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1.0 Scope and Purpose  

Pareto Law is committed to the saf ety and well -being of its learning 

community. In doing so, this single policy will be adopted through divisional 

procedures and strictly adhered to.  

 

The Care Act sets out the following principles that should underpin the 

safeguarding of adults.  

 

¶ Empowerme nt 

Putting people first and helping those who lack mental capacity feel 

involved and informed  

 

¶ Protection  

Supporting victims so they can take action  

 

¶ Prevention  

Responding quickly to suspected cases of abuse  

 

¶ Proportionality  

Making sure what we do is appro priate to the situation and for the 

individua l 

 

¶ Partnership  

Sharing the right information in the right way  

 

 

2.0 Safeguarding Young People  

In June 2004 Section 175 of the Education Act 2002 came into force. The 

provisions of Section 175 make explicit the respo nsibility of governing bodies for 

safeguarding and promoting the welfare of children as part of fulfilling their 

common law duty of care towards the children for whom their organisation is 

responsible. In addition, arrangements must be made in accordance w ith any 

guidance issued by the Secretary of State.  

 

Keeping Children Safe in Education (KCSIE) is statutory guidance from the 

Department for Education issued under Section 175 of the Education Act (2002), 

the Education (Independent School Standards) Regul ations (2014) and the Non -

Maintained Special Schools (England) Regulations (2015). Schools and colleges 
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must have regard to it when carrying out their duties to safeguard and promote 

the welfare of children. This means that they should comply with it unles s 

exceptional circumstances arise.  

 

KCSIE (2018, p5) defines safeguarding and promoting the welfare of children as:  

 

¶ Protecting children from maltreatment;  

¶ Preventing impairment of childrenõs health or development;  

¶ Ensuring that children grow up in cir cumstances consistent with the 

provision of safe and effective care; and taking action to enable all 

children to have the best outcomes.  

 

This policy and the derivative divisional procedures have been developed in 

response to KCSIE. The Children Act (1989 ) defines a child as any person under 

the age of 18 years. This includes all 14 ð16 year old children attending any 

Apprenticeships at Pareto Law  for whom additional procedures apply.  

The principles of this policy also apply to Scotland, which has a differ ent 

legislative framework, primarily the Children (Scotland) Act (1995), and which 

defines a child as any person under the age of 16.  

 

 

 

3.0 Safeguarding Adults at Risk  

 

This policy and the derivative procedures have been developed in response 

to guidance issu ed on the protection of adults considered vulnerable in the 

DfES/NIACE publication òSafer Practice, Safer Learningó (2007). The guidance 

applies to all education providers of post -16 learning and skills.  

 

The Care Act (2014) Section 14.2 states: The safegu arding duties apply to an 

adult who: has needs for care and support (whether or not the local authority 

is meeting any of those needs) and; is experiencing, or at risk of, abuse or 

neglect; and as a result of those care and support needs is unable to prote ct 

themselves from either the risk of, or the experience of abuse or neglect. An 

adult is a learner aged 19 or above at the point of enrolment.  

 

This policy also applies to Scotland which has different legislation òThe 

Protection of Vulnerable Groups (Sco tland) Act (2007) which defines a 

protected adult as òan individual, aged 16 or over who receives one or more 

types of care or welfare servicesó.  

 

The term ôAdult at Riskõ is used to describe a vulnerable adult. 

 

Section 42 of the Care Act (Enquiry by loc al authority) states:  

Where a local authority has reasonable cause to suspect that an adult in its 

area (whether or not ordinarily resident there) ñ 
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(a) Has needs for care and support (whether or not the authority is 

meeting any of those needs),  

(b) Is expe riencing, or is at risk of, abuse or neglect, and  

(c) As a result of those needs is unable to protect himself or herself against 

the abuse or neglect or the risk of it.  

(2)The local authority must make (or cause to be made) whatever enquiries it 

thinks nec essary to enable it to decide whether any action should be taken in 

the adultõs case (whether under this Part or otherwise) and, if so, what and by 

whom.  

