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Safeguarding & Prevent Policy 

 

Statement of Intent  

Total Training provision (TTP) believe that it is unacceptable for a child, young person, or vulnerable 
adult to experience abuse of any kind. TTP recognises its responsibility to safeguard the welfare of a 
child, young person, or vulnerable adult within our training environments and those who come into 
contact with our organisation. TTP recognises that:  

The policy aims to: 

• Promote and prioritise safety and wellbeing of our learners 
• Provide assurance that TTP takes reasonable steps to manage risks 
• Ensure that everyone understands their roles and responsibilities in respect of Safeguarding 

and Prevent and is provided with the necessary information, training and support on 
Safeguarding and Prevent matters 

• Ensure that appropriate action is taken in the event of any allegations or suspicions regarding 
harm from contact with anyone employed by TTP and its associates/contractors in relevant 
positions, regardless of where the harm has taken place 

• Adopt a culture of respect, free from bullying or harassment 
• Protect learners from radicalisation and extremism 
• Ensure that the appropriate DBS or basic disclosure checks are conducted, depending on 

eligibility, for any individuals starting or moving into work which involves working with 
children and/or vulnerable adults 

TTP recognise that: 

• The welfare of the person is paramount 
• All people, regardless of age, disability, gender, racial heritage, religious belief, sexual 

orientation, or identity have the right to equal protection from all types of harm or abuse 
• Working in partnership with young people, vulnerable adults, their parents, carers, and other 

agencies is essential in promoting their welfare 
•  This policy will be reviewed annually, as a minimum, to ensure it remains current and valid 

Safeguarding is everyone’s responsibility. This policy applies to all staff and self-employed partners 
conducting onsite and offsite activities with learners, regardless of position, role, and responsibilities. 

Legal Framework 

This policy has been drawn up on the basis of legislation, policy and guidance that seeks to protect 
children, young people and vulnerable adults: 

• Keeping Children Safe in Education 2021 
• Working Together to Safeguard Children 2018 
• Sexual Violence and Sexual Harassment between Children in Schools and Colleges 2021 
• Children Act 1989 and 2004 
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• Safeguarding Vulnerable Groups Act 2006 
• Counter Terrorism and Security Act 2015 
• The Care Act 2014 
• Prevent Duty Guidance 
• Equality Act 2010 

Keeping Children Safe in Education 2021 

The Department for Education (DfE) issues the Keeping Children Safe in Education statutory guidance. 
Schools and colleges in England must have regard to the statutory guidance when carrying out their 
duties to safeguard and promote the welfare of children. All staff who work in schools and colleges 
must read and understand Part 1 and Annex A of Keeping Children Safe in Education. 

All Total Training Provision employees are issued this guidance on induction. All staff must read and 
confirm their understanding of this guidance and this is refreshed on an annual basis or when 
updates to the statutory guidance are published. 

Introduction  

Safeguarding is an all-encompassing term used to describe many aspects of keeping people safe. 
Safeguarding action may be needed to protect children and learners from the following risks, which 
include abuse perpetrated by other children as well as by adults: 

• Neglect 
• physical abuse 
• sexual abuse 
• emotional abuse 
• bullying, including online bullying and prejudice-based bullying 
• racist, disability and homophobic or transphobic abuse 
• gender-based violence/violence against women and girls 
• sexual harassment, online sexual abuse and sexual violence between children and learners. 

Online abuse can include sending abusive, harassing and misogynistic messages; sharing nude 
and semi-nude images and videos; and coercing others to make and share sexual imagery 

• radicalisation and/or extremist behaviour 
• child sexual exploitation and trafficking 
• child criminal exploitation, including county lines 
• risks linked to using technology and social media, including online bullying; the risks of being 

groomed online for exploitation or radicalisation; and risks of accessing and generating 
inappropriate content, for example youth produced sexual imagery 

• teenage relationship abuse 
• upskirting (taking a picture of someone’s genitals or buttocks under their clothing without 

them knowing, either for sexual gratification or in order to humiliate or distress the individual. 
It is a criminal offence) 

