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INTRODUCTION 

The Safeguarding Policy reflects the importance of our responsibility to safeguard and promote the welfare 

of all our Apprentices, Learners, Candidates, Visitors & Staff by protecting them from physical, sexual or 

emotional abuse, neglect and bullying. We are committed to providing a caring, friendly and safe 

environment for all so that they can learn in a relaxed and secure atmosphere. We believe all people should 

be able to participate in all learning and social activities in an enjoyable and safe environment and be 

protected from harm. 

This Policy has been developed in accordance and under the guidance of the: 

• Children Acts 1989 and 2004 

• Education Act (2002) 

• Working Together to Safeguard Children (March2015) 

• Framework for the Assessment of Children in Need and their Families (2000) 

• What to do if You are Worried a Child is being Abused (March2015) 

• Keeping Children Safe in Education: Statutory guidance for schools and college (September 

2025) 

• Counterterrorism and Security Act (2015) 

Shape Academy will keep its policy and procedures on children and vulnerable adult protection under 

review to take account of any new Government legislation, regulations or best practice documents to 

ensure that staff are kept fully up to date with their responsibilities and duties with regard to the safety and 

well-being of vulnerable adults. 

The main aims of this policy are to ensure that staff are fully engaged in being vigilant about raising 

awareness; that they overcome professional disbelief that such issues will not happen at and ensure that 

we work alongside other professional bodies and agencies to ensure that our Apprentices, Learners, 

Candidates, Visitors and Staff are safe from harm. 

 

SAFEGUARDING STRATEGY 

Shape Academy is committed to safeguarding and promoting the welfare of all learners including young 

people and vulnerable adults. 

Shape Academy will: 

 Take a preventive approach to protecting young people and vulnerable adults from potential harm, 

damage, radicalisation or being drawn into terrorism (violent and non- violent extremism) 

 Take all appropriate actions to address concerns about the welfare of young people and vulnerable 

adults. 

 Work to agree local policies and procedures in full partnership with other local agencies. 

 Plan, implement, monitor and review policies and procedures to ensure that the maximum is done 

to provide a safe environment for young people and vulnerable adults at Shape Academy. 

 Take all reasonable measures to ensure that risks of harm to young people and vulnerable adult’s 

welfare is minimised by appropriate: 

o Risk assessment and management 
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o Health and Safety procedures 

o Staff selection, recruitment, induction supervision and training 

o Creation and promotion of an open work culture “Whistleblowing" 

o Listening to learners/apprentices and valuing their feedback 

o Reacting to and reporting abuse 

o Development of staff confidence 

o Development of a culture of vigilance 

 

POLICY STATEMENT 

Shape Academy holds as one of its highest priorities the health, safety and welfare of all young people and 

vulnerable adults involved on courses or activities which come under the responsibility of the organisation. 

Shape Academy and all its staff have a collective and individual duty of care to ensure that its staff fulfil 

their responsibilities to prevent the abuse of young people and vulnerable adults and to report any abuse 

discovered or suspected. 

This Safeguarding of Children and Vulnerable Adult Policy and Procedure will be made available to all 

parent/carers who will be advised that cases may be referred to the investigative agencies in the interests 

of the young person or vulnerable adult. 

Shape Academy will advise young people and vulnerable adults about the standards of behavior and 

conduct they can expect from staff and volunteers and of what to do if they experience or suspect abuse. 

Shape Academy will work with appropriate local and national agencies, to ensure that young people and 

vulnerable adults are safeguarded through the effective operation of Shape Academy Safeguarding children 

and vulnerable adult procedures. 

Shape Academy adopts in totality the Department for Children, Schools and Families (DCSF) 

commissioned document “Guidance for Safer Working Practice for Adults who work with Children and 

Young People in Education Settings” as good practice guidance. 

A consultative approach will be adopted with external agencies to ensure good practice and the best 

outcomes for our learners/apprentices. 

Shape Academy recognises that any young person or vulnerable adult can be subject to abuse or 

radicalisation and all allegations of abuse or concerns about radicalisation will be taken seriously and 

treated in accordance with Shape Academy ‘procedures. 