(3) òAbuseó includes financial abuse; and for that purpose òfinancial abuseó 

includes ñ 

(a) Having mone y or other property stolen,  

(b) Being defrauded,  

(c) Being put under pressure in relation to money or other property, and  

(d) Having money or other property misused.  

 

The Mental Capacity Act 2005 states:  

A person must be assumed to have capacity unless it is established that he 

lacks capacity.  

A person is not to be treated as unable to make a decision unless all 

practicable steps to help him to do so have been taken without success.  

A person is not to be treated as unable to make a decision merely because 

he makes an unwise decision.  

An act done, or decision made, under this Act for or on behalf of a person 

who lacks capacity must be done, or made, in his best interests.  

Before the act is done, or the decision is made, regard must be had to 

whether the purpo se for which it is needed can be as effectively achieved in 

a way that is less restrictive of the person's rights and freedom of action.  

 

Accountability  

Making sure all agencies have a clear role  

 

4.0 The Types and forms of Abuse  

 

Abuse is described as ôa violation of a pe rsonõs human or civil rights by any 

other person or personsõ. 

There are four main categories of abuse that apply to both children and 

adults at risk:  

¶ Physical  

¶ Emotional  

¶ Neglect  

¶ Sexual 

¶ Racial  

 

There are additional categories of abuse for adults at risk:  

¶ Modern Slavery/Exploitation  

¶ Organisational/Institutional  
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¶ Discriminatory  

¶ Financial  

¶ Domestic  

¶ Self-Neglect  

 

There are various signs and indicators to be aware of and these can be 

separated into two categories - physical and behavioural/emotion al. 

Keeping Children Safe in Education (2016 ) defines a further 16 specific 

safeguarding issues, including : 

¶ Bullying including Cyber Bullying  

¶ Child Sexual exploitation  

¶ Domestic Violence  

¶ Drugs 

¶ Fabricated or Induced illness  

¶ Faith Abuse  

¶ Female Genital Mutilat ion (FGM)  

¶ Forced Marriage  

¶ Gangs and Youth Violence  

¶ Gender based Violence  

¶ Violence against Women and Girls (VAWG)  

¶ Mental Health  

¶ Private Fostering  

¶ Radicalisation  

¶ Sexting 

¶ Teenage Relationship Abuse  

¶ Trafficking  

 

In the September 2018 KCSIE update, staff are al so requested to be  vigilant 

around issues associated with sexual violence and sexual  harassment 

between children in schools, colleges  and training providers . The update  also 

provided  clarity of managing peer -on -peer abuse and additionally physical  

relation ships between children.  Colleagues are additionally expected to be 

vigilant around harmful online  material that may constitute one or more types 

of abuse.  

 

4.0 Wellbeing  

 

ôWellbeingõ is a broad concept and is described as relating to the following 

areas in par ticular:  

 

¶ Personal dignity (including treatment of the individual with respect)  

¶ Physical and mental health and emotional wellbeing  

¶ Protection from abuse and neglect  

¶ Control by the individual over their day -to -day life (including over care and 

support provi ded and the way they are provided)  

¶ Participation in work, education, training or recreation  

¶ Social and economic wellbeing  

¶ Domestic, family and personal domains  

¶ Suitability of the individualõs living accommodation 

¶ The individualõs contribution to society 
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There is no hierarchy in the areas of wellbeing listed above ð all are equally 

important. There is also no single definition of wellbeing, as how this is interpreted 

will depend on the individual, their circumstances and their priorities.  

 

Wellbeing encompa sses several areas of life. Therefore, using a holistic approach 

to ensure a clear understanding of the individualõs views is vital to identifying and 

defining wellbeing in each case.  

 

5.0 Policy Statement   

 

It is important that all children and adults at risk  are protected from abuse . 

They have the right to access education and training free from fear of 

harm and will be protected from mistreatment and abuse, including the 

risk of radicalisation.  
 

Section 26 of the Counter -Terrorism and Security Act 2015 plac es a duty 

on ôspecified authoritiesõ which includes Pareto Law, to comply with the 

Prevent Duty Guidance: for England and Wales .  
 

Pareto Law recognises that the board, members of staff and learners 

each have a role to play in safeguarding the welfare of c hildren and 

adults at risk and preventing their abuse with specific attention paid to the 

particular safeguarding risks of Looked after Children and children / adults 

at risk who have additional support needs. In accordance with the 

statutory guidance acro ss the UK provided in òKeeping Children Safe in 

Educationó (September 2019 ) and òSafer Practice, Safer Learningò(June 

2019), the following arrangements apply to the Appren ticeship division of 

Pareto Law:  

 

The guidance is to be available on the Apprenticesh ip shared folder and 

managers will be responsible for ensuring all staff have read it.  

 

Pareto Lawõs Safeguarding Single policy is made available to 

parents/ carers, learners and customers on request;  

 

Procedures  are developed and updated within the frame work. These 

procedures are:  

¶ Developed in accordance with local authority guidance and locally 

agreed interagency procedures; DfE Guidance Keeping Children Safe 

in Education ( September 2020) and Safer Practice, Safer Learning 

(June 2019 )  

¶ Include guideline s for dealing with allegations of abuse against 

members of staff and volunteers;  

¶ Reviewed and updated annually by Safeguarding Leads  

¶ Approved by the Board and adopted as procedures by Senior 

Management team  
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Pareto Law operates safe recruitment procedure s and ensures that all 

appropriate checks are carried out on staff and volunteers who work with 

all learners in a position of trust and maintain a single central register. A 

process will be in place to verify that agency staff have been 

appropriated checke d prior to starting work.  

 

A member of the Qua lity team - the Designated Safeguarding Officer  will 

be responsible  for dealing  with all safeguarding issues and providing  

advice and support  to other Safeguarding Leads across Pareto Law and 

the Board ; the Saf eguarding  and well -being group will provide  a further 

opportunity to share peer expertise . 
 

6.0 Designated Safeguarding Lead  

 

¶ The Managing Director(s) identifies a Designated Safeguarding Lead (DSL) 

who has Level 3  with responsibility for safeguarding issues w ithin the 

organisation,   

¶ Deputy Divisional Designated Safeguarding Leads must be identified in 

each region and across the business to deputise in the absence of the 

Divisional Designated Safeguarding Lead  

¶ Additional Nominated Safeguarding Managers/Safegua rding Officers are 

identified within Skills Coaches and trainers to ensure that safeguarding 

requirements are met at local level;  

¶ In addition to basic safeguarding young people training and adults at risk 

training Pareto Lawõs designated managers with lead responsibility are 

required to undertake appropriate training determined by their 

operational role to standards agreed by the Local Safeguarding 

Childrenõs Boards and their Local Adult Safeguarding Board, including 

refresher training at two yearly interv als to keep his or her knowledge  and 

skills up to date. This will include the Group Designated  Safeguarding 

Lead, Regional  Designated Safeguarding Leads, the  Divisional Deputy 

Designated Leads and the additional Nominated  Safeguarding Managers 

Officers. These staff should ensure ongoing  CPD as and when appropriate 

through internal safeguarding meetings  and external events. This training is 

also undertaken by the HR  Manager or equivalent . 

 

 

7.0 What to do  

 

All staff have a responsibility to follow the 5 R's of r eporting (Recognise , Respond, 

Report, Record and  Refer) . 

 

All staff should know what to do if a child or adult at risk tells them he/she is 

being abused or neglected. Sta ff should know how to manage the 

requirement to maintain an appropriate level of confi dentiality. This  means 

only involving those who need to be involved, such as the  designated 

safeguarding lead  (or a deputy) and childrenõs/adultõs social care. Staff 

should never promise a child or adult that they will not tell  anyone about a 
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report of abu se, as this may ultimately not be in the best  interests of the child 

/ adult.  See incident report form -Appendix B  

 

¶ The process for referral is to the Designated Safeguarding Lead or their 

nominated tea m/deputies  

¶ Where a child / adult at risk is suffering, o r is likely to suffer from harm, it 

is important that a referral to childrenõs / adultõs social care (and if 

appropriate the police) is made immediately. Referrals should follow 

the local authorityõs referral process and will be made by the Divisional 

Designated Safeguarding Lead. In the unlikely event that the Divisional 

Designated Safeguarding Lead or nominated deputy be unavailable, 

then staff are duty bound to refer to the local authority without delay. 

The staff member should call the local authority a nd ask to speak with 

the duty children and families or adult team (depending whether it is a 

child or adult at ri sk) 

¶ In the event that the referral involves concerns raised about a Pareto 

Law staff member towards a child or adult at risk, HR must be inform ed 

immediately by the designated Safeguarding Lead at 

safeguarding@pareto.co.uk  along with the local authority designated 

officer (LADO). In the unlikely event that the concern is about the 

Designated Safegu arding Leads, then the member of staff must 

contract the Divisional Head who will follow the same procedure . 

¶ In the event that the referral involves concerns raised about a Pareto 

Law staff member towards a child or adult at risk, an investigation will 

be carried out by an appropriate member of the Safeguarding Team 

using the following processes:  

o Planning  

o Gathering Evidence  

o Conducting Interviews  

o Providing Support  

o Maintaining Communication  

 

¶ All Pareto Law  staff who have a concern about a  child, or adult at r isk 

should follow the referral processes set out in this policy. Staff should 

expect  to support social workers and other agencies following any 

referral  

¶ All staff in Pareto Law (including casual staff , associates  and 

volunteers) who will (or will  potential ly) work with young people are 

required to read and understand  the document ôKeeping Children 

Safe in Education õ  

¶ https://assets.publishing.service.gov.uk/government/uploads/system/u

ploads/attachment_data/file/912592/Keeping_children_safe_in_educ

ation_Sep_2020.pdf  

¶  

¶ All staff in Pareto Law  who will (or will potentia lly) work with young 

people a nd adults at risk are required to undertake mandatory training 

to equip them  to carry out their responsibilities for safeguarding young 

people and  adults at risk effectively, that is kept up to date by 

mailto:safeguarding@pareto.co.uk
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/912592/Keeping_children_safe_in_education_Sep_2020.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/912592/Keeping_children_safe_in_education_Sep_2020.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/912592/Keeping_children_safe_in_education_Sep_2020.pdf
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refresher training at  two yearly intervals. A log of t raining  will be 

maintained by Group HR which will be sent at defined intervals to 

Designated  Safeguarding Leads for supportive action. Accountability 

to ensure  compliance rests with Quality team , who must have 

appropriate  structures in place  

¶ The Apprentice ship and Training Director is responsible for ensuring that 

the modules are appropriate, current and accessible . The 

Apprenticeship Management team will support this process through 

the bi -monthly  safeguarding team meeting  

¶ The Designated Safeg uarding Lead and the recruiting manager (or 

their equivalent) ensure that permanent staff, temporary  staff , 

associates  and volunteers who work with children and adults at risk 

receive  induction to include the Single Safeguarding Policy and are 

made aware of Pareto Lawõs Safeguarding Young  People and Adultõs 

at Risk policy and the Divisional procedures for  safeguarding children, 

young people and adultõs at risk, including their own responsibilities  

¶ All staff are required to comply with th e Code of Condu ct  

¶ The Designated Safeguarding Officer , or the Deputy  is nominated to 

be responsible for liaising with the local authority and/or  partner 

agencies, as appropriate in the event of allegations of abuse  being 

made against the Board or Senior Management team  

¶ In terms of strateg ic oversight, the Board discharges its statutory 

leadership responsibility through the Safeguarding team/board  ð this is 

due to the close proximity of the Local  Board members to the 

Designated Leads and learners   

 

8.0 Safeguarding and Whistleblowing (Disclosur e Policy)  

 

¶ Every maintained school, college  or training provider  is required to have a 

whistleblowing policy that protects staff members who report colleagues 

they believe  are doing something wrong or illegal, or who are neglecting 

their duties.  

¶ For staff making a disclosure associated with safeguarding, then the  

pro cedures herein will be followed:  

 

¶ Where the staff member thinks that Pareto Law  will - cover it up, 

treat them unfairly if they complained, or, if they have raised the 

matter  before  and  the conc ern hasnõt been dealt with, then they 

should report it to the Group Designated Safeguarding Lead  

 

8.0 General Arrangements  

¶ Pareto Law ensures appropriate filters and mandatory systems are in 

place in respect of potential inappropriate online material  

¶ Leaders, Managers, Skills Coaches and Trainers will ensure that procedures 

are in place for the effective training of staff and learners, taking time to 

ensure that the learners understand the types of neglect, how that could 
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be applicable in their own circum stances and how to seek he lp and in 

doing so remain safe  

¶ The Board and Senior Management Team remedies without delay any 

deficiencies or weaknesses in regard to safeguarding arrangements th at 

are brought to its attention  

¶ Policies and procedures are reviewe d annually by Designated 

Safeguarding Lead and information is provided to the Board and Senior 

Management Team  about how the abo ve duties have been discharged  

¶ All complaints, allegations or suspicions are taken seriously and discussed 

with the Designated S afeguarding Lead before any steps are taken. 

Where action is necessary, this will be undertaken with due regard to 

procedures  

¶ The Education and Skills Funding Agency (ESFA) has included new 

safeguarding instructions in the funding agreements and contracts  for 

2018 to 2019. Whilst the local authority and Pareto Law have the primary 

duties in respect of safeguarding, the Secretary of State has a general 

duty to promote the wellbeing of children in England under section 7 of 

the Children and Young Persons Act  (2008). ESFAõs role therefore, is to 

provide assurance to the Secretary of State in meeting the general duty, 

in that the right organisations are taking action to keep all learners, both 

children and adults at risk safe. In order to ensure ESFA is made aw are of 

serious safeguarding incidents  

9.0 Referral to Group Services  

Safeguarding Leads are required to inform the Board and the 

Apprenticeship Senior Management Team  of the following referrals:  

¶ Learner/apprentice (children and adults at risk referrals t o the Local 

Authority Designated Officer / Children and Families or 

Safeguarding  

¶ Adultsõ Duty Team / Police whereby the learner is the alleged 

ôsubjectõ;  

¶ Learner/apprentice (children and adults at risk) referrals to the 

Local Authority Designated Officer  / Children and Families or 

Safeguarding Adults Duty Team / Police whereby the learner is the 

alleged ôperpetratorõ  

¶ Staff referrals to the Local Authority Designated Officer / Children 

and Families or Safeguarding Adults Duty Team / Police whereby 

the sta ff member is the alleged ôperpetratorõ  

The Prevent and Safeguarding Notificati on Form should be completed 

and emailed to safeguarding@pareto.co.uk   within 2 days of the referral. 

All correspondence will be held in the strictest confidence.  See referral 

form Appendix C  

10.0 Monitoring and Action  

mailto:safeguarding@pareto.co.uk
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The Designated Saf eguarding Lead will monitor and  inform the 

Apprenticeship Management Team. The Designated Safeguarding Lead 

may be required to seek further clarifi cation or advise next steps on 

occasion. Correspondence will be made through  

safeguarding@pareto.co.uk   

The Group Designated Safeguarding Lead will make arrangements to 

inform the Education and Skills Funding Agency of t he referral in line with 

Appendix C .  

 

11.0 Follow -up  

Safeguarding Leads are required to provide summary follow -up 

information following referral. The purpose of this procedure is to  provide 

Board  with oversight and assurance that the referral is being handled with 

due attention by the rele vant agency or service.  

In some cases, the issues will be resolved within one of the milestone at 

which point a summary comment will be provided and the referral 

ôclosedõ. More complex cases may require ongoing monitoring. The 

process for this latter cate gory will be set on a case by case basis.  

 

12.0 Equality Opportunities Statement  
 

The policy is written with due regard to Pareto Lawõs commitment to 

Valuing Diversity. However, where there are concerns about a childõs or 

adults at risksõ welfare, this will take priority. An Equality Impact Assessment 

will be completed. This policy may be subject to review following Equality 

Impact Assessment by the Apprenticeship Management Team.  
 

12.1 General Data Protection Regulations 
  

Wherever possible Designated Saf eguarding Leads will follow the principles of 

the GDPR, however this should not be a barrier to the effective and timely 

communication of information related to safeguarding information. This is 

treated as the ôspecial category personal data and allow for storage and 

sharing sensitive and personal i nformation through secure meansõ.   

 

òWhilst, among other obligations, the Data Protection Act 1998 places duties 

on organisations and individuals to process personal information fairly and 

lawfully and to keep t he information they hold safe and secure, this is not a 

barrier to sharing information where the failure to do so would result in a child 

being placed at risk of harm. Fears about sharing information cannot be 

allowed to stand in the way of the need to pro mote the welfare and protect 

the safety of children.ó KCSIE (Sep 2018) 

 

Further guidance is available:  
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https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attac

hment_data/file/779401/Working_Together_to_Safeguard -Children.pdf  

 

 

 

13.0 Person Responsible for the Policy  

 

Apprenticeship and Training Directo r 

 

 

14.0 Minimising coronavirus (COVID -19) risks 

Please refer to our Minimising coronavirus (COVID -19) risks appendix 

document  for more details.  
(Based on government guidance published 18/09/2020)  

 
https://www.gov.uk/government/publications/coronavirus -covid -19-maintaining -further -

education -provision/what -fe -colleges -and -providers -will-need -to -do -from -the -start -of -the -

2020-autumn -term#minimising -coronavirus -covid -19-risks 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix A  

 

Reporting to the ESFA ð Extract from:  

https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/what-fe-colleges-and-providers-will-need-to-do-from-the-start-of-the-2020-autumn-term#minimising-coronavirus-covid-19-risks
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/what-fe-colleges-and-providers-will-need-to-do-from-the-start-of-the-2020-autumn-term#minimising-coronavirus-covid-19-risks
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-education-provision/what-fe-colleges-and-providers-will-need-to-do-from-the-start-of-the-2020-autumn-term#minimising-coronavirus-covid-19-risks
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Informing ESFA about serious safeguarding incidents  

Whilst the local authority and the institution have pri mary duties in respect of 

safeguarding, the Secretary of State (SoS) has a general duty to promote the 

wellbeing of children in England under section 7 of the Children and Young 

Persons Act 2008. ESFAõs role therefore, is to provide assurance to the SoS, in 

meeting her general duty, that the right organisations are taking action to keep 

all learners  safe.  

For this reason, we want to be made aware when an institution is itself the 

subject of an investigation by the local authority or the police. We do not r equire 

details of all the safeguarding incidents an institution reports to the local 

authority or to the police, only where the institution itself, or one of its 

subcontractors, is subject to investigation. In such circumstances, we require the 

Chair or Ch ief Executive of the institution (or senior designated safeguarding 

lead) to email  Enquiries.EFA@education.gov.uk  

ESFA will need to know the name of the institution, the nature of the incident and 

confi rmation that it is, or is scheduled to be investigated by the local authority 

and/or the police. The relevant clause will be amended at the first opportunity to 

be clearer on this point, either in -year or for 2018 to 2019.  

  

The circumstances in which ESFA  funded providers should inform ESFA of 

safeguarding referrals/concerns  

The main issues/referrals ESFA want to be notified about, where any funded 

learners  are concerned, are those that result in police investigations. ESFA needs 

to be sighted on these ca ses and satisfied the right action is in hand by 

responsible bodies.  

How we expect to be informed an d level of information required. Please email  

Enquiries.EFA@education.gov.uk  

ESFA will need to know t he name of the institution, the nature of the 

safeguarding incident and confirmation that it is under investigation by the 

police. We will not ask for, or require any information that could be used to 

identify individuals or any information that will impac t on your data protection 

duties.  

 

What we will do with the information provided  

Once ESFA has been alerted that a serious safeguarding incident has taken 

place at an ESFA funded institution, ESFA will ensure the SoS is made aware. ESFA 

will then liaise with the organisations that have the primary duty. ESFA will take 

the action they deem necessary in accorda nce with the funding agreement.  

 

mailto:Enquiries.EFA@education.gov.uk
mailto:Enquiries.EFA@education.gov.uk
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Information to be provided to ESFA about Prevent referrals to channel panels  

We will not require institutions to ro utinely inform ESFA about Prevent referrals to 

channel panels. In line with the position on safeguarding more generally, we will 

only require institutions to inform us when an institution is itself, or one of its 

subcontractors, is the subject of an invest igation by the local authority or the 

police in connection with a Prevent issue. In such circumstances, we require the 

Chair or Chief Executive of the Institution (or senior designated safeguarding 

lead) to email Enquiries.EFA@education.gov.uk  

 

Information to be provided to ESFA about Disclosure and Barring Service  

Institutions will only need to notify ESFA that a referral has been made, no other 

information is required.  

 

Providing ESFA with quality im provement activity in advance of an Ofsted 

inspection, and informing us about provisional and interim inspection grades  

We have added an additional clause to enable us to request this information. 

We anticipate that we will only request it in very excepti onal cases.  

We will ask for interim and provisional inspection grades again only for 

exceptional cases where we reserve the right consider it necessary to take 

action on  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:Enquiries.EFA@education.gov.uk
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Appendix B -Incident Report Form  

 
1.  

Was/is it: ( ) 

Notified     (    )  Identified  (    )      Re-occurring (   )  Previously known (   )  Other   (   )  

Todayôs Date  Employer Location    

Person Name  

Job Title  

Person reporting concern if not  the individual concerned: 

2.  

  

Date it happened     Time it happened  

Witness(es) Name(s) Contact Numbers 

 

 

 

 

 

 

Describe in full all of the information gained and if this is part of a pattern of behaviours  

 

 

 

 

 

 

What symptoms/signs were identified?   

Any physical signs of injury or abuse?  

What support was offered?  

 

3.  

 Yes   No   

Did the person remain at work?    
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Did they request not to go home if offered?    

Was there any specific reason given for not going home if offered? (answer below)    

 

4.  

Which of the following do you consider to be contributory factors? (  all that apply)  

 Yes No  Yes No 

Serious emotional state   Bullying   

Personal medical condition   Peer pressure   

Under the influence of alcohol   Work pressure   

Under the influence of drugs   Recent bereavement   

Known depression/mental health   Bigoted behaviours   

Other ï please give details  

 

Name of person completing form  

Signature  

Date  

 

5.  Safeguarding Officer use only  

Date Received    

 Yes No 

Recorded on Confidential Register with HR   

Safeguarding Officer Allocated   

Investigation Report Completed   

Safeguarding Officer Name: 

Details of Safeguarding Officers findings: 

Stage 4 Process Date   

Next Stage Action    
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Appendix C  

 
This form is to be used by employees or volunteers to record any Prevent issues and safeguarding inci dents, disclosures or 

suspicions of abuse or potential risk of harm relating to a child (under 18 years), young person or adult at risk.  

Once completed and checked, the F orm should be sent  from  the Designated Divisional Safeguarding Lead and Safeguarding 

and Inclusion Administrator: dgagg@pareto.co.uk  within two working days. The Designated Divisional Safeguarding Lead will notify 

the HR Manager and Managing Director , and by sending on this form, the Group Designate d Safeguarding Lead as appropriate.  

Part A ð Control and Follow -up  

Incident  Date  Key Note  

Referral  Click or tap to enter a 
date. 

 

Follow -up #1 @ 4 weeks  Click or tap to enter a 
date. 

 

Follow -up #2 @ 3 months   Click or tap to enter a 
date. 

 

Follow -up #3 @ 6 months  Click or tap to enter a 
date. 

 

Follow -up # bespoke  Click or tap to enter a 
date. 

 

 

 

 

 

 

 

 

mailto:dgagg@pareto.co.uk
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Part B ð Headline Details  

Region :  Name of person making this referral: 

(please print name)  

 

Job title of referrer:   

 
Contact phone num ber   

Place of work of referrer:  

 

 Email of referrer:   

 

Is this a Safeguarding 

incident?:  
ἦ 

Is this a Prevent incident?:  ἦ 

The Learnerõs Details  
Is the learner a:  

Child or young person (under 18 years of age) Yes/No  

Adult                                                                        Yes/No           

 Name of learner:  

Learner stude nt number:  

 

Address:  

 

 

Date of birth: Click or tap to enter a date. 

Age at point of referral:  

Telephone number:  

School/division/curriculum area 

of learner/customer  

 Was interpreter: required?  

Arranged ? 

Yes/No  

 

Yes/No  

First preferred language:   Any specific needs ? 

Have you attached Local Authority Referral Paperwork?   ἦ 

If Yes, go to Part D.  

Name and Address of Employer:  
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Part C ð Details of Safeguarding Concern  

Detail the safeguarding concern:  

 

 

 

Other relevant details about the person involved:  

Include family circumstances (e.g. substance misuse, domestic abuse , parental mental health issues, or any other factor which may impact on 

parenting), physical and mental health of the person concerned, any communication or learning difficulties they may have.  

 

 

Is the person in danger of further abuse ? 

 
ἦ 

Is the per son any risk to others ? 

 
ἦ 

Parent/guardian/carerõs contact details: 

 

 

Relationship to person concerned:  

 

 

Any siblings/children/dependents if known:  Yes/No/Not known  

(siblings/children/dependents) delete as appropriate  

Name   D.o.B.  Gender   

   

Name and address of GP if known:  

 

 

Are you recording:  

(tick as appropriate)  
A disclosure made directly to you by the learner?     ἦ 

A disclosure or suspicions from a third party?              ἦ 

Your suspicions or concerns?                                         ἦ 

Date and time of disclosure:  

 

Click or tap to enter a date. 

Date and time of incident:  

 

Click or tap to enter a date. 

Are there any previous reports?  Yes/No  
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Date(s) of any previous reports (if applicable)  Click or tap to enter a date. 

 

Is there a Risk Assessment in place for any learners involved in the disclosure:      Yes/No  

 

Name of learner (if different to report name):  

 

 

Date of risk assessment:  Click or tap to enter a date. 

 

Additional Risk Factors  Radicalisation                                           ἦ 

Pregnant                                                   ἦ 

Has responsibility for children                  ἦ 

Current or recent suicide attempts         ἦ 

History of self -harming                              ἦ 

Self-neglect                                               ἦ 

Threats or violence to others                    ἦ 

Misusing substances                                ἦ 

Currently receiving medication                 ἦ 

Mental health problems                            ἦ 

Ot her [ please state ]  
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Part D ð Action ð Response  

  

External Agencies  Referral to Social Services  

 
ἦ Notes:  

External Agencies  Police or other Emergency Services involved?                                ἦ Notes:  

 
External Agencies  Discussion with Divisional Designated Advis or or HR 

Manager  
ἦ Notes:  

External Agencies  Were any other external agencies contacted                                              

 
ἦ Notes:  

Medical  Was A & E attended?                          ἦ Notes:  

Medical  Which agency/service was conta cted  ἦ Notes:  

Medical  Was first aid administered?  

 
ἦ Notes:  

Medical  Details of first aid administered:  

 
ἦ Notes:  

Data and consent  Has the person concerned been informed and 

consents to the sharing of this information with other 

professionals /organisations:  

ἦ Notes:  

Data and consent  Information shared with:  

(please include contact details  
 Notes:  

Location  The person concerned is now:  

(describe current condition and whereabouts)  

 

 Notes:  

Additional Note:   
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