• substance misuse 
• gang activity and serious violence, particularly affecting young males who have been excluded, 

have experienced trauma and have been involved in offending 
• domestic abuse 
• female genital mutilation 
• forced marriage 
• fabricated or induced illness 
• homelessness 
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• so-called honour-based violence 
• other issues not listed here but that pose a risk to children, learners and vulnerable adults 

  
It is the responsibility of all staff to understand their role in supporting safeguarding across all aspects 
of provision and for familiarising themselves with the appropriate procedures and other policies that 
support this overarching document. This policy should be used in conjunction with the following 
policies and procedures:  

• Equality & Diversity and Inclusion Statement  
• Health and Safety Policy  
• Anti-Modern Slavery and Human Trafficking  
• Bullying and Harassment Policy  
• E-Safety Policy  
• Visiting Speakers and Management of Events Policy  
• Whistleblowing Policy  
• Data Protection Policy  
• IT Security Policy 

Safeguarding is not just about protecting children, learners and vulnerable adults from deliberate 
harm, neglect and failure to act. It relates to broader aspects of care and education, including: 

• children’s and learners’ health and safety and well-being, including their mental health 
• meeting the needs of children who have special educational needs and/or disabilities (SEND) 
• the use of reasonable force 
• meeting the needs of children and learners with medical conditions 
• providing first aid 
• educational visits 
• intimate care and emotional well-being 
• online safety and associated issues 
• appropriate arrangements to ensure children’s and learners’ security, taking into account the 

local context 

While the definitions of a child and adult at risk give the rationale for legislative intervention, it is 
important to note that a person may be deemed at higher risk of a safeguarding issue affecting them 
due to other factors. This is termed contextual safeguarding. Examples of areas to consider are: 

• poor numeracy and literacy skill, or specific learning need 
• English not a first language 
• unsupportive employer 
• under-represented group 
• acting as a carer for another family member 
• background in offending or is showing signs of being drawn in to anti-social or criminal 

behaviour, including gang involvement and association with organised crime groups 
• has a disability or social need 
• has special educational needs (whether or not they have a statutory Education, Health and 

Care Plan) 
• is a young carer 
• frequently missing/goes missing from care or from home 
• is within a family circumstance presenting challenges for the child, such as drug and alcohol 

misuse, adult mental health issues and domestic abuse or generally unsupportive 
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Safeguarding and Welfare Responsibilities and Key Contacts 

Directors  

Directors fulfil statutory responsibilities and will ensure that arrangements are in place to create and 
maintain a safe learning environment and ensure that policies, procedures, and practices comply with 
the law. 

Safeguarding Strategic Lead 
Cath Goodwin 
Director of Quality & HR 
Tel: 07728 813174 
Email: catherine@total-tp.com  

 

The Designated Safeguarding Officer (DSO)  

The DSO will take lead responsibility for safeguarding and child protection, be aware of and follow 
new local arrangements and, be prepared to supply information as requested by safeguarding 
partners. The activities of the designated safeguarding lead may be delegated to the appropriately 
trained deputy lead however, the ultimate lead responsibility for safeguarding and child protection, 
remains with the designated safeguarding lead. The designated safeguarding lead will, as required: 

• Undertake learner and staff risk assessments where issues/concerns have been identified 
• Undertake relevant investigations in accordance with partner guidance  
• Maintenance of issues/concerns log  
• Ensure staffs knowledge and understanding of safeguarding is current through regular training 

and development  
• Appropriately report where a crime may have been committed to the relevant authorities and 

partners where required 
• Act as a source of support, advice, and expertise for all staff 
• Report to the Board of Directors  

Designated Safeguarding Lead 
Ellie Laight – Head of Quality 
Tel: 07803850668 
Email: safeguarding@total-tp.com / 
ellie.laight@total-tp.com 
 

Designated Safeguarding Officer 
Jenny Taylor – Admin Manager 
Tel: 07790128270 
Email: safeguarding@total-tp.com / 
jenny@total-tp.com  

 

Staff  

All staff (paid or unpaid) must maintain a proper focus on safeguarding learners, and this must be 
reflected both in sound individual practice and in internal policies and guidance. All permanent and 
contracted staff working with learners must: 

• Give highest priority to their safety and welfare  
• Behave appropriately at all times  
• Provide a safe environment for learners to learn  
• Identify learners who may be in need of extra help  
• Act immediately if abuse is alleged or suspected  
• Have sufficient training to be able to recognise vulnerability and be aware of what action to 

take 
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• Understand the safeguarding procedures & the role of the DSO 
• Follow the framework for the Prevent Duty to minimise risk and protect learners 
• Contribute, as necessary, to all stages of safeguarding and protection processes 
• Under any circumstances staff must not investigate any safeguarding issues and should always 

report to the DSO. 

Reporting a concern  

a. If a learner raises a concern/allegation with you: If the learner has a concern over their own 
personal welfare and wellbeing, you are to listen to and record all information given, making 
no judgement or assumptions. Take any actions required to secure the immediate safety of 
the individual at risk. If the learner gives consent you must report the issue to a designated 
officer. If you feel the learner’s safety and wellbeing are at risk and they do not give consent 
for the matter to be escalated, you should escalate only when you believe the matter would 
deteriorate if additional support was not sourced. You should always consider the wishes of 
the individual, even those aged under 18. Guidance should be sourced with a safeguarding 
officer if you are unsure. The designated officer will then decide the appropriate course of 
action, and if a referral outside the organisation is appropriate.  

b. If a learner/employer has a concern/allegation about a member of Total Training Provision 
staff: All learners are to be informed that if they have a concern over their own personal 
welfare and wellbeing that they do not feel comfortable talking to their Skills Coach about, 
they are to contact our Designated Officer.  

c. The safeguarding policy is also available on Total Training Provision’s external website.  

d. If you observe a safeguarding issue taking place within the working practices of an 
employer’s setting or during a Total Training Provision delivery session - example would be, 
learners verbally or physically abusing each other. Take action to stop the activity 
immediately, and inform the individual of your concerns, ask them to remove themselves 
from the area and advise them you will inform their senior manager. In those cases where 
learners are not on work-based learning programme inform the designated officer. Take any 
actions to secure the safety of the child or adult at risk. Inform your designated safeguarding 
officer in all cases. Be mindful of differences between poor practice and a safeguarding issue 
and apply your action appropriately. 

e. If a learner reports unsafe practices or safeguarding issues to you within their 
working/learning environment - advise the learner to follow in-house reporting or whistle 
blowing procedures. If it is related to a Total Training Provision activity session, follow our 
safeguarding reporting procedures. You may support the learner in speaking to the 
appropriate senior team members if appropriate. Report the incident to the designated 
safeguarding officer who will offer additional guidance and signposting for the learner and will 
monitor.  

It is important you do not pass any information to other parties or try to investigate the concern 
yourself. All concerns should be reported to a Designated Safeguarding Officer in the first instance. 

Training and educating employees 

Each member of the safeguarding team holds a formal Level 3 safeguarding qualification and 
undertakes regular CPD events and standardisation meetings in order to keep updated with legislation 
and refresh their knowledge. 
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All employees undertake a Safeguarding Induction and complete mandatory training in the following 
areas: 

• Safeguarding in the FE and Skills Sector 
• Digital Safeguarding in the FE and Skills Sector 
• Home Office – Prevent 
• Equality and Diversity  
• Sexual Exploitation  
• GDPR 
• Key individuals involved in staff recruitment complete safer recruitment training annually 

Mandatory training modules are refreshed on an annual basis.  

Periodic updates surrounding key safeguarding concepts are communicated monthly via the internal 
communication channels including managers and departmental meetings and company calls. Monthly 
focus topics are also distributed via our Total Topics bulletin to raise awareness and promote 
discussion in all areas under the wider safeguarding agenda including areas such as radicalisation, 
mental health issues, positive relationships, and staying safe on the internet, which will educate 
employees alongside giving greater knowledge to be passed onto learners. 

Prevent  

The government Counterterrorism and Security Act 2015, places a duty upon all education providers 
to have regard to the need to prevent people from being drawn into terrorism.  

The Prevent strategy, published by the Government in 2011, is part of the overall counter-terrorism 
strategy, CONTEST. The aim of the Prevent strategy is to reduce the threat to the UK from terrorism 
by stopping people becoming terrorists or supporting terrorism. In the Act this has simply been 
expressed as the need to “prevent people from being drawn into terrorism. 

This Prevent Duty forms part of the wider governments CONTEST counter terrorism strategy: 

• Prevent terrorism – stop people becoming terrorists 
• Pursue terrorism – disrupt and stop terror attacks 
• Prepare to deal with terrorism – mitigate impact of attacks that can’t be stopped. 

Prevent is an important element within our safeguarding policy and processes. Prevent is focused on 
safeguarding adults and encourages a learning environment where issues can be raised and discussed 
safely, whilst ensuring that learners and employees are resilient to extreme narratives. 

The aim of the Prevent Policy is to create and maintain a safe, healthy and supportive learning and 
working environment for our learners, staff and visitors alike. We recognise that extremism and 
exposure to extremist materials and influences can lead to poor outcomes for learners. We further 
recognise that if we fail to challenge extremist views, we are failing to protect our learners and 
employees from potential harm. As such the Prevent agenda, will be addressed as a safeguarding 
concern.  

Total Training Provision has adopted the Prevent Duty in accordance with legislative requirements. 
However, we will endeavour to incorporate the relevant duties so as not to:  

(a) Stifle legitimate discussions, debate or learner engagement activities in the local community; or (b) 
Stereotype, label or single out individuals based on their origins, ethnicity, faith and beliefs or any 
other characteristics protected under the Equality Act 2010. 
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Definitions 

The following are commonly agreed definitions within the Prevent agenda: 

• An ideology is a set of beliefs. 
• Radicalisation is the process by which a person comes to support terrorism and  

forms of extremism that may lead to terrorism. 
• Safeguarding is the process of protecting vulnerable people, whether from crime,  

other forms of abuse or from being drawn into terrorism-related activity. 
• Terrorism is an action that endangers or causes serious violence, damage or  

disruption and is intended to influence the government or to intimidate the public and  
is made with the intention of advancing a political, religious or ideological. 

• Vulnerability describes factors and characteristics associated with being susceptible to 
radicalisation. 

• Extremism is vocal or active opposition to fundamental British Values, including democracy, 
the rule of law, Individual and mutual respect and tolerance of different faiths and beliefs. 

Who does this policy apply to?  

This policy applies to everyone working at or attending Total Training Provision. It confers 
responsibilities on all governors, staff, learners, volunteers, contractors, visitors, consultants and 
those working under self-employed arrangements. 

The Prevent strategy is driven by: 

• Ensuring all staff, including Governors, Directors and Senior Managers receive awareness 
training on Prevent 

• Wider staff awareness training for all staff 

• Providing training to ensure staff understand their safeguarding responsibilities and processes 
and policy to outline how to make a referral 

• Providing staff training and guidance on how to recognise potential signs that a colleague or 
learner may be becoming involved with extremist organisations 

• Creating a single point of contact for Prevent and Safeguarding related issues 

• Ensuring British Values are promoted and are embedded within our apprenticeship and skills 
programmes 

• Maintaining IT policies that are robust and can deal effectively with potential online risks from 
extremist organisations, through appropriate use of firewalls and monitoring usage 

Teaching and Learning 

We aim to provide a curriculum that promotes British Values, knowledge, skills and understanding, to 
build the resilience of learners by undermining extremist ideology and supporting the learner voice.  

This will be achieved through: 

• Embedding British Values, equality, diversity and inclusion, wellbeing and community 
cohesion throughout the curriculum. 

• Promoting wider skills development such as social and emotional aspects of learning. 
• A curriculum adapted to recognise local needs, challenge extremist narratives and promote 

universal rights. 
• Encouraging active citizenship and learner voice. 
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Prevent Lead  

The Head of Quality is the Prevent Lead and Designated Safeguarding Lead, with responsibility for 
ensuring that our Prevent Strategy is implemented and that any concerns are shared with the relevant 
organisations, in order to minimise the risk of our learners becoming involved with terrorism. 

British Values 

TTP actively promotes the fundamental British values of: 

• Democracy - an understanding of how citizens can influence decision- making through the 
democratic process 

• The rule of law - an appreciation that living under the rule of law protects individual citizens 
and is essential for wellbeing and safety 

• Individual liberty - an understanding that the freedom to choose and hold other faiths and 
beliefs is protected in law 

• Mutual respect and tolerance - an acceptance that other people having different faiths or 
beliefs (or having none) should be accepted and tolerated, and should not be the cause of 
prejudicial or discriminatory behaviour 

Actively promoting these values means challenging opinions or behaviours that are contrary to 
fundamental British values. Staff and associates should not promote or tolerate views or theories as 
fact which are contrary to established scientific or historical evidence and explanation. The aim is to 
improve safeguarding and standards of spiritual, moral, social, and cultural development, and to 
strengthen barriers to extremism. 

The British Values and Prevent duty to relate to the Equality Act 2010 as we seek to: 

• Eliminate unlawful discrimination, harassment, or victimisation 

• Advance equality of opportunity between people who share a protected characteristic, and 
those who do not 

• Foster good relations between people who share a protected characteristic, and those who 
do not 

Links with external agencies 

We will work with appropriate external agencies to address safeguarding and Prevent concerns. These 
can include Local Safeguarding Children Boards, the Local Authority Designated Officer, the Multi 
Agency Safeguarding Hub, Regional Prevent Coordinators, and other professions to ensure a 
comprehensive safeguarding network is in place. Advice will be taken from professionals within these 
organisations as appropriate. 

We will work proactively with the regional Prevent coordinator and where appropriate, the local 
steering group and Channel panel. 

Staff Employment 

In the event of a TTP employee having suspicions regarding the contact of another employee, or an 
individual engaged on business for TTP, with a young person or vulnerable adult, they should report 
this in the first instance to the Designated Safeguarding Officer. This is to minimise any potential risk 
with immediate effect and allow an investigation into the allegations to take place. 
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All staff working at TTP have undergone basic safeguarding training and will be available for a learner 
to discuss issues relating to safeguarding. For more serious issues the nominated DSO will take the 
lead. 

In addition, we will: 

• Provide safeguarding (including Prevent) training to all staff and volunteers with 
mandatory annual training  

• Ensure all members of staff understand the factors that make people vulnerable to being 
drawn into terrorism and are confident to challenge extremist ideas which are used by 
terrorist groups and can purport to legitimise terrorist activity 

• Follow the written Safer Recruitment Policy when appointing staff and have at least one 
person on the appointment panel who has undertaken safer recruitment training 

• Where a DBS check is delayed all other checks will be completed and a risk assessment 
and appropriate supervision will be put in place 

 All staff will be required to sign to say they have read and understood the policy. 

Keeping Records 

TTP acknowledges recording safeguarding concerns is vital to effective safeguarding. All records will: 

• Be factual, evidenced, concise, complete, accurate and objective 
• Include full names, dates, role/relationship to student  
• Be securely stored (physically or electronically) 

The Safeguarding Issues and Concerns Log will hold:  

• Record of all discussions and meetings  
• Copy of any other documents 
• Date and time of when the incident(s) occurred 
• Details of our concerns, what gave rise to the concern, and any subsequent discussions  
• All actions taken to date 
• The extent and nature of any involvement by other professionals, and their full details 

Access to safeguarding issues and concerns logs and investigation documentation and records is only 
accessible by the Director of Quality and HR and Designated Safeguarding Officer’s.  

Information Sharing 

TTP is committed to sharing information for the purposes of safeguarding and promoting the welfare 
of young people and vulnerable adults in line with the Working Together (2013) and with respect for 
the Data Protection Act (2018). Any decision to break confidentiality should always be preceded by 
informing the learner of what is about to happen and the reason for the decision. 

There will be no breach of confidence if the person to whom a duty of confidence is owed consents to 
the disclosure. The DSO will seek consent from the staff member or learner if considering sharing 
information with other agencies. It is therefore essential that members of staff understand what is 
meant by the above and for that reason do not promise absolute confidentiality to the learner. 
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If the report completed is in a relation to a Prevent concern, the DSO would contact the relevant local 
FE/HE Prevent Coordinator for the geographical location of the learner: 

 

Role/Region 
 

Contact name 

Head of the FE and HE regional 
delivery networks (Prevent and 
Counter-Extremism) 

Chris Rowell 

Regional Prevent Coordinator –  
Northeast and Yorkshire 

Chris Sybenga 

Regional Prevent Coordinator –  
Northwest 

Nigel Lund 

Regional Prevent Coordinator –  
West Midlands 

Hifsa Haroon Iqbal 

Regional Prevent Coordinator –  
East Midlands  

Sam Slack  

Regional Prevent Coordinator –  
Eastern England 

Dave Layton-Scott 

Regional Prevent Coordinator –  
Southwest 

Cheri Fayers 

Regional Prevent Coordinator – 
Southeast 

Alamgir Sheriyar 

Regional Prevent Coordinator – 
London  

Jennie Fisher 

 

Where we are unsure of the severity of the Prevent case, we would seek advice from our own Prevent 
Coordinator, Chris Sybenga - chris.sybenga@education.gov.uk.  

Full contact details: Regional further education (FE) and higher education (HE) Prevent co-ordinators 
- GOV.UK (www.gov.uk) 

Visiting Professionals  

Any visitor who has contact with the learners must be appropriately risk assessed in agreement with 
the Director of Quality and HR or Designated Safeguarding Officer. The visitor should report to 
reception on arrival and departure and sign in and out and identify themselves with photographic ID. 
Staff should ensure the visitor is not left alone with the learners unless appropriate, if someone is not 
identifiable, staff should respectfully ask them for identification and for the purpose of their visit, and 
if the response is unsatisfactory, they should report immediately to a manager. The visitor should be 
informed of procedures in the event of a fire, and other relevant health and safety information. 

Staying Safe Online 

TTP are aware how working online could present opportunity for learners to be exploited sexually 
and/or suffer harassment. Ongoing training (to support that already undertaken as part of 
staff/learner induction) will ensure we continue to raise knowledge and understanding about staying 
safe online. 

• TTP are committed to online safety and work to ensure all stakeholders are kept safe online 
• IT systems are monitored closely to ensure anything deemed malicious is interjected quickly 
• Only approved platforms are used (Microsoft is TTP’s preferred platform). Meetings will be 

conducted via Teams, for example.  
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• TTP has an online protocol for users to ensure all are kept safe and expectations are managed. 
This will be discussed with learners at each session.  

• TTP have a learner protocol safety – this includes information around information sharing (inc. 
personal information), bullying, password protection, content shared, time management, 
information location (inc. referencing and plagiarism and best practice in locating reliable 
information) and not meeting people from the internet in real life.  

• TTP encourages the use of video within meetings as this provides the opportunity to check 
the learners’ wellbeing and ensure there are no safeguarding concerns 

•  TTP will follow the advice of the Health and Safety Executive (HSE) by ensuring guidelines are 
followed and implement timely breaks within session 

Last Review Date: February 2022 
 
Next Review Date: February 2023 
 
Catherine Goodwin 
Director of HR, Quality and Client Services 
 
Signed:  
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Issue/Concern Identified 

DSO immediately informed 
via telephone or designated 

safeguarding email -
safeguarding@total-tp.com

DSO undertakes thorough  
investigation 

DSO updates 
Issues/Complaints Log

All communications and 
documentation related to 
the investigation stored 

electronically and password 
protected

Where appropriate, seek 
advice from relevant 
external agencies or 

formally report depending 
on severity

DSO to follow advice from 
relevant external body

All logs and documentation 
updated and maintained 

with follow up actions and 
outcomes

Where necessary, risk 
assessment undertaken and 

shared with relevant 
individuals

Ongoing monitoring or 
closure of issue/concern 

report
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