Shape Academy recognises that it is the responsibility of all staff to act upon any concern, no matter how 

small or trivial it may seem. 

 

Shape Academy recognises its responsibility to implement, maintain and regularly review the procedures 

that are designed to prevent of notify suspected abuse. 

Shape Academy is committed to supporting, resourcing and training those who work with or who come in 

contact with children, young people and vulnerable adults and to providing appropriate supervision. 
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Shape Academy requires its entire staff to follow the Code of Behaviour on Vulnerable Adult Protection, 

which is appended to this policy document, and will draw the attention of staff to this code of conduct and 

procedures in induction and relevant training. 

All staff will undertake training to equip them to carry out their responsibilities for Safeguarding Children, 

young people and vulnerable adults effectively including the PREVENT strategy. They will be kept up to 

date by refresher training at a maximum of three- year interval. The designated senior officer and 

designated senior leads will undertake refresher training annually to keep their knowledge and skills up to 

date. 

Shape Academy has one designated senior officer (DSO), and two designated senior leads (DSL’s) who 

are responsible for coordinating action within Shape Academy and liaising with other agencies 

All referred cases will be reported to the DSO for information and/or advice and recorded on the secure 

safeguarding database for monitoring purposes. 

Shape Academy operates safe recruitment procedures and ensures that all appropriate checks are carried 

out on new staff and volunteers who will work or come into contact with children including enhanced 

Disclosure and Barring Service (DBS) checks, Protection of Vulnerable Adults (POVA), Proceeds of 

Criminal Act (POCA) and list 99. 

Any deficiencies or weaknesses with regard to safeguarding of children, young people and vulnerable adult 

arrangements will be brought to the attention of the Managing Director and remedied without delay. 

 

WHAT IS SAFEGUARDING 

Safeguarding regulations have been around for a while, across a wide range of legislation, but were 

brought together by the Safeguarding Vulnerable Groups Act 2006. 

This legislation provides definitions of children and vulnerable adults, and sets out the legislative 

framework of measures to protect them from harm. 

 Promotion of your health and development 

 Ensuring your safety and care 

 Ensuring you are offered the best life chances 

 Protection from abuse and neglect 

 Prevention of bullying and harassment 

The term 'safeguarding' embraces both child and vulnerable adult protection and preventative approaches 

to keep our students, staff and employers safe. Safeguarding encompasses   students’ health and safety, 

welfare and well-being. 

Shape Academy is committed to safeguarding and promoting the welfare of children, young people and 

vulnerable adults and expects all staff and employers to share this commitment. 

We have developed a Safeguarding Policy and Procedure that aims to meet this commitment. 

 

DEFINITION OF ABUSE 

Children and Young People 
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Physical Abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, 

suffocating, female genital mutilation or otherwise causing physical harm to a child. Physical harm may also 

be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child. 

 

Emotional Abuse is the persistent emotional maltreatment of a child such as to cause severe and 

persistent adverse effects on the child’s emotional development. It may involve conveying to children that 

they are worthless or unloved, inadequate, or valued only so far as they meet the needs of another person. 

It may feature age or developmentally inappropriate expectations being imposed on children. These may 

include interactions that are beyond the child’s developmental capability, as well as overprotection and 

limitation of exploration and learning, or preventing the child participating in normal social interaction. It may 

involve seeing or hearing the ill treatment of another. It may involve serious bullying, causing children 

frequently to feel frightened or in danger, or the exploitation or corruption of children. Some level of 

emotional abuse is involved in all types of maltreatment of a child, though it may occur alone. 

 

Sexual Abuse involves forcing or enticing a child or young person to take part in sexual activities, including 

prostitution, whether or not the child is aware of what is happening. The activities may involve physical 

contact, including penetrative (e.g., rape, buggery or oral sex) or non-penetrative acts (fondling). They may 

include noncontact activities, such as involving children in looking at, or in production of, sexual on-line 

images, watching sexual activities, or encouraging children to behave in sexually inappropriate ways. 

 

Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result 

in the serious impairment of the child’s health or development. Neglect may occur during pregnancy as a 

result of maternal substance abuse. Once a child is born it may involve a parent failing to: 

• Provide adequate food, clothing and shelter (including exclusion from home or abandonment) 

• Protect a child from physical or emotional harm or danger 

• Ensure adequate supervision (including the use of inadequate caregivers) 

• Ensure access to appropriate medical care or treatment 

• It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs. 

