care, social care and education. Regulated activity undertaken by Sport Structures 

staff may include teaching, training and instruction of children (although not in the course of 

employment). See www.gov.uk Safeguarding Vulnerable Groups Act 2006 for full definitions of 

regulated activity. 

• Send –Special Educational Needs and Disabilities. All staff and individuals associated with Sport 

Structures need to be aware that additional barriers can exist when recognising abuse and 

neglect in learners with special educational needs (SEN) and disabilities. This can include:  

o Assumptions that indicators of possible abuse such as behaviour, mood and injury 

relate to the learner’s disability without further exploration. 

o Learners with SEN and disabilities can be disproportionally impacted by issues such 

as bullying without outwardly showing any signs.  Communication barriers and 

difficulties in overcoming these barriers. 

• Looked After Children – all staff need to be aware of issues around safeguarding looked after 

children. The most common reason for young people becoming looked after is as a result of 

abuse and/or neglect. 

• Sometimes, a single traumatic event may constitute significant harm, e.g. violent assault, 

suffocation or poisoning. More often, significant harm is a compilation of significant events, both 

acute and long-standing, which interrupt, change or damage the adults physical and 

psychological development 

• Child Protection – This concerns the procedures to respond effectively to concerns about a child. 
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• MASH – is a Multi-Agency Safeguarding Hub (MASH) which identifies risks to young children and 

is usually a link between schools, GPs, the police, ambulance service and social care. 

• Safeguarding - Safeguarding is the action that is taken to promote the welfare of children and 

protect them from harm. Safeguarding means: 

o protecting children from abuse and maltreatment 

o preventing harm to children’s health or development 

o ensuring children grow up with the provision of safe and effective care 

o taking action to enable all children and young people to have the best outcome 

• Safeguarding actions may be needed to protect learners from the following;  

o Physical abuse. 

o Emotional abuse.  

o Sexual abuse. 

o Neglect.  

o Bullying including cyberbullying 

o Child abduction 

o Child missing from education.  

o Child missing from home or care.  

o Child criminal exploitation 

o Child sexual exploitation (CSE) 

o Child on child abuse 

o Cybercrime  

o Domestic abuse 

o Substance misuse 

o Fabricated or induced illness. 

o So called ‘honour’ based abuse 

o Faith abuse.  

o Female genital mutilation (FGM).  

o Forced marriage.  

o Harmful sexual behaviour 

o Gangs and youth violence.  

o Gender-based violence / violence against women and girls (VAWG).  

o Mental health.  

o Lesbian, gay, bi or trans (LGBT) 
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o Radicalisation and Violent Extremism 

o Relationship abuse.  

o Serious violence 

o Sexual violence and sexual abuse 

o Sexual harassment 

o Youth produced sexual imagery 

o Trafficking 

o County lines 

A more comprehensive list can be requested via email.  

• Harm – is the ill-treatment, or the impairment of health or development, including for example, 

impairment suffered from seeing or hearing the ill-treatment of another. 

• Concerns that cause harm - The harms threshold is the point at which a concern is no longer low-

level and constitutes a threat of harm to a child/adult. Harm may be defined in cases where an 

adult has: 

o Behaved in a way that has harmed or may have harmed a child/adult.  

o Possibly committed a criminal offence against, or related to, a child/adult.  

o Behaved towards in a way that indicates they may pose a risk of harm to children/adults.  

o Behaved in a way that indicates they may not be suitable to work with children/adults 

• Low level concerns or poor practice - A low level concern is defined as any concern about an 

adult’s behaviour towards, or concerning, a child or another adult that does not meet the harms 

threshold above or is not serious enough to consider a referral externally at the time of reporting.   

• Extremism - is defined in the 2011 Prevent strategy as vocal or active opposition to fundamental 

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

tolerance of different faiths and beliefs. Included in the definition of extremism calls for the 

death of members of our armed forces, whether in this country or overseas. 

• Non-violent extremism - is extremism, as defined above, which is not accompanied by violence. 

• Prevent – Prevent concerns actions to safeguard vulnerable people from becoming terrorists or 

supporting terrorism and protecting those who are being targeted by terrorist recruiters. Prevent 

concerns all forms of terrorism and does not focus on any one community. 

• Radicalisation - refers to the process by which a person comes to support terrorism and 

extremist ideologies associated with terrorist groups. 

• Terrorism - is an action that endangers or causes serious violence to a person/people; causes 

serious damage to property; or seriously interferes or disrupts an electronic system. The use or 
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threat must be designed to influence the government or to intimidate the public and is made for 

the purpose of advancing a political, religious or ideological cause. 
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Guiding Principles 

The policy lists information in the following headings: 

• Prevention and responsibilities: through the teaching and pastoral support offered to learners 

and the creation of and maintenance of a whole Company proactive ethos.  

• Procedures for identifying and reporting cases, or suspected cases of abuse or radicalisation.  

• Supporting vulnerable adults and children those who may have been abused or witnessed 

violence towards others 

• Preventing unsuitable people working with children 

• Reporting  

Prevention and responsibilities 

We recognise that high self-esteem, confidence, supportive friends and good lines of communication 

help to learners. The company will therefore:  

• Establish and maintain an environment where learners feel safe in both the real and virtual world 

and are encouraged to talk and are listened to. 

• Ensure learners know that there are adults in the company whom they can approach if they are 

worried or in difficulty and their concerns will be taken seriously and acted upon as soon as 

appropriate. 

• Include in the curriculum, content and activities which equip learners with the skills they need to 

stay safe from abuse and radicalisation both in the real and virtual world, contextualised to the 

environment / roles they are undertaking.  

• Through delivery of the curriculum, signpost to relevant resources and organisations that can 

offer support and improve understanding 

•  Include in the curriculum material which will help learners develop realistic attitudes to the 

responsibilities of adult life 

• Support staff should they make any disclosures or report any concerns, including Whistleblowing  

 

Further information with regards to the governments Prevent Strategy can be found at 

https//www.gov.uk/government/publications/prevent-strategy-2011  

 

Responsibilities 

All staff 

 

 

file://///SS-FS-01/Company%20Shared%20Folders/Policies%20and%20procedures/Policies/https/www.gov.uk/government/publications/prevent-strategy-%202011
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All staff will: 

• Read and understand this document, along with associated policies which support safeguarding 

(page 6 and 7) 

• Know who the company Designated Safeguarding Lead or Deputy Designated Safeguarding Lead 

is and be able to approach them if they are unsure or wish to seek advice 

• Follow the principles identified in the policy statement on page 4. 

• Identify concerns early and be prepared to identify children who may benefit from early help 

• Receive appropriate safeguarding and prevent training. 

• Be kept regularly updated with safeguarding and prevent updates (at least annually) to provide 

them with the relevant skills and knowledge to safeguard and protect learners. 

• Know what to do if a child or adult tells them they are being abused, exploited or neglected and 

how to maintain confidentiality. 

• Be able to re-assure victims that they are being taken seriously and that they will be supported 

and kept safe. 

• Be aware of the process for making referrals to local authority children’s social care and for 

statutory assessments under the Children Act 1989 and be aware of the role they might need to 

play in such assessments.  

• Be aware of the types of abuse, neglect, exploitation and radicalisation (Appendix 1) 

understanding that children and adults can be at risk of harm both inside and outside of work and 

inside and outside of home and online. 

• Have the confidence and knowledge to identify children or adults at risk of being drawn to 

terrorism.  

• Be aware that children and adults may not always be ready or able to talk about their 

experiences of abuse or recognise that they are being abused, exploited, neglected or recognise 

that their experiences are harmful.  

• Be aware that abuse, neglect, safeguarding and prevent issues are rarely standalone events and 

cannot be covered by one definition. In most cases, multiple issues will overlap. 
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Sport Structures Board  

The Sport Structures Board will:  

• Ensure that it has an effective Safeguarding Policy in place which is updated annually and 

that the company contributes to inter-agency working in line with statutory guidance. 

• Ensure that the company’s Safeguarding arrangements take into account the procedures 

and practice of the local authority as part of the inter-agency safeguarding procedures set 

up by the Local Safeguarding Children’s Partnerships and Adult Safeguarding Boards. 

