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1. If a learner raises a concern

2. If a member of ASA training has a concern

3. If a Learner, Parent, Employer has a concern regarding a
team member of ASA Training Ltd.

4. If an employer or parent has a concern regarding a learner
or child.

5. If a member of ASA training Ltd observes a concern in the
learners workplace

6. If a learner raises a concern in their working environment
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1. If a learner raises a concern with a member of ASA

Training Ltd.
APPENDIX A

Listen

L

Record on Safeguarding/Prevent

Recording Form

!

Take Action — Is the learner in

immediate danger?

L 4

Record and inform employer if
learner agrees

Report to Designated Officer

Yes

L

Call Designated Officer
Call Police on 999

Designated Officer to make con-

tact within 48 hours

Designated Offic

er will investigate

Refer to External Organisations?

No

l

Follow learner wellbeing process
and decide on appropriate course
of action

N\

Yes

l

Lead Designated Officer to liaise

with external organisations

e

‘ Keep relevant parties informed

/

Liaise with learner and monitor

wellbeing

N\

Monitor and provide advice and

guidance
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2. If a member of ASA training Ltd has a concern
regarding a learner

APPENDIX B
Record on Safeguarding/Prevent Re-
cording Form
Take Action — s the learner in imme-
diate danger?
P N
No Yes

|

Record and inform employer if

¥

learner agrees

Call Designated Officer
1 Call Police on 999
Report to Designated Officer
! Y

Designated Officer to make contact
within 48 hours

L 4

Designated Officer will investigate

Refer to External Organisations?

/ N\

No Yes
y Y
Follow learner wellbeing process Lead Designated Officer to liaise
and decide on appropriate course with external organisations
of action

Keep relevant parties informed

Liaise with learner and monitor Monitor and provide advice and

wellbeing guidance
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3. If a Learner/Parent/Employer has a concern

regarding a team member of ASA Training Ltd.

APPENDIX C

Report directly to Designated Officer

L J

Record on Safeguarding/Prevent Re-

cording Form

v

Designated Officer will investigate

L 4

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

where appropriate

Designated Officer will report to
relevant external organisations

No Yes

r

Report to Operations Director
(Inc. HR)

Report to Line Manager

kA J

Carry out further investigations
where required

kR J

Employment action/processes fol-
lowed
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4. If an employer or parent has a concern regarding a

learner or their child.

APPENDIX D.

Listen

h 4

Record on Safeguarding/Prevent Re-

cording Form

{

Record the contact details for the
Parent/Employer

Take Action — Is the learner in imme-

diate danger?

Yes

!

Report to Designated Officer

r

Call Designated Officer

Call Police on 999

¥

Designated Officer to make contact
within 48 hours

!

Designated Officer will investigate

!

Refer to External Organisations?

Yes

l

l

Follow learner wellbeing process
and decide on appropriate course
of action

Lead Designated Officer to liaise

with external organisations

!

|

Keep relevant parties informed inc.
Parent/Employer

X

4

Liaise with learner and monitor

wellbeing

Meonitor and provide advice and

guidance
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5. If a member of ASA training Ltd observes a concern

in the learners workplace
APPENDIX E

Take action — stop the activity

immediately

v

Inform the individual of your con-
cerns and ask them to leave the
area.

L J

Inform their direct line manager
of the concern and the action tak-
en.

v

Take action to ensure the safety
of the individual at risk.

v

Record on Safeguarding/Prevent
Recording Form

v

Report to Designated Officer

v

Carry out further investigations -
speak to employer.

v

Designated Officer will report to
relevant external organisations
when applicable

kA

Designated Office will Provide
feedback to Learner/Employer/
Parent where appropriate
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6. If a learner raises a concern in their working

environment
APPENDIX F

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

the concern

r

Support the learner to speak with
their Employer

L J

Report to most senior member
on site at Employer.

L J

Record on Safeguarding/Prevent

Recording Form

L

Report to Designated Officer

L J

Carry out further investigations -
speak to employer.

r

Designated Officer will report to
relevant external organisations
when applicable

L J

Designated Office will Provide
feedback to Learner/Employer/

where appropriate