 

Significant Harm Some children are in need because they are suffering or likely to suffer significant harm. 

The Children Act 1989 introduced the concept of significant harm as the threshold that justifies compulsory 

intervention in family life in the best interests of children. 

 

 

VULNERABLE ADULTS 

Physical Abuse This includes hitting, slapping, pushing, kicking, rough handling or unnecessary physical 

force either deliberate or unintentional, misuse of medication, restraint or inappropriate sanctions. 

Sexual Abuse This includes rape and sexual assault or sexual acts to which the vulnerable adult has not 

consented, or could not consent to, or was pressured into consenting. Sexual abuse can occur between 

people of the same sex, and it can also occur within a marriage or any long-term relationship. 
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A relationship of trust should exist between a member of staff or a volunteer and the person for whom they 

are caring; it would be seen as a betrayal of that trust, and therefore abusive, for that member of staff or 

volunteer to have a sexual relationship with the person they are caring for. 

 

Psychological Abuse This includes emotional abuse, threats of harm or abandonment, deprivation of 

contact, humiliation, blaming, controlling, intimidation, coercion, harassment, verbal abuse, isolation or 

withdrawal from services or supportive networks. 

 

Financial or Material Abuse This includes theft, fraud, exploitation, pressure in connection with wills, 

property, enduring power of attorney, or inheritance or financial transactions, or the inappropriate use, 

misuse or misappropriation of property, possessions or benefits. 

 

Neglect and Acts of Omission This includes ignoring or withholding medical or physical care needs, 

failure to provide access to appropriate health, social care or educational services, the withholding of the 

necessities of life, such as medication, adequate nutrition, clothing and heating. 

 

Discriminatory Abuse This includes racist, sexist, or other forms that are based on a person’s disability 

and other forms of harassment, or similar treatment. 

 

Self-Neglect this is not a direct form of abuse, but staff need to be aware of it in the general context of risk 

assessment/risk management and to be aware that they may owe a duty of care to a vulnerable individual 

who places him/herself at risk in this way. 

 

Cyberbullying involves the use of electronic communication devices to bully people. 

These 

include: mobile phones, tablets, iPods, laptops and PCs Social media platforms such as Facebook, 

Instagram, Twitter and WhatsApp are used by cyberbullies to put out their communications 

 

Who is most at risk? 

 Children using social media unsupervised 

 Vulnerable adults are particularly at risk if they are using social media, as they may be more 

emotionally and mentally susceptible to the abuse 

 

SAFEGUARDING YOUNG PEOPLE AND VULNERABLE ADULTS’ PROCEDURES AND GUIDELINES 
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The purpose of these guidelines is to ensure that the rights of a young person or vulnerable adult are 

protected through staff awareness of the issues and the following of the statutory and local guidelines in the 

reporting of concerns. 

 

Shape Academy will take steps to identify vulnerable young people and adults on admission to a course. 

Trainers will be informed, as part of the admissions procedures, if vulnerable young people or adults have 

been enrolled on their courses where these are not specifically designed for vulnerable apprentices. 

Additional supervision measures will be put in place for all students defined as vulnerable and such 

students will come under the provisions of this policy. 

 

ADVICE TO STAFF ON WHEN TO TAKE ACTION AND HOW 

Young people and vulnerable adults can be potentially abused within the family, community, organisations 

by employees (including those employed to promote their welfare and protection from abuse), visitors, 

volunteers and fellow apprentices. 

It is the responsibility of all staff working within Shape Academy to record and refer concerns regarding the 

safeguarding of young people and vulnerable adults even if they are just suspicions or overheard rumors, 

but not to discuss it with anyone other than one of the designated officers. 

