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1. Introduction  

London Skills & Development Network (LSDN) recognises its 
statutory and moral duty towards safeguarding the welfare of 
children, young people and adults at risk from any form of abuse 
whilst receiving education and training. We expect all staff, 
volunteers and partners to endorse and practice this duty at all 
times. As a result, we have a zero-tolerance approach to abuse and 
other harmful behaviour. At LSDN safeguarding and promoting the 
welfare of children, young people and adults at risk is everyone’s 
responsibility.   

  
2. Purpose  

At LSDN we are committed to safeguarding and promoting the 
welfare of all learners, staff, volunteers, visitors, contractors and 
partners. Any reference in the policy to a child or young person 
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applies to all those aged under 18. Our legal duty includes the 
education and training of adults at risk. Any reference in the policy 
to an adult at risk applies to anyone aged over 18 years who may 
for a variety of reasons be in need of community services and/or 
unable to protect him or herself from significant harm or 
exploitation.  
  
LSDN has developed procedures in line with, and taking account 
of, guidance issued by the Department for Education, Leaders in 
Safeguarding and other relevant bodies. We operate in line with 
the requirements of the local authority (London Borough of 
Croydon) safeguarding arrangements.  
  
Whilst overall responsibility for safeguarding children, young people 
and vulnerable adults is vested in the Chief Executive Officer; LSDN 
has a named Designated Safeguarding Lead (DSL) and Designated 
Safeguarding Officers who are responsible for ensuring compliance 
to this policy and its procedures. The role and responsibilities and 
contact details of the DSL and DSO’s can be found in section 4 and 
Appendix 2.  

  
3. Scope  

This policy applies to all learners and particularly children, young 
people and adults who may need support and all staff, volunteers, 
partners and families visiting and working at our centres, other 
external facilities, in the workplace, distance learning and 
subcontractors.  
  
In order to help ensure that children, young people and adults at 
risk are protected from abuse, all complaints, allegations or 
suspicions will be taken seriously and in accordance with this 
policy detailed herein.  
  
LSDN has incorporated child protection into the whole 
organisational approach to safeguarding and the term safeguarding 
is deemed to include child protection in all our policies and 
procedures.  

  
The Legal Framework for the Role of LSDN is as follows:  
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The Education Act 2002 - Section 157 & 175  
Requires local authorities and governing bodies of further education 
institutions to make arrangements to ensure that their functions are 
carried out with a view to safeguarding and promoting the welfare of 
children, young people and adults at risk. In addition, they should have 
regard to any guidance issued by the Secretary of State in considering 
what arrangements they may need to make.  
  
Keeping Children Safe in Education (2020)  
Sets out the safeguarding statutory responsibilities of schools and 
colleges, as well as good practice recommendations in relation to 
children. This covers the relevant legislation; the responsibilities of 
Governing Bodies and Principals; safer recruitment practice; recruitment 
and vetting checks; dealing with allegations of abuse or misconduct 
against staff; and also, checklists, flowcharts and examples.  
  
Working Together to Safeguard Children (2018)  
Provides statutory guidance on the roles and responsibilities of agencies 
working together to safeguard children/young people. In addition, it sets 
out the framework for the formation of Local Safeguarding Children 
Boards and details the allegation management process. This includes 
providing a coordinated offer of early help when additional needs of 
children are identified and contributing to inter-agency plans to provide 
additional support to children subject to child protection plans. Access is 
allowed for children’s social care from the local authority and, where 
appropriate, from a placing local authority, for that authority to conduct, 
or to consider whether to conduct, a section 17 or a section 47 
assessment. Safeguarding arrangements take into account the 
procedures and practice of the local authority as part of the inter-agency 
safeguarding procedures set up by the Local Safeguarding Children 
Board (LSCB).  
  
Safeguarding Vulnerable Groups Act 2006  
The Disclosure and Barring Service (DBS) has been introduced to help 
employers make safer recruitment decisions and prevent unsuitable 
people from working with vulnerable groups, including children.  
  
DFE Statutory Guidance   
Provides guidance on making arrangements to safeguard and promote 
the welfare of children under section 11 of the Children Act 2004. The 
guidance plays an important role in embedding this responsibility in the 
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work of key agencies which have contact with children and young 
people. It reflects the recognition that protecting children from harm 
cannot be separated from policies to improve children’s lives as a 
whole.  
  
