
 

 

 

 

 

Safeguarding and Prevent Policy 
 

CTSW Skills are passionate about safeguarding our learners. We have a statutory duty to ensure that 
we safeguard and promote the welfare of children, young people and adults at risk of harm, but also 
a moral duty. Our duty under PREVENT to protect learners from radicalisaDon is included in this 
policy. This policy and procedure focus on how we recruit and train our trainers and consultants, 
support our apprenDces, and deal effecDvely with allegaDons against staff.  

The Safeguarding and Prevent Policy for CTSW Skills reflects the importance of our responsibility to 
safeguard and promote the welfare of all our apprenDces and staff by protecDng them from physical, 
sexual, or emoDonal abuse, neglect, and bullying. We are commiHed to providing a caring, friendly, 
and safe environment for all our apprenDces so that they can learn in a relaxed and secure 
atmosphere. We believe every apprenDce should be able to parDcipate in all learning and social 
acDviDes in an enjoyable and safe environment and be protected from harm.  

This policy is applicable to all staff, apprenDces, visitors, contractors, volunteers, service providers, 
subcontractors who may be working with children (those under 16), young adults (those aged 16-24) 
and vulnerable adults (as defined in secDon 59 of the Safeguarding Vulnerable Groups Act 2006 and/or 
those persons aged 18 and over who by reason of mental or any other disability, age or illness are or 
may be unable to look aYer themselves or are or maybe unable to protect themselves against harm or 
exploitaDon) whom CTSW Skills Ltd encounters through any of their programmes.  

The aims of this Policy are:  

• IdenDfy the expectaDons of staff in relaDon to safeguarding 
• Ensure relevant and effecDve safeguarding pracDces are in place 
• Ensure the right of every applicant and apprenDce to learn within a safe environment 
• Promote awareness to staff of the need to safeguard children, vulnerable adults and all 

people and to recognise that safeguarding is everyone’s responsibility 
• Ensure that the fundamental rights and needs of our applicants and apprenDces are 

observed 
• Prevent abuse through the pastoral support offered to all applicants and apprenDces 
• Raise awareness of different types of abuse and children in need issues 
• Provide guidelines for staff in handling maHers relaDng to actual or suspected child abuse 
• Ensure staff act professionally 
• Deter potenDal, unsuitable individuals from applying to CTSW Skills by demonstraDng our 

aHenDveness and vigilance in relaDon to safeguarding through our website and job 
adverDsements 

• Reject at interview stage anyone where we have doubts about suitability 
• Prevent the risk of abuse by ensuring procedures and standards are in place Throughout this 

policy and procedure, reference is made to ‘children and young people’. This term is used to 
mean those under the age of 18 Safeguarding and promoDng the welfare of children is 
defined as: protecDng children from maltreatment; prevenDng impairment of children health 
or development; ensuring that children frow up in circumstances consistent with the 
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provision of safe and effecDve care; and keeping acDon to enable all children to have the best 
outcomes (Keeping Children Safe in EducaDon 2023)  

Reference is made throughout to ‘adults at risk of harm’. Adults are risk of harm are defined as 
people aged 18 years or over who may need or receive community care services by reason of mental 
health or other disability, age or illness and who may be unable to take care of themselves or protect 
themselves against significant harm or exploitaDon (No Secrets, Department of Health. March 2000). 
The procedure will be applied, with appropriate adaptaDons to all apprenDces.  

This policy has been created with reference to ‘Working Together to Safeguard Children  
(2020), SET Procedures 2015, Counterterrorism and Security Act (2015), and Keeping Children Safe in 
EducaDon (2023).  

Radicalisa(on and Prevent RadicalisaDon is defined as the act or process of making a person more 
radical or favouring of extreme or fundamental changes in poliDcal, economic, or social condiDons, 
insDtuDons or habits of the mind. Extremism is defined as the holding of extreme poliDcal or religious 
views. At CTSW Skills Ltd, we are fully commiHed to safeguarding and promoDng the welfare of all 
apprenDces and staff. We recognise that safeguarding against radicalisaDon is no different from 
safeguarding against any other vulnerability.  

At CTSW Skills Ltd, all employees are expected to uphold and promote the fundamental principles of 
BriDsh values, including democracy, the rule of law, individual liberty and mutual respect and tolerance 
of those with different faiths and beliefs.  

The principal objecDves of this policy are that: All staff will understand what radicalisaDon and 
extremism are and why we need to be vigilant. All apprenDces and staff will know that CTSW Skills Ltd 
has policies in place to keep them safe from harm and that CTSW Skills Ltd regularly reviews its systems 
to ensure they are appropriate and effecDve.  

CTSW Skills staff promotes respect, tolerance, and diversity. ApprenDces and staff are encouraged to 
share their views and recognise that they are enDtled to have their own different beliefs which should 
not be used to influence others. It is recognised that apprenDces or staff with low aspiraDons are more 
vulnerable to radicalisaDon and, therefore, we strive to equip our apprenDces and staff with 
confidence, self-belief, respect, and tolerance as well as segng high standards and expectaDons for 
themselves.  

ApprenDces and staff are briefed during inducDon and as part of ongoing standardisaDon and training; 
about how to stay safe when using the Internet and are encouraged to recognise that people are not 
always who they say they are online. They are taught to seek help if they are upset or concerned about 
anything they read or see on the Internet.  

Inappropriate websites are banned and cannot be accessed from CTSW Skills Ltd premises. CTSW 
Skills Ltd staff, contractors, associates, and volunteers undertake appropriate training to ensure that 
they are clear about their role and the parameters of their responsibiliDes including their statutory 
safeguarding duDes. Through various training opportuniDes within CTSW Skills Ltd, we ensure that 
our staff are fully aware of the threats, risks and vulnerabiliDes that are linked to radicalisaDon; are 
aware of the process of radicalisaDon and how this might be idenDfied early on.  
CTSW Skills will:  

• Provide a safe environment for children, young people, and adults at risk of harm to learn in  
• IdenDfy those who are suffering or are likely to suffer significant hard or who are at risk of 

radicalisaDon  
• Have a system for idenDfying concerns in relaDon to abuse of adults at risk of hard and 

effecDve methods of responding to disclosures  
• Refer concerns that a child, young person or adult at risk of significant harm or might be at 

risk of significant harm to the appropriate referral agents  
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• Work effecDvely with others as required by ‘Working Together to Safeguard Children (2022)  
• Take into account the interagency safeguarding procedures of Bristol Safeguarding Children’s 

Board.  