If a young person or vulnerable adult comes to you with a report of apparent abuse or a concern over 

radicalisation or extremism, you should listen carefully to him/her, using the following guidelines. When 

listening staff must: 

 Allow them to speak without interruption 

 Never trivialise or exaggerate the issue 

 Never make suggestions 

 Never coach or lead them in anyway 

 Reassure them, let them know you are glad they have spoken up and that they are right to do so 

 Always ask enough questions to clarify your understanding, do not probe or interrogate –no 

matter how well you know the young person or vulnerable adult– spare them having to repeat 

themselves over and over 

 Be honest – let the young person or vulnerable adult know that you cannot keep this a secret; you 

will need to tell someone else 

 Try to remain calm – remember this is not an easy thing for them to do 

 Do not show your emotions – if you show anger, disgust or disbelief, they may stop talking. This 

may be because they feel they are upsetting you or they may feel your negative feelings are 

directed towards them 

 Let the young person or vulnerable adult know that you are taking the matter very seriously 

 Make the young person or vulnerable adult feel secure and safe without causing them any further 

anxiety 

Once you suspect any abuse or extremism / radicalisation you should immediately (within a maximum of 

two hours) contact a designated officer either in person or by telephone outlining what has been disclosed, 

what you have overheard or your suspicions. You should also contact them if you know or suspect that a 

member of staff or student has a previous history of abuse of children, young people or vulnerable adults. 
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If a designated officer cannot be contacted within two hours of the initial concern, the person making the 

report should refer the matter to a member of the senior management team or MD. 

With regard to young people, the designated officer must discuss the matter with the Local Authority 

Designated Officer (LADO), who will determine if it is a safeguarding matter. If it is a safeguarding matter, 

Social Services will take control of the situation, including such things as whether to inform parents/carers. 

 

With regard to vulnerable adults, if it is decided by the designated officer that further action should be taken, 

they may: 

 Seek further advice from the LADO 

 Make a referral to Social Services 

 Report the matter to the police if a crime is suspected 

 

Shape Academy designated officer will ask the referring member of staff to produce a full written record 

within 24 hours, which should: 

 Include the name and position of the person who reported the matter 

 Identify if the matter is a direct disclosure from a young person or vulnerable adult, a suspicion or 

an overheard conversation 

 Provide a factual account of what has been overheard or what has been disclosed, including any 

questions they needed to ask to clarify understanding 

 Contain as much detail as possible, including observations (including physical signs of apparent 

abuse). It must not include opinions or personal interpretation of the facts 

 Be signed, dated and given to the designated officer who will store it in a secure place. 

 

Detailed information about a case will be confined to the safeguarding team (detailed below), the Managing 

Director (MD), and (if not implicated), parents/carers. 

The reporting member of staff will be kept informed on the progress of the case on a ‘need to know’ basis 

only. 

In cases where a child, young person or vulnerable adult discloses suspected or actual Female Genital 

Mutilation (FGM), this will be reported directly to police. 

 

CONFIDENTIALITY 

Confidentiality and trust should be maintained as far as possible. The degree of confidentiality will be 

governed by the need to protect the young person or vulnerable adult who is always the primary concern. 

The young person or vulnerable adult must at the earliest opportunity in the disclosure be informed of the 

need to pass information on. 

All conversations regarding a vulnerable adult should be held in private.        In all cases the main 

restrictions on disclosure of information are: 

 Common Law duty of confidence 
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 Human Rights Act 1998 

 Data Protection Act 1998 and Data Protection (Amendment) Act 2003 

 

Each of these has to be considered separately. Other statutory provisions may also be relevant, but in 

general, legislation does not prevent sharing of information if: 

 Those likely to be affected consent; or 

 The public interest in safeguarding the child’s welfare overrides the need to keep the information 

confidential; or 

 Disclosure is required under court order or other legal obligation. 

 

Whatever happens, you should always be open and honest with the young person or vulnerable adult if you 

intend to take the case further. 

 

The member of staff reporting a disclosure, suspicion of abuse/ neglect or overheard rumors of 

abuse/neglect must not discuss the case with anyone other than a designated officer. 

 

ALLEGATIONS AGAINST A MEMBER OF STAFF 

The primary concern of Shape Academy is to ensure the safety of the young person or vulnerable adult. It 

is essential in all cases of suspected abuse by a member staff that action is taken quickly and 

professionally. 

 

Whatever the validity, Shape Academy designated officers will work in conjunction with the LADO in order 

to ensure that even apparently less serious allegations are seen to be followed up and examined 

objectively by someone independent of Shape Academy. 