• Ensure that the company complies with the Prevent Duty as set out in the Counter-

Terrorism and Security Act 2015. 

• Ensure that the policies and procedures in place enable appropriate action to be taken in a 

timely manner to safeguard and promote learners’ welfare. 

• Ensure that a Designated Safeguarding Lead is appointed to lead on safeguarding, 

advise/support staff and liaise with the Local Authority and other agencies. They will have 

status and authority to carry out the role e.g. commit resources to safeguarding and direct 

staff as appropriate. 

• Give scrutiny to regular reports which will provide detail on the numbers and types of 

safeguarding incidents and concerns which have arisen, along with updates from the DSL, 

Human Resources and the Senior Apprenticeship Manager 

• Ensure that training is updated yearly in accordance with government guidance or training 

policy  

• Hold a safeguarding central record where the DSL and Deputy DSL has access to all 

safeguarding reports. 

• Hold a staffing central record where the DSL and Deputy DSL has access to DBS, right to work 

in the UK and references for all staff.  

• Ensure staff DBS checks as per the recommended guidance on the update service to remain 

as accurate as possible 

• Ensure at least one member of the Board is nominated with a special interest in 

safeguarding and child/vulnerable adult protection and that they have undertaken 

appropriate training 

• Ensure every member of staff, paid and unpaid is able to execute their responsibilities, 

identified on page 11. 
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The Designated / Deputy Safeguarding Lead 

The Designated / Deputy Safeguarding Lead/s will: 

• Undertake required training (both trained to the same level) and access continual 

professional development opportunities regularly (refresher training annually) 

• Manage referrals (Local Children’s Services, MASH, Channel, Police) 

• Act as a point of contact with safeguarding partners (i.e. LADO, Adult Safeguarding Board) 

• Provide support, advice and guidance for any staff member, learner and employer with a 

safeguarding or child protection concern 

• Take responsibility for case management 

• Keep detailed, accurate, confidential and secure written records of concerns, disclosures and 

referrals. Ensure all such records are kept confidentially and securely. 

• Ensure staff are aware and have access to our Safeguarding and Prevent Policy, which is 

reviewed annually 

• Communicate regularly to staff in regard to safeguarding and prevent updates. 

• Ensure as a company, we are meeting legal and statutory requirements 

• Ensure that the Safeguarding Policy is available publicly  

• Provide an Annual Safeguarding report for the Sport Structures Board, detailing any changes 

to the policy and procedures; training undertaken by self, staff with specific responsibility 

and all other staff and number and type of incidents/cases. 

• Ensure the quality assurance of the provision of safeguarding information, advice and 

guidance and procedures 

• Obtain access to resources 

• Liaise with OFSTED where relevant 

• Deal with allegations against staff 

• Liaise with the internal safeguarding and prevent group any other relevant staff to inform of 

any issues/ongoing investigations 

• Encourage a culture of listening to children and adults, taking into account their wishes and 

feelings to best support and protect them.   

• Liaise with the Sport Structures Board to inform them of issues – especially ongoing 

enquiries under section 47 of the Children Act 1989 and police investigations. This includes 

being aware of the requirement for children to have an appropriate adult (PACE Code 2019) 
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Both Safeguarding Leads are senior members of staff with leadership responsibilities. Details of the 

Designated Safeguarding Lead and Deputy Designated Safeguarding Lead can be found below. 

 

 

 

  

Designated Safeguarding Lead 

Katherine Percival 

Katherine.percival@sportstructures.com 

07917 388174 

Sport Structures, Suite 8, The Cloisters, 12 George Road, Edgbaston, Birmingham B15 1NP  

Deputy Designated Safeguarding Lead 

Simon Kirkland 

Simon.kirkland@sportstructures.com 

07766 768474 

Sport Structures, Suite 8, The Cloisters, 12 George Road, Edgbaston, Birmingham B15 1NP 

mailto:Katherine.percival@sportstructures.com
mailto:Simon.kirkland@sportstructures.com
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The Company 
Liaison with Other Agencies 

The company will:  

• Work to develop effective links with relevant services to promote the safety and welfare of 

all learners 

• Co-operate pro-actively as required, in line with Working Together to Safeguarding Children, 

with key agencies in their enquiries regarding child protection or Prevent matters. 

• Establish and maintain links with regional Prevent Leads and the Police Channel Coordinator 

Record Keeping 
The Company will:  

• Keep clear, detailed, accurate, written records of any safeguarding concerns (noting the 

date, event and action taken), even where there is no need to refer the matter to an 

external agency 

• Ensure all records are kept securely in an area only available to the DSL and Deputy DSL and 

any other Director that may be suitable 

Confidentiality and information sharing 

The Company will:  

• Child/vulnerable adult protection information will be stored and handled in line with the 

General Data Protection Regulation (GDPR) 2016. GDPR does not prevent Company staff 

from sharing information with relevant agencies, where that information may help to 

protect a child or vulnerable adult. 

• Child/vulnerable adult protection records are normally exempt from the disclosure 

provisions of the Data Protection Act, which means that children/vulnerable adults and 

parents do not have an automatic right to see them. If any member of staff receives a 

request from a learner or parent to see child/vulnerable adult protection requests, they will 

refer to the DSL or Deputy DSL. 

• Ensure confidentiality protocols are adhered to and information is shared appropriately. If in 

any doubt about confidentiality, staff will seek advice from the DSL or Deputy DSL. 

Information sharing: Guidance for Practitioners and mangers is available from Department 

of education www.education.gov.uk 

• Ensure that the DSL and Deputy DSL only disclose any information about a learner to other 

members of staff on a “needs to know” basis, including Domestic Violence notifications 

http://www.education.gov.uk/
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• Make all staff aware that they have a professional responsibility to share information with 

other agencies in order to safeguard children and vulnerable adults, if required. 

• Ensure staff are clear with children and vulnerable adults that they cannot promise to keep 

secrets 

 
Communications with Parents/Carers 

The Company will:  

• Ensure that parents/carers are informed of the responsibilities placed on the Company and 

staff in relation to child/vulnerable adult protection by setting out its duties on the Company 

website  

• Undertake appropriate discussion with parents/carers prior to involvement of another 

agency unless the circumstances preclude this action. If the Company believes that notifying 

parents could increase the risk to the child/vulnerable adult or exacerbate the situation, 

advice will be sought from social care. (Further guidance on this can be found in the Core 

Inter-agency Procedures of the Local Safeguarding Children Board) 

 

  



  

 

 

19 

 

Internal Safeguarding and Prevent Group 

The internal safeguarding and prevent group will: 

• Oversee the company’s policies and procedures in relation to Safeguarding and Prevent  

• Own the safeguarding and prevent risk register and action plan 

• Ensure useful information is shared to best protect children, adults and staff.  

• Ensure the company is up to date and relevant with training, information sharing and 

reporting procedures  

The group meets every other month, virtually. An illustration of the roles and responsibilities 

associated with the Policy can be seen below: 

 

  

Board 

Deputy DSL DSL 
Senior Apprenticeship 

Manager 

Quality and Training 

Manager 

Internal Safeguarding and 

Prevent Group 
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Procedures for dealing with concerns 

Our procedures have considered the procedures of the Local Safeguarding Children Partnership, the 

Adult Safeguarding Board procedure and guidance from Channel. Concerns, disclosures and 

allegations will be taken seriously and dealt with as soon as possible, in line with this document. 

 

Dealing with a safeguarding issue 

 

If there are concerns that a vulnerable child or adult may be in danger, appropriate action must be 

taken to prevent further risk. We have guiding principles to deal with safeguarding issues which are 

known as the 5Rs: 

 

• Recognise: Be aware and have an understanding of the indicators and signs of potential abuse, 

neglect, exploitation, harm and radicalisation. Relevant training can support you to recognise 

these. 

• Respond: If you do have a safeguarding concern, it is essential that you respond appropriately. 

Do not ignore the situation.  

• Report: Safeguarding concerns need to be reported without delay. Confidentiality is important so 

only share information with those that are part of the safeguarding process. Speak to the DSL or 

Deputy DSL. 

