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Children and Vulnerable Adults  
Safeguarding Procedures 

 

Definition of Child, Young Person, Vulnerable Adult:  

 
Child or Young person – any person under the age of 18. 
Vulnerable adult – An adult (a person aged 18 or over) who is, or may be in need 
of, community care services by reason of mental or other disability, age or illness; 
and who is, or may be unable to, take care of him or herself, or unable to protect him 
or herself against significant harm or exploitation. 
 

Definitions of Abuse 

 
Significant Harm 
Significant harm is the threshold that provides for intervention by other agencies. The 
local authority has a duty to investigate if a young person or vulnerable adult is 
suffering, or likely to suffer, significant harm. Harm includes impairment of health or 
development and has recently been amended under Section 120 of the Adoption 
and Children Act 2002 to include any impairment to the child or vulnerable adult’s 
health or development resulting from seeing or hearing the ill-treatment of another 
person. Ill-treatment includes physical, emotional or sexual harm, as well as 
harassment and intimidation and other forms of nonphysical abuse. 
 
Physical Abuse 
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocating or otherwise causing physical harm to a young 
person or vulnerable adult. It may be done deliberately or recklessly, or be the result 
of a deliberate failure to prevent injury occurring. Physical harm may also be caused 
when a parent/carer feigns the symptoms of, or deliberately causes ill health to a 
young person or vulnerable adult whom they are looking after. This situation is 
commonly described using terms such as fictitious illness by proxy or Munchausen’s 
syndrome by proxy. 
 
Emotional Abuse 
Emotional abuse is the persistent emotional ill treatment of a young person or 
vulnerable adult such as to cause severe and persistent adverse effects on the 
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young person’s or vulnerable adult’s emotional development. It may involve 
conveying to them that they are worthless or unloved, inadequate, or valued only 
insofar as they meet the needs of another person. It may feature age or 
developmentally inappropriate expectations being imposed on the young person or 
vulnerable adult. It may involve causing the young person or vulnerable adult 
frequently to feel frightened or in danger, or the exploitation or corruption of the 
young person or vulnerable adult. Some level of emotional abuse is involved in all 
types of ill treatment of a young person or vulnerable adult, though it may occur 
alone. 
 
Sexual Abuse 
Sexual abuse involves forcing or enticing a young person or vulnerable adult to take 
part in sexual activities, whether or not the young person or vulnerable adult is aware 
of what is happening. The activities may involve physical contact, including 
penetrative (e.g. rape or buggery) or non-penetrative acts. They may include non-
contact activities, such as involving a young person or vulnerable adult in looking at, 
or in the production of, pornographic material or watching sexual activities, or 
encouraging a young person or vulnerable adult to behave in sexually inappropriate 
ways. 
 
Neglect 
Neglect is the persistent failure to meet a young person’s or vulnerable adult’s basic 
physical and/or psychological needs, likely to result in the serious impairment of the 
young person’s or vulnerable adult’s health or development. It may involve a parent 
or carer failing to provide adequate food, shelter and clothing, failing to protect a 
young person or vulnerable adult from physical harm or danger, or the failure to 
ensure access to appropriate medical care or treatment. It may also include neglect 
of, or unresponsiveness to, a young person’s or vulnerable adult’s basic emotional 
needs. It will result in serious impairment of the young person’s or vulnerable adult’s 
health or development 
 
Bullying 
Bullying is a highly distressing and damaging form of abuse and must not be 
tolerated. Through this policy we wish to promote mutual respect and co-operation 
between College staff, children, vulnerable adults, and parents. Certain behaviours 
are thus deemed to be wholly unacceptable and include: 

 Sarcasm 

 Put downs 

 Demeaning language and gestures 

 Any physical or verbal assault 
Where children or vulnerable adults are working in a group setting, staff are charged 
with monitoring learners’ behaviour and are advised to act promptly on any suspicion 
or report of bullying or harassment behaviour. Complaints of such activity will only be 
forthcoming where an atmosphere of trust and respect has been previously 
established. 
 