CTSW Skills will approve and review policies and procedures:  
• Ensuring systems are in place and effecDve in relaDon to the idenDficaDon of children, young 

people and adults at risk of harm, and procedures for reporDng concerns are widely known  
• Ensuring effecDve procedures for reporDng and dealing with allegaDons of abuse by 

members of staff or others who come into contact with apprenDces  
• Ensuring safe recruitment of staff  
• Ensuring staff are appropriately trained to discharge their duDes in relaDon to safeguarding 

and PREVENT  
In developing policies and procedures, CTSW Skills will take account of guidance issued by the 
Department for EducaDon, Ofsted and other relevant bodies and groups including Bristol Local 
Safeguarding Children Board   

Types of abuse and neglect  

CTSW Skills uses the following as definiDons of abuse for children, young people, and adults at risk of 
harm, and CTSW Skills operates a zero tolerance operaDon on each of the below:  

Abuse: a form of maltreatment. Somebody may abuse or neglect by inflicDng harm, or by failing to 
act to prevent harm. They may be abused by an adult or adults or child or children.  

Physical abuse: a form of abuse which may involve higng, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocaDng or otherwise causing physical harm. Physical harm may also be 
caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness.  

Emo(onal abuse: EmoDonal abuse is the persistent emoDonal maltreatment of a child or adult at 
risk of harm such as to cause severe and persistent adverse effects on their emoDonal development. 
It may involve conveying to them that they are worthless or unloved, inadequate, or valued only in 
so far as they meet the needs of another person. It may include not giving them opportuniDes to 
express their views, deliberately silencing them or ‘making fun’ of what they say or how they 
communicate. It may feature age or developmentally inappropriate expectaDons being imposed. 
These may include interacDons that are beyond the developmental capability, as well as 
overprotecDon and limitaDon of exploraDon and learning, or prevenDng from parDcipaDng in normal 
social interacDon. It may involve seeing or hearing the ill- treatment of another. It may involve 
serious bullying (including cyber bullying), causing vicDms to frequently to feel frightened or in 
danger, or the exploitaDon or corrupDon of other. AddiDonally, ‘revenge porn’ has been idenDfied as 
a specific criminal offence (Criminal JusDce and Courts Act 2015).  
The Act creates a new criminal offence of disclosing private sexual photographs and films without the 
consent of an individual who appears in them and with intent to cause that individual distress. Some 
level of emoDonal abuse is involved in all types of maltreatment, though it may occur alone.  

Sexual abuse and harassment: Sexual abuse involves forcing or enDcing a child, young person, or 
adult at risk of harm to take part in sexual acDviDes. It may not necessarily involve a high level of 
violence, whether or not the child or adult may not be aware of what is happening. The acDviDes 
may involve physical contact, including assault by penetraDon (for example, rape or oral sex) or non-
penetraDve acts such as masturbaDon, kissing, rubbing and touching outside of clothing. They may 
also include non-contact acDviDes, such as involving children in looking at, or in the producDon of, 
sexual images, watching sexual acDviDes, encouraging children to behave in sexually inappropriate 
ways, or grooming a child in preparaDon for abuse (including via the internet). Sexual abuse is not 
solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can other 
children.   
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Peer on Peer/Child on Child Abuse: Peer-on-peer abuse includes but is not limited to: physical and 
sexual abuse, sexual harassment and violence, emoDonal harm, on and offline bullying and teenage 
relaDonship abuse. Peer on peer and child on child-on-child abuse can be moDvated by perceived 
differences e.g. on grounds of race, religion, gender, sexual orientaDon, disability or other 
differences. It can result in significant, long lasDng, and traumaDc isolaDon, inDmidaDon, or violence 
to the vicDm.  

Up skir(ng: Up skirDng is specific criminal offence under the Voyeurism (Offences) Act 2019. It 
typically involves taking a photograph under a person's clothing without them knowing, with the 
intenDon of viewing their genitals or buHocks for sexual graDficaDon or causing humiliaDon, distress, 
or alarm. The revised version of Keeping Children Safe in EducaDon lists up skirDng as one example of 
peer-on-peer abuse.  

Sexual Consent: Consent is an agreement between people to engage in a sexual acDvity. Consent 
means freely choosing to say ‘yes’ to a sexual acDvity. It’s needed for any kind of sexual acDvity, from 
touching or kissing to intercourse. It’s always clearly communicated - there should be no mystery or 
doubt. There are laws around who can consent and who can't. Without consent, any sexual acDvity is 
against the law and can be harmful.  

Neglect: Neglect is the persistent failure to meet basic physical and/or psychological needs, likely to 
result in the serious impairment of health or development. Neglect may occur during pregnancy as a 
result of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing 
to:  

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

• protect from physical and emoDonal harm or danger 
• ensure adequate supervision (including the use of inadequate care-givers) or 
• ensure access to appropriate medical care or treatment 

It may also include neglect of, or unresponsiveness to basic emoDonal needs. This also applies to 
adults at risk of harm for whom neglect is an oYen under reported or challenged concern.  