Recognise Respond Report

Record Refer

The Designated Safeguarding Lead (DSL) should be the first point of contact. If they are 

unavailable, please contact the Deputy DSL. The DSL or Deputy DSL is responsible for conducting 

any investigation. 
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• Record: This is the who, where, what, why and when of safeguarding. Take notes that detail 

everything about your concern. This should be completed as soon as possible. Please use the  

• Refer: It is the responsibility of the DSL and Deputy DSL to review the concern and make a 

decision whether the disclosure needs to be passed onto the relevant authorities. However, if 

somebody is under immediate or severe threat or danger, you should contact the relevant local 

authority or police. 

 

Additional advice: 

• Listen carefully and stay calm.  

• You cannot provide any assurance that the information can remain confidential between yourself 

and the person disclosing.  

• Do not interview them, but question normally and without pressure, in order to be sure that you 

understand what they are telling you 

• Do not put words in their mouth. Use open questions only and clarify important points where 

necessary.  

• Reassure the child/vulnerable adult that by telling you, they have done the right thing.  

• If the child or vulnerable adult declines to discuss the incident, you must inform the DSL.  

• In no circumstances should you investigate the allegation or disclosure yourself. Ensure it is 

reported immediately or as soon as practically possible to the DSL, or if they are unavailable, the 

Deputy DSL. 

 

Procedures for staff 

Staff concerns about a learner 

If staff members have any concerns about a learner, this must be referred to the DSL or Deputy DSL 

as soon as possible. They will assess the severity of the concern. 

It is recommended that staff complete the Safeguarding Disclosure Form. Options can include 

referral to external specialist services or pastoral support and local monitoring. Providing early help 

is more effective in promoting the welfare of children and adults than reacting later.  

 

Staff may be required to support other agencies and professionals in an early help assessment and 

share information support early identification and assessment. The DSL or Deputy DSL will take the 

lead on working with external agencies.  
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If a learner makes a disclosure to a member of staff 

If a learner makes a disclosure to a member of staff, the learner should be acknowledged, taken 

seriously and listened to.  As soon as it becomes clear that the learner is talking about a safeguarding 

issue, you need to gently stop them and inform them that if they continue you have a legal 

obligation to pass this information on to a DSL or Deputy DSL. You cannot promise confidentiality to 

the learner.  

 

Reassure the learner but tell them that a record of information given will be made. It is important 

not to ask too many questions as it is clear that you must not under any circumstances investigate 

any accusations. 

 

Allow the learner to freely recall significant events, keeping questions to the absolute minimum 

necessary to ensure a clear and accurate understanding of what has been said. Record the factual 

details of what has been told to you using the Safeguarding Disclosure Form. 

 

Contact the DSL or Deputy DSL immediately to explain the situation and pass on the written notes. 

The DSL will outline the action that they have to take so that you can explain this to the learner. It 

may be appropriate for the DSL to meet the learner. You must not take any further action yourself.  

 

If a member of staff receives information about a learner from another person  

If a member of staff receives information about a learner, which suggests a that there is a 

safeguarding issue or that this is likely, this must be recorded on the Safeguarding Disclosure Form 

and reported immediately to the DSL. The DSL will assess the severity of the issue. 

 

If a member of staff suspects a learner has a safeguarding concern  

If a member of staff suspects that a learner is at risk from a safeguarding issue, they must discuss 

these concerns with the DSL or Deputy DSL and not take any independent action. The concerns must 

be recorded on the Safeguarding Disclosure Form. 

 

All contact with outside agencies over issues of safeguarding must be approved by the DSL/Deputy 

DSL. They will decide whether to make a referral. In exceptional circumstances, such as in an 

emergency or a genuine concern that action has not been taken, staff members can speak directly to 

an external agency.  
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Parents / carers and have the right to be informed in respect of any concerns or any action taken to 

safeguard and promote their welfare, providing this does not compromise the learner’s safety.  

 

Support will be offered to learners through the process, and this will be led by the DSL.  
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Safeguarding Procedure for Children (Under the Age of 18 years of age) 
 

  Safeguarding concern identified regarding a child at risk 

of harm  

The learner has made a disclosure to you 
as a member of staff. 

Record in writing on the Safeguarding 
Disclosure Form and send to DSL. Follow 

up with a phone call to DSL. 
 

Safeguarding matter 
requires external referral 

(I.e. Police, MASH, 
NSPCC, Local Authority 

Designated Officer)    

Referral not required 
and Sport Structures 
takes relevant action 

including pastoral 
support and local 

monitoring 

Referral made it concerns 

escalate    

DSL to continue to support the child as appropriate    

Review Safeguarding Policy and 
Procedures to ensure learning     

You have concerns or have received 
safeguarding concerns about a learner. 

Member of staff completes Safeguarding 
Disclosure Form and sends to DSL. 

Assessment of severity by DSL and/or Deputy DSL. The next course of 
action is identified.  

Consider discussing concerns with parents/carers (if appropriate)  
Consider discussing concerns with employer (if appropriate) 

Advice from Deputy DSL throughout process     
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Safeguarding Procedure for Adults (over the age of 18 years) 

 

 

  Safeguarding concern identified regarding a adult at 
risk of harm  

The learner has made a disclosure to you 
as a member of staff. 

 
Record in writing on the Safeguarding 

Disclosure Form and send to DSL. Follow 
up with a phone call to DSL. 

 

Safeguarding matter 
requires external referral 

(I.e. Police, Adult 
Safeguarding Board)    

Referral not required 
and Sport Structures 
takes relevant action 

including pastoral 
support and local 

monitoring 

Referral made it concerns 
escalate    

DSL to continue to support the adult as appropriate    

Review Safeguarding Policy and 
Procedures to ensure learning     

You have concerns or have received 
safeguarding concerns about a learner. 

 
Member of staff completes Safeguarding 

Disclosure Form and sends to DSL. 

Assessment of severity by DSL and/or Deputy 
DSL. The next course of action is identified.  

Learner need to provide consent to progress the 
concern. Consider discussing concerns with 

employer (if appropriate) 

Advice from Deputy DSL throughout process     

Assessment of severity by DSL and/or  
Deputy DSL. The next course of action is 
identified. Consider discussing concerns 

with employer (if appropriate)  
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Safeguarding Procedure if concern relates to member of staff  

 

 

  

Allegation made* 

Assessment of severity by 
DSL and/or Deputy DSL 

Severe – potential criminal act or 
learner has suffered or has the 

potential to suffer  

Inappropriate behaviour or poor 
practice  

Investigation to relevant external 
agencies (Police, LADO, Adult 

Safeguarding Board)  

Interview conducted by DSL with 
member of staff  

Member of staff is suspended whilst 
investigation continues in line with 

disciplinary procedures  

Follow disciplinary procedures*** 

Interview conducted by DSL with 
member of staff  

Member of staff may be suspended 
whilst investigation continues  

Outcome of investigation: (1) Remove from 
employment, (2) Work under license, (3) Training and 

education (4) No action** 
  

Report and learn  

Person(s) who raised the allegation are informed of 
the outcome of the investigation and proceedings 

along with relevant external parties (Police etc)  

Investigation determines 
allegation does not meet 

threshold  

Investigation identifies 
successful prosecution 

or unsuccessful 
prosecution   

*If the allegation is concerns the DSL, the assessment will 

be conducted by the Deputy DSL and they will be removed 

from the process. This is the same process is the allegation 

involves the Deputy DSL – they will be removed from the 

process identified above. 

 **This could include a false allegation  

***Disciplinary procedures of Sport Structures will be 

followed for a member of Sport Structures staff. If the 

person demonstrating poor practice is not employed by 

Sport Structures, then the DSL will identify the appropriate 

complaint or disciplinary procedure.  

 

Advice from Deputy DSL throughout process     
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Concerns about another Staff Member 

It is recognised that sometimes there may be concerns about a Sport Structures member of staff. 

The Whistleblowing policy identifies situations that constitutes grounds for whistleblowing:  

• Criminal offences (e.g. fraud, blackmail, bribery, corruption) 

• Endangering someone’s health and safety 

• Damage to the environment 

• A miscarriage of justice 

• A failure to comply with legal and regulatory obligation 

• A safeguarding concern 

• Improper conduct or unethical behaviour including unauthorised disclosure of confidential 

information.  

