
 

HR/010 Safeguarding Policy –Version 10   10/7/19 - 1 - 
 

 

 
Policy Statement 
 
Complete Training and Assessment Ltd is committed to the safeguarding and protection of young 
people (children) and vulnerable adult learners and this policy is designed to provide information and 
guidance for members of staff in dealing with suspicions of, and incidents of abuse.  
 
Safeguarding means protecting an adults or child’s right to live in safety, free from abuse and neglect. 
 
Safeguarding looks at preventative action and covers the full range of measures in place to protect 
young people and vulnerable adult learners from potential dangers, including the safe recruitment of 
staff. 
 
Complete Training and Assessment Ltd recognises that the welfare of young people and vulnerable 
adult learners is paramount and all young people and vulnerable adult learners regardless of age, 
disability, gender, racial heritage, religious belief, sexual orientation or identity have the right to 
equal protection from all types of harm or abuse 
 
A young person (child) is anyone under the age of 18 
 
A vulnerable adult is someone who is aged 18 years or over who is or may be in need of community 
care services by reason of mental or other disability, age of illness; and who is or may be unable to 
take care of him or herself, or unable to protect him or herself against significant harm or 
exploitation. (No Secrets 2000) 
  
Abuse is defined as: “Abuse is a violation of an individual’s human and civil rights by other person or 
persons. Abuse may consist of single or repeated acts. It may be physical, verbal or psychological, it 
may be an act of neglect or an omission to act, or it may occur when a vulnerable person is 
persuaded to enter into a financial or sexual transaction to which he or she has not consented, or 
cannot consent. Abuse can occur in any relationship and may result in significant harm, or 
exploitation of, the person subjected to it”. (No Secrets2000). No Secrets has now been replaced and 
Until the Care Act 2014 came into force on 1st April 2015, there was no English law that dealt 
specifically with safeguarding adults who might be at risk of abuse or neglect 
 
Safeguarding Young People 
In the case of children, abuse is defined as: When adults intentionally treat children in a cruel or 
violent way’  
 
Complete Training and Assessment Ltd endeavours to prevent all abusive situations for young people 
(children) and the following definitions and examples of abuse are based on the NSPCC Guidance 
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It is generally accepted that there are four main forms of abuse, all of which can cause long term 
damage to a child: physical abuse, emotional abuse, neglect and sexual abuse. Bullying and domestic 
violence are also forms of abuse. 
 
Physical Abuse includes hitting, shaking, kicking, punching, scalding, suffocating and other ways of 
inflicting pain or injury to a child. It also includes giving a child harmful substances, such as drugs, 
alcohol or poison. If a parent or carer reports non-existent symptoms of illness in a child, or 
deliberately causes illness in a child, this is also a form of physical abuse. Physical abuse can also be 
caused through omission or the failure to act to protect. 
 
As well as physical signs of abuse such as bruising and broken bones children suffering physical abuse 
may also display certain behaviours, such as aggressive behaviour, fear of parents being approached, 
withdrawn behaviour, depression, reluctance to get changed. 
 
Emotional Abuse is when a parent or carer behaves in a way that is likely to seriously affect their 
child's emotional development. It can range from constant rejection and denial of affection, through 
to continual severe criticism, deliberate humiliation and other ways of verbally "terrorising" a child. 
 
Physical signs may include a failure to thrive or grow, sudden speech disorders and developmental 
delay in terms of physical or emotional progress. Behavioural changes may include neurotic 
behaviour (e.g. hair twisting, rocking), being unable to play, fear of making mistakes, self harm, fear 
of parent being approached regarding their behaviour. 
 
Neglect and acts of omission is the persistent lack of appropriate care of children, including love, 
stimulation, safety, nourishment, warmth, education and medical attention. It can have a serious 
effect on a child's physical, mental and emotional development. For babies and very young children, 
it can be life-threatening. 
 
Physical signs may include constant hunger, constantly dirty or smelly, weight loss or constantly 
underweight, inappropriate dress for the conditions. Behavioural changes may include complaints of 
being tired all the time, not requesting medical assistance, having few friends and mentioning being 
left alone or unsupervised. 
 