Forced Marriage: This involves a young person, or adult at risk of harm being forced into a marriage 
against their will.  
Child Sexual Exploita(on: Child sexual exploitaDon (CSE) is a form of sexual abuse that involves the 
manipulaDon and/or coercion of young people under the age of 18 into sexual acDvity in exchange 
for things such as money, giYs, accommodaDon, affecDon, or status. The manipulaDon or ‘grooming’ 
process involves befriending children, gaining their trust, and oYen feeding them drugs and alcohol, 
someDmes over a long period of Dme, before the abuse begins. The abusive relaDonship between 
vicDm and perpetrator involves an imbalance of power which limits the vicDm’s opDons. It is a form 
of abuse which is oYen misunderstood by vicDms and outsiders as consensual. Although it is true 
that the vicDm can be tricked into believing they are in a loving relaDonship, no child under the age 
of 18 can ever consent to being abused or exploited (Barnardo’s 2012).  
  

Children who run away or who are missing from home: There are no exact figures for the number of 
children who go missing or run away, but esDmates suggest that the figure is in the region of 100,000 
per year. Children may run away from a problem, such as abuse or neglect at home, or to 
somewhere they want to be. They may have been coerced to run away by someone else. Whatever 
the reason, it is thought that approximately 25 per cent of children and young people that go missing 
are at risk of serious harm. There are parDcular concerns about the links between children running 
away and the risks of sexual exploitaDon. Missing children may also be vulnerable to other forms of 
exploitaDon, to violent crime, gang exploitaDon, or to drug and alcohol misuse.  
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Although looked aYer children are parDcularly vulnerable when they go missing, the majority of 
children who go missing are not looked aYer and go missing from their family home. They can face 
the same risks as a child missing from local authority care.  

Gang Culture/County Lines: County lines is a form of criminal exploitaDon where urban gangs 
persuade, coerce or force children and young adults to store drugs and money and/or transport 
them to suburban areas, market towns and coastal towns (Home Office, 2018). It can happen in any 
part of the UK and is against the law and a form of child abuse.  

Children and young people may be criminally exploited in mulDple ways. Other forms of criminal 
exploitaDon include child sexual exploitaDon, trafficking, gang and knife crime.  

Child Trafficking: Child trafficking is a form of abuse. It involves the recruiDng, moving, receiving, and 
harbouring of children with purpose of exploiDng them (HH Department for EducaDon,2011) Child 
trafficking is a form of modern slavery. Children are trafficked for:  

• Sexual exploitaDon   
• Criminal acDvity  
• Moving drugs  
• Benefit fraud  
• Selling pirated goods  
• Forced marriage  
• DomesDc servitude  
• Forced labour  
• Illegal adopDon  
• Unreported private fostering  

Domes(c Violence: The Home Office defines domesDc violence as, "Any incident or paHern of 
incidents of controlling, coercive or threatening behaviour, violence or abuse between those aged 16 
years old or over who are or have been inDmate partners or family members regardless of gender or 
sexuality. This can encompass but is not limited to the following types of abuse:  

• Psychological  
• Physical  
• Sexual  
• Financial  
• EmoDonal  

Controlling behaviour is: a range of acts designed to make a person subordinate and/or dependent 
by isolaDng them from sources of support, exploiDng their resources and capaciDes for personal 
gain, depriving them of the means needed for independence, resistance and escape and regulaDng 
their everyday behaviour. Coercive behaviour is an act or a paHern of acts of assault, threats, 
humiliaDon and inDmidaDon or other abuse that is used to harm, punish, or frighten their vicDm. 
Children who live in households where domesDc violence is taking place are seen to be highly 
vulnerable. There are other forms of abuse or behaviour that put children at risk; the links below 
provide useful informaDon.  
 
Female Genital Mu(la(on: This comprises all procedures that involve parDal or total removal of the 
external female genitalia, or other injury to the female genital organs for nonmedical reasons.   

Radicalisa(on: Some young people and adults at risk of harm may be vulnerable to radicalisaDon for 
the purpose of violent extremism. Concerns regarding radicalisaDon will be referred to Channel 
which is a mulD-agency panel who will offer guidance and support with the aim of prevenDng acDvity 
which could be deemed as criminal.   

Financial or Material Abuse: This applies to largely adults at risk of harm and relates to 
circumstances where trust in relaDon to financial maHers is abused. Includes theY, fraud, 
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exploitaDon, pressure in connecDon with wills, property or inheritance or financial transacDons, or 
the misuse or misappropriaDon of property, possessions, or benefits.   

Bullying: Bullying someone because of their age, race, gender, sexual orientaDon, disability and/or 
transgender will not be tolerated as CTSW Skills Ltd operates a zero-tolerance approach. Bullying of 
this nature is also against the law. Bullying can take many forms and includes:   

• EmoDonal: Being excluded, tormented (e.g. hiding things, threatening gestures)   
• Physical: Pushing, kicking, punching or any use of aggression and inDmidaDon  
• Racial: Racial taunts, use of racial symbols, graffiD, gestures –  
• Sexual: Unwanted physical contact, sexually abusive comments including homophobic 

comments and graffiD   
• Verbal: Name calling, spreading rumours, teasing   
• Cyber: All areas on internet, such as email and internet, chat room misuse. Mobile threats by 

text message and calls. Misuse of associated technology i.e. camera and video faciliDes, 
sexDng.   

• Online: Online abuse is any type of abuse that happens on the web, whether through social 
networks, playing online games or using mobile phones. Children and young people and 
adults may experience cyberbullying, grooming, sexual abuse, sexual exploitaDon, emoDonal 
abuse, financial abuse, or idenDty fraud.  

  
Cyberbullying involves the use of electronic communicaDon devices to bully people. These include 
mobile phones, tablets, iPods, laptops and PCs. Social media plaqorms such as Facebook, Instagram, 
TwiHer and WhatsApp are used by cyberbullies to put out their communicaDons. Who is most at 
risk? Children using social media unsupervised. Vulnerable adults are parDcularly at risk if they are 
using social media, as they may be more emoDonally and mentally suscepDble to the abuse.  

• Flaming Online fights usually through emails, instant messaging or chat rooms where angry 
and rude comments are exchanged.   

• Denigra(on Pugng mean online messages through email, instant messaging, chat rooms, or 
websites set up to make fun of someone.   

• Exclusion IntenDonally leaving someone out of a group such as instant messaging, friend 
sites, or other online group acDviDes.   

• Ou(ng Sharing secrets about someone online including private informaDon, pictures, and 
videos.   

• Impersona(on Tricking someone into revealing personal informaDon then sharing it with 
others.   

• Harassment Repeatedly sending malicious messages to someone online.   
• Cyberstalking ConDnuously harassing and denigraDon including threats of physical harm.  

 

To reiterate, CTSW Skills operates a zero-tolerance policy against all types of abuse, please see 
Bullying and Harassment Policy for more informaDon.  

 

Roles and Responsibili(es  
 
Our Designated Safeguarding Officer is Michelle Wheatley (Appren(ceships) Rob Haynes (Pre 16): 
fully supported by our experienced safeguarding team detailed on the following page who are also 
available to support all individuals experiencing safeguarding or prevent concerns.  

The Designated Safeguarding Officer has a key duty to take lead responsibility for raising awareness 
across all employees relaDng to the welfare of children and young people in the Company and of 
overseeing the referral of cases of suspected abuse or allegaDons.  
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Employees must remain vigilant at all Dmes of the risk to clients of abusive behaviour from different 
sources including members of their family, other clients and employees. Any suspicion, allegaDon or 
incident of abuse employees must be referred to a line manager (or another manager if appropriate) 
for full invesDgaDon.    

If the alleged perpetrator of abuse is another employee, the circumstances will be invesDgated fully 
under the Company's Disciplinary Procedure. If it is agreed to be a safeguarding maHer a wriHen 
record of the date and Dme of the report will be made including the name of the person to whom 
the maHer is reported and sent to the Designated Safeguarding Officer within 24 hours.  

Safeguarding in Educa(on Data Officer E: childprotecDon@plymouth.gov.uk   T: 0117 9222710  

Plymouth LADO: Sally Parma E: LADO@plymouth.gov.uk T: 01752 306340.  
 

CTSW Skills have created a list of key contacts with all regional LADO’s we have apprenDces placed in 
accordance with their retrospecDve area as detailed in Annexe 1.  

We are part of Wirral City Council’s mailing list, and we receive regular updates from them in regard 
to Safeguarding and any relevant updated.  

• Concerns for the safety and well-being of children, young persons or vulnerable adults could 
arise in a variety of ways and in a range of different segngs.  For example, a child may report 
or display signs of abuse, someone may hint that a child is at risk or that a colleague is an 
abuser, an individual may witness or hear about abuse in another organisaDon.  It is essenDal 
to act quickly and professionally in all cases of suspected abuse.  

• Any allegaDon by a child, young person or vulnerable adult against a member of staff, 
another student or volunteer should be reported immediately to the (Safeguarding Lead) 
relevant individual who has responsibility under this policy.  In dealing with such allegaDons 
CTSW Skills Ltd has a duty of care to the individual and staff member, student, or volunteer 
against whom the allegaDon has been made.  

Designated Staff with Responsibility for Protec(on from Abuse In all cases where allegaDons are 
made against people who may consDtute part of the children's workforce, CTSW Skills will consult 
with the Local Authority Designated Officer (LADO) in retrospect with their area.  

They will offer advice regarding appropriate next steps in relaDon to referral and invesDgaDon and 
ensure that all cases are handled in accordance with safeguarding procedures.  

  
CTSW Skills Team with a responsibility for Safeguarding   
  
Michelle Wheatley –Quality Manager and Designated Safeguarding Lead (ApprenDceships) 
E: Michelle@ctswskillsltd.co.uk  
T: 07539364804 
 
Rob Haynes  –  Catering Manager and Designated Safeguarding Lead (Pre 16) 
E: rob@ctswskillsltd.co.uk  
T: 07547769994 
Rebecca Spurgeon – Tutor and Deputy Designated Safeguarding Lead (Pre 16 and ApprenDceships) 
E: Becky@ctswskillsltd.co.uk 
T: 01752 782046 
 
 
 

mailto:LADO@plymouth.gov.uk
mailto:Michelle@ctswskillsltd.co.uk
mailto:rob@ctswskillsltd.co.uk
mailto:Becky@ctswskillsltd.co.uk
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Ellee Davey – ApprenDceship Data Manager & Contract Coordinator and Deputy Safeguarding Officer 
(ApprenDceships & Pre 16) 
E: ellee@ctswskillsltd.co.uk  
T: 07395141244 
 
Mandy Davey – Business Development Manager and Deputy Safeguarding Officer (ApprenDceships & 
Pre 16) 
E: mandy@ctswskills.co.uk  
T: 07555437153 
 
All staff (as a minimum) are Level 2 ETF Safeguarding and PREVENT trained  
  
Responsibili(es include:  
  

• Ensuring safeguarding and wellbeing concerns are recorded using Safeguarding and 
Wellbeing Form   

• Ensuring cases of suspected abuse or allegaDons are appropriately referred to relevant 
agencies   

• Providing advice and support to staff, consultants and trainers on issues relaDng to 
safeguarding is provided   

• Ensuring all records of any safeguarding referral, complaint or concern is kept, (even where 
that concern does not lead to a referral)   

• Ensuring all staff, consultants, trainers and apprenDces have access to the Safeguarding and 
Prevent Policy   

• Ensuring safer recruitment pracDces are in place   
• Ensuring Safer Recruitment guidelines are applied to apprenDces applying to courses which 

give access to working with children, young people and adults at risk of harm   
• Ensuring idenDficaDon badges are issued to staff, consultants, trainers.  

  
  

Responding to Disclosure:  
  

• Abused children, young adults and vulnerable adults are more likely to disclose details of 
abuse to someone they trust and whom they feel safe with.  

• By listening and taking seriously what the child, young people or vulnerable adult is saying 
you are already helping the situaDon.  The following points are a guide to help you respond 
appropriately.  

  

Ac(ons to be taken by the person being disclosed to:  
  

• React calmly so as not to frighten them  
• Avoid asking direct quesDons other than those seeking to clarify your understanding of what 

the person has said, they may be formally interviewed by the correct authority, and they 
should not have to repeat their account on several occasions. (Inappropriate and excessive 
quesDoning at an early stage may also impede the conduct of a criminal invesDgaDon)  

mailto:ellee@ctswskillsltd.co.uk
mailto:mandy@ctswskills.co.uk
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• Take what the person is saying seriously, recognising the difficulDes inherent in interpreDng 
what is being said by a person who has a speech impairment or differences in language.  

• Tell them they were not to blame, and they were right to tell someone.  
• Reassure the child, young person or vulnerable adult but do not make promises of 

confidenDality which will not be feasible in the light of the developments.  Explain to them 
that you will have to share your concerns with the Designated Safeguarding Officer who has 
the authority to act.  

• Record in wriDng on the Safeguarding Incident Report Form all the details that you are aware 
of and what was said using the child, young adult or vulnerable adults’ own words 
immediately.  

 

How to deal with suspicions/concerns of abuse or neglect  

Key things to remember if a child, young adult or adult at risk of harm tells you about possible abuse:  
• Never promise confidenDality – you will have to break it, and with it the persons trust in you  
• Listen carefully and stay calm – you need to listen without making assumpDons or 

judgements  
• Do not interview a child, young adult or vulnerable adult at risk of harm. QuesDon normally 

and without pressure and only to be sure that you understand what you have heard. Never 
ask leading quesDons or act as an invesDgator. Do not put words into their mouth  

• Reassure them that by telling you, they have done the right thing  
• Inform them that you must pass the informaDon on, but that only those that need to know 

about it will be told. Inform them of to whom you will report the maHer  
• Find out what the child or adult at risk of harm would like to happen, but make them aware 

that you may have to act against their wishes (e.g. they may ask you not to disclose to 
anyone else). For apprenDces under the age of 18; wishes regarding acDon to be taken will 
be noted, where possible. However, the learner will be made aware that this will not affect 
the final decision to make a referral  

• Note the main points carefully  
• Use the Safeguarding and Wellbeing Form (Annexe 3), to gather key informaDon and as a 

record of your discussion  
• Do not invesDgate concerns or allegaDons yourself, but report them immediately to a 

Designated Safeguarding Officer  
• Adult apprenDces have the right to make their own choices where they are capable of doing 

so.  
  

Confiden(ality Every effort should be made to ensure that confidenDality is maintained for all 
concerned in the safeguarding of children, young adult and vulnerable adults.  InformaDon should be 
handled and disseminated on a need-to-know basis only.  This includes the following people:  

 
• A Designated Child/Adult Safeguarding Officer  
• The parents or carers of the person who is alleged to have been abused  
• Police/Social Care Services  
• Senior Management where appropriate  
• The person making the allegaDon  
• The alleged abuser (and parents or carers if the abuser is a child or young person)  
  

Repor(ng FGM Female Genital MuDlaDon (FGM) is illegal in England and Wales under the FGM Act 
2003 (“the 2003 Act”). It is a form of child abuse and violence against women. FGM comprises all 
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procedures involving parDal or total removal of the external female genitalia for non-medical 
reasons.  

The FGM mandatory reporDng duty is a legal duty provided for in the FGM Act 2003 (as amended by 
the Serious Crime Act 2015). The legislaDon requires regulated health and social care professionals 
and teachers in England and Wales to make a report to the police where, in the course of their 
professional duDes, they either:  

- Are informed by a girl under 18 that an act of FGM has been carried out on her; or  

- Observe physical signs which appear to show that an act of FGM has been carried 
out on a girl under 18 and they have no reason to believe that the act was necessary 
for the girl’s physical or mental health or for purposes connected with labour or birth  

For the purposes of the duty, the relevant age is the girl’s age at the Dme of the 
disclosure/idenDficaDon of FGM (i.e. it does not apply where a woman aged 18 or over discloses, she 
had FGM when she was under 18). Complying with the duty does not breach any confidenDality 
requirement or other restricDon on disclosure which might otherwise apply. The duty is a personal 
duty which requires the individual professional who becomes aware of the case to make a report; 
the responsibility cannot be transferred. The only excepDon to this is if you know that another 
individual from your profession has already made a report; there is no requirement to make a 
second.  

Reports under the duty should be made as soon as possible aYer a case is discovered, and best 
pracDce is for reports to be made by the close of the next working day, unless any of the factors 
described below are present. You should act with at least the same urgency as is required by your 
local safeguarding processes.  
  
CTSW Skills link up with local and relevant organisaDons, this allowing us to make immediate 
referrals when necessary. For example, Ripples Wellbeing in Bristol can offer remote and immediate 
counselling, face to face therapy sessions, provide training for staff, employers, and apprenDces 
(mental health first aider) and emoDonal support and guidance to people in need.  

A longer Dmeframe than the next working day may be appropriate in excepDonal cases where, for 
example, a professional has concerns that a report to the police is likely to result in an immediate 
safeguarding risk to the child (or another child, e.g. a sibling) and considers that consultaDon with 
colleagues or other agencies is necessary prior to the report being made. If you think you are dealing 
with such a case, you are strongly advised to consult colleagues, including your designated 
safeguarding lead, as soon as pracDcable, and to keep a record of any decisions made. It is important 
to remember that the safety of the girl is the priority.  
  
Concerns about individuals who are not appren(ces with Professional  
Appren(ceships For young people who are not apprenDces CTSW Skills, the referral must go back to 
the head of the organisaDon to which they are aHached. The contact can be made direct or via the 
Safeguarding Lead if they are on site. Where there is no organisaDonal contact available, the referral 
will be made direct to Children's Services. If there is a concern about a workplace this should be 
recorded on the Safeguarding and Wellbeing Form and reported immediately to a Designated 
Safeguarding Officer.   
  
Repor(ng and Dealing with Allega(ons of Abuse against Members of Staff The procedures apply to 
all staff, consultants, and trainers whether teaching, administraDve, management or support. 
AllegaDons of abuse against a member of staff can be defined as when a person has:   

• Behaved in a way that has harmed or may have harmed a child, young person or adult at risk 
of harm   
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• Possibly commiHed a criminal offence against or related to a child, young person or adult at 
risk of harm   

• Behaved towards a child, young person, or adult at risk of harm in a way that indicates 
she/he is unsuitable to work with children, young people or adults at risk of harm.   

  
Following an allegaDon of abuse against a member of staff, consultant or trainer, the  
Designated Safeguarding Officer would inform the appropriate authority (LADO, Police, etc). The 
member of staff, consultant or trainer would either be suspended or not offered any further work 
unDl the outcome of the allegaDon is confirmed.  
  
Tutors must inform a DSL if an apprenDce does not show up to a: session, 1-2-1 or review that they 
have booked, immediately. The DSL will then contact the apprenDce and obtain reasoning for their 
absence. The DSL will make contact within 30 minutes of the report – if unsuccessful in contacDng 
the apprenDce, their emergency contact will be contacted to ensure the safety and wellbeing of the 
apprenDce.   
Ref: hHps://www.gov.uk/government/publicaDons/keeping-children-safe-in-educaDon--2   
  
  
Recruitment and Selec(on   
  
CTSW Skills Ltd aims to recruit and develop skilled and moDvated staff who will deliver an 
outstanding service to the local community. An effecDve recruitment and selecDon process is a major 
contributor to this aim. CTSW Skills are commiHed to safeguarding and promoDng the welfare of 
children and adults at risk of harm and expects its staff to share this commitment.   
  
The Disclosure and Barring Service (DBS) was introduced on 1 December 2012, through the 
Safeguarding Vulnerable Groups Act 2006 and ProtecDon of Freedom Act 2012. Its purpose is to 
reduce the risk of harm to children and vulnerable adults. All members of staff, consultants and 
trainers working in segngs with children, young people or vulnerable adults, present on site, must 
have a current DBS (within 3 years) and submit a copy to the Designated Safeguarding Officer. All 
members of staff, consultants and trainers working in segngs with children, young adults or 
vulnerable adults, present on site, must have completed PREVENT and safeguarding in the last year. 
This will be checked as part of occupaDonal competency.   
  
The Safeguarding Children and Safer Recruitment in Educa(on guidance which came into force on 
1st January 2011, recommends that in addiDon to the various staff records which are kept as part of 
normal business, CTSW Skills will keep and maintain a single central record of recruitment and 
vegng checks. (Last updated 26 April 2012). CTSW Skills Ltd will apply principals of Safer 
Recruitment to staff working with children, young adults and adults at risk of harm as part of their  
apprenDceships. It will be the employer/ workplace’s responsibility to ensure that their staff and 
volunteers have the relevant DBS disclosures. CTSW Skills will not undertake DBS checks for 
apprenDces. All staff who parDcipate in the recruitment process are required to undergo recruitment 
and selecDon process training. In addiDon, every interview panel must have at least one member 
who has received Safer Recruitment training.   
  
Whilst it is a criminal offence to knowingly employ someone who is barred from working with 
children or adults at risk of harm in regulated acDvity, it is possible to allow such a person to work in 
controlled acDvity, subject to specific safeguards being in place. The decision whether to employ in 
controlled acDvity someone who is barred from working with children or adults at risk of harm in 
regulated acDvity will be made by the Directors of CTSW Skills Ltd. CTSW Skills Ltd reserve the right 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--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
https://www.gov.uk/government/publications/keeping-children-safe-in-education--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
https://www.gov.uk/government/publications/keeping-children-safe-in-education--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
https://www.gov.uk/government/publications/keeping-children-safe-in-education--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
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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to take up references for all members of staff, consultants, or trainers. All members of staff, 
consultants and trainers working in segngs with children, young people, or vulnerable adults, 
present on site, must have two references.  
  
See Safer Recruitment and SelecDon Policy for more detail.  
  
  

PREVENT  
  
CTSW Skills Ltd strongly believes in and adheres to the governments prevent strategy laid out in the 
2015 Counter Terrorism and Security Act and the duty it places on training providers. This is as per 
paragraph 114 of the Counter-terrorism strategy (CONTEST) 2018.    
  
All ApprenDces engaging with CTSW Skills Ltd in any way will undertake an inducDon session at our 
academy which is to include but not exclusively; health and safety in the workplace, awareness of 
safeguarding and BriDsh values and prevent. It is our aim to set core values that are for all 
stakeholders, the SLT have our set parameters embedded into our expectaDons for staff. We view 
BriDsh values of paramount importance, underpinning what it is to be a ciDzen in a modern & 
diverse Great Britain. As well as acDvely promoDng these values to our apprenDces, we embed our 
strategy across the full apprenDce journey, staff promote it through their delivery & embed 
safeguarding naturally with apprenDces.  
  
Leaders & Managers champion ‘Prevent’ & ‘Safeguarding’, leading strongly on ensuring that these 
points are discussed in a variety of forums & relevant communicaDon & promoDons are a regular 
feature. We acDvely promote all forms of equality & foster greater understanding of & respect for 
people of all faiths (or those of no faith), races, genders, ages, disabiliDes & sexual orientaDons.   
  
  

The Prevent Strategy will specifically:  
  

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

• Prevent people from being drawn into terrorism and ensure that they are given appropriate 
advice and support and work with sectors and insDtuDons where there are risks of 
radicalisaDon which we need to address.  

CONTEST is the Government's Counter Terrorism Strategy, published in July 2006 and refreshed in 
March 2009. The aim of the strategy is 'to reduce the risk from internaDonal terrorism, so that 
people can go about their lives freely and with confidence.' CONTEST has four strands, oYen known 
as the four Ps. The aims of the 4 Ps are:  

• PREVENT - to stop people becoming terrorists or supporDng violent extremism  
• PURSUE - to stop terrorist aHacks through disrupDon, invesDgaDon and detecDon  
• PREPARE - where an aHack cannot be stopped, to miDgate its impact  
• PROTECT - to strengthen against terrorist aHack, including borders, uDliDes, transport 

infrastructure and crowded places.  

What is Extremism? - The Government has defined extremism as "vocal or acDve opposiDon to 
fundamental BriDsh values, including democracy, the rule of law, individual liberty and mutual 
respect and tolerance of different faiths and beliefs". This also includes calls for the death of 
members of the BriDsh armed forces.  



12  

  
What is Terrorism? - An acDon 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 of threat 
must be designed to influence the Government or to inDmidate the public and is made for the 
purpose of advancing a poliDcal, religious or ideological cause.  
  
What is Radicalisa(on? - People can be drawn into violence or they can be exposed to the messages 
of extremist groups by many means. The risk of radicalisaDon is the product of a number of factors 
and idenDfying this risk requires that staff exercise their professional judgement, seeking further 
advice as necessary. It may be combined with other vulnerabiliDes or may be the only risk idenDfied. 
PotenDal indicators include:  

• Use of inappropriate language  
• Possession of violent extremist literature  
• Behavioural changes  
• The expression of extremist views  
• AdvocaDng violent acDons and means  
• AssociaDon with known extremists  
• Seeking to recruit others to an extremist ideology  

The Government has defined extremism as "vocal or acDve opposiDon to fundamental BriDsh 
Values", which include:  

• Individual liberty  
• Rule of law  
• Democracy  
• Mutual respect and tolerance of different faiths and beliefs.  

 
This includes not discriminaDng against those with protected characterisDcs (Equality Act 2010), 
namely:  

• Age 
• Disability 
• Gender reassignment 
• Marriage and civil partnership 
• Pregnancy and maternity 
• Race 
• Religion and belief 
• Sex 
• Sexual orientaDon 

Channel - Channel is an early intervenDon mulD-agency process designed to safeguard vulnerable 
people from being drawn into violent extremist or terrorist behaviour. Channel works in a similar way 
to exisDng safeguarding partnerships aimed at protecDng vulnerable people. Channel is designed to 
work with individuals of any age who are at risk of being exploited by extremist or terrorist 
ideologies. The process is shaped around the circumstances of each person and can provide support 
for any form of radicalisaDon or personal vulnerabiliDes. Each Channel Panel is chaired by a Local 
Authority and brings together a range of mulD-agency partners to collecDvely assess the risk and can 
decide whether a support package is needed. The group may include statutory and non-statutory 
partners, as well as lead safeguarding professionals. If the group feels the person would be suitable 
for Channel, it will look to develop a package of support that is bespoke to the person. The 
partnership approach ensures those with specific knowledge and experDse around the vulnerabiliDes 
of those at risk are able to work together to provide the best support. Channel intervenDons are 
delivered through local partners and specialist agencies. The support may focus on a person’s 
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vulnerabiliDes around health, educaDon, employment or housing, as well as specialist mentoring or 
faith guidance and broader diversionary acDviDes such as sport. Each support package is tailored to 
the person and their parDcular circumstances. A person will always be informed first if it’s felt that 
they would benefit from Channel support. The process is voluntary, and their consent would be 
needed before taking part in the process. This process is managed carefully by the Channel Panel. 
Anyone can make a referral. Referrals come from a wide range of partners including educaDon, 
health, youth offending teams, police and social services. This policy relates to all Staff and 
ApprenDces and Stakeholders. CTSW Skills Ltd Designated officers in relaDon to Prevent is:  

• Michelle Wheatley: 07539364804 
• Rob Haynes: 07547769994 
• Becky Spurgeon: 01752782046 
• Office Number: 01752782046 

 
Martyns Law - CTSW Skills is located in a share business Park, because of this we recognise the 
importance of Martyn’s Law. On Monday 19 December, the Government announced details for the 
Protect Duty, now to be known as ‘Martyn’s Law’ in tribute of Martyn HeH, who was killed alongside 
21 others in the Manchester Arena terrorist aHack in 2017. There have been 14 terror aHacks in the 
UK since 2017. These tragic aHacks have caused deaths and casualDes amongst people going about 
their everyday lives. The terrorist threat we currently face is mulDfaceted, diverse, and conDnually 
evolving.   
As such, it remains difficult to predict which locaDons could be targeted by terrorists with aHempts 
being harder to spot and harder to stop. CTSW Skills recognise need to improve security and ensure 
robust, proporDonate, and consistent measures at public places to make sure we can beHer prepare 
and improve public security, in light of possible future aHacks. We are aware through engagement 
with industry that, without legal compulsion, counter terrorism security efforts oYen fall behind 
legally required acDviDes. The prioriDsaDon, consideraDon and applicaDon of security processes and 
measures is currently inconsistent.   
  
What will Martyn’s Law do? Martyn’s Law will keep people safe, enhancing our naDonal security and 
reducing the risk to the public from terrorism by the protecDon of public venues. It will place a 
requirement on those responsible for certain locaDons to consider the threat from terrorism and 
implement appropriate and proporDonate miDgaDon measures. The legislaDon will ensure parDes 
are prepared, ready to respond and know what to do in the event of an aHack. BeHer protecDon will 
be delivered through enhanced security systems, staff training, and clearer processes.  
  
This law will impose a duty on the owners and operators of certain locaDons to increase their 
preparedness for and protecDon from a terrorist aHack by requiring them to take proporDonate 
steps, depending on the size and nature of the acDviDes that take place there.  
ProporDonality is a fundamental consideraDon for this legislaDon.   
It will therefore establish a Dered model, linked to the acDvity that takes place at a locaDon and its 
capacity:   

• A standard Der will drive good preparedness outcomes. Duty holders will be required to 
undertake simple yet effecDve acDviDes to improve protecDve security and preparedness. 
This will apply to qualifying locaDons with a maximum capacity of over 100. This could 
include larger retail stores, bars, or restaurants.   

• A higher Der will see addiDonal requirements placed on high-capacity locaDons in 
recogniDon of the potenDal catastrophic consequences of a successful aHack. This will apply 
to locaDons with a capacity of over 800 people at any Dme. 
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The shared Business Park at CTSW Skills falls within the scope of Martyn’s Law where “qualifying 
acDviDes” take place. This will include locaDons for purposes such as entertainment and leisure, 
retail, food and drink, museums and galleries, sports grounds, public areas of local and central 
Government buildings (e.g., town halls), visitor aHracDons. CTSW Skills feel it is important to 
consider this when making proacDve efforts to safeguarding its staff and apprenDces.  
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Channel Contacts  
  
Please see Annexe 1 – List of Channel contacts. Sources and LegislaDon  
  
  

1. Criminal JusDce and Courts Act 2015 
hHps://www.legislaDon.gov.uk/ukpga/2015/2/contents/enacted   
  

2. FGM Act 2003 hHps://www.gov.uk/government/publicaDons/female-genital-muDlaDon-
resourcepack/female-genital-muDlaDon-resource-pack   
  

3. HH Department for EducaDon  hHps://www.gov.uk/government/organisaDons/department-
for-educaDon   

  
4. Serious Crime Act 2015 hHps://www.legislaDon.gov.uk/ukpga/2015/9/contents/enacted   

  
5. Safeguarding Vulnerable Groups Act 2006 

hHps://www.legislaDon.gov.uk/ukpga/2006/47/contents   

  
6. ProtecDon of Freedom Act 2012 

hHps://www.legislaDon.gov.uk/ukpga/2012/9/contents/enacted   

  
7. Counter Terrorism and Security Act 2015 

hHps://www.gov.uk/government/collecDons/counter-terrorism-and-security-bill   

  

https://www.legislation.gov.uk/ukpga/2015/2/contents/enacted
https://www.legislation.gov.uk/ukpga/2015/2/contents/enacted
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/organisations/department-for-education
https://www.gov.uk/government/organisations/department-for-education
https://www.gov.uk/government/organisations/department-for-education
https://www.gov.uk/government/organisations/department-for-education
https://www.gov.uk/government/organisations/department-for-education
https://www.gov.uk/government/organisations/department-for-education
https://www.gov.uk/government/organisations/department-for-education
https://www.legislation.gov.uk/ukpga/2015/9/contents/enacted
https://www.legislation.gov.uk/ukpga/2015/9/contents/enacted
https://www.legislation.gov.uk/ukpga/2006/47/contents
https://www.legislation.gov.uk/ukpga/2006/47/contents
https://www.legislation.gov.uk/ukpga/2012/9/contents/enacted
https://www.legislation.gov.uk/ukpga/2012/9/contents/enacted
https://www.gov.uk/government/collections/counter-terrorism-and-security-bill
https://www.gov.uk/government/collections/counter-terrorism-and-security-bill
https://www.gov.uk/government/collections/counter-terrorism-and-security-bill
https://www.gov.uk/government/collections/counter-terrorism-and-security-bill
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https://www.gov.uk/government/collections/counter-terrorism-and-security-bill
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8. Counter Terrorism Strategy (CONTEST) 2018 
hHps://www.gov.uk/government/publicaDons/counter-terrorism-strategy-contest-2018  

  
9. Working Together to Safeguard Children 2020 

hHps://www.gov.uk/government/publicaDons/working-together-to-safeguard-children-2   

 

  

  
Safeguarding Councils List  

Annexe 2  

Area:    Plymouth Council  

Phone Number:    01752 668000 

Email:     mash@plymouth.gov.uk  

Website: https://www.plymouth.gov.uk/adult-safeguarding  
 
------------------------------------------------------------------------------------------------------------------------------------- 

 
 
 
 
 
Prevent Police List  

Devon & Cornwall Police have a dedicated Prevent team who can be contacted for advice: 

Telephone: 01392 226514    or email  prevent@devonandcornwall.pnn.police.uk  
 
 
Anti-Terrorist Hotline - 0800 789 321 
 
Crime Stoppers - 0800 555 111 
 

REMEMBER: If urgent: call 999 
 
  

 

 

 

 

 

https://www.gov.uk/government/publications/counter-terrorism-strategy-contest-2018
https://www.gov.uk/government/publications/counter-terrorism-strategy-contest-2018
https://www.gov.uk/government/publications/counter-terrorism-strategy-contest-2018
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https://www.gov.uk/government/publications/counter-terrorism-strategy-contest-2018
https://www.gov.uk/government/publications/counter-terrorism-strategy-contest-2018
https://www.gov.uk/government/publications/counter-terrorism-strategy-contest-2018
https://www.gov.uk/government/publications/counter-terrorism-strategy-contest-2018
https://www.gov.uk/government/publications/counter-terrorism-strategy-contest-2018
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
mailto:mash@plymouth.gov.uk
https://www.plymouth.gov.uk/adult-safeguarding
mailto:prevent@devonandcornwall.pnn.police.uk
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Annexe 3:  

Safeguarding and Wellbeing Form  
  

 

Name of Learner:  
Date of Birth:  
Are you reporting your concerns or passing on those of somebody else? Give Details 
 
 
 
 
 
 

Brief description of what has promoted the concerns: include dates, times, where the incident took place, etc of 
any specific incidents. 
 
 
 
 
 
 

Have you spoken to the child / young person / vulnerable adult? Is so what was said? 
 
 
 
 
 
 

Have you consulted anybody else? Give details?  
 
 

Your Name and Position:  
 

 
 

To whom reported and date of reporting: 
 

 
 

Signature:  
 

Date:   