• Attempting to conceal any of the above 

Please refer to the Whistleblowing procedure for further information. 

 

Receiving an allegation from a learner about a member of staff 

It is recognised that sometimes allegations may involve a member of Sport Structures staff. 

Allegations may emerge in the following ways: 

• When a member of staff has behaved in a way that has harmed or may have harmed a child, 

young person or adult at risk of harm.  

• When a member of staff has possibly committed a criminal offence against or related to a 

child, young person or adult at risk of harm.  

• When a member of staff has behaved towards a child, young person or adult at risk of harm 

in a way that indicated they are unsuitable to work with children, young people or adults at 

risk of harm. 

Sport Structures recognises that an allegation of child abuse or abuse to adults at risk of harm 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. 

 

A member of staff who receives an allegation about another member of staff from a learner at risk 

of harm will follow the guidelines in the Safeguarding Procedure on page 24. This will ensure the 

learner needs are met. On some occasions the concern may not arise from a direct disclosure. If 
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observations of staff behaviour give rise for concern of inappropriateness, these must be shared 

directly with the DSL or Deputy DSL. 

The DSL or Deputy DSL will contact the Local Authority Designated Officer (LADO) for children under 

18 or the Adult Safeguarding Board for adults at risk of harm to discuss referral and action if 

required. Appropriate internal action will be taken to safeguard the child/vulnerable adult.  

 

Sexual violence, abuse, harassment and behaviour procedure 

Where there has been a report of sexual violence, Designated Safeguarding Lead or Deputy 

Designated Safeguarding Lead will make an immediate risk and needs assessment. Where there has 

been a report of sexual harassment, the need for a risk assessment will be considered on a case-by-

case basis. The risk and needs assessment will consider:  

• The learner, especially their protection and support;  

• Whether there may have been other victims,  

• The alleged perpetrator(s); and  

• All the learners, especially any actions that are appropriate to protect them from the alleged 

perpetrator(s), or from future harms. 

 

Risk assessments will be recorded (written or electronic) and should be kept under review. Where 

there has been a report of sexual violence, it is likely that professional risk assessments by social 

workers and or sexual violence specialists will be required. This risk assessment will not replace the 

Sport Structures risk assessment. At all times, we will actively consider the risks posed to learners 

and put adequate measures in place to protect them and keep them safe. 

 

Reports will be managed in one of the following ways: 

• Internally: we may take the view that the learner(s) concerned are not in need of early help 

or require referrals to be made to statutory services and that it would be appropriate to 

handle the incident internally, perhaps through utilising their behaviour and bullying policies 

and by providing internal support. All actions related to the case will be recorded. 

• Early help: we may decide that where the learner is a child, they do not require referral to 

statutory services but may benefit from early help. Early help means providing support as 

soon as a problem emerges, at any point in a child’s life.  

• Referral to children’s social care 

• Reporting to the police. 
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The needs and wishes of the learner will be paramount (along with protecting the child/adult) in any 

response. Support will be tailored on a case-by-case basis. Wherever possible, the learner if they 

wish, should be able to continue in their normal routine. Overall, the priority should be to make the 

learner’s daily experience as normal as possible. 

 

For any scenario or incident relating to sexual abuse, violence, harassment or behaviour, we will 

review our actions, relevant policies and identify lessons learnt. This could constitute in extra 

teaching time and/or staff training to minimise the risk of further situations.  
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Initial Assessment by the DSL 

The DSL and or Deputy DLS will make an initial assessment of any allegation/issue or concern.  

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

has suffered, is suffering or is likely to suffer significant harm, the matter will be dealt with under the 

relevant Local Safeguarding Children Board procedures or in the case of adult abuse, the Adult 

Safeguarding Unit. The police may also be contacted.  

 

The initial assessment will be on the basis of the information received and is a decision whether or 

not the allegation warrants further investigation. 

 

Other potential outcomes are:  

• The allegation represents inappropriate behaviour or poor practice by the member of staff 

and is neither potentially a crime nor a cause of significant harm to the child or adult at risk 

of harm. The matter will be addressed through professional development of mentoring or in 

some cases more appropriate, the company’s Disciplinary Policy and Procedure.  

• The allegation can be shown to be false because the facts alleged could not possibly be true, 

in which case the person concerned will be reassured and supported as appropriate. 

 

Enquiries and Investigations 

Child/Adult protection enquiries by Children’s Social Care, Adult Services or the Police are not to be 

confused with internal, disciplinary enquiries by Sport Structures. The company may be able to use 

the outcome of external agency enquiries as part of its own procedures. Neither the Child Protection 

Agencies nor the Police have power to direct the company to act in a particular way; however, Sport 

Structures will always assist the agencies with their enquiries. 

 

If there is an investigation by an external agency, for example, the Police, the DSL will normally be 

involved in and contribute to the inter-agency strategy discussions. The DSL is responsible for 

ensuring that the company gives every assistance with the agency’s enquiries. They will ensure that 

the appropriate confidentiality is maintained in connection with the enquiries, in the interests of the 

member of staff about whom the allegation is made. The DSL shall advise the member of staff that 

they may seek additional advice and support.  

 

Following discussion with the LADO/Adult Safeguarding Board, the Police or other investigating 

agency, the DSL shall: 
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• ensure that the parents/carers of the child or vulnerable adult making the allegation have 

been informed that the allegation has been made and what the likely process will involve. 

• inform the member of staff against whom the allegation was made of the fact that the 

allegation was made. Where investigation is taking place, they will be informed of what the 

likely process will involve and what support may be available. 

 

Written records of the action taken in connection with the allegation will be kept. 

 

Suspension of staff 

Suspension will only occur for a good reason, for example:  

• Where there is a cause to suspect a child or adult is at risk of significant harm.  

• Where the allegations warrant investigation by the Police or potentially sufficiently serious 

to justify dismissal on the grounds of gross misconduct.  

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

 

Suspension will not be automatic; a member of staff may be suspended on full pay whilst an 

investigation is undertaken (if they are employed through PAYE Sport Structures – not as an 

associate). If the member of staff is an associate, work with the staff member will stop until the 

investigation has been carried out. Suspension can only be carried out by the DSL or Deputy DSL.  

 

Prior to making the decision to suspend, the DSL will interview the member of staff. This will occur 

with the approval of the LADO/Adult Safeguarding Board where possible. In particular, if the Police 

are engaged in an investigation, the officer in charge of the case will be consulted. The process will 

follow Sport Structures Disciplinary Procedures.  

 

Where suspension is instigated and or something that could result in dismissal for gross misconduct 

which harmed a child or placed a child at risk, Sport Structures will refer them to the Disclosure and 

Barring Service (DBS). Referral to DBS also applies to action taken in relation to adults at risk of 

harm. 

 

If the staff member is subject to registration by a professional body or regulator, for example, 

OFSTED, the LADO will advise on whether a referral to that body is appropriate.  
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If it is decided that a member of staff who has been suspended from work can return, Sport 

Structures will facilitate their return to work and consider how the member of staff’s contact with 

the child or children who made the allegation can be best managed. The DBS will be notified that the 

suspension has been lifted. 

 

Disciplinary Investigation 

The disciplinary investigation will be conducted in accordance with Sport Structures’ existing 

Disciplinary Policy and Procedure. The member of staff will be informed of: 

• The disciplinary allegation against them 

• Their entitlement to be represented by a work companion.  

• The company’s awareness of the personal impact the allegation may have and the support 

the company is able to offer for example, counselling.  

 

Where the member of staff has been suspended and no disciplinary action is to be taken, the 

suspension will be lifted immediately, and arrangements made for the member of staff to return to 

work. 

 

The child, children or adult at risk of harm, making the allegation, and/or parent will be informed of 

the outcome of the investigation and proceedings. This will occur prior to the return to work of the 

member of staff (if suspended). 

 

Allegations without Foundation 

False allegations may be indicative of problems of abuse elsewhere. A record will be kept and 

consideration given to a referral to Local Safeguarding Children’s Partnerships / Adult Safeguarding 

Boards, in order that other agencies may act upon the information. 