Sexual Abuse is when a child or young person is pressurised, forced or tricked into taking part in any 
kind of sexual activity with an adult or young person. This can include kissing, touching the young 
person's genitals or breasts, intercourse or oral sex. Encouraging a child to look at pornographic 
magazines, videos or sexual acts is also sexual abuse. 
 
Physical signs may include pain or itching in, or bruising and bleeding near, the genital/anal areas, 
sexually transmitted disease, vaginal discharge or infection, stomach pains, discomfort when walking 
or sitting down, pregnancy. Behavioural changes may include fear of being left with a specific person 
or group of people, having nightmares, bedwetting, eating problems, self harm, substance or drug 
abuse, acting in a sexually explicit way towards adults, sexual knowledge beyond their age or 
developmental level. 
 
The current threat from Terrorism and Extremism in the United Kingdom is real and severe and can 
involve the exploitation of vulnerable people, including children and young people.   
 
Radicalisation is defined as the process by which people come to support terrorism and extremism 
and, in some cases, to then participate in terrorist groups. 
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Extremism is vocal or active opposition to fundamental British values, including democracy, the rule 
of law, individual liberty and mutual respect and tolerance of different faiths and beliefs.  We also 
include in our definition of extremism calls for the death of members of our armed forces, whether in 
this country or overseas (HM Government Prevent Strategy, 2011).   
 
Terrorism is defined by the Terrorism Act 2000 as: “an action that endangers or causes serious 
violence to a person/people; causes serious damage to property; or seriously interferes or disrupts 
an electronic system. The use or threat must be deigned to influence the government or to 
intimidate the public and is made for the purpose of advancing a political, religious or ideological 
cause.” 
 
Preventing Radicalisation and Involvement in Terrorism  
 
The national CONTEST Strategy was updated in 2011. It has four strands:  
• PURSUE: to stop terrorist attacks;  
• PREVENT: to stop people from becoming terrorists or supporting terrorism;  
• PROTECT: to strengthen our protection against terrorist attack; and  
• PREPARE: to mitigate the impact of a terrorist attack 
 
Please refer to Prevent Policy for more information 
 
Safeguarding Adults 
 
Two of the catch phrases that are often used about safeguarding are ‘safeguarding is everybody’s 
business’ and ‘safeguarding is personal’.  
‘Safeguarding is everybody’s business’ refers to the importance of everyone being alert to possible 
signs of abuse or neglect and acting on their concerns. ‘Safeguarding is personal’, is intended to 
emphasise the importance of adults at risk being as involved as possible in any safeguarding process.  
  
As with other aspects of the social care legal framework the wellbeing of the individual through the 
safeguarding process is of central importance. This includes control by individuals over their day to 
day lives 
 
Complete Training and Assessment Ltd also endeavours to prevent all abusive situations for 
vulnerable adult learners and categories of abuse are below: - 

Physical abuse, including hitting, slapping, pushing, kicking, misuse of medication or inappropriate 
sanctions or restraint. 

Sexual abuse, including rape and sexual assault or sexual acts to which the vulnerable adult has not 
consented, could not consent or was pressured into consenting. 

Psychological abuse, including emotional abuse, threats of harm or abandonment, deprivation of 
contact, humiliation or blaming. 

Financial or material abuse, including theft, fraud, exploitation, pressure in connection with wills, 
property or inheritance or financial transactions or the misuse or misappropriation of property, 
possessions or benefits. 
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Neglect and acts of omission, including ignoring 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 and heating. 

Discriminatory abuse. This abuse is motivated by discriminatory and oppressive attitudes towards 
race, gender, cultural background, religion, physical and/or sensory impairment, sexual orientation 
and age. Discriminatory abuse manifests itself as physical abuse/assault, sexual abuse/assault, 
financial abuse/theft and the like, neglect and psychological abuse/harassment, including verbal 
abuse. 

Institutional abuse, neglect and poor professional practice. This may take the form of isolated 
incidents of poor or unsatisfactory professional practice at one end of the spectrum, through to 
pervasive ill treatment or gross misconduct at the other. 