Protection of Freedoms Act (2012) Part 5 – Safeguarding 
Vulnerable Groups, Criminal Records etc.  
Covers the reduction in scope of the definition of regulated activity, new 
services provided by the DBS, and disregarding convictions and cautions 
for consensual gay sex.  
  
Mental Capacity Act (2005)  
Provides a way in which people who may need help to make decisions 
can get that help from someone who can be trusted to act in their best 
interests. Mental Capacity under the Act means being able to make 
your own decisions. The Mental Capacity Act and its Code of Conduct 
contain a set of rules, procedures and guidance. The Act applies in full 
to those aged 18 or over, the entire Act except making Power of 
Attorney or Making a Will applies to 16 and 17-year olds. The Act only 
applies to those under 16 in very limited circumstances and these 
would have to be determined by a court.  
  
4. Duties  
 4.1.  The Role of the Safeguarding Board  

The Safeguarding Board is committed to ensuring that LSDN:  
• raises awareness of issues relating to safeguarding and 

promotes the welfare of all;  
• provides a safe environment for children, young people and 

adults  
at risk;  

• identifies those who are suffering or at risk of suffering 
significant harm and takes appropriate action to ensure they are 
kept safe;  

• has procedures for reporting and dealing with allegations of 
abuse against members of staff and volunteers;  

• operates safe recruitment procedures;  
• designates a member of staff with sufficient authority to take a 

lead role for safeguarding;  
• remedies any weaknesses and areas for improvement relating to 

safeguarding that are brought to their attention;  
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• ensure all staff members receive appropriate child protection 
and safeguarding training which is regularly updated;  

• ensure all staff will have an understanding of what radicalisation 
and extremism is and why the need to be vigilant.  
  

 4.2.  The Role of Staff  
 4.2.1.  Staff Member with Lead Responsibility    

There is a designated member of staff with lead responsibility for 
safeguarding issues. The key responsibility of that member of staff 
is to lead on raising staff awareness concerning all issues relating 
to safeguarding, and to promote LSDN as a safe environment for 
learning and being cared for. They have received the appropriate 
training as required by the legislation and sector best practice and 
will maintain the currency of their knowledge on safeguarding 
issues.  
The Designated Safeguarding Lead (DSL) is responsible for:  

• overseeing the referral of cases of suspected abuse or 
allegations;  

• giving advice and support to staff on matters relating to 
safeguarding;  

• maintaining a proper record of any safeguarding referral, 
complaint or concern received;  

• ensuring that all staff, students, partners, stakeholders and 
adults at risk and those who support them are aware of the 
safeguarding policy;  

• liaising with other agencies as necessary;  
• ensuring there is liaison with employers and training 

organisations providing learners with placements to ensure 
proper safeguarding arrangements are in place;  

• ensuring that all staff receive training about safeguarding 
matters and the procedures;  

• providing termly reports to the Safeguarding Board;  
• reporting any flaws in procedure to the Safeguarding Board 

as soon as possible;  
• recording rigorous reports and/or statements;  
• storing all information and recording in a secure manner and 

in accordance with Data Protection Act 2018 (GDPR);  
• dealing with individual cases, including attending case 

conferences and review meetings as appropriate;  
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• having received training in safeguarding issues and 
interagency working, as required by the Local Safeguarding 
Children’s Board, and will receive refresher training at least 
every 2 years.  

    
In the absence of the DSL, a deputy DSL will carry out the same 
responsibilities. In the absence of both of these, the Director of 
Human Resources or CEO will carry out their responsibilities.  

  
 4.2.2.  All Staff  

The CEO, members of the Board, members of the Senior  
Management Team and all staff will receive training to familiarise 
them with safeguarding issues and the policy and procedures, with 
refresher training at least every two years.  

  
5.  Definitions and Concepts  

5.1.  Child  
Within the context of this policy a “child” is defined as anyone under 
the age of 18 (the Children Act 1989, Education Act 2002). Further, 
the additional duties regarding support, protection and safeguarding 
also extends to learners within the 14 to 16 age range from local 
schools.  

  
 5.2.  Adult at Risk  

It is recognised within this policy that any adult may be vulnerable 
or become a victim of abuse. Specifically, an “adult at risk” is 
defined as any person who is 18 years of age or over and has a 
reduced capacity to give consent to disclosure of abuse allegations 
or suspicions. As defined by the Law Commission (1995) we use the 
following indicators to identify an adult who is, or may become “at 
risk” whilst they are registered with us:  
  
The Individual:  

i. is or may be in need of community care services by  
reason of mental or other disability, age or illness;  

ii. is or may be unable to take care of himself or herself; 
iii. is unable to protect himself or herself against 
significant harm or serious exploitation.  
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Whilst not definitive, the main categories of people covered by the 
definition of “adult at risk” include those who:  

i.  have a learning disability; ii.  have a physical 
or sensory impairment; iii.  have a mental 
illness including dementia; iv.  are old and 
frail;  
v. are detained in custody or under a probation order; vi. are 
considered vulnerable and who may experience abuse due to 
problems with alcohol or drugs (or be vulnerable due to other 
circumstances such as being an asylum seeker).  

