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Key contacts

Name Contact information
Designated 07949 984713
Safeguarding Lead Kirsty Gibbs kirsty@asatraining.co.uk

(DSL) Apprenticeships

Melissa Percival [01604 871340

Deputy Safeguarding

Officer melissa_percival@asatraining.co.uk
01604 871340

Other key staff John Turner john@asatraining.co.uk
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|. Purpose

At ASA Training Ltd we recognize our moral and statutory responsibility to safeguard and
promote the welfare of all young people and vulnerable adults.

This policy sets out ASA Training Ltd’s clear safeguarding policy and process. Who this applies
to and the measures in place to ensure safeguarding of all team members and learners.

All ASA Training Ltd team members have a responsibility to safeguard its learners and have
an important role in identifying any safeguarding concerns that may arise during their time in
training with us.

This policy has been designed to ensure all team members and learners are aware of how to
identify a safeguarding concern, and how to report these, it is also in place to reduce risk to
its team members being incorrectly accused of improper or unprofessional conduct.

Our aim is to ensure that everyone is confident in our employees ability to do everything they
can to keep their students (young people and vulnerable adults) safe from harm.

2. Obijectives

To ensure team members and learners of ASA Training Ltd are aware of and understand
safeguarding concerns.

To ensure all parties are aware of their responsibilities regarding safeguarding and
raising/reporting a concern.
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To ensure all parties are able to identify a safeguarding concern.

To ensure all parties are provided with information and tools for keeping themselves safe and
to provide a safe environment .

3. Scope

This policy covers safeguarding of Children and Young Person/s and vulnerable adults, but also
applies to safeguarding all our learners and team members.

ASA Training Ltd are committed to the rights of all its learners, children, young people, adults
at risk and all team members, to ensure we protect their physical and psychological wellbeing
and safeguard them from all forms of abuse.

This policy, alongside our Prevent policy also ensures our compliance with the Government
Prevent Strategy.

4. Definitions
Safeguarding

The process of protecting from maltreatment, preventing the impairment of mental and
physical health or development, ensuring that children and young people grow up in
circumstances consistent with the provision of safe and effective care: and taking action to
enable all children and young people to have the best outcomes.

Abuse

A form of maltreatment of a young person or vulnerable adult. This could mean neglect,
physical, emotional or sexual abuse or any combination of these. In the Children’s Acts 1989
and 2004 a child Is anyone who has not yet reached their |8 birthday.

Child or Young Person
Any person under the age of 8.
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An adult at risk

A person in need of community care services by reason of mental or other disability, age or
illness; and who is or may be unable to take care of him or herself, or unable to protect him
or herself against significant harm or exploitation.

5. Potential Safeguarding Risks

ASA Training Ltd acknowledges that safeguarding includes a wide range of specific issues
including (but not limited to):

Abuse and neglect

Bullying, including cyberbullying

Sexual Exploitation

Contextual safeguarding (risks outside the family home)
County lines and gangs

Cyber-bullying

Discrimination

Domestic abuse

Drugs and alcohol misuse

Fabricated or induced illness

Faith abuse

Forced Marriage

Gender based abuse and violence against women and girls
Hate

Homelessness

Honour based violence

Human trafficking and modern slavery

Mental health

Nude or semi-nude image sharing, aka youth produced/involved sexual
imagery or “Sexting”

Online safety

Online Sexual Abuse

Peer on peer abuse

Preventing radicalisation and extremism

Relationship abuse

Serious violence

Sexual violence and sexual harassment

So-called ‘honour-based’ abuse, including Female Genital Mutilation (FGM)
and forced marriage

O 0O o0 o o0 o0 O O o0 o0 o o O o0 o o o o o
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All staff should have an awareness of specific safeguarding issues that can put young people or
vulnerable adults at risk of harm. Issues such as drug taking, alcohol abuse and inappropriate online
activity can put young people and vulnerable adults in danger.

If staff have any concerns about a learner’s welfare, they should act on them immediately. They should
follow this policy and speak to the Designated Safeguarding Lead (or other designated persons).

6. Definitions of Abuse

All ASA team members should be aware that one form of abuse rarely stands alone
and that in most cases multiple issues will overlap with one another

Physical Abuse — May involve hitting, shaking, throwing, poisoning, burning or any other
causing physical harm to a young person or vulnerable adult.

Emotional Abuse — is persistent emotional maltreatment of a young person or adult to
cause severe adverse effects, possibly making them feel worthless, unloved and
inadequate. This can also include not giving the person opportunities to express their
views and silencing or making fun of what they say.