Domestic Violence, Including honour-based violence "Any incident of controlling, coercive, 
threatening behaviour, violence or abuse between those aged 16 or over who are, or have been 
intimate partners or family members regardless of gender or sexuality. The abuse can encompass, 
but is not limited to including psychological, physical, sexual, financial, emotional, or so-called 
'honour' based violence 
 
Modern Slavery encompasses slavery, human trafficking, forced labour and domestic servitude. 
Trafficking and slave masters use whatever means they have at their disposal to coerce, deceive and 
force individuals into a life of abuse, servitude and inhumane treatment 
 
Hate crime can be defined as, "any hate incident, which constitutes a criminal offence, perceived by 
the victim or any other person, as being motivated by prejudice or hate". Adults may, therefore, be 
victims of mate/hate crime due to age, disability, gender, gender identity, sexual orientation, socio-
economics, race/ethnicity, religion/beliefs or lifestyle choice. 
 
Mate crime is usually used to refer to abuse of an adult with care and support needs where the 
victim is being abused or exploited by one or more people who the victim wanted to be their friend, 
particularly in situations where the victim was otherwise isolated and lonely. 
 
It is the responsibility of all members of staff to report any concerns under this policy to a designated 
safeguarding officer 
 
Purpose and Scope 
 
The purpose of this policy is to: 
 

• Provide a framework for protecting young people and vulnerable adult learners from abuse 
of any kind 

• Ensure that the welfare of young people and vulnerable adult learners is of primary concern 
• Ensure that all young people and vulnerable adult learners, whatever their age, culture, 

disability, gender, language, racial origin, socio-economic status, religious belief and/or 
sexual identity have the right to safeguarding from abuse 

• Provide a safe environment for young people and vulnerable adults to learn  
• Ensure staff recognise their responsibilities through guidance support and training, minimise 

the risk and avoid situations where abuse or neglect might be alleged 
• Provide staff with guidance on procedures to adopt in the event that they suspect a child or 

vulnerable adult learner may be experiencing, or be at risk of harm. 
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Complete Training and Assessment Ltd will endeavour to safeguard young people and vulnerable 
adult learners by:- 

• Taking seriously and responding quickly and appropriately to all suspicions and allegations of 
abuse 

• Designating a senior member of staff as having lead responsibility for child protection (young 
people) and safeguarding of vulnerable adults, and ensure that they receive appropriate 
training 

• Having a number of designated safeguarding officers who are appropriately trained. 
• Operating safe recruitment procedures 
• Having in place procedures to deal with concerns/suspicions about a young person’s welfare 
• Having in place procedures to deal with allegations of abuse against members of staff and 

learners 
• Ensuring all staff working with young people receive appropriate safeguarding training and 

are aware of their responsibilities, including the identification of young people at risk of 
significant harm 

• Reviewing this policy annually as part of the quality assurance process to ensure that the 
policy is fit for purpose. 

 
Links to other Complete Training and Assessment Ltd Policies 
 
There are a number of other policies and procedures that support Complete Training and Assessment 
Ltd ’s approach to safeguarding of young people and vulnerable adult learners and assist in providing 
an overall framework for creating a safer learning environment. 
 
The policies listed below are not an exhaustive list:- 

• Health and Safety Policy 
• Health and Safety Risk Assessments 
• Equal Opportunities and Diversity 
• IT acceptable use Policy 
• Lone Workers Policy 
• Recruitment & Selection 
• Whistleblowing 
• Prevent Policy  

 
There are also other policies in place that are relevant to all learners who enrol onto a programme of 
learning  and these cover:- 

• Health & Safety 
• Appeals 
• Complaints 
• Equal Opportunities 
• Data Protection 
• Safer Practice, Safer Learning 
• Safeguarding and protection of vulnerable Learners 
• Whistleblowing 

 
All learners enrolled onto a programme receive a learner induction handbook which the assessor 
discusses and learners become familiar with all relevant policies and procedures. 
 