  
5.3. Children in Need of Protection and Early Help Some 
children and young people are in need because they are suffering or 
likely to suffer “significant harm”. Where local authorities believe a 
young person is suffering, or likely to suffer, significant harm, they 
have a duty to make enquiries to decide whether they should take 
action to safeguard or promote the welfare of a young person, this 
can be done through contacting the local authority early help team to 
share concerns and ensure the early identification of needs within 
families.   

  
 5.4.  Children in Need  

Children and young people who are defined as being “in need‟ under 
Section 17 of the Children Act 1989, are those whose vulnerability is 
such that they are unlikely to reach or maintain a satisfactory level 
of health or development, or their health and development will be 
significantly impaired, without the provision of service(s). A child 
with a disability is a child in need.  
  

 5.5.  Looked After Children  
The most common reason for children becoming looked after is as a 
result of abuse and/or neglect. We will ensure that staff have the 
skills, knowledge and understanding necessary to keeping looked 
after children safe. The appropriate staff will have the information 
they need in relation to a child’s looked after legal status (whether 
they are looked after under voluntary arrangements with consent of 
parents or on an interim or full care order) and contact 
arrangements with birth parents or those with parental 
responsibility. They will also have information about the child’s care 
arrangements and the levels of authority delegated to the carer by 
the authority looking after him/her. The designated teacher/person 
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for looked after children will ensure that the designated 
safeguarding coordinator will have details of the child’s social worker 
and the name of the virtual school head in the authority that looks 
after the child.  
  

 5.6.  Significant Harm  
The concept of significant harm is the threshold that justifies 
compulsory intervention into family life in the best interests of the 
child or young person and gives local authorities a duty to make 
enquires as to whether to take action (Section 47, Children Act 
1989) to safeguard or promote the welfare of a young person who is 
suffering, or likely to suffer significant harm. The Act also gives 
powers to the police to take emergency action to protect a young 
person from significant harm.  
  

 5.7.  Abuse  
“Abuse” relates to the mistreatment of an individual’s human and 
civil rights by any other person or persons and may consist of single 
or repeated acts. Incidents of abuse can be either to one person or 
more than one person at a time. Abuse and/or harmful behaviours 
can be either deliberate or the result of negligence, ignorance, lack 
of training, knowledge or understanding. Somebody may abuse or 
neglect an individual by inflicting harm or by failing to prevent harm.  
  
Within the context of this policy abuse and harmful behaviours are 
defined through these main categories:  
i. Physical: this may involve hitting, slapping, pushing, kicking, 

shaking, throwing, poisoning, burning or scalding, drowning, 
suffocating, misuse of medication, inflicting inappropriate 
physical sanctions, or otherwise causing physical harm to a 
child, young person or vulnerable adult including fabricating 
the symptoms of, or deliberately causing the individual ill 
health (DfE 2014, DoH 2000).  

ii. Emotional/psychological: this is the persistent emotional 
illtreatment of a child, young person or vulnerable adult such 
as to cause severe and persistent adverse effects on their 
emotional development. This may involve the imposition of 
age or developmentally inappropriate expectations resulting in 
fear, exploitation or corruption. This may also include 
interactions that are beyond a child’s developmental capability 
as well as overprotection and limitation of exploration and 
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learning, or preventing the child participating in normal social 
interaction. It may involve seeing or hearing the ill- treatment 
of another. It may involve conveying that they are worthless 
or unloved, inadequate, or valued only insofar as they meet 
the needs of another person. Threats of harm or 
abandonment; humiliation; blaming; intimidation; coercion; 
harassment; verbal abuse, bullying (including cyberbullying) 
and being prevented from receiving services or support are all 
forms of emotional abuse (DoH 2000). Some level of 
emotional abuse is involved in all types of maltreatment of a 
child, although it may occur alone. iii. Sexual: such as rape, 
sexual assault or sexual acts occurring through force or 
enticement and which a child, young person or vulnerable 
adult could not have consented to, or to which they were 
pressurised into consenting. The activities may involve 
physical contact, including penetrative (e.g. rape or buggery) 
or non-penetrative acts such as masturbation, kissing, rubbing 
and touching outside of clothing. They may include non- 
contact activities such as involving the child, young person or 
vulnerable adult in looking at, or in the production of, 
pornographic material, watching sexual activities or 
encouraging them to behave in sexually inappropriate ways or 
grooming a child in preparation for abuse (including the 
internet). Sexual abuse is not solely perpetrated by adult 
males. Women can also commit acts of sexual abuse, as can 
other children. (DoH 2000). iv. Neglect or acts of omission: 
this includes the persistent failure to meet a child, young 
person or vulnerable adult’s basic physical and/or psycho-
social needs, and which are likely to result in a serious 
impairment of the individual’s health or development. This 
may include failing to provide adequate food, shelter and 
clothing, or educational services and/or neglect of, or 
unresponsiveness to, a child, young person or vulnerable 
adult’s basic emotional needs (DoH 2000).  