Sexual abuse — Involves enforcing or enticing someone to take part in sexual activities,
this can include physical contact as well as involving young people and vulnerable adults
to watch sexual activities, encouraging people to act in sexually inappropriate ways.

Neglect — Is the persistent failure to meet a young person or vulnerable adults basic
needs, likely to result in impairment to the persons health and development. This can
also include unresponsiveness to a persons basic emotional needs.

Harassment & bullying: - Harassment and Bullying is behaviour that makes someone feel
intimidated or offended, this can also include sexual harassment

Cyber-bullying, sexual online abuse - Online abuse is any type of abuse that happens on
the internet. It can happen across any device that's connected to the web, like
computers, tablets and mobile phones. And it can happen anywhere online by known
people or strangers.

Peer on Peer abuse - Peer on peer abuse is any form of physical, sexual, emotional and
financial abuse, and coercive control exercised between children / young people and
within relationships with other children/ young people (both intimate and non-
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intimate). It occurs when a youngpers exploited, bullied and/or harmed by their
peers who are the same or similar age; everyone directly involved in peer on peer
abuse is under the age of 18. Peer on peer abuse can take various forms including,
serious bullying, (including cyber bullying), relationship abuse, domestic violence, child
sexual exploitation, youth and serious youth violence, harmful sexual behaviour and/or
gender- based violence.

7. Our Responsibilities

As an employer and a training provider we carry a responsibility to ensure that all our team
members, learners, children, young people and adults at risk are protected from harm,
informed and educated about any potential risk to their wellbeing and welfare, they
understand how to seek help and who to contact and who they can talk to.

We must ensure concerns are dealt with in a timely manner and in an appropriate manner.

We must ensure all our team members have a good knowledge and understanding of what a
potential safeguarding and welfare concern is and how to identify them, provide support and
guidance and how to escalate a concern.

We must also ensure we are educating our learners to identify potential safeguarding and
welfare concerns they may be at risk of.

We must ensure our learners and team members feel safe in the workplace and online. All
students are individually matched to a work placement that meets their individual needs, any
additional support identified through risk assessments are discussed with the manager prior
to the placement and suitable measure are put into place and recorded. This also includes
reporting procedures for safeguarding concerns.

We must ensure learners and team members have confidence in us to address concerns
raised.

We must ensure we have suitable arrangements in place for raising a concern.
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8. Promoting Safeguarding and Our Policy

As an employer we promote our safeguarding policy to all ASA Training Ltd team members,
ensuring that regular training is undertaken to be able to understand and identify safeguarding
risks, the steps to take when raising a concern and who to contact, Safeguarding is continually
discussed during standardisation meetings, team meetings and management meetings. All
team members are issued with a copy of this policy to refer to and use when dealing with a
safeguarding or welfare concern, our Safeguarding Policy is used in conjunction with our
Learner Wellbeing Process.

As a training provider we embed safeguarding subjects and training modules into our
curriculums, raising awareness to our learners of Safeguarding risks and providing a better
understanding of why these are relevant to them. Within these modules is clear guidance on
who they should contact if they have a safeguarding concern and a link to our Safeguarding
Policy. This training enables learners to be further educated in safeguarding areas and also
allows them to be educated to identify the signs themselves in their everyday work settings
and personal lives, which equips them with the skills and understanding of safeguarding other
people. Welfare of our learners is monitored at each appointment through the delivery team,
and also discussed at regular Progress Reviews with the Employer as well. A copy of our
Safeguarding Policy and Learner Wellbeing Policy, plus other relevant associated policies are
issued to all learners and are stored on each learners e-portfolio system, for them to access
at any time. If a learner was to become vulnerable whilst being on programme a risk
assessment must be completed.

As a training provider we recognise that lone working is not suitable working situations for
any of our students, we recommend that appropriate supervision is in place at all times.
Where a tutor is concerned about a student throughout their programme they must seek
guidance from the DSL.

Specific qualifications we deliver:
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Dental Nursing also have SafeguardinMembedded in the Skills, Knowledge and
Behaviours required to become a licenced Dental Nurse and registered professional. This
allows learners to be aware of Safeguarding concerns from their own personal perspective
and from a perspective of safeguarding members of the public in their professional capacity as
well.

Early years have the safeguarding of children and young people embedded within both the
qualification and the knowledge, skills and behaviours required for the apprenticeship. This
ensures learners are aware of how to raise a concern about a child in their care, as well as
being aware of their own personal concerns and how to report this.