Responsibilities 
 
The Complete Training and Assessment Directors have responsibility for:- 
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• Implementing the safeguarding policy and ensure that systems and procedures are being 

fully implemented and followed 
• Ensuring that all staff feel able to raise their concerns about the safety of young people and 

vulnerable adult learners 
• Ensuring all concerns are dealt with sensitively, effectively and in a timely manner 
• Taking the lead role of the safeguarding team 
• Completing records – action taken record (Appendix B) and referring cases of suspected 

abuse or allegations to social services and/or police child protection unit where appropriate 
• Attending safeguarding of adults and child protection training and attend refresher training  
• Arranging and chairing an annual review meeting with the Designated Safeguarding Officers 

in order to ensure the safeguarding policy and procedures are reviewed annually and in line 
with any new legislation. 

• Ensuring accurate written records of referrals/concerns are stored securely and shared 
appropriately (where concerns have not required referral to Social Services or Police a record 
should still be retained). 

 
Safeguarding team  
 
The Centre has a designated team of safeguarding/Prevent officers who will have completed the 
safeguarding of vulnerable adults training and child protection training as well as train the trainer in 
Prevent. Andrew Ashworth is an independent contact if any issues cannot be raised to the internal 
team – this applies to all our internal staff as well as learners and managers. Steve Bloor is the 
main contact for safeguarding at Total People with whom we have a sub-contract with. 
 
The safeguarding team includes:- 
 

Name  email Telephone 
Joanne Oldfield- Lead jo@complete.training 0161 6553827 

07528219651 
Karon Goodman karon@complete.training 0161 6553827 

07807856814 
Janet Oram Janet@complete.training  0161 6553827 

07399587391 
Andrew Ashworth Andrew.ashworth@possabilities.org.uk  01706 626730 
Steve Bloor  - Safeguarding Co-
ordinator. Total People 

stephen.bloor@totalpeople.co.uk 07971 659814  

 
   
The designated safeguarding team is responsible for ensuring that:- 
 

• Arrangements are in place for updating staff on safeguarding practices and procedures  
• Relevant training is current and up to date 
• A member of the team will be available 24 hours a day 
• Any child protection concerns are referred, where appropriate, to social services and/or 

police child protection unit in the absence of the Lead safeguarding officer 
• They attend an annual meeting to review safeguarding procedures. 

 
All staff members 
 
It is the responsibility of all staff to ensure that:- 
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• they familiarise themselves with this policy and all other policies and procedures associated 

with this 
• adhere to Complete Training and Assessment Ltd policies and procedures 
• promote and safeguard the welfare of young people and vulnerable adult learners through 

the induction, assessment and review process 
• attend mandatory safeguarding of vulnerable adults training and child protection training 
• complete a risk assessment for all learners enrolled onto an QCF programme and ensure 

adequate risk assessments are in place 
• know who the safeguarding team is for Complete Training and Assessment Ltd   
• Know what to do in the event that a young person or vulnerable adult learner makes a 

disclosure to them 
• Be vigilant for potential signs and symptoms of abuse and alert a member of the 

safeguarding team if they have concerns about a young person or vulnerable adult learner 
• Help to create a culture of listening so that all learners feel that they will be listened to 
• The Leaflet from the NSPCC is available to offer to young people who may need other forms 

of advice and support 
• Follow the NVQ Code of Practice in varying the assessment methods to suit the needs of 

individual learners, especially those learners who have a literacy or learning need  
• Seek additional advice from Centre staff and awarding bodies when needing to make 

reasonable adjustments to the requirements specified by the awarding bodies for vulnerable 
adult learners 

• Allowing special consideration to young people and vulnerable adult learners who have been 
affected by temporary illness, injury or adverse circumstances that have arisen 
 

Members of staff should never attempt to investigate or solve the issues in any way as this could be 
construed as unjustified interference which could jeopardise any other investigation and possible 
subsequent court case 
 
Safeguarding teams in the areas that we cover at appendix C 
 
Reporting and monitoring procedures 
 
All staff members 
 
All members of staff working closely with young people and vulnerable adult learners have to be 
alert to possibilities of abuse and any concerns about the behaviour of any adult with respect to that 
young person or vulnerable adult learner should be reported to a designated safeguarding officer 
who will decide what further action to take. Concerns should be recorded in as much detail as 
possible including any signs of abuse or the circumstances which led to your suspicions 
 
If a member of staff, in their course of work, has a safeguarding issue disclosed to them then this 
must be treated as a priority over all other work and the following actions to be taken:- 

• Respond calmly and positively to the young person or vulnerable adult.  
• Reassure them that they have done the right thing in raising the issue with you and 

accept what they say without judgement, prompting or interruption.  
• Always ask enough questions to clarify your understanding, reassure them but do not 

make them repeat themselves.  
• Be honest and let them know that you cannot keep it a secret that you need to tell 

someone else.  
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• Remain calm and do not show your emotions, let the person know you are treating the 
matter seriously and make them feel secure and safe without causing any further 
anxiety. 