 

The company (DSL or Deputy DSL) shall:  

• Inform the member of staff against whom the allegation is made orally and in writing that no 

further action will be taken. 

• Reassure them of the company’s understanding of the personal impact that false allegations 

may have and the support that Sport Structures will continue to offer. 

• Inform the parents/carers of the alleged victim that the allegation has been made and of the 

outcome.  
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• Where the allegation was made by a child/adult at risk of harm other than the alleged 

victim, consideration to be given to informing the parents/carers of that child/adult at risk of 

harm. 

• Prepare a report outlining the allegation and giving reasons for the conclusion that it had no 

foundation and confirming that the above action had been taken.  

• Remove allegations from member of staff’s personal file 

 

If a staff member has concerns about an employer 

If staff members have any concerns about an employer, this must be referred to the Senior 

Operations and Compliance Manager if it is not related to safeguarding i.e. health and safety. If the 

issue is a safeguarding concern, please refer to the DSL. 

 

Please note, Sport Structures has a responsibility to ensure the health, safety and welfare of all 

learners undertaking apprenticeships with employers. Sport Structures will ensure that employers 

are aware of this document and their responsibilities for compliance in relation to Safeguarding and 

the Prevent duty for any learner who is placed with them and that arrangements are in place to 

ensure that a learner’s wellbeing is safeguarded.  

 

If a staff member has concerns about a learner or other stakeholder which falls outside a 

safeguarding issue 

If a staff member has concerns about a learner or any other stakeholder that fall outside any 

safeguarding issues (for example, a learner falls below progress expected) they should complete a 

Concerns Form. Staff will be trained on this procedure separately as and when relevant to their work 

area and all concerns will be tracked by a senior member of staff and escalated to a safeguarding 

concern if required. This proactive action ensures safeguarding concerns may be identified early to 

prevent them becoming a serious issue.  

 

Apprentices with criminal convictions 

Sport Structures is committed to the fair treatment of all learners and to the equality of opportunity. 

A learner who wishes to undertake an apprenticeship will be reviewed against their skills, 

qualifications and experience, not their background or personal circumstances. Having a criminal 

conviction will not necessarily prevent someone from undertaking learning with us. 
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It is the responsibility of the employer to ensure their recruitment processes reflect the legal 

requirements when recruiting apprentices. Disclosure rules for criminal records are commonly 

referred to as filtering which is used to describe the process that identifies which criminal records 

will be disclosed on a Standard or Enhanced DBS check. Certain or minor offences may not be 

disclosed on DBS certificates. These are known as protected offences. 

 

There is a list of offences that will always be disclosed on a Standard or Enhanced DBS certificate 

(unless they relate to a youth caution). These are known as ‘specified offences’ and are usually of a 

serious violent or sexual nature, or are relevant for safeguarding children and vulnerable adults. It is 

recommended that employers use the following questions in the recruitment process: 

 

Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders 

Act 1974? (Y/N)? 

Do you have any adult cautions (simple or conditional) or spent convictions that are not protected as 

defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England 

and Wales) Order 2020? (Y/N)? 

 

We requested that the employer brings to our attention any specified offences by emailing the DSL 

or Deputy DSL using the. This will enable us to work with the employer to determine the level of risk 

posed to both the learner and to others and to decide a way forward. 

 

Concerns about a partner organisation 

In the event of an allegation of child/vulnerable adult abuse being committed by a partner 

organisation such as an awarding organisation or end point assessment organisation, the DSL or 

Deputy DSL will report this to the appropriate organisation and support in their procedure to 

investigate the matter.  

 

Concerns about Safeguarding Practices  

All staff should feel able to raise concerns about poor or unsafe practice and potential failures in the 

companies safeguarding practices and that such concerns would be taken seriously by the Sport 

Structures Board.  

 

If staff members have any concerns about the Sport Structures’ safeguarding regime, they should 

raise this initially with their Line Manager. 

https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
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If no immediate action is taken, then appropriate Whistle-blowing Procedures are in place for such 

concerns to be raised with the Board.  

 

Where a staff member feels unable to raise an issue with Sport Structures or feels that their genuine 

concerns are not being addressed, other whistleblowing channels may be open to them:  

General guidance can be found at - Advice on whistleblowing.  

The NSPCC whistleblowing helpline is available for staff who do not feel able to raise concerns 

regarding child protection failures internally. Staff can call: 0800 028 0285 - line is available from 

8:00 AM to 8:00 PM, Monday to Friday and Email: help@nspcc.org.uk.  

Alternatively, staff can write to: National Society for the Prevention of Cruelty to Children (NSPCC) 

Weston House 42 Curtain Road London EC2A 3NH. 

 

 

  

mailto:help@nspcc.org.uk
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Low level concern procedure 

As identified at the start of this document, a low level concern or poor practice is defined as any 

concern about an adult’s behaviour towards, or concerning, a child or another adult that does not 

meet the harms threshold above or is not serious enough to consider a referral externally at the 

time of reporting.  The concern may not pose an immediate risk. The adult in question may have 

acted in a way that: 

• is inconsistent with our Code of Conduct, including inappropriate conduct outside of work and 

• is not serious enough to consider a referral to an outside agency 

 

Low-level concerns are differentiated from concerns that cause harm. The harms threshold is the 

point at which a concern is no longer low-level and constitutes a threat of harm to a child or adult.  

Sport Structures recognises that while low-level concerns are by their nature, less serious than 

concerns which meets the threshold identified above, often serious safeguarding concerns often 

begin with low-level concerns.  

 

Examples of low level concerns may include:  

• Being over-friendly with children  

• Having favourites  

• Engaging with a child one to one in a secluded area  

 

Sharing low level concerns 

It is critical that all low level concerns are shared with the Designated Safeguarding Lead. Having one 

recipient of all such concerns should allow any potential patterns of concerning, problematic or 

inappropriate behaviour to be identified, and ensure that no information is potentially lost. 

• Concerns should be shared as soon as reasonably possible, within 24 hours of becoming aware of 

the concern where it relates to a specific incident. However, it is never too late to share a concern 

and a delay should not be seen as a barrier to sharing. 

• Low level concerns can be made verbally or by completing a low-level concerns form. This can be 

found in appendix 3. 

• In the event of concerns about the Designated Safeguarding Lead or if the Designated 

Safeguarding Lead is absent, please inform the Deputy DSL.  

• If the staff member who raises the concern does not wish to be named, then the Designated 

Safeguarding Lead will respect the staff member’s wishes as far as possible. 
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Self-reporting a low level concern 

There may be occasions where a staff member may feel they have acted in a way that: 

• could be misinterpreted 

• could appear compromising to others 

• falls below the standards set out in the Code of Conduct 

The DSL will maintain a culture of approachability for all staff members and will be understanding 

and sensitive towards those who self-report. Staff members who self-report will not be treated more 

favourably during any investigations than staff members who have been reported by somebody else. 

Their self-awareness will be taken into consideration.  
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Low Level Concerns Procedure 

  

Share low level concern 
with DSL or Deputy DSL 

Speak to the person that raised 
the concern, unless raised 

anonymously 

Speak to any potential 
witnesses (unless advised not to 

do so) 

Speak to the individual about 
whom the concern has been 

raised (unless advised not to do 
so) 

If in doubt, seek advice from 
the LADO  

Review and determine if 
behaviour: 

-Is entirely consistent with the 
company code of conduct 

-Constitutes a low level concern 
-Is not serious enough to make 
a referral to the LADO but may 

result in consulting them for 
advice 

-Needs to be considered with 
any other low level concern 

raised previously and whether 
that could meet a threshold of 

an allegation and should be 
referred to a LADO or 
disciplinary matter. 

-In and of itself meets the 
threshold of an allegation and 

should be referred to the 
LADO/external agency 

 
  

Advice from Deputy DSL throughout process     

Assessment of severity by 
DSL and/or Deputy DSL 
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Procedure – Referral to Children’s Services 

As part of Keeping Children Safe in Education, staff are required to understand how to make a 

referral to local authority children’s social care. 