Study Programmes (pre-employment) safeguarding is embedded from pre-induction during all
visits throughout the programme.

9. Supporting young people and vulnerable adults

As a provider who may enrol 16 to |8 year olds we should, from the moment of
recruitment and throughout the learner journey, consider them to be a specific
cohort at greater risk due the vulnerabilities associated with their age. Additional
safeguarding considerations should be given to this group in every aspect of their
training and working life to counter these risks.

We support all young people and vulnerable adults by :

e Promoting a positive environment to encourage self-esteem and self-
assertiveness

e Liaising and working together with employers and learners to support
progression and learning during meetings, progress reviews and any other
communication. To ensure that safeguarding is a regular conversation throughout the
learning journey, ensuring they understand what this means for them and how we
can support.

e Ensuring all parties are aware of the different types of abuse and how to raise a
concern

e  Providing continued support following any safeguarding or well-being concerns

| 0. Responsibilities

Directors: To ensure we have effective policies and clear leadership and management of our
Safeguarding Policy and Process.

Designated Safeguarding Lead: To maintain links with local safeguarding Children’s Boards
and Prevent Coordinators and local authorities. Plan and implement regular training for all
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employees. Carry out investigations intewelf oncerns reported and liaise with external
bodies such as the safeguarding board where appropriate. Keeps records and management
of safeguarding issues/concerns raised and escalate any issues that arise to external
agencies. Review policies and procedures regularly, Maintain own CPD to ensure competency
in the role.

Deputy Safeguarding Lead: Deal with employee concerns over learner welfare, offer guidance
to lower level concerns and liaise with Safeguarding Lead for concerns requiring referral to
external agencies. Carry out investigations into welfare concerns reported, following the
learner Wellbeing Process. Make contact with regards to concerns within 48 hours. Assess
if the individual is at risk of significant harm and decide on the next course of action.

Maintain CPD to ensure competency in the role.

Delivery Team: To check safety and welfare of our learners at each visit, progress review,
and communication, ensure learners complete the training modules and all related learning
activities within their training programme and report any concerns. Ensure knowledge and
understanding of safeguarding indicators. Follow the safeguarding process of raising a
concern, alongside the Learner Wellbeing and Safeguarding Concerns Form and Guidance. To
carry out and update training as directed by the safeguarding team.

All team members of ASA Training Ltd: To be mindful and vigilant of indicators of abuse and
other safeguarding concerns with a learner or potential learner and to report confidentially
to the Designated Safeguarding Lead within their delivery area (apprenticeships / study
programme). Follow the safeguarding process of raising a concern, alongside the Learner
Wellbeing and Safeguarding Concerns Form and Guidance. To carry out and update training
as directed by the safeguarding team.

All safeguarding training is completed regularly and includes changes to legislation, all training
is recorded in central training records.

All of our team members have a responsibility to keep themselves safe and remember that
the following conduct is unacceptable:
e Issuing to learners anything other than their work mobile telephone number,
no personal telephone numbers should be shared.
e Any personal relationships with learners, including befriending learners on
social media sites.
e Any visits to learners home addresses, giving a lift to a learner, or allowing a
learner to give them a lift anywhere.
o
It is important that all team members remember to maintain a professional boundary and do
not compromise this when listening to learner concerns and personal challenges they may be
facing. Confidentiality should always be respected within the boundaries of each situation,
learners should be able to feel confident to speak to our team without having personal
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opinions or judgements made. All employees shg#ffd take care with the content of emails, text
and electronic messaging and be mindful of how the recipient received the content.

All communication should not include any discriminatory, racist, derogatory, obscene or
harassing content and any concerns must been reported immediately to their line manager.

Freelance Team: All freelance team members must follow the safeguarding process of raising
a concern and be aware and vigilant of any indicators of abuse, whilst working alongside the
ASA training team. All freelance staff must complete any safeguarding training required by
ASA training as and when required. This includes providing the relevant evidence for training
and CPD.

All freelance members should take care with the content of emails, text and electronic
messaging and be mindful of how the recipient received the content. All communication
should not include any discriminatory, racist, derogatory, obscene or harassing content and
any concerns must been reported immediately.

| I. Safeguarding Legislation and guidance

Section 175 of the Education Act 2002 requires further education facilities and companies to
make arrangements to ensure that there are functions are carried out with a view to
safeguarding and promoting the welfare of children.