Physical Punishment 
Working with people can be stressful and keeping control over a number of learners 
can be difficult. However, nobody has the right to use physical punishments. 
Physical punishment is not allowed in any teaching situation. In using physical 
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punishment, the adult commits an assault, and criminal charges may be brought 
against him or her. If a member of staff is struggling to find ways of controlling 
groups of young people or a particular individual without physical punishment, they 
should seek professional advice. Any member of staff who witnesses other 
individuals working with children or vulnerable adults using physical punishment or 
other forms of abusive behavior, should seek advice. 
 

Designated Staff with responsibility for protection from 
abuse 

 
The College has a designated Safeguarding Officer to be the lead person with 
regard to child safeguarding issues. The designated Safeguarding Officer is the 
Head of School and Youth Programmes. 
 
All College staff must contact the designated Safeguarding Officer or the Chief 
Executive and Principal if they have any cause to believe a child and vulnerable 
adults involved in any activity in the College is in any way at risk. The designated 
Safeguarding Officer will follow the relevant procedures. 
 

Role of the College’s Safeguarding Officer  

 
The role of the designated Safeguarding Officer is: 

 To receive information about events that are planned in the College that may 
involve young people or vulnerable adults, and plans that indicate how 
safeguarding will be covered. 

 To receive information from any employees, associates and volunteers, or 
children, parents or carers, who have child safeguarding concerns and record 
it. 

 To assess the information promptly and carefully, clarifying and obtaining 
more information about the matter as appropriate. 

 To consult initially with a statutory child safeguarding agency to test out any 
doubts or uncertainty. 

 To make a formal referral to a statutory child safeguarding agency or the 
police 

 To record statements from any member of staff who feels that a child or 
vulnerable adults has indulged in inappropriate behaviour or made sexually 
suggestive comments or approaches. 

 

Quality and Standards Committee 
 
The College Board will appoint a Governor responsible for safeguarding, who will 
normally be the Chair of the Quality and Standards Committee. This Committee will 
receive regular reports on the implementation of the Safeguarding policy and of any 
incidents relating to safeguarding. The Committee will review this policy and its 
implementation on an annual basis. 
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Procedures 

 
Records will be kept of all incidents and their outcomes and be held by the 
designated Safeguarding Officer in accordance with the Data Protection Act. 
 
Adults may have access to confidential information about children and young people 
whilst undertaking their responsibilities. In some circumstances, they may have 
access to or be given highly sensitive or private information. These details must be 
kept confidential at all times and only shared when it is in interests of the child to do 
so. Such information must not be used to intimidate, humiliate or embarrass the child 
or vulnerable adults concerned. 
 
If an adult who works with children is in any doubt about whether to share 
information or keep it confidential, he or she should seek guidance from a senior 
member of staff or nominated Safeguarding Officer.  
 
The storing and processing of personal information about children and young people 
is governed by the Data Protection Act 1998. All relevant staff will receive training on 
the provisions of the Act. 
 
Whilst adults need to be aware of the need to listen and support children and 
vulnerable adults, they must also understand the importance of not promising to 
keep secrets. Neither should they request this of a child young person under any 
circumstances. 
 
Additionally, concerns and allegations about adults should be treated as confidential 
and passed to a senior manager without delay. 
 
All staff should be aware that in accordance with statutory requirements where 
safeguarding issues are involved, it is not possible to offer confidentiality to a child or 
vulnerable adult as any disclosures must be reported. 
 
Where possible, the College will identify vulnerable adults and ensure there are 
appropriate support measures in place. 
 
Any member of staff at the College with concerns regarding an adult student whom 
they believe or know to be vulnerable must contact the designated Safeguarding 
Officer. 
 