v. Financial or material: this may include theft, fraud, and 
exploitation, pressure in connection with money or material 
possessions. This may also include loss of jewellery or personal 
property, loss of money from a wallet or purse (DoH 2000). vi. 
Discriminatory:  this may  include  abuse,  bullying  and  
harassment  based  on  the individual’s age, sex, disability, religion, 
race or sexual orientation (DoH 2000).  
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6. Radicalisation and Acts of Terrorism  
  
The Counter Terrorism & Security Act (2015) and The Prevent Duty 
Prevent is one of the four elements of CONTEST, the government’s 
counterterrorism strategy. It aims to stop people becoming terrorists or 
supporting terrorism.   
The Prevent strategy:  

• responds to the ideological challenge we face from terrorism and 
aspects of extremism, and the threat we face from those who 
promote these views;  

• provides practical help to prevent people from being drawn into 
terrorism and ensure they are given appropriate advice and 
support;  

• works with a wide range of sectors (including education, criminal 
justice, faith, charities, online and health) where there are risks of 
radicalisation that we need to deal with.  

  
The strategy covers all forms of terrorism, including far-right extremism 
and some aspects of non-violent extremism.  
  

The Home Office works with local authorities, a wide range of 
government departments, and community organisations to deliver 
the Prevent strategy. The police also play a significant role in 
Prevent, in much the same way as they do when taking a 
preventative approach to other crimes.  The Home Offices uses a 
range of measures to challenge extremism in the UK, including:  
• where necessary, preventing apologists for terrorism and 

extremism from travelling to this country;  
• giving guidance to local authorities and institutions to understand 

the threat from extremism and the statutory powers available to 
them to challenge extremist speakers;  

• funding a specialist police unit which works to remove online 
content that breaches terrorist legislation;  

• supporting community-based campaigns and activity which can 
effectively rebut terrorist and extremist propaganda and offer 
alternative views to our most vulnerable target audiences - in this 
context they work with a range of civil society organisations;  

• supporting people who are at risk of being drawn into terrorist 
activity through the Channel process, which involves several 
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agencies working together to give individuals access to services 
such as health and education, specialist mentoring and 
diversionary activities.   

This Act places a duty on specified authorities including skills training, 
further and higher education, to have due regard to the need to prevent 
people from being drawn into terrorism (the Prevent Duty).  
  
LSDN is committed to supporting vulnerable students through its 
safeguarding policies and procedures and recognises that this can support 
the contribution to the Prevent duty. LSDN has a dedicated Prevent 
Strategy, Risk Assessment and Action Plan.  
  
7. Management of Processes  

7.1. Dealing with disclosure of abuse and procedure for 
reporting concerns  

A member of staff may suspect that a learner is being abused or is at 
risk of significant harm. A learner may disclose to a member of staff 
that s/he is being abused.  
  
In these circumstances the following procedure should be followed. 

7.1.1.  Significant Concerns  
If a member of staff has concerns about a learner but does not 
believe that they are being abused or are at risk of immediate harm, 
the member of staff should:  

• Speak to the learner about the concerns;  
• Speak to a Designated Safeguarding Lead who will 

consider and advise whether LSDN should register the 
concern.  