 

Where a child is suffering, or is likely to suffer from harm, it is important that a referral to local 

authority children’s social care (and if appropriate the police) is made immediately. 

 

What is a referral? 

A referral in the context of child protection, is when someone contacts Children’s Services because 

they have concerns about the safety, wellbeing or welfare of a child. 

 

Who can make a referral? 

Anyone can make a referral including a member of staff, parent, family member, DSL or health 

visitor. For the context of our policy, if a child you come into contact with is in immediate danger, 

then you must contact children’s services or the police.  

 

Which Local Authority do I contact? 

Each local authority will have their own children protection procedures and protocols for 

assessment. The local authority in which the child lives, should be the local authority which is 

contacted. 

 

What happens when Children’s Services receive a referral? 

When information is received through a referral, Children’s Services usually have 24 hours to decide 

what type of response is required. It is usually the responsibility of social workers within the 

Children’s Services to investigate, however they may work closely with the Police, health workers 

and other professional who are connected to the child. The social worker will usually determine 

whether: 

- the child(ren) require immediate protection and thus urgent and immediate action is required; 

- the child(ren) is/are in need; 

- there are reasonable grounds to suspect that the child(ren) is/are suffering, or is/are likely to 

suffer, significant harm and whether further enquiries need to be made; 

- any services which the child(ren) and/or family require and what they are; 
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- whether any further specialist assessments are needed to help Children’s Services determine 

what further action to take; 

- whether any action needs to be taken; and 

- if there is no further action they can take, whether to refer the matter to a more appropriate 

agency 

 

What happens if Children’s Services decide to conduct an assessment following a referral? 

Unless the child(ren) in question requires immediate protection, the majority of cases will begin with 

a social worker conducting a multi-agency assessment under section 17 of the Children Act 1989. 

The assessment needs to be carried out within 45 days from the point of referral. The purpose of the 

assessment is to gather information and to analyse the needs of the child or children and/or their 

family and the nature and level of any risk of harm to the child(ren). 

 

What possible outcomes are there of an assessment by Children’s Services? 

The outcomes may include: 

- that the child is not ‘In Need’. In this case, Children’s Services will take no further action other 

than, where appropriate, to provide information and advice in accordance with the local 

Common Assessment Framework. 

- that the child is ‘In Need’, but it has been determined that the child is not suffering, or considered 

likely to suffer, significant harm. In this case, Children’s Services will determine the support which 

will be provided and draw up a ‘Child In Need’ plan accordingly.  

- that the child is ‘In Need’ and that there are concerns that the child is suffering, or considered 

likely to suffer, significant harm. In which case, Children’s Services will initiate a Strategy 

Discussion to determine whether a Section 47 investigation is necessary; and consider whether 

any immediate protective action is also required. 

 

Early Help 

Early help means providing support as soon as a problem emerges, at any point in a child’s life, from 

early years to teenage years. Early help relies upon organisations and agencies to work together to: 

o identify children and families who would benefit from early help 

o undertake an assessment of the need for early help 

o provide targeted early help services to address the assessed needs of a child and their family 

which focuses on activity to improve the outcomes for the child. 
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Staff should be aware that there may be potential need for early help for a child who: 

o is disabled and has specific additional needs 

o has special educational needs  

o is a young carer 

o is showing signs of being drawn into anti-social or criminal behaviour, including gang involvement 

and association with organised crime groups 

o is frequently missing/goes missing from care or from home 

o is at risk of modern slavery, trafficking or exploitation 

o is at risk of being radicalised or exploited 

o is in a family circumstance presenting challenges for the child, such as drug and alcohol misuse, 

adult mental health issues and domestic abuse  

o is misusing drugs or alcohol themselves • has returned home to their family from care 

o is a privately fostered child 

o has a parent/carer in custody 

It is recommended that if staff have any concerns about a child that you feel is in need of early help, 

please contact the DSL or Deputy DSL. 
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Supporting Vulnerable Adults and Children 

• We recognise that abuse, radicalisation or witnessing violence may have an adverse impact on 

those children which may last into adulthood without appropriate intervention and support 

• We may be the only stable, secure and predictable element in the lives of children/vulnerable 

adults at risk. Nevertheless, their behaviour may be challenging and defiant or they may become 

withdrawn 

• We recognise that some vulnerable children/vulnerable adults may develop abusive behaviours 

and that they may need to be referred on for appropriate support and intervention 

• We recognise that, statistically, children/vulnerable adults with emotional and behavioural 

difficulties and disabilities are most vulnerable to abuse. Staff who deal with children/vulnerable 

adults with complex and multiple disability and/or emotional and behavioural problems should 

be particularly sensitive to indicators of abuse 

 
We will support the learner through: 

• Providing additional support 

• Providing training /curricular opportunities to encourage self-esteem and self-motivation 

• Liaison with relevant other agencies which support the learner  

• Monitoring and supporting learner welfare, keeping records and notifying Social Care in 

accordance with the Local Safeguarding Children Board “Core Inter-Agency Procedures” or 

the Police Channel Coordinator 

• When a learner who is subject to a child protection plan leaves, information will be 

transferred to the new learning environment immediately. The relevant contact with social 

care and any other agencies will also be informed 

• When a child/vulnerable adult is missing from education, we will immediately notify the 

relevant contact within the Social Care Team/Education Welfare Officer and follow any local 

procedures’ accordingly if a child is subject to a Child Protection Plan or there have been 

ongoing concerns 
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Preventing Unsuitable People from Working with Children or Vulnerable Adults 

Summary of the Personnel Recruitment Procedure 

Vacancies are advertised widely in order to ensure a diversity of applicants. Applicants are required 

to complete an application form, along with a CV and covering letter for each position advertised. 

These are required to be returned to Human Resources Manager who manages the recruitment 

process. 

 

Prior to interview, online searches will be conducted as part of due diligence. This will help to 

identify any issues or incidents that have happened and are publicly available online, which we will  

explore with the applicant at interview.  

 

The role requirements are clearly defined (job description and person specification) and the job offer 

will be subject to satisfactory completion of pre-employment checks which include: 

• receipt of two satisfactory written references, one of which must be from the present or most 

recent employer which identifies their suitability to work with children and adults. 

• verification of identity and the provision of original documentation as required by the DBS. 

• Right to Work in the UK online survey completion 

• DBS checks are sought an appointment and updated every 3 years as appropriate. 

• a clear check against the DBS Barred Children’s List, if applicants are working in regulated activity 

• a variety of selection techniques (for example, cover letter, previous experience and interview). 

 

For applicants working in regulated activity, the interview process will include a question relating to 

safeguarding.  

 

Personnel are selected on their suitability to meet the job/role-related requirements and 

responsibilities and their ability to demonstrate that they can work safely with children and/or 

vulnerable adults. Applicants will receive confirmation in writing relating to the outcome of their 

application/interview.  Where the outcome is positive, an offer letter is sent to the individual 

outlining the terms and conditions of the role. If previously non-disclosed and criminal/police 

information is identified by the DBS disclosure, a the Human Resources Officer will discuss this with 

the person seeking the position, before discussing with the Managing Director, to determine 

whether withdrawing the conditional offer of employment is necessary. 
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All new members of staff must have either a face to face or online induction. Arrangements are 

made for any relevant training, which includes clarification of activity requirements, responsibilities 

and child/vulnerable adult protection procedures and further identification of training needs.  

New members of personnel are then required to confirm their agreement to abide by the Sport 

Structures policies and procedures, including the safeguarding policy, in writing along with 

confirmation that they have read Part I and Annex A of Keeping Children Safe in Education. 

Awareness of child/vulnerable protection practice will continue to be addressed via ongoing training 

and all staff will be expected to keep themselves up to date with current practice. 

 

All members of staff who work with children and adults are required to adhere to this document. All 

staff details and required checks will be managed by the Human Resources Manager using a Single 

Central Record.  