Reporting and Monitoring Procedures  

 
All staff, contractors and volunteers are reminded of the offence of abuse of positions 
of trust under sections 16 to 19 of the Sexual Offences Act 2003. This makes it an 
offence for a person aged 18 or over intentionally to behave in certain sexual ways in 
relation to a child aged under 18, where the person aged 18 or over is in a position of 

trust – defined as looking after a child aged under 18 who is receiving education at 
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an educational institution, and the child aged under 18 is receiving, and person aged 
18 or over is not receiving, education at that institution. A person ‘looks after’ a child 
in this context if he/she is regularly involved in caring for, training, supervising, or is 
in sole charge of, a child or children 

 
All members of staff working closely with children have to be alert to possibilities of 
abuse, and any concerns about the behaviour of any adult with respect to that child 
should be reported to the designated Safeguarding Officer, who will decide what 
further action to take. It is the duty of staff to inform only, not to investigate – this is 
the role of the Police and Social Services. If staff, in the course of their work at the 
College, have a safeguarding issue brought to their notice, this must be treated as a 
priority over all other work. Guidance with regard to a specific incident may be 
obtained from the designated Safeguarding Officer. 
 
An oral, and then written report should be provided to the designated Safeguarding 
Officer, who will keep a confidential record of any such incidents.  
 
Allegations of abuse or inappropriate behaviour involving staff 
Where an allegation of inappropriate behaviour, abuse or neglect is made against a 
member of staff (occurring in the course of their work), the College, in accordance 
with the College’s employment procedures, will carry out a full investigation in to the 
circumstances before any action is taken. It may be necessary to suspend the 
individual for their own protection until this is concluded. 
 
Allegations involving a member of staff and a child or a vulnerable adult, should be 
reported to the Chief Executive and Principal and to the designated Safeguarding 
Officer. Consideration will be given as to whether the situation falls within the 
definition of abuse. 
 
Training 
In accordance with good practice, the College will ensure that the designated 
Safeguarding Officer and other staff likely to be in regular contact with children and 
vulnerable adults receive appropriate training. The following topics must be covered: 

a. Health and safety issues 
b. Handling a disclosure 
c. Reporting an allegation 
d. Confidentiality 
e. Code of Practice and Code of Behaviour 
 

Managing Allegations Against Staff 
The College will also provide information to raise awareness to ensure that all staff 
understands what to do if a student or visitor covered by this policy discloses abuse 
or any other safeguarding issue. 
 
Suspension 
Suspension is a neutral act and it should not be automatic. If the Police or Children’s 
Social Care are planning to make enquiries or investigate, or have already done so, 
then the Local Authority Designated Officer will canvas their views on the issue of 
suspension and then inform the College.  
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There could be an option for redeployment to a post where there would be no 
contact with children. Suspension should be considered in any case where:  

 There is cause to suspect a child is at risk of significant harm. 

 The allegation warrants investigation by the Police. 

 The allegation is so serious that it might be grounds for dismissal. 
 

Resignations and Compromise Agreements 

All allegations should be followed up, regardless of whether the person involved 
tenders his or her resignation or ceases to provide their services. Every effort should 
be made to reach a conclusion in all cases of allegations bearing on the safety or 
welfare of children, including any in which the person concerned refuses to co-
operate with the process. 

 

Compromise agreements 
This is where a person agrees to resign without any disciplinary action and both 
parties agree a form of words to be used in any future reference; this arrangement 
must not be used in cases involving the management of safeguarding allegations. 
 
In any event, such an agreement will not prevent a Police investigation where 
appropriate, nor can it override an employer’s statutory duty to make a referral to the 
Independent Safeguarding Authority, where circumstances require that action. 
 
Whistle blowing 
Whistle blowing is the mechanism by which members of staff can voice their 
concerns, made in good faith, without fear of repercussion. Staff who use whistle 
blowing procedure should be made aware that their employment rights are 
protected. For further information see the Co-operative College Whistle Blowing 
Policy. 
 
