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✓ Safeguarding concerns should be immediately reported to Forest 1st Tutoring - Designated 

Safeguarding Lead: Nicola Collings, 07791799 962  nicola@forest-1st-tutoring.co.uk  and 
through the tutor’s safeguarding concerns portal via TutorCruncher. 

 

✓ If a child or vulnerable adult is in immediate danger or is at risk of harm, a referral should 
be made to the police and/or children’s services immediately: 

Hampshire Children’s Services:  0300 555 1384 

Inter-Agency Referral Form  

Wiltshire Children’s Services:  0300 456 0108 

Contact children's services - Wiltshire Council 
 

▪ If you have a concern about a member of staff, then please contact the DSL: 

Nicola Collings:  07791 799 962  (and out of hours) 

         

 
Definitions 
 

“Child” is defined as a person who has not yet reached their 18th birthday (i.e. is under 18). 

“Child protection” refers to the activity that is undertaken to protect specific children who are 
suffering, or likely to suffer, significant harm. 

“Safeguarding” and “promoting the welfare of children” is defined as:   

▪ Protecting children from maltreatment; 
▪ Preventing impairment of children’s mental and physical health or development; 
▪ Ensuring children grow up in safe and effective care; and 
▪ Taking action to enable all children to have the best outcomes.  

“Adult at risk” is defined by the Care Act 2014 as an adult aged 18 or over who (a) has needs for care 
and support (whether or not the authority is meeting any of those needs), (b) is experiencing, or is at 
risk of, abuse or neglect, and c) as a result of those needs is unable to protect himself or herself 
against the abuse or neglect or the risk of it.  
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mailto:nicola@forest-1st-tutoring.co.uk
https://childrenandfamiliesportal.hants.gov.uk/s4s/FormDetails/FillForm?formId=279
https://www.wiltshire.gov.uk/children-young-people-contact
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“Young person” is used as an additional term to describe those children who are aged under 18 but 
over 16 years of age.  

 

Scope 
 
 

This Policy sets out the manner in which Forest 1st Tutoring (FFT) carries out its moral and statutory 
responsibility for safeguarding including child protection and promoting the welfare of students and 
vulnerable adults. It is also intended to act as support for the self-employed teachers and tutors we 
represent, introduce, or work with in any other legitimate manner, to help them follow our approach 
to safeguarding. 
 
This policy applies to anyone working with or on behalf of FFT, including senior managers, directors, 
employees, teachers, tutors, teaching assistants, contractors, and volunteers. We expect all staff or 
other individuals who we introduce to comply with this policy, wherever possible and appropriate, 
and to take prompt and effective action in the event of a safeguarding concern arising. 

This is a core policy that forms part of the induction for all Forest 1st Tutoring staff. It is a 
requirement that all staff who work for FFT have access to this policy and sign to say they have 
read and understood its contents. It will be reviewed annually and/or following any updates to 
national and local guidance and procedures. 

 
 

Legal Framework 
 

This policy has been drawn up on the basis of legislation, policy and guidance that seeks to protect 
children in the United Kingdom.  

 

Policy Context 

This policy should be read alongside our Privacy and Cookies Policy, and the most recent versions of 
the following supporting documents: 

• Education Act 2011 
• Keeping children safe in education 2015 (updated July 2025) 
• Working together to safeguard children 2023 (updated June 2025)  
• Care Act 2014 
• Modern Slavery Act 2015 
• Counter-Terrorism and Security Act 2015  
• Human Rights Act 1998 
• Children Act 1989 
• Data Protection Act 2018  
 

 
 
 

Policy Statement 
 

Safeguarding is the cornerstone of our commitment to ensuring the safety and well-being of children 
and vulnerable adults while working with our tutors. At Forest 1st Tutoring, we are dedicated to 
safeguarding and promoting the welfare of all our students. Our safeguarding responsibilities 
encompass actions to prevent harm, promote well-being, create secure environments, educate on 
rights, respect, and responsibilities, and respond to specific issues and vulnerabilities. This 
overarching policy is linked to other policies providing more detailed information. 

 

https://www.legislation.gov.uk/ukpga/2011/21/contents
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.legislation.gov.uk/ukpga/2014/23/contents/enacted/data.htm
https://www.legislation.gov.uk/ukpga/2015/30/contents
https://www.gov.uk/government/collections/counter-terrorism-and-security-bill
https://www.legislation.gov.uk/ukpga/1998/42/contents
https://www.legislation.gov.uk/ukpga/1989/41/contents
https://www.gov.uk/data-protection
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FFT acknowledges its statutory responsibility to safeguard and promote the welfare of all children 
and vulnerable adults. Safeguarding is a collective responsibility, involving everyone including staff, 
tutors, directors, parents, families, and learners. 