• Record what has been said as accurately as possible on the safety concern form 
(appendix A). Make sure it is factual and does not include your own views or opinions 
although details of how they looked and behaved are useful e.g. he had a cut on his 
cheek and was crying. The report should be signed and dated and stored in a secure 
place 

• Report concerns to a member of the safeguarding team without delay. Once you have 
reported the concern the responsibility for taking any further action or actions lies with 
them 

 
It should be noted that an adult may make a disclosure of child abuse that occurred during his/her 
childhood. These disclosures should also be reported to the Designated Safeguarding Officer as the 
abuser may still pose a risk to children.  
 
Role of the Safeguarding Officer(s) 
 
The role of the safeguarding officers is:- 
  

• To receive information from staff who have young persons and vulnerable adult learners 
safeguarding concerns and record it on the safety concern form (Appendix A). 

• Assess the information promptly and carefully, clarifying and obtaining more information 
about the matter as appropriate 

• Consult with other safeguarding officers and refer the concern to the lead safeguarding 
officer 

• Assist with making any formal referral to the Independent Safeguarding Authority, HR, other 
agencies or the police 

• Record statements from any member of staff who feels that a young person or vulnerable 
adult learner has indulged in inappropriate behaviour or made sexually suggestive comments 
or approaches 

 
 
Other roles and responsibilities 
 
There are other roles and responsibilities for dealing with other issues raised in line with the policies 
and procedures within the learner induction handbook. These issues can be reported and include:- 

• Appeals 
• Complaints 

 
 
Confidentiality 
 
The safety and well being of young people and vulnerable adult learners is paramount. Staff do have 
access to confidential information about learners in order for them to complete their everyday tasks 
and responsibilities and every member of staff is aware of their duties in protecting confidentiality of 
information. 
 
All paper based information regarding learners is stored securely in the Centre office and electronic 
information is stored on staff computers which are all password protected. Complete Training and 
Assessment Ltd also has a separate confidentiality policy which all staff are aware of. 
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Confidentiality and trust should be maintained as far as possible but staff must act on the safety of 
learners. The degree of confidentiality will be governed by the need to protect the individual who 
should be informed as soon as possible that the information will have to be passed on. 
 
All conversations regarding a young person or vulnerable adult learner should always be held in 
private. 
 
If any member of staff is unsure about whether to share information or keep it confidential then they 
should seek the advice of a member of the safeguarding team at the earliest opportunity 
 
Complete Training and Assessment Ltd complies with the data protection act and is registered with 
the Information Commissioners Office 
 
Allegations of abuse against centre staff 
 
Complete Training and Assessment Ltd recognises the importance of having a procedure in place for 
dealing with allegations against staff who work with young people and vulnerable adult learners that 
aims to strike a balance between the need to protect young people and vulnerable adult learners 
from abuse and the need to protect staff from false or unfounded allegations.  
 
Complete Training and Assessment Ltd recognises that it is not practical to provide definitive 
instructions that would apply to all situations at all times whereby staff come into contact with young 
people and to guarantee the protection of young people and staff. 
 
If an allegation of abuse is made against a member of staff then the safeguarding officer must report 
this to the Lead safeguarding officer who will then liaise with the HR representative. The 
safeguarding office will complete a safety concerns form and pass to the lead safeguarding officer 
who will work with HR. HR will contact the member of staff and if the allegation is founded then the 
staff member will be dealt with following Complete Training and Assessment Ltd’s disciplinary 
procedures and the relevant paperwork completed and the appropriate agencies notified i.e. Police, 
ISA. If the allegation is found to be false then HR will notify the member of staff against whom the 
allegation was made to confirm the outcome and that no further action will be taken. A report will 
also be compiled confirming what action has been taken and the reasons for concluding that the 
allegation is not founded  
 
Throughout, Complete Training and Assessment Ltd will aim to balance the welfare of the accused 
member of staff and the interests of the investigation, taking account of the need to minimise the 
stress to anyone who may be wrongly or mistakenly accused.  
 
Complete Training and Assessment Ltd acknowledges that such allegations are highly sensitive and 
will ensure that confidentiality is maintained throughout the assessment and investigation process. 
 
Independent Safeguarding Authority (ISA) 
 
Complete Training and Assessment Ltd has a duty to refer to the ISA, information about individuals 
working with children or vulnerable adults where they consider them to have caused harm or pose a 
risk of harm. If an allegation against a staff member is founded then HR in partnership with the lead 
safeguarding officer will complete and submit a referral form in line with the requirements to report 
this 
 
Code of Practice for staff 
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Along with complying with the NVQ code of practice and all of Complete Training and Assessment Ltd 
policies and procedures, staff need to be aware of guidelines when supporting young people or adult 
vulnerable learners. 

 
These guidelines are intended to be a common sense approach that both reduce opportunities for 
the abuse of young people and vulnerable adult learners and help protect staff. 
 
 
 
 
Staff should   

 
• Treat all young people and vulnerable adult learners equally and with dignity regardless of 

age, sex, religion, race, etc.  
• Ensure that the welfare of the young people and vulnerable adult learners always comes first 

regardless of the aims of the activity being carried out. 
•  Challenge all unacceptable behaviour and refer any concerns about child abuse to a 

Designated Safeguarding Officer immediately. 
• Ensure that, wherever possible, there is more than one adult present during activities or that 

you are in the sight or hearing of others 
• Exercise caution in initiating any physical contact with a young person or vulnerable adult  
• Ensure their dress and appearance are appropriate to their role, i.e. staff should be dressed 

decently, safely and appropriately for the tasks they undertake and should avoid clothing 
that is likely to be viewed as offensive (e.g. containing political or otherwise contentious 
slogans including sexually offensive slogans). 

• Ensure that any accidents involving young people and vulnerable adult learners are reported 
in accordance with agreed procedures.  

 
Staff should not 
 

• Spend excessive time alone with young people and vulnerable adult learners away from 
others 

• Take young people or vulnerable adults in a car journey, however short 
• Take young people or vulnerable adults to your home 
• Allow physical contact especially any contact that may be open to misinterpretation by the 

young person, vulnerable adult learner or any third party.  
• Enter changing rooms or bedrooms that are assigned to the opposite sex unless there is an 

emergency 
• Let allegations, over familiar or sexually suggestive comments or approaches to a young 

people or vulnerable adults go unchallenged or unrecorded 
• Take photographs, videos or other images of a young person or vulnerable adult learner 

without permission 
• Behave in any manner which would lead any reasonable person to question their suitability 

to work with young people and vulnerable adult learners or act as a role model. 
• Establish social contact to secure a friendship or any other form of relationship, including 

sexual relationships, with young people and vulnerable adult learners e.g. staff should not 
give out any personal details such as home/mobile phone number or e-mail address. 

• Allow or engage in rough, physical or sexually provocative games with young people and 
vulnerable adult learners 

• Allow or use inappropriate language and/or behaviour.  
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Staff development and training 
 
All staff will attend mandatory safeguarding adults training and child protection training as 
recommended and it is up to individual staff members to ensure that this training remains up to 
date. 
 
Training and development will be discussed at one to one meetings and training that has expired can 
be discussed and booked. 
 
 
The training below is required as a minimum to comply with this policy:- 
 

• Safeguarding Adults and Children 
• Equality and Diversity  
• Health and safety 
• Fire Safety  
• Prevent  

 
These topics are also included in the programmes of learning for learners on an apprenticeship 
programme and are scheduled alongside the main aim and knowledge requirements. 
 
Safer Recruitment of staff 
 
Complete Training and Assessment Ltd has systems in place to prevent unsuitable people from 
working with young people or vulnerable adults and to promote safe practice. These systems apply 
to all new staff. Complete Training and Assessment Ltd ’s recruitment policy for all staff states: - 
 
It is Complete Training and Assessment Ltd ’s policy to seek the successful candidate’s consent for it 
to seek two written references, one of which must be the most recent employer, a DBS/CRB 
Disclosure/Scotland Disclosure and ISA Adult First if applicable / Children’s List checks (for those 
individuals working with children and/or vulnerable adults), Any offer of employment will be 
conditional on all of these being satisfactory to the Company.  
 
References:- 
  
Care Act 2014 
Sex Discrimination Act 1975  
Race Relations Act 1976  
Disability Discrimination Act 1995  
Employment Equality (Sexual Orientation) Regulations 2003  
Employment Equality (Religion or Belief) Regulations 2003  
Data Protection Act 1998  
Care Standards Act 2000 
 
An offer of employment with Complete Training and Assessment Ltd  is subject to receipt of two 
satisfactory written references, a DBS/CRB/Disclosure Scotland check and confirmation of eligibility 
to stay and work in the UK (if the candidate was born outside of the United Kingdom). You should not 
allow a candidate to commence employment without these and having applied for a CRB 
Disclosure/Disclosure Scotland you should also ensure the following: -  
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• Where a person has previously worked in a position whose duties involved work with 
children or vulnerable adults, so far as reasonably practicable, verification of the reasons why 
the employment or position ended.  

• Documentary evidence of any relevant qualification.  
• A full employment history, together with a satisfactory written explanation of any gaps in 

employment.  
• Evidence that the person is physically and mentally fit to do the job.  
• Proof of identity (which must include a recent photograph).  
• A copy of the candidate’s birth certificate is received, which must be kept on their personnel 

file.  
• A copy of the candidate’s passport is received, which must be kept on their personnel file.  
• Documentary evidence of any relevant qualifications, which must be kept on their personnel 

file.  
• If awaiting a CRB Disclosure/ Disclosure Scotland for a new member of staff, they should be 

supervised continuously until the Disclosure is received and accepted. Prior approval for staff 
to commence employment on an ISA Adult First must have been given by the Registration 
Authority if full CRB disclosure/Disclosure Scotland has not been received.  

•  Ensure Complete Training and Assessment Ltd ’s Recruitment policy is adhered to.  
• Professional Registers will be checked as appropriate 

 
Once appointed, all staff within the Centre receive a comprehensive induction including:- 

• Centre policies and procedures 
• Risk assessments/Health & Safety and Fire 
• Safeguarding Adults and Children 
• Prevent 
• Safer Practice, Safer Learning 
• Whistleblowing 
• Vulnerable Learners Policy 
• Handover and overview of services to be visited 

 
In addition to the induction all new staff:- 

• Shadow an experienced member of staff in a service  
• Are shadowed and mentored in the services they support 
• Attend all mandatory training within the first two months of employment. 
• Attend child protection training within the first 6 months of employment 
• Attend any specialist training that is appropriate  
• Sign up to the CAVA qualification if applicable in the first two months 
• Complete Certificate in Education and Training or Learning and Development training within 

the first 6 months 
• Are observed in the services with learners 

 
 
Concerns or Complaints about the Centre Staff 
 
 As detailed above there are rigorous procedures in place to recruit suitable staff and there are 
robust policies in place to ensure that any allegations made about the centre staff are followed up 
quickly. There are also additional procedures in place to check that all learners, not just young people 
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and vulnerable adults, are being treated fairly, feel safe and have an opportunity to discuss any 
problems and this is done by: 
 

• Annual postal questionnaires to learners where feedback is sought and evaluated 
• A telephone interview on completion of the qualification to discuss the learner journey and 

satisfaction 
• Telephone calls to service/home managers to discuss the support and any issues and these 

are evaluated 
• 4 - 6 weekly progress reviews where learners are asked specifically about health and safety, 

equal opportunities including the welfare of themselves and others, Equality and Diversity 
and safeguarding. Comments are recorded and these are checked on receipt into the office 
for any problems to be followed up. 
 

For all learners that enrol onto a qualification, not just young people or vulnerable adults, a 
thorough induction is completed and the induction covers: - 

• Complaints 
• Appeals 
• Data Protection 
• Equal Opportunities 
• Equality and Diversity including Prevent 
• Health and Safety 
• Risk assessment and example young workers risk assessment 
• Safer Practice, Safer Learning 
• Safeguarding of young people and vulnerable adult learners 
• Lone Working 
• Whistleblowing 

 
Review arrangements of the policy 
 
This policy and procedures will be regularly monitored and reviewed:- 

• In accordance with changes in legislation and guidance on the safeguarding of young people 
and vulnerable adults or any changes within Complete Training and Assessment Ltd  

• Following any issues or concerns raised about the safeguarding of young people and 
vulnerable adults 

• In all other circumstances, at least annually following consultation with the safeguarding 
team in the first quarter of every year. 
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Appendix A 

SAFETY CONCERN FORM 
 
Name of young person or vulnerable adult: 
 
 
Date of birth: Gender:  M  /  F  

 
Name of person reporting the concern: 
 
Nature of allegation/concern  
(Include category of concern where possible - Physical/ Neglect/Emotional/Sexual) 
 
 
 
 
 
 
The young persons or vulnerable adult learners account:  
 
 
 
 
Time, location, date or other relevant information: 
 
 
Description of any visible bruising or other injuries: 
 
 
 
Any other observations/information: 
 
 
 
 
Action taken: 
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Signed: 

Name (print) 

Position: 

Date: 

PLEASE CONTINUE ON TO ANOTHER PAGE IF NECESSARY, ENSURING IT IS SECURELY 
ATTACHED TO THE SAFETY CONCERN FORM. 
Appendix B 
 

ACTION TAKEN FORM      
Name of Designated Safeguarding Officer: 
 
 
Young Person’s/Vulnerable adult learners 
Name: 
 

Date of incident: 
 

Nature of allegation/concern  
(Attach Safety Concern Form) 
 
 
 
 
 
 
Action taken after consultation: 
 
 
 
 
 
 
 
If applicable - Name of person spoken to at ISA/HR/Child services/Police: 
 
Address: 
 
 
 
Phone no: 
 
Advice given or arrangements made: 
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Signed (Designated Safeguarding Officer): 

Position: 

Date: 

Signed (Lead Safeguarding Officer) 

Date 

 
PLEASE CONTINUE ON TO ANOTHER PAGE IF NECESSARY, ENSURING IT IS SECURELY 
ATTACHED TO THE ACTION TAKEN FORM. 
 
Appendix C 

Safeguarding contacts – Areas of Delivery 
 
 
Rochdale Borough Safeguarding Board 
Floor 4 
No1 Riverside 
Smith Street Rochdale 
OL16 1XU 
0300 303 8886 – mon – Fri 0830-1645 
0300 303 8875 – all other times 
 
 
Halton Safeguarding Board 
Tracey Holyhead 
HSCB Manager 
2nd floor 
Rutland House 
Runcorn 
WA7 2GW 
0151 511 7313 
 
Halton adult social care team 
0151 907 8306 
 
 
Wakefield District Safeguarding Board 
County Hall 
Bond Street 
Wakefield 
WF1 2EB 
wdscbevents@wakefield.gov.uk 
01924 306 497 
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Newcastle-Under-Lyme Adult Safeguarding Board 
Civic Offices 
Merrial Street 
Newcastle-Under-Lyme 
ST5 2AG 
vastaffordshire@staffordshire.gov.uk 
0845 604 2719 
0845 604 2886 – out of office hours 
 
 
 
Blackburn with Darwen Safeguarding Adults Board 
Floor 4 
10 Duke Street 
Blackburn 
BB2 1DH 
01254 585 949 
01254 587 547 – out of office hours 
 
 
Peterborough Safeguarding Adults Board 
Town Hall 
Bridge Street 
Peterborough 
PE1 1HF 
01733 747 474 
01733 234 724 – out of office hours 
 
 
Shropshire First Point of Contact Team 
Shropshire Council Community Services 
Shirehall 
Abbey Forgate 
Shrewsbury 
SY2 6ND 
0345 678 9021 
0345 678 9021 – out of office hours  
firstpointofcontact@shropshire.gov.uk 
 
 