The Children Act 1989 and 2004 acknowledged that compulsory interventions in family life
are justified where there is a concern of significant harm to children. Under section 17 of The
Children Act 1989 a child is in need if;

e He/she is unlikely to achieve or maintain, or have the opportunity of achieving
or maintaining, a reasonable standard of health and development without provision
for him/her of services by local authority
o His/her health or development is likely to be significantly impaired, or further
impaired without the provision for him/her of such services
e He/she is disabled
The statutory guidance ‘Keeping Children Safe in Education (DfE,2022) is issued under section
|75 of the Education Act 2002. Schools and colleges must have regard to this guidance when
carrying out their duties to safeguard and promote the welfare of children.

The Children and Families Act 2014 — Part 3 of this legislation states that children and young
people who have special educational needs and disabilities are supported by the Local
Authority with the following matters in particular—

(2)the views, wishes and feelings of the child and his or her parent, or the young person;
(b)the importance of the child and his or her parent, or the young person, participating as
fully as possible in decisions relating to the exercise of the function concerned;
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(c)the importance of the child and his or her parent, or the young person, being provided

with the information and support necessary to enable participation in those decisions;
(d)the need to support the child and his or her parent, or the young person, in order to
facilitate the development of the child or young person and to help him or her achieve the
best possible educational and other outcomes.

In addition to these, the following legislation and guidance is also relevant to this policy
e Working Together to Safeguard Children (DfE2018)
e The Human Rights Act 1998
e The Equality Act 2010
e The Sexual Offences Act 2003
e The counter Terrorism and Security Act (2015) Section 26 The Prevent Duty
e Serious Crime Act (2015) Mandatory reporting duty for known cases of female
genital mutilation
e Information Sharing: Advice for practitioners providing safeguarding services
to children, young people, parents and carers (DfE 2018)
e What to do if you are worried a child is being abused (March 2015)

| 2. Safer Recruitment and DBS Checks

ASA Training Ltd carry out a safe recruitment process and we ensure all checks are carried
out on new team members that will work with or come into contact with learners, children
and adults at risk, in line with the disclosure and barring service requirements.

All team members of ASA Training ltd who will work with or come into contact with learners,
children and adults at risk will have an Enhanced DBS check carried out and will be retained
on the DBS update service by the company for the length of their employment. Any employees
awaiting their DBS check will be supervised until a satisfactory DBS has been received.

All employees are registered with the independent safeguarding authority through the current
DBS system which complies with the Safeguarding of Vulnerable Groups Act 2006.

As part of the ASA Training Itd safer recruitment process all team members are required to
have at least 2 references from previous employers, including their latest employment.

For all employers with less than 5 employees a young person risk assessment (16-19) is
completed to ensure employers are aware of safeguarding issues and understand their
responsibilities in complying with our procedures.

All freelance staff are required to have an enhanced DBS certificate in place and they must
provide evidence of this before beginning employment with ASA Training.

|3. Reporting a Concern and the process to follow

Both Safeguarding Leads and deputies hold safeguarding working group meetings on a regular
basis. Part of their responsibilities include monitoring processes relating to young people and
vulnerable adult students, recording incidents and providing support guidance and training to

Safeguarding Policy — Version 7 — Reviewed February 2025 — Next Review Date February 2026



/-

ASA training

ASA training employees. Directors will astend t meetings periodically. Outcomes of these
meetings will be relayed to the remaining colleagues during team meetings or training days.

On the following pages are scenarios of when a concern may be raised, followed by a process
chart to use to ensure each type of concern is raised and dealt with correctly. Team members
and learner should refer to Section 5 of this document for potential safeguarding risks, if they
are unsure but are concerned, they should contact a Designated Safeguarding Lead anyway.

Our learners are based in various areas in the UK, therefore when reporting any concerns to
external agencies we will base this on the area the person lives, contacting their Local
Safeguarding Adults and Children board or Multi agency Safeguarding Hub.

| 3a.

If a learner raises a concern/informs you of a safeguarding concern/allegation regarding their
own personal welfare and wellbeing, you must:

Listen to the learners concerns and record all the information they provide to you, making
no judgement or assumptions.

Take any action required to secure the safety of the learner, child or adult at risk if deemed
appropriate. This will be recorded if the learner agrees and will be raised with the Employer
if the learner agrees.

Report the issue to the Designated Officer, regardless of whether the learner agrees. The
designated Office will then decide the appropriate course of action required and if referral to
the Lead Designated Office and referral outside the company is appropriate.