 

Staff training 

The company will provide Safeguarding and Prevent training for all staff, from the point of their 

induction which is updated yearly (in accordance with legal/statutory guidance or best practice) so 

that they are confident about: 

• The Company’s legislative responsibilities 

• Their personal responsibilities 

• The Company’s policies and procedures 

• The need to be alert to the signs and indicators of possible abuse and radicalisation 

• The need to record concerns 

• How to support and respond to a child/vulnerable adult who tells of abuse 

 

The company will also ensure: 

• Staff undertake accredited training is given to all staff members every 3 years, relevant to their 

role 

• The DSL will receive training updated at least every two years, including training in the inter-

agency procedures. 

• Staff have access to relevant resources, relevant to their role 

• that all staff, paid and unpaid, recognise their duty and feel able to raise concerns about poor or 

unsafe practice in regard to children/vulnerable adults and that such concerns are addressed 

sensitively and effectively in a timely manner in accordance with agreed whistle-blowing policies 
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• That every member of staff, employer and volunteer is issued with a copy of Part 1 of the 

“Keeping Children Safe in Education” statutory guidance document as updated upon induction. A 

copy of the document is available at https://www.gov.uk/goverment/publications/keeping-

children-safe-in-education 

  

https://www.gov.uk/goverment/publications/keeping-children-safe-in-education
https://www.gov.uk/goverment/publications/keeping-children-safe-in-education
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Online Safety 

Online safety is paramount to safeguarding. We have a responsibility to protect staff and learners 

from harmful and inappropriate material. As described in our e-safety policy, online safety can be 

segmented into 4 areas of risk: 

• Content: being exposed to illegal, inappropriate or harmful content for example fake news, 

racism, suicide, extremism, radicalisation 

• Contact: being subjected to harmful interaction with others online, for example, peer to peer 

pressure, grooming or exploitation. 

• Conduct: online behaviour that increases the likelihood of or causes of harm, for example  

sending and receiving explicit images. 

• Commerce: risks such as gambling, phishing and financial scams  

  

Cyber-bullying by learners, via texts, emails, sexting and sharing indecent images will be treated as 

seriously as any other type of bullying and will be managed through liaising with the employer and 

through our disciplinary system. For staff, this will be dealt with through our disciplinary policy. 

 

Social networking sites are also sources of inappropriate and harmful behaviour. Any inappropriate 

behaviour will be dealt with as per the process above. 

 

We will ensure that online safety is embedded through teaching and learning opportunities as part 

of a learners curriculum. Staff will also be required to complete Online Safety training.  

 

Photographs and Videos 

To protect learners, we will: 

• Seek their consent for photographs to be taken or published (for example, on our website or in 

publications). Consent must be obtained via a Sport Structures consent form, provided by the 

beginning of a learning programme.  

• Ensure learners are appropriately dressed. 

• Encourage learners to tell us if they are worried about any photographs that are taken of them. 

• Ensure that members of staff delete any associated images of learners once they have been sent 

to Sport Structures 
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The Prevent Duty 

Sport Structures recognises it’s responsibility under section 26 of the Counter Terrorism and Security 

Act (2015) to have ‘due regard’ to the need to prevent people from being drawn to terrorism. Having 

due regard means that an appropriate amount of weight on the need to prevent people from being 

drawn to terrorism. This is known as the Prevent Duty.  

 

The Prevent Strategy, published by the Government in 2011, is part of the overall counter terrorism 

strategy, CONTEST. The strategy aims to reduce the threat to the UK from terrorism by stopping 

people becoming terrorists or supporting terrorism. It has three specific strategic objectives:   

• respond to the ideological challenge of terrorism and the threat we face from those who 

promote it; 

• prevent people from being drawn into terrorism and ensure that they are given appropriate 

advice and support; and 

• work with sectors and institutions where there are risks of radicalisation that we need to address 

 

Terrorist groups often draw on extremist ideology, developed by extremist organisations and 

individuals. Some people who join terrorist groups have previously been members of extremist 

organisations and have been radicalised by them.  We are aware that the strategy was changed in 

2011 to deal with all forms of terrorism and with non violent extremism, which can create an 

atmosphere conductive to terrorism and can popularise views which terrorists can exploit. It also 

identifies the importance of challenging extremist ideas where they are used to legitimise terrorism.  

 

A system of threat level has been created which represents the likelihood of an attack in the near 

future. The five levels are:   

• Critical - an attack is highly likely in the near future  

• Severe - an attack is highly likely  

• Substantial - an attack is likely  

• Moderate - an attack is possible but not likely 

• Low - an attack is unlikely  

 

The Prevent Strategy Principles  

We are aware of the important role we can play in preventing people being drawn to terrorism. Our 

commitment includes: 
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• Having a risk based approach to the Prevent Duty, monitored through our Safeguarding and 

Prevent Risk Assessment and Action Plan. This document is owned by the Designated 

Safeguarding Lead and monitored monthly by the Safeguarding and Prevent Group, with 

responsibilities allocated to other staff members. 

• Ensuring that learners and staff have the appropriate knowledge and understanding to prevent 

extremism and terrorism and the risks associated. This includes information embedded within 

curriculum and also Prevent training for staff. 

• Regularly communicating and promoting Prevent  

• Working in partnership and relevant authorities along with local Prevent Coordinators and multi-

agency forums such as Community Safety Partnerships 

 

For learners, every effort will be made to identify any radicalising influences. Learners will be taught 

British Values of respect and tolerance throughout their apprenticeship programmes to lessen the 

risk that they become radicalised. Employers and apprentices will be shared information on prevent 

to allow them to support in this endeavour. Any changes in behaviour or areas of concern raised by 

an employer, learner or a tutor will be reported immediately and the safeguarding procedures will 

be followed as detailed in this document.  

 

Access to Police Prevent referral pathways and Channel is achieved by utilising the Department for 

Education Regional Prevent Coordinator network to effectively and quickly access nationwide 

support.  

 

Referral Pathway for Prevent - Channel 

It is recognised that on occasions learners may be identified as requiring support for issues 

connected to radicalisation and extremism. In these cases the DSL or Deputy DSL will review the case 

and where it is considered appropriate to seek external support a Prevent referral will be made with 

a view to assessment of the case for the Channel programme. Channel is a voluntary, confidential 

support programme which focuses on providing support at an early stage to people who are 

identified as being vulnerable to being drawn into terrorism.  

 

Prevent referrals may be passed to a multi-agency Channel panel, which will discuss the individual 

referred to determine whether they are vulnerable to being drawn into terrorism and consider the 

appropriate support required. An individual’s engagement with the programme is entirely voluntary 

at all stages. 
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It is recognised that leaners requiring support may live or reside in differing geographical areas and 

Prevent referral processes and support may vary from region to region. Therefore, upon 

identification of a relevant case the DSL or Deputy DSL, or person nominated by them, will liaise with 

the Department for Education Regional Prevent Coordinator network to ensure quick and effective 

access to the appropriate local Prevent support. 

 

If in doubt of who the regional contact is, information can be sent to: 

Sam Slack 

East Midlands Regional Prevent Coordinator HE/FE (G7) 

sam.slack@education.gov.uk 

07384452156 

 

  

mailto:sam.slack@education.gov.uk
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Reporting 

Our Safeguarding Disclosure Form should be used to report any disclosure. This can be requested 

from Sport Structures at any time and all staff will have access to this. A copy can be found in 

appendix 2. The form must be completed immediately following the awareness of a safeguarding 

concern or disclosure and sent directly to the DSL or the Deputy DSL. The form should be completed 

as accurately and fully as possible, but if all information is not available this should not stop the form 

being submitted as quickly as possible.   

