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Safeguarding Policy and Procedure  

 
Commitment 
ACT are committed to ensuring the safety and welfare of all learners. ACT recognises that Safeguarding and 
promoting the welfare of our learners is everyone’s responsibility and we are committed to acting in the best 
interest of our learners at all times.   
  
All staff have a duty to recognise, react, respond and report disclosures or concerns and work collaboratively in a 
multi-agency approach. All colleagues should make sure that their approach is at all times learner centred to address 
risks and prevent situations from escalating. This means that staff should consider at all times, what is in the best 
interest of the learner.   
  
ACT adopts an open and accepting attitude towards our learners as part of its responsibility for pastoral care.  Staff 
encourage learners to feel free to talk about any concerns and to see ACT as a safe place when there are difficulties.  
Learners worries and fears will be taken seriously and learners are encouraged to seek help from members of staff.  
  
ACT will therefore:  

• Ensure that all members of staff are aware of the signs of abuse, neglect and specific safeguarding issues, so 
that they are able to identify learners who may be in need of help, to report concerns to the Safeguarding 
Team  

• Ensure that staff members always act in the best interests of the learner  

• Ensure that all staff members are aware of the Safeguarding Policy as part of staff induction and revisited 
regularly, through making the policy accessible on Iris.   

• Provide a safe environment in which learners can learn  

• Establish and maintain an ethos where learners feel secure and are encouraged to talk, and are listened to  

• Ensure that all learners know that there are staff members with whom they can approach if they are worried 
or are in difficulty  

• Include in the curriculum activities and opportunities for learners to develop the skills they need to stay safe 
from abuse (including online), and to know to whom they can turn for help  

• Have a designated safeguarding team across all sites to provide support to staff members to carry out their 
safeguarding duties and who will liaise closely with other services  

• Have a designated safeguarding person and deputy who will be responsible for safeguarding overall  

• Recognise its duties to learners in need, providing early help and intervention, while also providing support 
for learners at risk. Early help means providing support as soon as a problem emerges at any point in a 
learner’s life, from adolescents into adulthood. In the first instance, staff should discuss early help 
requirements with a Safeguarding Team Member  

• Ensure that when anyone raises a concern about a learner’s welfare that a referral (if necessary) is made to 
the appropriate referral agency Staff should discuss any potential referral with a member of the 
safeguarding team, who will make the referral  

• Ensure every effort is made to establish effective working relationships with parents/carers/guardians and 
colleagues from other agencies where appropriate 

• Operate safer recruitment procedures and make sure that all appropriate checks are carried out on new staff 
and volunteers who will work with learners, including references and appropriate disclosure and barring 
checks (DBS) 

• Keep up-to-date records on the My Concern system.   
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Purpose 
This policy and these procedures have priority over all other policies and procedures.   
The purpose of this policy and the safeguarding handbook is:  

• To protect learners who receive ACT’s services. This includes the children of adult learners.   

• To provide staff, volunteers and parents (where necessary) with the overarching principles that guide our 
approach to safeguarding.  

  
This policy sets out ACT’s procedure for dealing with safeguarding and must be used in conjunction with the 
safeguarding handbook. It is each staff members responsibility to familiarise themselves with both the procedure 
and handbook.   
 

Scope 
This policy applies to anyone working on behalf of ACT, including Senior Managers, The Board of Directors, paid staff, 
volunteers, sessional workers, agency staff and learners.   
 

Responsibilities 
The Designated Safeguarding Peron has overall responsibility for this policy.  
  
The Deputy Designated Safeguarding Person, Safeguarding Team Members and Safeguarding board are responsible 
for supporting the Designated Safeguarding Person with the development and implementation of this policy.   
  
Line Managers are responsible for ensuring that their staff are aware of and follow this policy and handbook.   
  

Communication and Storage 
This policy will be disseminated via read and accept and stored on Calon.  
  
Our policy should be read in conjunction with Welsh Government guidance document no: 283/2022.  
  
Keeping Learners Safe.   
 
The ACT Safeguarding Handbook should also be referred to for further information.   
 

Procedure 

 
ACT’s procedure for reporting safeguarding concerns.   
  
However, in an emergency, any staff member can contact the relevant emergency service, social services 
or adult services. 
  
1. If staff members have any concerns (as opposed to a learner being in immediate danger - see point 5) 

about a learner, they should raise these concerns via the My Concern system. 
 

2. The concern will be allocated by the DSP/DDSP or Provision Lead to a Safeguarding Team Member, who 
will decide on the most appropriate course of action to take and will provide ongoing support and advice 
to the member of staff who made the referral. 

  
3. If a referral is appropriate, the Safeguarding Team Member should make it. However, anyone can make a 

referral and if for any reason a staff member thinks a referral is appropriate and one hasn’t been made 
they can and should consider making a referral themselves, or contact the DSP. 

 

https://gov.wales/sites/default/files/publications/2022-04/220401-keeping-learners-safe.pdf
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4. If after a referral the learner’s situation does not appear to be improving, the Safeguarding Team Member 
(or the person that made the referral) should press for re-consideration to ensure their concerns have 
been addressed, and most importantly the learner’s situation improves. 

5. If a learner is in immediate danger or is at risk of significant harm, a referral should be made to 
children/adult services and/or the police/emergency services immediately.  

 
Anybody can make a referral.  
 

6. It is important that all parties act swiftly and avoid delays. 
 

7. Detailed records, including times and dates must be provided. The My Concern system will prompt you 
for this information, which must be completed the same day as the concern or incident.  

 
8. In all cases, the best interest of the learner is the primary consideration 

 
9. A referral to statutory agencies does not require parental consent for children, if there are reasonable 

grounds to believe that a child is at risk of significant harm.  
 
When is it suitable to inform parents/guardians of an allegation or concern of abuse?  
The Safeguarding Team Member will use professional judgement regarding the suitability and timing of informing 
parents and/or guardians. 
 
Individual Staff/Volunteers/Other Adults - main procedural steps 
When a learner makes a disclosure, or when concerns are received from other sources: 

 

• Take what the learner says seriously; 

• Do not investigate, ask leading questions, examine learners, or promise confidentiality; 

• Learner’s making disclosures should be reassured and if possible at this stage should be informed what 
action will be taken next; 

• Listen carefully without interrupting; 

• Remain calm and do not rush into action that may be inappropriate; 

• Reassure the learner that he/she is not to blame; 

• If you are in a group situation with a learner, arrange to see him/her on his/her own at the earliest possible 
opportunity; 

• If the learner is in immediate danger or in need of emergency medical care, make sure the relevant 
emergency service is contacted; 

• Let the learner know what you are going to do to help; 

• Report what you have been told, via the My Concern system, however, you can also speak to the 
DPS/Safeguarding Team Member if the concern requires immediate attention.  This must always be done 
on the same day; 

• Use the learner’s exact words wherever possible.  Concerns about abuse must always be recorded; 

• Keep the matter confidential to as few people who need to know;  

• If this has not already been done, inform the learner (or other party who has raised the concern) what 
action you have taken; 

• If a crime may have been committed, the matter should be reported to the Police. 
 
Allegations Against Members of Staff 
This procedure should be followed in all cases in which there is an allegation or suspicion that a person working 
with children, young people, or adults at risk has: 
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• behaved in a way that has harmed a child, young person or adult at risk, or might have harmed a child, 
young person or adult at risk; 

• possibly committed a criminal offence against or related to a child, young person or adult at risk; 

• behaved towards a child, young person or adult at risk in a way that indicates that he or she would pose a 
risk of harm if they work regularly or closely with that client group. 

 
Safeguarding Team Decision-Making Following an Allegation 
Once an allegation or concern is reported, the Lead Safeguarding Team will review all available information to 
determine whether the threshold for referral to the Local Authority Designated Officer (LADO) is met. If a 
referral to the LADO is required, the staff member involved will be placed on suspension while external 
guidance and next steps are sought. Suspension is a neutral and protective measure and does not imply guilt 
or wrongdoing. It is implemented to safeguard the staff member, learners, colleagues, and the integrity of the 
investigation process. 
 
Low-Level Concerns 
In addition to formal safeguarding allegations, all staff are expected to report low-level concerns about the 
behaviour or conduct of colleagues. Low-level concerns may not meet the threshold of harm but can help 
identify patterns, enable early support, and promote a transparent safeguarding culture. These should be 
recorded promptly through the Staff Safeguarding Portal on MyConcern so that the Safeguarding Team can 
monitor emerging themes and take proportionate action where required. 
 
Reporting Allegation/Low-Level Concerns 
Using the Staff Safeguarding Portal on MyConcern, report what has been disclosed or noticed, said or done. It 
is vital that all reports are accurate, detailed, and submitted without delay. The Lead Safeguarding Team can 
only act on the information recorded, so please ensure each entry contains: 

• dates and times 

• what you saw, heard, or were told 

• who else was present 

• any supporting evidence 

• any actions you took at the time 
 

In the event the allegation is against the DSP (Rosalyn Lovatt) or Strategic Safeguarding Lead (Leon Patnett), a 
written report of all details is to be submitted to the Delivery Director, Zoe Goodall. If the allegation is against 
the Delivery Director, the concern is to be reported in writing to Richard Spears, Managing Director. 
 
All staff members who receive or become aware of allegations against a colleague must handle the 
information with the utmost confidentiality. It is their immediate responsibility to report such allegations 
directly to the Designated Safeguarding Person (DSP) without delay. Breaching confidentiality by discussing or 
sharing the information with unauthorised individuals is strictly prohibited. Failure to follow these 
confidentiality protocols may lead to disciplinary action, as maintaining the integrity and confidentiality of 
safeguarding processes is crucial to protecting all parties involved and ensuring a fair and safe working 
environment. 
 
Social Media Contact  
Staff must follow ACT’s digital communication standards as outlined in the Safeguarding Handbook, including 
restrictions on accessing learners’ personal social media accounts and the requirement to use only 
ACT-approved systems.  
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Prevent Duty  
ACT manages its duty for Prevent under the Safeguarding Policy and Procedures.  
 
ACT’s SPOC (Single Point of Contact for Prevent) is Rosalyn Lovatt who is the DSP. We consider the risk of 
radicalisation as a wider part of our safeguarding duties. Radicalisation refers to the process by which a 
person comes to support terrorism and forces of extremism. From 1 July 2015 all Education providers are 
subject to a duty under section 26 of the Counter-Terrorism and Security Act 2015, in the exercise of their 
functions, to have “due regard to the need to prevent people from being drawn into terrorism”. This duty is 
known as the Prevent duty.  
  
Under the Prevent strategy, it is the duty of all staff members to remain vigilant and report any concerns 
regarding the risk of radicalisation, extremist behaviour, or conversations that may indicate such tendencies, 
whether involving a learner or a fellow staff member. If any such concerns arise, they must be reported 
promptly through the MyConcern system. This ensures that appropriate measures can be taken to safeguard 
individuals and maintain a safe and inclusive environment for all. The timely reporting of these concerns is 
critical in preventing the spread of extremist ideologies and protecting the wellbeing of the community.  
 
ACT’s SPOC will work with the member of staff or relevant manager and where required will submit an All 
Wales Prevent Referral and MARF/Adult Services Referral. 

 

Document / Policy Change Request 
Any changes to this document must be requested via the Designated Safeguarding Person, Rosalyn Lovatt. 

 
Document / Policy Reviewing and Approving 
This policy and handbook will be reviewed annually by the Safeguarding Board. 
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Glossary 
 

• Abuse: Abuse is a form of maltreatment. Somebody may abuse or neglect a person by inflicting harm or by 
failing to act to prevent harm. Children/Young people/Adults at risk may be abused in a family or in an 
institutional or community setting by those known to them or, more rarely, by others (e.g. via the internet). 
They may be abused by an adult or adults or another child or children.  
The safeguarding guide provides further detail of forms of abuse 

• Adult at Risk: The new Social Services and Well-being Act introduces the concept of ‘adults at risk’, which is 
an adult who: “(a) is experiencing or is at risk of abuse or neglect (b) has needs for care and support (whether 
or not the authority is meeting any of those needs) (c) is unable to protect himself or herself against the abuse 
or neglect or the risk of it.” 

• Concerns: Suspicion of abuse or neglect may take the form of ‘concerns’ rather than ‘known facts’ because 
evidence of harm may not always be present. Rather, practitioners may suspect abuse or neglect of a child or 
adult at risk. Alternatively, concerns may be based on information derived from a variety or sources and 
accumulated over time. Practitioners should also remember that their concerns may, in isolation, not be 
significant. However, alongside those from other agencies and sources they may build up a picture which 
suggests that a child or adult at risk may be suffering harm, abuse or neglect. 

• DSP: Designated Safeguarding person  

• DDSP: Deputy Designated Safeguarding person 

• Child or Children: The Children Act 1989 defines a child as a person under eighteen for most purposes. 

• Child at Risk: This describes an individual under the age of 18 years who is experiencing or is at risk of abuse, 
neglect or other kinds of harm; and who has needs for care and support (whether or not the authority is 
meeting any of those needs). When a child has been reported under section 130 of the Social Services and 
Well-being Act 2014, the local authority shall make, or cause to be made, such enquiries as they consider 
necessary to enable them to decide whether they should take any action to safeguard or promote the child’s 
welfare under section 47 of the Children Act (1989). 

• Section 31(9) of the Children Act 1989 states that: 

 ‘harm’ means ill-treatment or the impairment of health and development, including, for example, 

impairment suffered from seeing or hearing the ill-treatment of another; 

 ‘development’ means physical, intellectual, emotional, social or behavioural development 

 ‘health’ means physical or mental health 

 ‘ill treatment’ includes sexual abuse and forms of ill treatment which are not physical 

 Significant Harm 

Section 31(10) of the Children Act 1989 states that: ‘Where the question of whether harm suffered 

by a child is significant turns on the child’s health and development, his health and development 

shall be compared with that which could reasonably be expected of a similar child. 