Sharing Concerns and Recording Incidents 
Members of staff and associates should be aware of the College’s child protection 
procedures, including procedures for dealing with allegations against adults. All 
allegations must be taken seriously and properly investigated in accordance 
statutory guidance. Adults who are the subject of allegations are advised to contact 
their professional association. 
 
In the event of any allegation being made to someone other than a manager, 
information should be clearly and promptly recorded and reported to a senior 
manager without delay.   
 
Adults should always feel able to discuss with their line manager any difficulties or 
problems that may affect their relationship with children or vulnerable adults so that 
appropriate support can be provided or action can be taken. 
 
It is essential that accurate and comprehensive records are maintained wherever 
concerns are raised about the conduct or actions of adults working with, or on behalf 
of, children and young people. 
 
See chart below: 
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Allegation/

concern 

Allegation/concern reported immediately 
to Senior Manager named in the 

employer’s procedures 

Senior Manager 
considers alleged 

behaviour/concern to 

ascertain if adult has: 

Behaved in a way 
that has harmed or 
may harm a child 

Possibly committed 
a criminal offence 
against, or related 

to, a child: or 

Behaved towards a 
child/children in a 
way that indicates 

s/he is unsuitable to 
work with children 

Consult Local Authority Designated Officer 
(LADO) in order to consider next steps 

Strategy discussion/meeting with LADO held 
within 5 working days and decision made 
regarding the course of action to be taken 

Assessment by  
Social Care 

Police 
investigation 

Employer’s action or 
suspension of approval 

status, eg foster carer or 
childminder 

LADO tracks progress, monitors outcomes and reports to the MSCB 

If no further 
action –written 
record should 

be sent to 
LADO within 5 
working days 

and within 1 working 
day of their decision 

Threshold Criteria 

Review Strategy Meetings will be held at agreed intervals 
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Media Relations 
For any College activity involving young people, parents or guardians must be given 
the opportunity to refuse permission for photographs, videos or other images to be 
made of their children and for the children to be interviewed by press, broadcasters 
or other media. 
 
Careful consideration should be given as to how activities involving the taking of 
images are organised and undertaken. Care should be taken to ensure that all 
parties understand the implications of the image being taken, especially if it is to be 
used for any publicity purposes or published in the media or on the Internet. There 
also needs to be an agreement as to whether the images will be destroyed or 
retained for further use, where these will be stored and who will have access to 
them.  
 
Staff should always be sensitive to any children who appear uncomfortable, for 
whatever reason, and should recognise the potential for such activities to raise 
concerns or lead to misunderstandings. 
 
This means that staff and associates should: 
 

 Be clear about the purpose of the activity and about what will happen to the 
images when the activity is concluded. 

 Be able to justify images of children in their possession. 

 Avoid making images in one-to-one situations, or which show a single child 
with no surrounding context. 

 Ensure the child/young person understands why the images are being taken, 
has agreed to the activity and that they are appropriately dressed. 

 Report any concerns about any inappropriate or intrusive photographs found. 

 Always ensure they have parental permission to take and/or display 
photographs. 

 
This means that staff and associates should not: 
 

 Display or distribute images of children unless they have consent to do so 
from parents/carers. 

 Use images which may cause distress. 

 Use mobile telephones to take images of children take images ‘in secret’, or 
take images in situations that may be construed as being secretive. 

 
It is not appropriate for adults to take photographs of children for their personal use. 
 
Health and Safety 
All users of College services must be made aware of Health and Safety 
requirements and be prepared to abide by them. 
 
Code of Practice for Staff 
All staff must be familiar with the College’s Code of Practice for Staff, attached as 
Appendix A. 
 
Code of Behaviour for Young People 
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All staff must be familiar with the College’s Code of Behaviour attached as Appendix 
B. Parents/carers of children participating in College activities must be made aware 
of the Code of Behaviour. 
 
Data Safeguarding 
It should be noted that although technically a “child”, consent is still required from 
young people in the same way as for an adult with regard to matters of data 
protection. 
 

Review 

 
These procedures will be regularly monitored and reviewed:  

 In accordance with changes in legislation and guidance on the safeguarding 
of children and vulnerable adults or any changes within the College. 

 Following any issues or concerns raised about the safeguarding of children or 
vulnerable adults within the College. 

 In all other circumstances, at least annually. 
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Safeguarding Children and Vulnerable Adults 
Policy Appendix A 
 

Code of Good Practice for Staff, Associates and Volunteers 

 
 
Introduction  
This code has been drawn up to assist staff in maintaining entirely proper and 
professional relationships with children and vulnerable adults. It attempts to provide 
a clear and unambiguous picture of the boundaries associated with staff roles and 
the use of power and authority.  
 
This Code is not a legal document but is intended to provide guidance to employees 
in carrying out their responsibilities.  
 
As an employee of the Co-operative College working with children and vulnerable 
adults, relevant staff are required to demonstrate high standards in their exercise of 
authority, their management of risk, in the proper use of resources and in the active 
protection of young learners and vulnerable adults from discrimination and avoidable 
harm. This document is designed to both be useful for staff in avoiding situations that 
might lead to allegations against them, and to reassure other parties eg parents, 
schools, LEAs and the LSC, that a strategy exists to safeguard young learners and 
vulnerable adults.  
 
Staff must to be prudent about their own conduct and vigilant about the conduct of 
others, so that their relationships with children and vulnerable adults remain, and are 
seen to remain, entirely proper and professional. It is recognised that staff are 
vulnerable to the possible consequences of their close professional relationships 
with children and vulnerable adults and to the potential for malicious and misplaced 
allegations being made by learners, either deliberately or innocently, arising from the 
normal and proper associations staff may have with them.  
 
Principles  
 

The duty of all teaching and support staff employed by the Co-operative College is 
to:  

 Train, educate and supervise the children and vulnerable adults assigned to them 
according to the learning needs of these learners.  

 Promote the general progress and well being of individual young children and 
vulnerable adults and of any class or group of children or vulnerable adults 
assigned to them.  

 Ensure the health and safety of learners while they are within their responsibility.  
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 Provide advice and guidance to children and vulnerable adults on educational, 
personal and social matters, including the provision of information about sources 
of more expert advice on specific questions.  

 Seek guidance from their line manager if they are unclear about their duty/ 
responsibility.  

 

These principles are intended to guide staff members and ensure that they give 
paramount consideration to the child or vulnerable adult’s well being by respecting 
and attempting to understand the following:  

 The ascertainable wishes and feelings of the child or vulnerable adult concerned 
(considered in the light of his/her understanding).  

 The child or vulnerable adult’s physical, emotional and learning needs. 

 The likely effect on the child or vulnerable adult of any change in his/her 
circumstances.  

 The child and vulnerable adult’s age, gender, background and any other relevant 
characteristics.  

 Any harm that the child or vulnerable adult has suffered or is at risk of suffering.  

 Staff members are in a position of trust and they owe a duty of care to the 
children and vulnerable adult for whom they are responsible.  

 Staff should never seek gratification of their own emotional or physical needs in 
their relationships with children or vulnerable adults and all affiliations must be 
professional, appropriate and justifiable.  

 The College’s child protection procedures have primacy over other requirements 
and this document attempts to be supportive and complementary to those 
procedures. These Principles and subsequent Guidelines provide the basis for 
the Co-operative College, to identify inappropriate behaviour by its staff, and 
should therefore be accessible to all members of staff.  

 

Guidelines for all relevant staff  

Physical contact  

 As a general principle, staff should not have unnecessary physical contact with 
children or vulnerable adults. There may be very limited occasions when a 
learner needs comfort or reassurance, which may include physical comforting. 
Any such comforting gestures must always be acceptable to the young person 
concerned ie, there should be no unwanted physical contact, however well 
intentioned. However, be aware that any physical contact may be misconstrued 
by a learner, parent/carer or observer. Such contact can include well-intentioned 
informal and formal gestures such as putting a hand on the shoulder or arm, 
which, if repeated with an individual young learner, could lead to serious 
questions being raised.  