 

For low level concerns, please complete a low-level concerns form which can be found in appendix 

3. Low level concerns can be expressed verbally to the DSL or Deputy DSL. 
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Appendix 2: Safeguarding Disclosure Form 

To be completed in full by ALL relevant staff members. Complete as fully as possible and send it 

immediately to our designated safeguarding lead (DSL): 

In the event that the DSL is unavailable, please pass the information onto our Deputy DSL: 

 

 

Designated Safeguarding Lead 

Katherine Percival 

Katherine.percival@sportstructures.com 

07917 388174 

Sport Structures, Suite 8, The Cloisters, 12 George Road, Edgbaston, Birmingham B15 1NP  

Deputy Designated Safeguarding Lead 

Simon Kirkland 

Simon.kirkland@sportstructures.com 

07766 768474 

Sport Structures, Suite 8, The Cloisters, 12 George Road, Edgbaston, Birmingham B15 1NP 

Part 1: Staff Member Information 

Staff member raising 
concern: 

 
 

Job role:  

Staff member contact 
number: 

 Staff member email:  

Learner Information 

Learner Name:  Learner ID:   

Learner contact number:  Gender:  

Learner DOB:  Age:  

Learner Postcode:    

Please tick one:   

❑ I am reporting my own concerns.  
❑ I am responding to concerns raised by someone else (record details below) 

Name of person raising 
concern if not staff 
member: 

 Contact number(s)  

Designated Safeguarding 
Lead (DSL): 

 
Date disclosure 
reported to DSL  

 

mailto:Katherine.percival@sportstructures.com
mailto:Simon.kirkland@sportstructures.com
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Part 2:  Incident/Disclosure Details 

Date of incident/ 

disclosure: 
 Time:  

Other persons present 

at time of 

incident/disclosure: 

Y/N 
Location of 

incident/disclosure: 
 

Reason for concern (please tick) 

Disclosure by learner 

Concern or risk of harm     
 

Summary of disclosure: 

 

Details of the incident or concerns (include other relevant 

information, such as description of any injuries and whether 

you are recording this incident as fact, opinion or hearsay) 

 

 

Disclosure relates to learner 

or another learner 
 

Disclosure is current  

Disclosure is historic  

Type of Concern  

Circle relevant concern(s) 
Mental / Physical / Emotional / Other 

Details of incident/disclosure 

Provide full details of the incident or disclosure here – try to be as 

factual as possible, and use the words and phrases of the person 

making the disclosure if possible. Under no circumstances note 

opinion, or personal interpretation of what an individual “meant”. You 

may include observations such as body language, emotional state, 

injuries etc. 

 

Also include any immediate action taken such as first aid or referrals 

to any external agencies such as the Police, social services, NSPCC 

etc. with all corresponding advice and contact details of those 

agencies if contacted. 

 

 

Name of other person(s) 

present: 
 Contact number(s)  

Attitude to concern 
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Part 3 – Designated Safeguarding Lead (DSL) Decision and Action (to be completed by the DSL 

Designated Safeguarding 

Lead (DSL) name: 
 

Date disclosure 

received: 
 

Action taken by DSL: 

 

 

 

 

 

Rationale for decision 

making/actions taken: 

 

 

 

 

 

Follow up action by DSL: 

 

 

 

 

 

Learner attitude towards our 

concern: 
 

Attitude of 

parent/carer/other support 

networks as reported by 

learner: 

 

Learner informed of duty of 

care to report concern: 
Y/N 

Any additional comments:   

Declaration  

Signature:  Date:  
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Feedback given to 

person reporting the 

concerns: 

 

 

 

 

 

 

Has information been sought or shared with 

an external agency? 
Y/N 

Name of agency:  

Named person:  

Contact details:  

Time/date of contact:  

Summary of information/advice received: 

 

 

 

 

 

Decision (complete for all safeguarding concerns) 

Internal referral (complete 4a) Y/N  

External referral (complete 4b) Y/N  

No immediate referral (complete 4c) Y/N  

Decision clearly communicated to learner Y/N  

Declaration 

Signature:  Date:  

 

Part 4 – Referral and Follow Up 

Part 4a – Internal referral (complete if applicable) 

Referral to:  

Person making referral:  

Date referral made:  

Notes: 
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Part 4b – External referral action plan (complete if applicable) 

Referral to:  

Person making referral:  

Date of referral:  

Information to be shared with agency:  

Response requested from agency:  

Person responsible for following up:  

Follow up on (date):  

 

Part 4c – Support and follow up communication with client/external agencies (complete for all 
safeguarding concerns) 

Contact date & 
time 

Support and or follow up communication Date action to be delivered 
by 

   
 

   
 

   
 

   
 

 

 

 

 



 

 

56 

 

Appendix 3: Low Level Concerns Form 

Please use this form to share any concerns, no matter how small. Please forward this onto the DSL or 

Deputy DSL. 

 

Concern reported by:  

Name of adult: 
 

 

Details of concern: 
(Brief context in which the 
low-level concern arose, 
any witness etc) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Has this been discussed 
verbally with the DSL / 
Deputy DSL? 

☐Yes   No ☐ 

Signed 
 
 

Date  
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For office use only 

Concern received by  

Date  

Actions taken  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signed  

Date  
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Appendix 4: Disclosure of Criminal Convictions Form 

Strictly confidential 

This form must be completed in full by the employer who has identified that an apprentice has a 

specified offence through disclosure on a standard or enhanced DBS certificate.  

 

Section 1: Employer Details 

Full name:  
 

Organisation representing:  
 

Phone number:  
 

Email:  
 

 

Section 2: Apprentice details 

Full name:  
 

Address:  
 

Phone number:  
 

Email:  
 

Please provide details of the 
apprenticeship you would 
like to undertake: 

 

 

Section 3: Details of specified offence 

Details of specified offence: 

 
 
 
 
 
 

 

Section 4: Declaration 

Employer signature:  

 

Date:  
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Appendix 5: Useful Contact Details 

 

 

Keeping Children Safe in Education: https://www.gov.uk/government/publications/keeping-

children-safe-in-education--2 

Birmingham Local Children’s Partnership: https://www.lscpbirmingham.org.uk/ 

Birmingham Adult Safeguarding Board: https://www.bsab.org/ 

NPSCC: https://www.nspcc.org.uk/ 

Prevent Duty: https://www.birmingham.gov.uk/downloads/download/773/the_prevent_duty 

Keeping Children Safe Online: www.ceop.gov.uk 

Bullying & child abuse: www.anti-bullyingalliance.org.uk 

Marie Collins Foundation: https://www.mariecollinsfoundation.org.uk/ 

Ann Craft Trust: https://www.anncrafttrust.org/ 

Child Line: https://www.childline.org.uk/ 

 

Staff can access government guidance as required via a number of GOV.UK website addresses. We 

have identified some examples below: 

www.gov.uk/government/publications/children-missing-education  

www.gov.uk/government/publications/children-who-run-away-or-go-missing-from-home-or-care  

www.gov.uk/government/publications/missing-children-and-adults-strategy 

www.gov.uk/domestic-violence-and-abuse  

Designated Safeguarding Lead 

Katherine Percival 

Katherine.percival@sportstructures.com 

07917 388174 

Sport Structures, Suite 8, The Cloisters, 12 George Road, Edgbaston, Birmingham B15 1NP  

Deputy Designated Safeguarding Lead 

Simon Kirkland 

Simon.kirkland@sportstructures.com 

07766 768474 

Sport Structures, Suite 8, The Cloisters, 12 George Road, Edgbaston, Birmingham B15 1NP 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.lscpbirmingham.org.uk/
https://www.bsab.org/
https://www.nspcc.org.uk/
https://www.birmingham.gov.uk/downloads/download/773/the_prevent_duty
http://www.ceop.gov.uk/
http://www.anti-bullyingalliance.org.uk/
https://www.mariecollinsfoundation.org.uk/
https://www.anncrafttrust.org/
https://www.childline.org.uk/
http://www.gov.uk/government/publications/children-missing-education
http://www.gov.uk/government/publications/children-who-run-away-or-go-missing-from-home-or-care
http://www.gov.uk/government/publications/missing-children-and-adults-strategy
http://www.gov.uk/domestic-violence-and-abuse
mailto:Katherine.percival@sportstructures.com
mailto:Simon.kirkland@sportstructures.com
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https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-

faith-or-belief 

www.gov.uk/government/publications/female-genital-mutilation-guidelines 

www.gov.uk/forced-marriage 

www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence  

www.gov.uk/government/policies/violence-against-women-and-girls 

www.gov.uk/government/publications/prevent-duty-guidance  

https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-

trafficked-practice-guidance 

 

 

https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief
https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief
http://www.gov.uk/government/publications/female-genital-mutilation-guidelines
http://www.gov.uk/forced-marriage
http://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
http://www.gov.uk/government/policies/violence-against-women-and-girls
http://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance

