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HOST Safeguarding Policy

Principles

The following Principles are key for all staff:

● The interests of the child and vulnerable adults are paramount.
● In cases of suspected child abuse all staff have a responsibility to take action in the

ways set out in this procedure.
● Immediate action, to refer or consult, is required where there is suspicion of abuse.
● Investigation is the responsibility of the relevant Children’s Social Care Department

and/or the Police. These agencies have to balance the necessity for action to protect
the child with the potential adverse effects of an investigation on the family and/or
others.

● Record keeping is essential at each stage and all documents should be kept to the
standards outlined in the agency’s recording procedures.

● This procedure also covers disclosures made in electronic communications (e-mail,
social media or text messaging).

Procedure

Responding to a Disclosure

If someone tells you that they, or someone they know, is being abused:

● Believe what the person is saying and take it seriously.
● Reassure the person who has made the disclosure to you that they have done the

right thing.
● Give the person time to talk and do not probe or ask leading questions. Investigation

is not your responsibility.
● Do not promise to keep secrets. All allegations of harm or potential harm must be

acted upon.
● Explain to the person that you will share this information with a senior member of

staff who will ensure the appropriate procedures will be followed.
● E-mails, social media posts, or text messages received detailing details of suspected

abuse should be immediately responded to within 24 hours by contacting the person
by phone or face-to-face to obtain further information.

● Record the event in accordance with member agency procedure.
● The timing of referrals must reflect the perceived risk, and should normally be within

one working day of recognition. If, for any reason, you cannot contact the Designated
Safeguarding Officer in your agency you should go ahead and contact Children’s
Social Care, if necessary.

● When a referral is made to Children’s Social Care you must agree with them what the
young person and parents will be told, by whom and when. Do not just leave
messages. Always speak to someone. You must confirm verbal and telephone
referrals in writing, within 48 hours (sometimes you will be asked to use a



multi-agency referral form (MARF). Children’s Social Care should acknowledge your
written referral within one working day of receiving it. Should you not have had a
response within 3 working days, contact them again.

● Under no circumstances should you speak to or confront the abuser. Do not share
suspicions or information with any other person other than your line manager,
Children’s Social Care and the Police. Information given to Children’s Social Care or
the Police will be taken seriously, handled sensitively and shared only on a ‘need to
know’ basis, wholly to protect the child. However, in order to ensure that children
are safeguarded on the basis of proper evidence, the source of the referral cannot be
kept anonymous.

● If you suspect that the child or vulnerable adult is at risk of radicalisation, then
immediately contact the local Police ‘Prevent’ Officer.

Acting on Concerns Regarding an Adult’s Behaviour

If you have any concerns about an adult’s behaviour towards children or young people
(not an employee or volunteer working for the company):

● Do not ignore it – the service will take any concerns very seriously.
● You must discuss your concerns with the Designated Safeguarding Officer in your

company, who will support you in liaising with the statutory agencies should any
child protection matter arise.

● Do not confront the adult but seek the advice of the Designated Safeguarding Officer
(DSO). If they are not available seek advice from your line manager or from Children’s
Social Care. The Designated Safeguarding Officer for Hands on Skills Training is Alex
Galway who is available on 020 8596 5075.

Acting on a Disclosure from an Adult that they are involved in the abuse of a child or
young person

If someone not employed by the agency discloses that they are involved in the abuse of a
child or young person, YOU MUST TAKE ACTION:

● Believe what they are saying and take the allegation seriously.
● Record details of what you have been told as soon as possible on the appropriate

form.
● Report it to the Designated Safeguarding Officer, who will ensure the appropriate

actions are taken, also explaining the limits of confidentiality.
● If for any reason you cannot immediately contact the Designated Safeguarding

Officer, then you must directly contact either Children’s Social Care or the Police.
Your actions must be communicated to the Designated Safeguarding Officer as soon
as possible.



Acting on Allegations against any Employee or Volunteer Working for your Agency

● If you believe there to be a Child Protection issue directly relating to an employee or
volunteer working for your agency the Designated Safeguarding Officer for child
protection must be informed. All such allegations or concerns should be referred to
and discussed with the person with specialist responsibility for child protection and
safeguarding. They will refer to the Children’s Social Care Duty Team. In most cases, a
child protection strategy meeting will be called to discuss how to proceed with
regard to police investigation, child protection enquiries and/or disciplinary
investigation.

● All allegations, even those that appear less serious, need to be followed up and
examined objectively by someone independent of the organisation concerned. All
allegations will be considered by the Designated Safeguarding Officer.

Staff Conduct

The following guidelines apply to all employees and volunteers, whether acting in a paid or
unpaid capacity:

● Always avoid unnecessary physical contact.
● Wherever possible avoid taking a child alone in a car, however short the journey.
● Do not take a child to the toilet unless another adult is present or only if another

adult is aware.
● If you find you are in a situation where you are alone with a child make sure that

others can clearly observe you.
● Maintain appropriate relationships with a child or vulnerable adult.
● Do not divulge personal contact details such as email address or telephone number.
● Do not make suggestive or inappropriate remarks to or about a child, even in fun, as

this could be misinterpreted.
● If a child or vulnerable adult makes any kind of accusation regarding a member of

staff, you should report this immediately to the Designated Safeguarding Officer.
● Participate in any training which is available to you to support you in your work with

children
● Remember that those who abuse children and vulnerable adults can be of any age

(including other children and vulnerable adults), gender, ethnic background or class,
and it is important not to allow personal preconceptions about people to prevent
appropriate action taking place.

● Good practice includes valuing and respecting children and vulnerable adults as
individuals, and the adult modelling of appropriate conduct - which would exclude
bullying, aggressive behaviour, racism, sectarianism or sexism.

● Except in the case of an emergency, no employee should be alone with an individual
attendee.



Unaccompanied Children in Public Settings

There will be situations when young children visit public settings unaccompanied by their
parent or carer. Whilst not wishing to discourage children from visiting places such as
libraries, information centres and play or educational facilities, staff need to take reasonable
steps to ensure the safety of the child and to inform parents / carers of their responsibilities.

The way in which staff deal with unaccompanied children must be based on awareness of
the responsibility of the parent or the loco parentis carer (i.e., the one taking the
responsibility of parent), and the duty of care the service to all children on the premises. In
no instance would staff be expected to take on parental responsibilities for children in these
settings.

A suitable notice should be clearly displayed and staff should point to this poster when
appropriate but especially if parents / carers are about to leave their children on the
premises. For example:

NOTICE INFORMATION FOR PARENTS AND CARERS

Welcome. We hope you enjoy your visit. Please remember, this is a community space, open
to all. Keep your child safe: please don't leave them unaccompanied. Children under 10 must
never be left unaccompanied. Parents and Carers remain responsible for their children at all
times.

A good practice response on discovering an unaccompanied child on the premises is to:

Try to avoid being left alone with a child. Try to ensure colleagues are present when you are
dealing with unaccompanied children.

Try to establish whether the child is allowed by the parent / carer to come and go alone. If
you are satisfied that the child is allowed to come and go alone, then allow the child to
leave. If you gather this information only from the child then you will need to use your
judgement to ascertain whether the child is competent to leave alone.

Relevant factors may be:

● Whether the child exhibits signs of nervousness
● Whether the child appears to clearly understand your questions
● Whether the child seems physically capable
● Whether the child appears to know clearly and readily where he or she lives
● How far the journey is
● Whether you know of any particular hazards on the journey
● The child’s age and vulnerability



If you are in doubt, encourage the child to remain on the premises until you have been able
to contact a parent or carer. Children under 10 years of age should not normally be allowed
to leave alone unless you know that in the particular case the parent / carer allows it.

Ask the child if s/he is expecting to be collected by an adult. Even if the child is expecting to
be collected soon, do not wait until closing time before taking the next step.

Try to contact the parent or carer. Ask the child for an address or telephone number.

Training

All staff involved with children or vulnerable adults must ensure that they attend child
protection training.

There are a variety of online resources and courses that are regularly updated with the most
recent government policies and agendas.

As these resources change so regularly, a representative from HR will ensure that all new
staff are adequately trained, and that CPD for existing staff is updated regularly.

In general, all members of staff must have refresher training at least every 3 years, or as
legislation changes.

Staff with responsibility for child protection training within individual agencies will monitor
attendance at relevant training to ensure all relevant staff are aware of the procedures and
have received relevant training.

Safer Workforce

Recruitment and Selection

Advertisement of posts and application packs should make explicit reference to the
commitment of the organisation to Safeguarding, including:

● Intention to seek enhanced DBS disclosures;

● Clear statements in the Job Description and Person Specification that explicitly
reference the individual’s safeguarding responsibilities;

● Providing information about Safeguarding Policy and Practices to
applicants. The selection process should:

o seek an enhanced DBS disclosure, if appropriate;
o a minimum of two people should check for any gaps in employment history

and explore these gaps during interview;
o ensure at least one reference is from a previous employer and specifically

asks if there have been any concerns or allegations about the applicants



behaviour towards children; any disciplinary action; and confirmation of
the applicant’s responsibilities.

o Compare this information with that provided by the applicant. Any
inconsistencies or concerns regarding the information provided in a
personal reference must be followed up directly with the referee;

o ensure that any concerns arising from the applicant’s medical reference are
followed up directly with the applicant and with the employing agency’s
medical adviser.

o seek to explore the applicant’s attitudes towards children and young
people, their motivation for pursuing the role, and managing boundaries,
at interview.

o Always ensure that any other uncertainty or inconsistency about the
information provided about the applicant is followed up and resolved.

If you need support with the process, seek advice on recruitment and selection from
your HR advisors.

Allegations

Concerns for the safety and well-being of children could arise in a number of different ways
and in a range of settings. It is essential to act quickly and effectively if an allegation is made,
or if there is suspicion or concern about a professional or volunteer’s relationship with a
child, young person or group of children/young people, particularly if they have:

● Behaved in a way that has harmed, or may have harmed, a child;
● Possibly committed a criminal offence against or related to, a child; or
● Behaved towards a child or children in a way that indicates she/he is unsuitable to

work with children.

If an allegation is made, or a concern arises, about a member of staff or volunteer, ensure
that the Nominated Officer in your agency is informed immediately.

The Local Authority Designated Safeguarding Officer (LADO) is available to provide advice or
support in any allegations process, including advising whether or not immediate suspension
of the person concerned should be initiated. Senior Managers must ensure that HR Advisors
are made aware of concerns and advice is sought at the earliest opportunity.

If there is any concern about the immediate welfare of a child/young person or if the
information suggests that a criminal offence may have been committed the Police and Social
Care Duty/Out of Hours Services should be informed immediately.

Records should be strictly limited to relevant staff and external professionals on a need to
know basis.

The member of staff or volunteer should be treated fairly and honestly, helped to
understand the concerns expressed, the process being followed and any outcomes of the



process. Senior managers should seek advice from the LADO and Social Care/Police before
informing the person who is subject to an allegation.

The Prevent Duty

Prevent is 1 of the 4 elements of CONTEST, the Government’s counter -terrorism strategy
(Sections 21, 24 of the Counter Terrorism and Security Act 2015 (the Act))

The Government’s counter terrorism strategy was published in 2011 with three objectives:

1. Respond to the ideological challenge of terrorism and the threat we face from those who
promote it;

2. Prevent people from being drawn into terrorism and ensure they are given appropriate
advice and support; and

3. Work with sectors and institutions where there are risks of radicalisation that we need to
address.

The Prevent strategy defines extremism 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”. Extremism is also “calling for the death of members
of UK armed forces”.

Prevent also deals with all forms of terrorism and non-violent extremism, since this can
create an atmosphere conducive to terrorism and popularise views which terrorism exploit.

Section 21 of the Counter Terrorism and Security Act 2015 (the Act) places a duty on certain
bodies to have “due regard to the need to prevent people from being drawn into terrorism”.
This includes organisations such as Hands on Skills Training, providers on the Skills Funding
Agency’s Register of Training Organisation (ROTO), NHS providers, Community Rehabilitation
Company (CRC)/National Probation Service (NPS) providers and publicly funded schools, all
of which will have the `duty’ applied to them. These providers must also make sure they are
part of the LA’s safeguarding arrangements. These organisations must be aware of how to
contribute to Prevent related activity in their areas, where appropriate.

Hands on Skills Training acknowledges and supports the Government’s range of measures to
challenge extremism in the UK, including:

• where necessary, preventing apologists for terrorism and extremism from travelling
to this country

• giving guidance to local authorities, public bodies and other organisations and
institutions (working on their behalf) to understand the threat from extremism and
the statutory powers available to them to challenge extremist speakers

• supporting community based campaigns and activity which can effectively rebut
terrorist and extremist propaganda and offer alternative views to our most
vulnerable target audiences - in this context they work with a range of civil society
organisations



• supporting people who are at risk of being drawn into terrorist activity through the
Channel process, which involves several agencies working together to give individuals
access to services such as health and education, specialist mentoring and
diversionary activities.

Hands on Skills Training sees protection from radicalisation and extremist narratives as a
safeguarding issue. Exposure of Apprentices to extremist ideology can hinder their social
development and educational attainment alongside posing a very real risk that they could
support or partake in an act of violence. Radicalisation of young people can be compared to
grooming for sexual exploitation.

“Safeguarding vulnerable people from radicalisation is no different from safeguarding them
from other forms of harm.” Home Office – The Prevent Strategy

Responsibilities

All staff including sub-contracted and agency staff, and volunteers within Hands on Skills
Training understand their Prevent-related responsibilities, especially in the context of
Safeguarding. This will ensure the welfare of learners, staff, volunteers and visitors.

Hands on Skills Training will ensure that all staff and volunteers will:

• Undertake appropriate Prevent duty training identified by leaders and managers.
• Understand the risk of radicalization.
• Implement the Duty effectively.
• Know how to refer an individual who is vulnerable within your organization.

Hands on Skills Training Leaders' and managers' responsibilities as part of the Prevent duty
include:

• Implementing the Prevent duty strategy.
• Ensuring Prevent Duty Risk Assessments are implemented.
• Reviewing the implementation of the Prevent duty.
• Ensure all staff and volunteers undertake appropriate Prevent duty training including

the Prevent duty as part of the Safeguarding duty.
• Operating an effective Prevent reporting system which will normally be part of the

Safeguarding process.
• Ensuring there is an officer to report concerns to. Usually the Safeguarding officer

should lead in this area. There should be coordination across curriculum areas and
sites.

• Ensuring that there are robust procedures, both internally and externally, for sharing
information about vulnerable individuals. This should include information sharing
agreements. These must comply with data protection policy and legislation.



Channel

Channel is an early intervention multi-agency process designed to safeguard vulnerable
people from being drawn into violent extremist or terrorist behaviour. Channel works in a
similar way to existing safeguarding partnerships aimed at protecting vulnerable people.

Each Channel Panel is chaired by a local authority and brings together a range of
multi-agency partners to collectively assess the risk and can decide whether a support
package is needed. The group may include statutory and non-statutory partners, as well as
lead safeguarding professionals. If the group feels the person would be suitable for Channel,
it will look to develop a package of support that is bespoke to the person. The partnership
approach ensures those with specific knowledge and expertise around the vulnerabilities of
those at risk are able to work together to provide the best support.

Hands on Skills Training staff can make a referral to the Channel Panel. Referrals come from a
wide range of partners including education, health, youth offending teams, Police and social
services. Referrals are first screened for suitability through a preliminary assessment by the
Channel Coordinator and the local authority. If suitable, the case is then discussed at a
Channel panel of relevant partners to decide if support is necessary.

If at any stage you are concerned that a child or young person is at imminent risk of harm
you should also contact the Child Protection Duty Line for Havering on 01708 433 222 (9am
to 5pm) or 01708 433 999 out of hours. In an extreme emergency call the police on 999.

If you suspect someone is actually engaged in terrorist activity, you should also contact the
police or the anti-terrorist hotline immediately on 0800 789 321.

E-Safety & Cyber-Bullying

Children and young people can be vulnerable to exploitation or abuse through the medium
of Information Technology. It is important that staff and volunteers are alert to potential
risks children or young people may be exposed to, and that steps have been taken to
mitigate the risk of this occurring, with specific reference to:

Content – e.g. exposure to age inappropriate material, inaccurate or misleading information,
socially unacceptable material (e.g. inciting violence, hate, radicalisation or intolerance) and
illegal material (including images of child abuse);

Contact – e.g. grooming using communication technologies leading to inappropriate
behaviour or abuse;

Commerce – e.g. exposure to inappropriate advertising, online gambling, identity theft and
financial scams;



Culture – e.g. bullying via websites, mobile phones or other communication technologies, or
inappropriate downloading of copyright materials (i.e. music, films, images); exposure to
inappropriate advertising, online gambling and financial scams;

Addressing these issues through training for staff and volunteers, and awareness raising with
service users, or members of the community, will be undertaken by the service. If there is
any indication that a child or young person is experiencing difficulties in this area (for
instance if they are reported to be spending long periods of time using a PC on their own or
if they appear unnecessarily defensive, secretive or anxious about their PC use), then this
must be taken seriously.

Settings offering ICT access to members of the public or children and young people should
consider placing restrictions on ICT access, developing an ‘acceptable use policy’, and
having an agreement about the conditions in which children will be able to access ICT
equipment unsupervised.

Monitoring Arrangements

The Designated Safeguarding Officer will check that all agency procedures, including the use
and storage of documentation, comply with the Child Protection Procedures. Where
inconsistencies or shortcomings are identified, remedial action will be taken.