 Some staff are likely to come into physical contact with children and vulnerable 
adults from time to time in the course of their training activities, for example when 
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showing a child or vulnerable adult how to use a piece of equipment. Staff should 
give a clear explanation of the intended activity and ask the child or vulnerable 
adult if it is all right to proceed. Staff should be aware of the limits within which 
such contact should properly take place and should consider the possibility of 
such contact being misinterpreted by the child or vulnerable adult.  

 Any form of physical punishment of children or vulnerable adults is unlawful, as is 
any form of physical response to misbehaviour unless it is by way of restraint. It is 
particularly important that employees understand this, both to protect their own 
position and that of the College.  

 There may be occasions where it is necessary for a member of staff to physically 
restrain a child or vulnerable adult to prevent him/her from inflicting injury to 
himself/herself or others. In such cases, only the minimum force necessary must 
be used and any action taken must be to restrain a young learner or vulnerable 
adult. Where the member of staff has taken action to restrain a child or vulnerable 
adult, he/she should report the matter to their manager and complete an Incident 
report form.  

 

The Practice of Physical Restraint  

 Restraint can be defined as the reasonable application of the minimum necessary 
force to overpower a child or vulnerable adult with the intention of preventing 
them from harming themselves or others, or from causing serious damage to 
property.  

 Restraint should only be used exceptionally, when unavoidable and in keeping 
with the incident leading to it. It should be primarily for the benefit of the young 
person/s and, though immediate, should as far as possible be a considered 
response.  

 Restraint should not be used as a form of punishment or, in normal 
circumstances, to enforce compliance with instructions. It should not be 
attempted where the member of staff is put at undue risk.  

 Incidents of restraint should, in appropriate circumstances, be subject to 
debriefing for staff involved and lead to a review of strategies for managing the 
behaviour of children and vulnerable adults between relevant parties, eg 
manager, teacher, parent/carer, trainer etc. All incidents should be recorded in 
writing with witness statements etc.  

 Where staff themselves are the subject of physical attack by children or 
vulnerable adults, or their parents/carers, they should refer to the guidance 
provided by the College and report the incident immediately to their manager.  

 

Sexual Contact  

 There is NO acceptable behaviour that involves either explicit sexual 
connotations or innuendo. Any such behaviour will always be treated as 
extremely serious and must be reported immediately.  
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Meetings with Learners  

 Staff should be aware of the potential risks, which may arise from interviewing 
individual young learners and vulnerable adults in private. It is recognised that 
there will be occasions when confidential interviews must take place but, where 
possible, such interviews should be conducted in a room with visual access or 
with the door open, or in a room or area which is likely to be frequented by other 
people. Meetings with young learners and vulnerable adults away from 
educational or business premises normally utilised, eg home or off-site visits 
should not take place unless specific approval has been obtained from those 
responsible for the learner (eg Line Manager).  

 Where such conditions cannot apply, staff are advised to ensure that another 
adult knows the interview is taking place. The use of “engaged” signs or lights are 
not advisable and, where possible, another young person or another adult should 
be present or nearby during the interview.  

 If necessary to detain a child or vulnerable adult for any length of time after the 
end of normal hours, prior warning must be given to the child or vulnerable adult’s 
parents/carers.  

 

Caring/First Aid  

 If a child or vulnerable adult complains of injury or sickness, he/she should be 
referred to a person qualified in First Aid or advised to see his/her own doctor. 
The child or vulnerable adult’s parents/carers should also be informed, if 
appropriate.  

 Staff who have to administer First Aid (normally a trained First Aider) should 
ensure, wherever possible, that another adult is present if they are in any doubt 
as to whether necessary physical contact could be misconstrued.  

 Another adult should accompany staff who have to help children and vulnerable 
adults with personal care, and children and vulnerable adults should, wherever 
possible, be encouraged to deal with such matters themselves.  

 Where it is necessary to assist with/supervise dressing or undressing, staff must 
be of the appropriate gender and be careful to protect the dignity of the young 
person or vulnerable adult.  

 Male staff should not, as a general rule, enter female toilets nor should female 
staff enter male toilets, except in extreme situations such as fire, or where there 
may be a threat to life or limb.  

 All First Aiders must have a DBS check.  

 

Provision of Advice and Guidance  

 Staff may from time to time be approached by children or vulnerable adults for 
advice. Children or vulnerable adults may also appear distressed and staff may 
feel the need to ask if all is well. In such cases, staff must judge whether it is 
appropriate for them to offer counselling and advice or whether to refer the young 
learner to a member of staff of another gender or to one with acknowledged 
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expertise, experience, or responsibility for that child or vulnerable adult. Staff 
must in these circumstances use their discretion to ensure that eg any probing for 
details cannot be construed as unjustified intrusion.  

 Staff are advised never to stop a free-flowing account/disclosure of abuse but 
to make sure that at an appropriate point they inform the child or vulnerable 
adults that they cannot keep such information confidential and need to tell 
someone else to get help. Example: “Thank you for telling me, I now need to tell 
(where possible give the name and position of who will be told) so that we can 
get some help for you.”  

 A child or vulnerable adult may ask a member of staff to “keep a secret”, or to 
promise not to tell other people what they are about to tell them. Where this 
happens, the member of staff must explain that they are not able to promise 
confidentiality as they need to tell someone else if they are to help the young 
person.  

 Where a child or vulnerable adult is told by a member of staff that they cannot 
promise confidentiality, the child may decide not to continue telling. If a child 
starts to say something and then stops, the member of staff needs to try to leave 
it open for them to come back to the discussion. The member of staff must act 
following the child protection procedures and inform the Safeguarding Officer.  

 

Social Contact  

 Social contact with children and vulnerable adults, other than that which is 
College based or formally organised by the College, should be avoided.  

 It is recognised that there may be occasions when accidental or reasonable 
social contact may be unavoidable, eg meeting children and vulnerable adults at 
social venues open to the general public or in shops or at private parties. In such 
circumstances, staff should be mindful at all times of their professional 
relationship with young learners and vulnerable adults.  

 Increasingly, staff may contact young learners and vulnerable adults via the 
Internet and mobile phones. When using these forms of communication, staff 
should be careful in their use of language/terminology that it may be 
misconstrued.  

 

General Relationships with Children and Vulnerable Adults  

 Staff should ensure that their relationships with children and vulnerable adults are 
appropriate to the age and gender of the child or vulnerable adult, taking care 
that their conduct does not give rise to comment or speculation. Attitudes, 
demeanour and language all require care and thought, particularly when dealing 
with adolescents.  

 Comments by staff to children or vulnerable adults, either individually or 
collectively, can be misconstrued. As a general principle, staff must not make 
unnecessary comments to and/or about children and vulnerable adults, which 
could be construed to have a sexual connotation. It is also unacceptable for staff 
to introduce or to encourage debate amongst children and vulnerable adults in a 
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class, training situation or elsewhere, which could be construed as having a 
sexual connotation that is unnecessary given the context of the training session 
or the circumstances. However, it is recognised that a topic raised by a child or 
vulnerable adults is best addressed rather than ignored.  

 Staff should be careful in their use of language/terminology that may be 
misconstrued.  

 The systematic use of insensitive, disparaging or sarcastic comments is 
unacceptable.  

 If staff, at any time, feel that their relationship with a child or vulnerable adult is 
developing into one that would be inappropriate between a member of staff and a 
child or vulnerable adult, it is their responsibility to discuss the situation with their 
manager.  

 

Reporting of Incidents  

 Following any incident where a member of staff feels that his/her actions have 
been, or may be, misconstrued, the member of staff should report the matter to 
their manager.  

 Such reporting is especially important in any case where a member of staff has 
been obliged to restrain a child or vulnerable adult physically to prevent him/her 
from inflicting injury to others or themselves, or where he/she has been 
personally attacked by another child, parent or carer 

 
The following guidelines are intended to be a common sense approach that both 
reduces opportunities for the abuse of children and vulnerable adults and helps 
protect staff, students and volunteers from any false allegation. 
 
You SHOULD: 

 Treat all children and vulnerable with respect and respect their right to 
personal privacy. 

 Ensure that, whenever possible, there is more than one adult present during 
activities or that you are within sight or hearing of others. 

 Exercise caution when discussing sensitive issues with children or vulnerable 
adults. 

 Exercise caution in initiating any physical contact with a child or vulnerable 
adults. 

 Operate within the guidance offered by this Code. 

 Challenge all unacceptable behaviour and report all allegations or suspicions 
of abuse. 

 Keep parents fully informed of all anticipated activities. 
 
You should NOT 

 Spend excessive time alone with children or vulnerable adults away from 
others. 

 Take children or vulnerable adults alone in a car journey. 

 Take children or vulnerable adults to your home. 

 Engage in physical or sexually provocative games, including horseplay. 
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 Allow or engage in inappropriate touching of any form. 

 Make over-familiar or sexually suggestive comments or approaches to a 
young person or vulnerable adult.  

 Enter changing rooms or bedrooms that are assigned to the opposite sex 
unless there is an emergency. 

 Let allegations, over familiar or sexually suggestive comments or approaches 
made by a child or vulnerable adult go unchallenged or unrecorded. 

 Do things of a personal nature that children or vulnerable adults can do for 
themselves. 

 Take photographs, videos or other images of a child without the express 
permission of their parents. 
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Safeguarding Children and Vulnerable Adults 
Policy Appendix B 
 

Code of Behaviour for Young People and Vulnerable Adults  

 
The Co-operative College is an educational charity for the co-operative movement. 
All people (including those under the age of 18) visiting the College or taking part in 
its activities, either privately or with an organised group, are expected to respect the 
College, its staff, students and its buildings. 
 
The College seeks to offer visitors a safe and caring environment. In return, you 
must: 
 

 Respect the rights and dignity of each other and of the staff. 

 Respect the rules of the College which include: purchase, sale and 
consumption of alcohol, recreational/nontherapeutic drugs and substances for 
abuse is forbidden. 

 Smoking is banned in all buildings at the College and is only allowed 
outdoors. 

 All rules and safety/emergency procedures, such as fire drills, must be 
followed. 

 Participants in organised events are expected to attend all timetabled 
activities unless they have been granted specific leave of absence. 

 Inappropriate physical intimacy among participants is not permitted. 

 Serious incidents of misbehaviour, such as fighting, racial/sexual abuse, 
damage to property, indecent language and failure to obey instructions will 
normally lead to expulsion from the activity and the College. 
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Child Protection Policy - 
Safeguarding Incident Reporting 
Form  

 
 
Child/ young person’s details 
 

Name 

Date of birth Gender 

Course/programme/activity attended 
 
 
 

School name (if applicable) 

School address 
 
 
 

Person with parental responsibility 

 
 
The incident 
Describe briefly the facts of the incident or concern. Please record with whom you spoke and 
when. (Continue on additional sheets if necessary) 
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Contextual information 
 
Is there anything you have observed that might assist in understanding the concerns? 

 

 
What action has been taken internally to support the child/vulnerable adult? 

 

 
What action (if any) has been taken internally? 

 

 
Have the child’s parents or carers been informed? 

Yes/No 

 
Which external agencies (if any) have been informed? 

 
 
 
 
 
 
 
 

 
If a referral has been made to children's social care – has a copy of this report been sent to 
them within 48 hours? 

Yes/No 
 
 
 
 

 
Has the incident been recorded promptly and stored safely? 

Yes/No 

 

 