Where the designated officer considers that a concern or allegation indicates that a member of staff has 

behaved in a way that has harmed or may have harmed a young person or vulnerable adult, or possibly 

committed a criminal offence against or related to a child, young person or vulnerable adult; or behaved 

towards a young person or vulnerable adult in a way that indicates she/he is unsuitable to work with them 

then a discussion will always take place with the LADO. 

The term ‘member of staff’ applies to all contracted personnel within Shape Academy, volunteers and 

people employed by other agencies that are providing services for Shape Academy. 

In the event that any member of staff suspects any other member of staff of abusing a learner, it is their 

responsibility to bring these concerns to the MD and a designated officer, except where the suspect is 

either of the afore mentioned. 

If the allegation concerns the MD, the matter should be discussed with one of the designated officers, who 

will call an emergency meeting of the safeguarding team. Normal procedures for Child and Vulnerable Adult 

Protection will be followed. 

If the allegation concerns all of the designated officers, the matter should be discussed with the MD, who 

will follow the normal procedure for Child and Vulnerable Adult Protection as outlined previously. 
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If it is determined that there is no cause to suspect significant harm, but a criminal offence might have been 

committed, they will immediately inform the police, and a similar discussion will take place with the 

designated officer being asked to represent Shape Academy. 

 

MANAGING ALLEGATIONS AGAINST OTHER APPRENTICES/LEARNERS 

When an allegation made by one apprentice/learner against another raises safeguarding concerns, 

standard safeguarding processes will be followed by the DSO and any other staff involved. 

The DSO will need to involve the LADO, as social services may already be aware of safeguarding concerns 

relating to the individuals concerned. 

If a potential criminal offence has taken place, the police should be informed at the earliest opportunity. If 

appropriate, parents/carers will be informed. It may be appropriate to suspend the student who is being 

complained about for a period of time whilst the investigation is conducted. 

If the complaint is not accepted by the police or social services, the DSO will still conduct a thorough 

investigation into the complaint. If it is decided that a safeguarding risk is present, a risk assessment will be 

prepared along with a robust monitoring plan. This plan will be monitored, and dates set for reviews with 

everyone concerned. 

 

 

TYPE OF INVESTIGATIONS 

Criminal Investigations - If a crime is suspected, an investigation will not be carried out by Shape Academy, 

other than to establish the facts. All the information obtained will be handed     over to the police who will 

carry out any investigation necessary, with the support of Build Skill Plus. 

Disciplinary Investigations - If a decision is made to pursue an allegation of abuse against a member of 

staff, this will be dealt with under Shape Academy disciplinary policy, in addition to other safeguarding 

processes. 

 

Shape Academy may be unable to carry out any disciplinary proceedings until the police investigation is 

complete, but depending on the seriousness of the allegation, the member of staff may be suspended from 

work with pay until the investigation is completed. 

 

Shape Academy RESPONSIBILITIES TO STAFF FOLLOWING AN ALLEGATION 

 

Staff who are accused of a breach of the code may be subject to disciplinary procedure. 

Where an allegation from a Young Person or Vulnerable Adult occurs, an investigation will be carried out in 

accordance with the procedures set out above. The investigating officer will be required to liaise with the 

designated officer to clarify whether there are any relevant records or relevant information in relation to the 

individual. 

Shape Academy should inform the accused member of staff as soon as possible after initial consultation 

has taken place. However, this should not be before a discussion with the LADO or police, if needed, has 

taken place and agreement has been reached as to what information can be disclosed to the members of 

staff. 
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The member of staff should be advised to: 

 Keep records of all conversations, meetings attended, letters received and telephone calls relating 

to the allegation. 

 

Whilst the case is ongoing, Shape Academy must arrange to provide appropriate support for the member of 

staff. 

Where it is subsequently found that an allegation has been made maliciously, Shape Academy may refer to 

the matter to be dealt with under HR disciplinary procedures. 

Shape Academy may also take the decision to pursue an allegation of abuse through the disciplinary 

procedure. Discussion should be held with the relevant local agencies involved to ensure that their 

investigation in not compromised by doing so. Employees should only be suspended following careful 

consideration. 