Follow procedure as set out in Appendix A.

| 3b.

If an ASA Training Itd team member has a concern regarding a learner:

If a team member has a concern regarding a learner, they may have observed this during an
appointment, been alerted to through a discussion with the learner, or it could have been
identified through discussion with others.

You must follow the procedure as set out in Appendix B.

| 3c.

If a learner/parent has a concern/allegation regarding a team member of ASA Training Ltd:
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All learners are to be made aware of the\proc ey can follow should they have a concern
of their own welfare and wellbeing, they may not feel comfortable talking to their Education
Practitioner about and instead should contact the Designated Officer.

Follow procedure as set out in Appendix C.

13d.

If a parent contacts you to report a concern about their child you must:

Listen to their concerns

Record all the information they provide to you

Record the contact details for the parent

Report the issue to the Designated Officer

The Designated Office will then decide on the appropriate course of action required and if
referral to the Lead Designated Office and referral outside the company is appropriate.

The Designated Office will liaise with the parent where appropriate.

Follow procedure as set out in Appendix D.

| 3e.

If any ASA Training Itd team member observes a safeguarding concern taking place within the
learners workplace:

Take action to stop the activity immediately

Inform the individual of your concerns

Ask them to leave the area and advise them you will inform their direct line manager
Take any actions to ensure the safety of the learner, child or Adult at Risk

Inform the Designated Officer

Follow procedure as set out in Appendix E.

13f.

If a learner raises a safeguarding concern within their working environment (this could be
unsafe practices and risk to Health and Safety):

Advise the learner to refer to their Company Handbook for reporting the concern.
Support the learner with speaking to their Employer.

Report the incident to the Designated Officer.

Follow procedure as set out in Appendix F.

If you require an immediate response and the Designated Office in not available,
if the individual is in immediate danger report the incident to the police by
calling 999.
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APPENDIX A.

I3a. If a learner raises a concern with a member of ASA Training Itd.

Listen

|

Record on Safeguarding/Prevent

Recording Form

|

Take Action — Is the learner in

immediate danger!?

~
No Yes
Record and inform employer if
learner agrees :
Call Designated Officer
l Call Police on 999
Report to Designated Officer

l ‘

Designated Officer to make con-
tact within 48 hours

|

Designated Officer will investigate

l

Refer to External Organisations?

| !
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APPENDIX B.

I13b. If a member of ASA Training Ltd has a concern regarding a learner

Record on Safeguarding/Prevent Re-
cording Form

!

Take Action — Is the learner in imme-
diate danger?

rd ~

No

Yes

!

Record and inform employer if

L 4

learner agrees

l

Report to Designated Officer

Call Designated Officer
Call Police on 999

) ‘

Designated Officer to make contact
within 48 hours

Y

Designated Officer will investigate

Refer to External Organisations?

/ \

No

Yes
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APPENDIX C.

I3c. If a learner/parent/employer has a concern regarding a team member of ASA
Training Ltd.
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Report directly to Designated Officer

v

Record on Safeguarding/Prevent Re-
cording Form

A 4

Designated Officer will investigate

A 4

Designated Office will Provide feed-
back to Learner/Employer/Parent
where appropriate

L J y

Designated Officer will report to Report to Operations Director
relevant external organisations (Inc. HR)

Report to Line Manager

No Yes

v

Carry out further investigations
where required

v

Employment action/processes fol-
lowed

APPENDIX D. 13d.

If an Employer or Parent has a concern regarding a Learner/their child

‘ Listen

l

Record on Safeguarding/Prevent Re- | February 2026

cording Form

|

| Record the contact details for the
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APPENDIX E

I13e. If a member of ASA Training Ltd observes a concern in the learners
workplace.

Take action — stop the activity
immediately

|
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cerns and ask them to leave the
area.
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APPENDIX F

I 3f. If a learner raises a concern in their working environment.

Advise the learner to refer to
their company handbook on the
employer process for reporting

the concern
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APPENDIX G

Safeguarding/Prevent Recording Form

Please complete the form below if you have been notified of a safeguarding concern.
Please provide as much detail as possible.
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Name of Learner: \ /

Workplace:

Name of person taking initial query: Date of Record:

Details of concern:

I/Action Taken:

APPENDIX H

Other relevant/associated documents and policies

Company Values and Mission Statement
Health and Safety Policy Statement
Equality and Diversity Policy and Statement
Prevent Policy

Cyberbullying policy

Learner Wellbeing Process

Harassment and Bullying Policy
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