The welfare of children and vulnerable adults is paramount in all our work and decision-making 
processes. Staff always act in the best interests of the child or vulnerable adult when concerns arise. 
Forest 1st Tutoring firmly believes in prioritising the best interests of children and vulnerable adults. 
All children and vulnerable adults have the right to be heard, and that their wishes and feelings are 
valued.  

We are committed to providing a caring, positive, safe, and stimulating environment that supports 
the academic, social, physical, and moral development of individuals. We recognise the importance 
of creating an environment where children and vulnerable adults feel safe and are encouraged to 
speak openly.  

 
 

Policy Aims 

1. To ensure that the welfare of the child is paramount and to provide a framework to ensure that 
any adult working with FFT’s children, young people and adults understand their statutory 
responsibilities. 

2. To ensure that good practice is consistent throughout the organisation. 
3. To demonstrate our unwavering commitment to protecting children. 

 
 

Our Core Safeguarding Principles 

1. Prevention: Fostering a positive, supportive, and safe culture, curriculum, and pastoral 
opportunities, alongside implementing safer recruitment procedures. 

2. Protection: Following established procedures and ensuring that all staff, teachers, tutors 
and volunteers are trained and supported to recognise and respond appropriately to 
safeguarding concerns. 

3. Support: Providing support to all learners and staff when necessary specific interventions 
are needed for those at risk of harm. 

4. Working with parents and other agencies: Ensuring timely and appropriate communication 
and actions in response to safeguarding concerns.  

 
 

In establishing our Procedures, we recognise that: 

▪ The welfare of children is paramount in all the work we do and in all the decisions we take. 
▪ Working in partnership with children, young people, adults, their parents, carers and other 

agencies is essential in promoting young people’s welfare. 
▪ All children, regardless of age, disability, gender, race, religion or belief, sex, or sexual 

orientation have an equal right to protection from all types of harm or abuse. 
▪ Some children are additionally vulnerable because of the impact of previous experiences, 

their level of dependency, communication needs or other issues. 
▪ Extra safeguards may be needed to keep children who are vulnerable safe from abuse. 
▪ Adults may also be at risk, for a variety of reasons including (but not limited to) age and 

disability, and are deserving of the same care, attention and protection. 
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Safeguarding at Forest 1st Tutoring 
 

Procedures 
Forest 1st Tutoring aims to safeguard children and vulnerable adults by: 

▪ Appointing a Designated Safeguarding Lead (DSL) and Deputy DSL who has received training 
at the appropriate level and has overall responsibility for safeguarding and child protection. 

 
▪ Valuing, listening to and respecting the children, young people and adults we work with. 

 
▪ Adopting safeguarding and child protection guidelines through a code of behaviour for staff 

and volunteers and by creating a ‘child centred’ culture within our organisation. 
 

▪ Ensuring all relevant guidance is given to staff in a timely and appropriate manner. Where 
necessary, updated DfE guidance will be circulated to staff who will be asked to declare that 
they have read and understood these updates. 

 
▪ Sharing information about children, safeguarding, and best practices. 

 
▪ Sharing information with relevant agencies and involving parents/carers and children, when 

appropriate. 
 

▪ Implementing safer recruitment staff and teacher/tutor selection procedures. 
 

▪ Providing effective management and support for staff through supervision, training and 
professional development (with Hampshire Safeguarding Children Partnership HSCP) and 
quality assurance measures. 

 
▪ Creating a safe, secure, valued, and respectful learning environment for children including 

educational visits and other off-site activities. 
 

▪ Ensuring effective communication between DSL, staff, tutors, clients and external agencies. 
 

▪ Regularly reviewing this policy and its procedures against current government, local 
authority and children’s services guidance and updating them as required.  

 
▪ Implementing this policy in compliance with the Department for Education's statutory 

guidance, "Keeping Children Safe in Education" (KCSIE).  

 

▪ Ensuring a clear process and statement of responsibilities is provided in the event of a 
concern about a child or adult or the conduct of a member of staff. 

  

▪ Ensuring safeguarding information and child protection information is stored and handled in 
line with the principles of the Data Protection Act 2018 and ‘Keeping Children Safe in 
Education’.  

 

▪ Ensuring all necessary safeguarding expectations and procedures are disseminated to any 
external employers, contractors or visitors in order to ensure the welfare of children, young 
people and vulnerable adults. 
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Roles and responsibilities at Forest 1st Tutoring 

Safeguarding and promoting the welfare of children is everyone’s responsibility. All staff and 
volunteers have a legal obligation to report concerns. 

Everyone who comes into contact with children and their families and carers has a role to play in 
safeguarding children. In order to fulfil this responsibility effectively, all staff and volunteers should 
make sure their approach is child centred. This means that they should consider, at all times, what 
is in the best interests of the child (KCSiE). 

It is the responsibility of all staff and volunteers who work with Forest 1st Tutoring to adhere to this 
policy. Everyone should be prepared to identify children and vulnerable adults who may benefit from 
early help. Early help is support for children of all ages that improves a family’s resilience and 
outcomes or reduces the chance of a problem getting worse. Any staff member who has a concern 
about a child’s, young person’s or vulnerable adult’s welfare should follow FFT’s referral processes. 
Teachers, tutors and support staff should safeguard young people’s wellbeing and maintain public 
trust in the teaching profession as part of their duties. 

Leaders and Managers have a specific responsibility to ensure the fair application of this policy, and 
all staff are responsible for supporting colleagues and ensuring its success. 

 
The Designated Safeguarding Lead (DSL) 

Purpose of the role 

To take the lead in ensuring that appropriate arrangements for keeping children and young people 
safe are in place at FFT. To promote the safety and welfare of children and young people involved in 
the company’s activities at all times.  

Designated Safeguarding Lead: Director of Forest 1st Tutoring, Nicola Collings 

 

Duties and Responsibilities: 

1. Take a lead role in developing, reviewing and implementing FFT’s safeguarding and child 
protection policies and procedures, ensuring all safeguarding and child protection issues 
concerning children, young people and adults (CYPA) are responded to appropriately. 

2. Ensures everyone working with or for CYPA at FFT, understands the safeguarding and child 
protection policy and knows what to do if they have concerns about a child’s welfare. 

3. Ensures all CYPA and their parents/carers who use the company’s services know who they can 
talk to if they have a welfare concern and know what action FFT will take in response. 

4. Receive and record information from anyone who has a concern about a CYPA and ensure 
reports are stored securely. 

5. Take the lead in responding to information that may constitute a child protection concern, 
including a concern that an adult involved with FFT may present a risk to children or young 
people. This includes: 

 

• Assessing and clarifying the information 
• Making referrals to statutory organisations as appropriate 
• Consulting with and informing the relevant members of the organisations management 
• Following FFT’s safeguarding policies and procedures 
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6. Liaise with, pass on information to and receive information from statutory child protection 
agencies such as: 

 

•  The Local Safeguarding Children Partnership (LSCP) 
•  The Local Authority Designated Officer (LADO) 
•  The Police 

 

7. Store and retain child protection records according to legal requirements and FFT’s 
safeguarding and child protection policy and procedures. 

8. Work closely with company managers to ensure they are kept up to date with safeguarding 
issues and are fully informed of any concerns regarding organisational safeguarding and child 
protection practice. 

9. Ensure that issues relating to safeguarding and child protection is seen as an ongoing priority 
issue and that safeguarding and child protection requirements are being followed at all levels 
of the organisation. 

10. Be familiar with and work with inter-agency child protection procedures produced by any 
educational settings we work in (e.g. schools) and share these with FFT staff and report any 
concerns before they start work. Make the setting aware that FFT also has safeguarding 
policies and that part of working together means that as well as reporting concerns to them, 
staff may make reports to FFT as well and that these may be passed onto other authorities.  

11. Be familiar with issues relating to child protection and child abuse and keep up to date with 
new developments in this area. Share DBS status of staff/volunteers with any settings they 
may go to work in - this should be made clear to all staff/volunteers when working for FFT. 

12. Attend training in issues relevant to child protection and share knowledge from that training 
with everyone who works or volunteers with or for CYPA at FFT. 

 
Staff Responsibilities 

The term “staff” applies to all those working for or on behalf of Forest 1st Tutoring, full time or part 
time in either a paid or voluntary capacity. 

1. Establish and maintain an environment where children feel secure, are encouraged to talk 
and are listened to. 

2. Ensure that children know there are adults who they can approach if they are worried or have 
concerns. 

3. Plan opportunities for children to develop the skills they need to recognise, assess and 
manage risk appropriately and keep themselves safe. 

4. Attend training in order to be aware of and be alert to the signs of abuse. 
5. Maintain an attitude of ‘it could happen here’ with regards to safeguarding. 
6. Be aware that mental health problems can, in some cases, be an indicator that a child has 

suffered or is at risk of suffering abuse, neglect or exploitation. 
7. Recognise that abuse, neglect or other adverse childhood experiences, can have an impact 

on the mental health, behaviour and education of children. 
8. Record their concerns if they are concerned that a child is being abused and report these to 

the DSL as soon as practicable the same day. If the DSL is not contactable immediately, the 
Deputy Safeguarding Lead (DDSL) should be informed. 

9. Be familiar with FFT’s procedures for referring safeguarding concerns to the FFT’s DSL/DDSL. 
10. Be familiar with, particularly in an Alternative Provision setting, the procedures for referring 

safeguarding concerns to the multi-agency safeguarding hub (MASH) and the use of the Inter-
Agency Referral Form (IARF). 
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11. Be prepared to refer directly to MASH, and the police if appropriate, if there is a risk of 
significant harm and the DSL and DDSL is not available. 

12. Follow the procedures in FFT’s safeguarding policy if any disclosure is an allegation against a 
member of staff. 

13. Support students in line with their child protection plan. 
14. On receiving a disclosure, reassure students that their concerns will be taken seriously. Treat 

information with confidentiality but never promising to ‘keep a secret.’ 
15. Notify the DSL or DDSL of any child on a child protection plan or child in need plan who has 

an unexplained absence. 
16. Have an understanding of ‘Early Help’ and be prepared to identify and support CYPA who may 

benefit from this intervention. 
17. Liaise with other agencies that support students and provide early help. 
18. Ensure they know who the DSL and DDSL are and know how to contact them. 
19. Have an awareness of the Safeguarding and Child Protection Policy, the Staff Professionalism 

Standards and Code, child on child abuse procedures and the safeguarding response for 
children who go missing from education. 

20. Know and understand the role of the DSL. 

 

Responding to student concerns 

Forest 1st Tutoring takes safeguarding seriously and staff will be trained to notice signs where the 
welfare of a child or vulnerable adult may be at risk. Staff and volunteers for FFT should report their 
concerns directly to the Designated Safeguarding Lead/DDSL.  

It is important to remember that perpetrators can be adults, but they can also be other young people 
and that there is no specific identity of a perpetrator. Any concerns should be reported immediately 
and in writing by the end of the day, to allow those reporting to make the most accurate report of the 
concern. Delaying making a report can lead to forgotten or altered details. 

All concerns should include only the facts of what raised the concern. Assumptions or 
interpretations should not be included. For example, if a person was crying the report should state 
that they were crying, not that they were sad or upset as this is an interpretation of the situation. 

If there are concerns about a child or an adult considered to be at risk or a disclosure is made by 
them, it should be taken seriously and listened to. It is important not to ask leading questions; any 
questions should be open and non-suggestive. For example, if they say, “Jack hurt me yesterday", 
repeating back "how did they hurt you?" would be appropriate and allow the person to respond 
openly in their own words. 

We must never promise to keep things secret, or not to tell others. Instead, we should be open with 
children and adults at risk so that they can talk to us, but if we have concerns for their welfare, we 
might have to talk to others. It should be made clear that this will only be done with a view to keeping 
them safe and getting them support. 

It is not our place to investigate. The role of those working with children is to be aware of the signs 
that welfare may be at risk and to report those concerns to those with the authority and experience 
in doing so such as the Local Authority Designated Officer (LADO), the Hampshire multi-agency 
safeguarding hub (MASH) or the police. In this way, we safeguard children and allow any 
investigations to be done through the proper channels. 
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Reporting concerns (Steps 1, 2, 3) 

Reports about concerns regarding the safety or welfare of a child or adult should, in the first instance, 
be made immediately to: 

1  Designated Safeguarding Lead (DSL): Nicola Collings 

         Phone: 07791 799 962 

         Email: nicola@forest-1st-tutoring.co.uk 

 

         Deputy Designated Safeguarding Lead (DDSL): Scott Le Fevre 

         Email: scott@forest-1st-tutoring.co.uk  

        
                              Via TutorCruncher through the tutors’ safeguarding concerns portal  

 

2  A Safeguarding Concern Form should be completed and emailed or handed to the DSL/DDSL. 

 

3  If a child or vulnerable adult is in immediate danger or is at risk of harm, a referral should be                                         

made to children’s services and/or the police immediately: 

 

   *Hampshire Children’s Services:  0300 555 1384    (out of hours contact: 0300 555 1373) 

   Inter-Agency Referral Form (IARF) via the multi-agency safeguarding hub (MASH)  

   Inter-Agency Referral Form                     *Hampshire Adult Services:  0300 555 1386

 

  * Wiltshire Children’s Services (MASH):  0300 456 0108   (out of hours contact: 0300 456 0100)  

   Email: Integratedfrontdoor@wiltshire.gov.uk 

   Child protection - Wiltshire Council 

 

Teachers or Tutors who work with children or adults at risk online or in person (including in a family-
based residential setting) are encouraged to report directly to the Local Safeguarding Children 
Partnership LSCP, where the child or adult at risk lives (contact details for Hampshire MASH IARF 
above).   

While working with FFT in a school, college or other educational settings, their internal safeguarding 
procedures should be followed and a report to FFT should be made as normal. This should be shared 
with the safeguarding lead at the setting so that they are aware.  

Note that there are some occasions where the police should be contacted, as well as reports being 
made. If there is reason to believe the child or adult at risk is in immediate danger, the police can be 
contacted in order to protect that person from harm. A report should be made in the usual way to the 
relevant safeguarding leads/bodies. 

 

mailto:nicola@forest-1st-tutoring.co.uk
mailto:scott@forest-1st-tutoring.co.uk
https://childrenandfamiliesportal.hants.gov.uk/s4s/FormDetails/FillForm?formId=279
https://www.wiltshire.gov.uk/children-young-people-protection


9 
 

 

Records and monitoring 

Accurate records will be made as soon as practicable and will clearly distinguish between 
observation, fact, opinion and hypothesis. All records will state who is providing the information with 
the date and time. Information will be recorded in the child’s words where possible, and a note made 
of the location and description of any injuries seen (if this is a paper record than this should be 
signed). The DSL is responsible for ensuring that the procedure for staff or volunteers passing on 
concerns or information is always adhered to as consistency is paramount. 
 

Confidentiality and information sharing 

Forest 1st Tutoring recognises its duty and authority to hold, use, and share relevant information with 
appropriate agencies to protect the safety and welfare of children and vulnerable adults. When FFT 
works with others (including children and adults at risk, and their carers), we may collect and store 
data about these people in order to reasonably provide services.  

Some data may be collected for the purposes of child protection in order to protect the CYPA 
concerned. It should be noted that in these cases, data may be shared with appropriate agencies or 
authorities such as the Local Safeguarding Children Partnership (LSCP) or the police. Information 
sharing should respect consent, when possible, but staff must prioritise safeguarding concerns. 
Information will only ever be shared for the purpose of safeguarding. 

Personally identifiable data may be kept by FFT for as long as is necessary and appropriate to carry 
out business and provide a service. After this time, as per GDPR, users can request their data be 
deleted. However, data relating to child protection may be kept for longer. In such cases, FFT will 
keep data for as long as is appropriate to retain the data. 

Any physical records will be securely stored in a secure space that only the DSL/DDSL can access. 
Digital records will be stored in password-protected folders on computers with password protection.  

 

Preventing and responding to bullying 

We recognise that bullying can take many forms. Anyone can engage in bullying behaviour and 
anyone can be bullied. It is important to remember that perpetrators can be adults, but they can also 
be other children. All peer-on-peer abuse and bullying concerns will be treated with the same 
seriousness as adult perpetrated bullying and abuse.  

When trying to prevent bullying, it is important to make it clear to others that we treat them equally 
and without judgement. FFT staff will always treat others with respect, regardless of their identity 
(race, sex, gender, age, disability, pregnancy/maternity, religious belief, or sexual orientation). 

If bullying is seen or disclosed it will be reported as a safeguarding concern to the DSL or to the 
relevant safeguarding lead at the educational setting they are in. 

 

Safer recruitment 

All staff and volunteers working with FFT will be considered for recruitment without discrimination to 
their identity. Because FFT works with children, all staff and volunteers require an enhanced DBS 
check. Prior to checks, applicants are required to provide at least two references (collected before 
interviews) who can be contacted. For teaching/tutoring staff, at least one referee should be for a 
role where the applicant has worked or volunteered with children. 
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Criminal background checks required for staff and volunteers include: 

• DBS check - checks should be put on the update service so that FFT can check their status 
periodically. If a check is not on the update service, a new one will be required every year. 

• Overseas police check for any staff of volunteers who have lived abroad in the past 5 years. 

Applicants will be given an opportunity to declare any prior convictions including any child protection 
investigations (regardless of their outcome). This will be written and delivered in a confidential way 
and reviewed by the safeguarding team at FFT. 

ID will be required from applicants to confirm identity. These should be viewed in person wherever 
possible to check the authenticity of the documents. Copies and prints outs will not be accepted. If 
an in-person check is not possible, under the guidance in place since July 2021 this can be done via 
a video call. In both cases, the person checking the ID should be in physical possession of the original 
documents. Please note that a DBS check is not used to check the right to work in the UK.  

 

Safeguarding Code of Conduct for all staff and volunteers 

As part of our approach to safeguarding, Forest 1st Tutoring has created and embedded a 
culture of openness, trust, and transparency in which our values and behaviours as set out in 
our code of conduct are constantly lived, monitored, and reinforced by all staff  and where all 
concerns are dealt with promptly and appropriately. 
 
All staff and volunteers working with Forest 1st Tutoring are expected to adhere to the general code of 
conduct laid out by company policy. 

 

With regards to safeguarding this includes: 

• Complete an enhanced DBS check as laid out in FFT’s safeguarding policy. 
 

• Engaging with safeguarding policies laid out by FFT including attending training. 
 

• Treating all staff and students (regardless of age or other identifiers) with equal respect. 
 

• Not being left completely alone with children. If there are occasions where staff/volunteers 
may be alone with a child, it is important that others should be notified (e.g. other staff at FFT, 
teachers/staff at an educational institution, or the parents/carers of the child). If there are 
other people in a building but not in the same room, the door should be left open where 
possible; where not possible (e.g. fire doors) the door should remain unlocked. 

 
• Not to contact children from personal accounts, including online communication (e.g. 

emails and social media), or in person.  
 

• Staff and volunteers with FFT must not have a sexual or romantic relationship with any child 
under the age of 18. They should also not start such a relationship when they turn 18 after 
contact with them prior to their 18th birthday - this could be considered an offence under the 
Sexual Offences Act 2003.  

 

• If staff or volunteers have an existing personal relationship with any children or their 
families/carers, this should be declared to safeguarding leads as soon as possible. We 
understand that not having contact with existing friends or family would not be possible, but 
by declaring any connections, we can be aware that communication may occur. 

 

https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-standardenhanced-dbs-check-applications-from-1-july-2021
https://www.gov.uk/legal-right-work-uk
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• When tutoring children in their homes (online or in-person), each lesson should ideally take 
place in a communal space (for example, a living room, kitchen or office). This should be a 
quiet and calm space, and one which others could access if they wanted to check-in.  

 
• When tutoring children online, this should be arranged through a responsible adult such as 

their parent, carer or teacher. That adult should have the time and date of the lesson, and a 
link to join. They do not need to join for the length of the lesson, but this allows them to check 
in on the tutor and student should they wish to. Adults responsible for the welfare of a child 
should never be prevented from being able to access a lesson if they wish to do so. 

 
• The contents of a lesson should be kept confidential from others (other than where there is a 

lawful reason for the contents to be shared, e.g. if the tutor genuinely believes that one or 
more persons is at risk, or may be at risk, of harm). 

 
• Live online lessons may be recorded (in whole or in part) unless there is a specific request 

from the client not to do this. Students and clients should always be made aware of when a 
lesson is, or is not, being recorded. Any recordings will be securely stored and provided to 
those requesting them, and a record that the tuition is being recorded will be made for 
transparency. Recordings will always be made available to the client on request, other than 
where doing so is reasonably believed to increase the risk of harm to any person (in which 
case, FFT will take the appropriate action, in line with this policy). 

 
• The person providing an online lesson should be in a secure space and should be alone. If 

part of the lesson includes another person being with them or joining the call (e.g. a colleague 
who joins the lesson to provide specific information about a topic) this must be 
communicated ahead of time to the client taking the call.  

 
• Any devices used to carry out online lessons should have antivirus software and anti-

malware software installed. 

• Personal devices must not be used for taking photographs and/or videos of students. 

• Any and all devices used by staff and volunteers of FFT which are used to carry out business 
on behalf of the company may be recalled or checked. Company devices can be recalled and 
checked at any time. Personal devices used for business purposes may be requested as part 
of an investigation by an independent authority, e.g. police. Where tutors use their own 
devices when delivering tuition through, or via an introduction from, FFT, they consent for 
those devices to be investigated as part of any necessary safeguarding investigation by 
relevant authorities or agencies.  

 
• Staff and volunteers are encouraged to speak to the safeguarding team at FFT if they are ever 

unclear about matters of conduct or need clarification about anything in this code or policy.  
 

• Staff and volunteers should feel able to raise any concerns about poor or unsafe practice 
and potential failures in the company’s safeguarding regime. The safeguarding team will take 
all concerns seriously. 
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Managing concerns about staff or volunteers 

Allegations made against staff or volunteers working for or on behalf of Forest 1st Tutoring will be 
taken seriously. 

All allegations against staff or volunteers (including the DSL or safeguarding team) will be passed to 
independent authorities to investigate (e.g. the Local Safeguarding Children Partnership, LSCP). The 
person the allegation has been made against may be suspended from their duties whilst the 
authorities investigate. Advice on this will be taken from the LSCP or other authorities who have been 
notified.  

Whilst any investigations are taking place (by the relevant independent authorities) other staff and 
volunteers will not be informed of the nature of why the person is not working so as to maintain 
confidentiality and allow the proper investigations to take place. If the authorities need to talk to 
other staff or volunteers, this should be kept confidential. 

Any allegations proven to be truthful will lead to disciplinary action or dismissal, dependant on the 
nature of the allegation and any historical incidents. Again, advice will be sought from the relevant 
authorities. Any truthful allegations may be passed on to future employers seeking references. 

Any allegations proven to be false will remain on a record but the outcome of any and all independent 
investigations will be included with it. 

It is important that any and all allegations are taken seriously and investigated fully by the appropriate 
authorities. This ensures that we uphold our duty to safeguard children. It also helps to ensure that 
any false allegations are investigated and the truth can be known, clearing the reputation of the 
person concerned. 

 

Concern that does not meet the harm threshold 

Low-level concerns will be taken seriously. The term ‘low-level’ concern does not mean that it is 
insignificant, it means that the adult’s behaviour towards a child does not meet the threshold set out 
below: 

1. Behaved in a way that has harmed a child or may have harmed a child. 

2. Possibly committed a criminal offence against or related to a child. 

3. Behaved towards a child in a way that indicates they may pose a risk of harm to children. 

4. Behaved in a way that indicates they may not be suitable to work with children. 

5. Behaved in a way that best represents our code of conduct or their professional obligations 

 

A low-level concern is any concern that, however small (and even if no more than causing a sense of 
unease or doubt), an adult may have acted in a way that is inconsistent with our code of conduct or 
their professional and moral obligations. It is a concern that, while not meeting the allegation 
threshold,  is otherwise not serious enough to consider a referral to the Local Authority Designated 
Officer (LADO) but may merit consulting with and seeking advice from the LADO. 
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DBS referral 

If Forest 1st Tutoring removes an individual (paid worker or unpaid volunteer) from any DBS regulated 
activity (or would have, had the person not left first) because the person poses a risk of harm to 
children or vulnerable adults, FFT will make a referral to the Disclosure and Barring Service. It is an 
offense to fail to make a referral without reasonable justification. 

A staff member may be suspended or have his or her working arrangements reviewed pending an 
investigation. Suspension from duties should be considered when: 

• There is cause to suspect a child or vulnerable adult is at risk of significant harm 
• The allegation warrants investigation by the police 
• The allegation is so serious that it might be grounds for dismissal 
 

 

Managing concerns about other children (child on child abuse) 

We recognise that perpetrators can be adults, but they can also be other children and that there is 
no specific identity of a perpetrator. If an allegation is made against a child, it will be reported as a 
safeguarding concern to the relevant person (e.g. DSL at FFT, or safeguarding lead for the educational 
setting they are in). 

In some cases, it will be necessary to refer the matter to external authorities, such as external 
agencies or the police. It is important that any and all allegations are taken seriously and investigated 
fully by the appropriate authorities. This ensures that we uphold our duty to safeguard children. 

This guidance follows Keeping children safe in education 

 

Whistleblowing policy for safeguarding 

When reporting safeguarding concerns it is important to follow proper procedure. While working with 
FFT, this means that reports should be made by any responsible adult through the reporting 
procedure laid out in this policy; reporting to the DSL and/or the DDSL. 

Staff and volunteers are welcome to ask the safeguarding team for updates on what they have done. 
The team are not obliged to share specific details of actions taken but can share whether the report 
has been acted upon or referred to external authorities/agencies. 

If a report has not been acted on or referred to relevant authorities and the staff member/volunteer 
feels it should have been, another report can be made, and a discussion should be held with the 
safeguarding team. Staff and volunteers are encouraged to have discussions with the team as they 
may be aware of more information than the member of staff or volunteer. Again, the team will not 
necessarily share specific information, as this may be confidential, but will aim to have a discussion 
around the concern raised and explain the actions taken. 

If the staff member or volunteer still has concerns, a report should be made to the Local Safeguarding 
Children Partnership (LSCP) where the child lives or to the relevant board if the concern is about an 
adult at risk (in other jurisdictions the relevant authority will vary). At this time, the staff or volunteer 
may tell the board that they did make a report to FFT, but they feel it has not been passed along 
appropriately. This will help to ensure the report is passed along securely to the appropriate 
authorities.  

 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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Staff, volunteers, parents and carers can access the NSPCC help line if they do not feel able to 
raise concerns regarding safeguarding procedures or safeguarding failures: 

NSPCC helpline:  0808 800 5000 

Email:  help@NSPCC.org.uk 

 
Prevent 

The Government’s Prevent Strategy raises awareness of the specific need to safeguard children, 
young people and vulnerable adults from extremist groups and ideologies. Threat from terrorism in 
the United Kingdom may include the exploitation of vulnerable people, leaving them open to the 
normalisation of extreme views and radicalisation.  

Radicalisation must be viewed as a safeguarding concern and that protecting children from the risk 
of radicalisation is part of our safeguarding duty. When any member of staff or volunteer has 
concerns that a student may be at risk of radicalisation or involvement in terrorism, they should 
inform the DSL or DDSL. All staff receive Prevent training and are aware of our internal referral 
process. 

 

Staff induction and training 

All Forest 1st Tutoring staff are expected to be aware of the signs and symptoms of abuse and must 
be able to respond quickly and appropriately. 

All members of staff have signed to confirm that they have been provided with Part 1 of Keeping 
children safe in education which outlines safeguarding information for staff. Those members of staff 
who do not work directly with children or vulnerable adults will be required to read Appendix 1 
(attached). Training is provided as required, in line with recommendations from Hampshire County 
Council’s Safeguarding Children Partnership (HSCP) which includes Prevent training and 
certification.  

Any update in national or local guidance will be shared with all staff in briefings and captured in the 
next annual training session.  
 

Policy compliance, monitoring and evaluation 

This Safeguarding and Child Protection Policy is reviewed regularly to stay updated with the latest 
safeguarding guidance and legislation. All staff and volunteers are provided with a copy of the policy. 
Parents and carers are informed about the policy's availability on Forest 1st Tutoring’s website. 
 

 

 

This policy was last updated on:  10th August 2025 

Signed:  Nicola Collings 

Version 2 

 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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Annex 1 

(A) If you have a concern about a child’s or vulnerable adult’s welfare 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STAFF safeguarding concern 
or child/adult disclosure 

In an emergency call 999. If in 
immediate danger or risk of harm, a 
referral to MASH. For Hampshire: 

Inter-Agency Referral Form 

 

Inform Designated 
Safeguarding 

Lead/DDSL 
immediately 

Tutor makes record via  safeguarding 
portal on TutorCruncher. Include: 

time, date and any action taken 

Consistent 
explanation or 
minor accident 

 

Physical injury, 
neglect or 

emotional abuse 

Disclosure or 
allegation of 
sexual abuse 

Allegation against 
adult who works 

with children 

Keep accurate 
records and any 

original notes 

 

Give reassurance, avoid 
leading questions and do not 

promise confidentiality 

Serious incident or 
recurrent episodes 

or inconsistent 
explanations 

and any original 

notes 

 
Complete Safeguarding Concern Form (Form A). Use body 

map to record visible injuries if appropriate 

DSL will make a judgement 

In an emergency call 999. If in 
immediate danger or risk of 

harm, a referral to MASH. For 
Hampshire: 

Inter-Agency Referral Form 

All allegations against adults 
who work with children go to 
the LADO 
LADO@hants.gov.uk. The 
LADO should be informed the 
same day. 

 

DSL will receive 
feedback from and 

work with MASH 

DSL will prepare a 
confidential file and 

keep accurate records 

https://childrenandfamiliesportal.hants.gov.uk/s4s/FormDetails/FillForm?formId=279
https://childrenandfamiliesportal.hants.gov.uk/s4s/FormDetails/FillForm?formId=279
mailto:LADO@hants.gov.uk
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(B) Actions taken by the DSL/DDSL following a safeguarding concern 

The DSL will hold an initial review meeting to explore the context and ensure appropriate and 
proportionate safeguarding action is taken in the best interests of the child or vulnerable adult. This 
may include speaking with relevant staff and the child/vulnerable adult involved as appropriate. 

Parents and carers will be informed at an early stage and be involved in the process to best support 
their children/adults unless there is a good reason to believe that involving them would put the 
child/adult at risk of harm. 

All decisions and actions taken will be recorded in line with our safeguarding procedures. 

The DSL must decide whether or not there are sufficient grounds for suspecting significant harm, in 
which case a referral must be made to children’s services and the police if it is in keeping with the 
National Police Chiefs Council guidance. The rationale for this decision is recorded by the DSL. 

Further guidance can be found here:   when-to-call-the-police--guidance.pdf  

 

A referral will be made to children’s services and/or the police immediately if: 

• The incident involves an adult (aged over 18). 
• There is reason to believe that a child or vulnerable adult has been coerced, blackmailed or 

groomed. 
• There are concerns about their capacity to consent e.g. age of the child or they have special 

educational needs or a disability. 
• Images or videos involve sexual acts and a child is under the age of 13. Any images or videos 

depicting sexual acts which are considered unusual for the child’s developmental stage or 
are violent. 

• A child is at immediate risk of harm owing to the sharing of nudes and semi-nudes. 

 

The DSL may choose to involve other agencies at any time if further information or concerns are 
disclosed at a later date. 

 
 

 

 
 
 
 
 
 
 
 
 

 

 

 

 

https://www.npcc.police.uk/SysSiteAssets/media/downloads/publications/publications-log/2020/when-to-call-the-police--guidance-for-schools-and-colleges.pdf
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Appendix 1 

Practitioners who work with children and vulnerable adults may find the following resources useful: 

 

Underpinning legislation  
 

• Working Together to Safeguard Children 2023 
• United Nations Convention on the Rights of the Child 1991 
• Children Act 2004 
• Human Rights Act 1998 
• The Education Act 2011 
• Sexual Offences Act 2003 
• Female Genital Mutilation Act 2003 
• Children and Families Act 2014 
• Counter-Terrorism and Security Act 2015 
• The Children and Social Work Act 2017 
• Modern Slavery Act 2015 
• The Mental Capacity Act 2005 
• Safeguarding Vulnerable Groups Act 2006 
• The Forced Marriage (Civil Protection) Act 2007 
• Data Protection Act 2018 

 
Guidance 

• Department for Education 
• NSPCC 
• The Child Exploitation and Online Protection Command, CEOP 
• Children’s Code 
• Keeping Children Safe in Education (KCSiE), July 2025 
• What to do if you’re worried a child is being abused, 2017 
• Child Sexual Exploitation Guidance, 2017 
• Information Sharing Advice for Safeguarding Practitioners, 2018 
• Guidance for Safer Working Practice for those working with young children and young 

people in education settings, 2022 
• Prevent Duty Guidance for Specified Authorities in England and Wales   

 

 

 