If the accused member of staff tenders their resignation or ceases to provide their services, the allegation 

must continue to be investigated in accordance with the procedures. Compromise agreements by which a 

person agrees to resign, or Shape Academy agrees not to pursue disciplinary action must not be used in 

these cases. 

Every effort must be made to maintain confidentiality and guard against publicity whilst the allegation is 

being investigated. 

 

WHISTLE BLOWING 

‘Whistle Blowing’ It is acknowledged that there may be times where the staff ’witness’ an incident, action or 

event that may give them cause for concern. If any member of staff witnesses a potential safeguarding 

issue, they must treat it as a matter of urgency and contact one of our Designated Safeguarding Team. Any 

concern must be documented and emailed to the Designated Safeguarding Lead within 2 hours of the 

disclosure. Unless the child is in immediate harm, the relevant authorities will be contacted immediately. 

 

KEEPING YOURSELF SAFE 

To maintain yours and the learner’s safety, the following are strictly prohibited: 

 Befriending learners on personal social media sites 

 Distributing personal telephone numbers 

 Visit learners at home or transporting learners to and from locations (this includes travelling in the 

car with a learner driving) 

 Do not use sarcasm, insults or belittling comments towards learners 

 Personal relationships with learners 

 It also important to be mindful of the following when conducting yourself 

 You will naturally build a rapport with learners through the apprenticeship contact, and the learners 

may see you as a confident and support, but be sure to maintain professional boundaries 

whenever carrying out work on Shape Academy behalf 

 Be respectful of all young and vulnerable people, and appreciate you are in a position of trust 
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 We have the opportunity to listen to their concerns and support them 

 Uphold confidentiality within certain remits when required by the situation, but be careful not to 

promise to keep secrets or ask others to do so 

 Avoid spending time alone with learners in a closed environment. If this is unavoidable for 

 example during a formal assessment/ examination ensure a member of the site staff is aware 

where you are and monitors this 

 Be careful when giving learner advice – as this is based on your opinion, focus support around 

information (facts) and guidance (signposting) 

 If at any point, you feel unsafe in a learner’s company inform the site manager, your line manager, 

the designated safeguarding officer and leave the premises 

 

RECORD KEEPING AND TIMEKEEPING 

 

Shape Academy will keep clear and comprehensive records of any allegations made, details of how the 

allegations were followed up and resolved, as well as details of any actions taken, and decisions reached. 

These will be placed indefinitely on a staff members confidential personnel file. 

In the interests of all parties, it is important to resolve cases as quickly as possible whilst ensuring a 

consistent, fair and thorough investigation. This policy will be reviewed annually by the senior management 

team. 

 

SUPPORTING STAFF 

Shape Academy are aware that safeguarding cases can be distressing and that staff who have been 

involved may find it helpful to talk about their experiences, in confidence, with our Designated Safeguarding 

Officers. Those staff requiring additional support have access to a free, confidential counselling service. 

 

SAFEGUARDING CODE OF BEHAVIOUR AND CONDUCT 

Shape Academy recognises that it is not practical to provide definitive instructions that would always apply 

to all situations whereby staff come into contact with young people and vulnerable adults, and to guarantee 

the protection of young people, vulnerable adults and staff. However, the appended Safeguarding Code of 

Conduct sets out the standards of behaviour required of staff in order to fulfil their roles within Shape 

Academy. This code should assist in the protection of children, vulnerable adults and members of staff, and 

should be fully understood by all staff. The code applies to all staff including unpaid volunteers and 

apprentices working at Shape Academy. 
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DESIGNATED SAFEGUARDING LEAD 

 

Name Email Contact Number 

Shane Carter shane@shapeacademy.co.uk 07563 074018 

  

SAFEGUARDING – LOCAL AREA DESIGNATED OFFICERS (LADO) 

 

County Local Authority Designated Officers 

Essex 

 

LADO – The Local Authority Designated Officer role is based at 

County Hall, Market Rod, Chelmsford, CM1 1QH 

Telephone: 03330 139 797 Email: lado@essex.gov.uk 

 

 

mailto:lado@essex.gov.uk