  
 7.1.2.  Disclosure of Abuse  

If a disclosure is made or abuse is suspected, staff should:  
• Listen carefully and stay calm;  
• Question without pressure to be sure that what is being 

said is properly understood by the member of staff;  
• Reassure the individual concerned that s/he has done 

the right thing;  
• Explain to the individual who has disclosed that the 

information must be passed on but only to those who 
need to know about it. Say who will receive the 
information;  
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• Note the main points carefully - what the individual 
said/did and the questions asked by the member of staff  

• Make a note of the date, time and place;  
• Complete a Safeguarding Incident / Concern Form.  

  
Staff must not:  

• Ask leading questions or put words into the mouth of the  
disclosing individual;  

• Investigate concerns/allegations; •  Promise 
confidentiality.  

  
 7.1.3.  Reporting to the DSL  

Staff should report concerns, suspicions or disclosures of abuse 
immediately to the DSL. If they are not available, the report should 
be made to the Deputy DSL.   

  
 7.1.4.  Reporting to the CEO  

The designated member of staff must notify the CEO as soon as 
possible and always within 24 hours of a serious disclosure or 
suspicion being raised.  
  

 7.1.5.  Contact with External Services  
The DSL or CEO (deputising senior manager) must report the matter 
to children’s social care/ adult services or the police by phone 
immediately, followed up by written confirmation or email within 48 
hours. Where a request for service form or an early help assessment 
is completed and sent via email to children’s social care, staff can 
expect a response via email within 48 hours.  
  
A written record of the date and time of the report must be made, 
and the document should include the name and position of the 
person to whom the matter is reported. The telephone contact must 
be confirmed in writing using the appropriate local authority form 
within 24 hours.  
  
The designated member of staff should note down the detail of the 
discussion about action to be taken to inform the parents/carers, 
depending on the circumstances. The process for keeping LSDN 
informed of further action should also be discussed.  
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 7.1.6.  Confidential Reporting  
A whistleblowing and safeguarding scheme is available to all staff 
employed by LSDN.  

  
7.2.        Procedure for Managing Allegations of Abuse Against    

Staff  
LSDN is required to comply with the detailed local safeguarding 
children’s board procedure for managing allegations against staff. 
These procedures apply to all staff, whether teaching, administrative, 
management or support, as well as to volunteers.  

  
7.2.1. Introduction   

 In rare instances, staff of education institutions have been found 
responsible for child abuse. Because of their frequent contact with 
children and young people, staff may have allegations of vulnerable 
adults abuse made against them. LSDN recognises that an allegation 
of vulnerable adults abuse made against a member of staff may be 
made for a variety of reasons and that the facts of the allegation 
may or may not be true. It is imperative that those dealing with an 
allegation maintain an open mind and those investigations are 
thorough and not subject to delay.  

  
LSDN recognises that in cases where children are involved, the 
Children Act 1989 states that the welfare of the child is the 
paramount concern. It is also recognised that hasty or ill-informed 
decisions in connection with a member of staff can irreparably 
damage an individual’s reputation, confidence and career. Therefore, 
those dealing with such allegations within the LSDN will do so with 
sensitivity and will act in a careful, measured way.  

  
7.2.2. Receiving an Allegation  
A member of staff who receives an allegation about another member 
of staff should follow the guidelines for dealing with disclosure.  
The allegation should be reported immediately to the Director of 
Human Resources and CEO. If the Director of Human Resources is 
the person against whom the allegation is made, the report should 
be made to the CEO. The DSL and Director of Human Resources, if 
the allegation is against the CEO should:  

• Obtain written details of the allegation from the person who 
received it, that are signed and dated. The written details 
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should be countersigned and dated by the DSL/Director of 
Human Resources.  

• Record information about times, dates, locations and names of 
potential witnesses.  

• Report the allegations to the Chair of the LSDN Governing 
Body.  

  
7.2.3. Initial Assessment by the Designated Person  
The Director of Human Resources should make an initial assessment 
of the allegation, consulting with the DSL and the relevant local 
authority’s children’s services safeguarding team as appropriate.  
  
An allegation is information which indicates that a person who works 
with a child, young person or vulnerable adult has:  

• behaved in a way that has harmed or may have harmed a 
child, young person or vulnerable adult;  

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

• behaved towards a child, young person or vulnerable adult in 
a way that indicates s/he is unsuitable to work with children, 
young people and vulnerable adults.  

  
It is important that the Director of Human Resources does not 
investigate the allegation. The initial assessment should be on the 
basis of the information received and is a decision whether or not 
the allegation warrants further investigation.  
  
If the assessment of the allegation is that it requires to be 
investigated, then an investigation will take place in accordance 
with the LSDN’s disciplinary policy. The local authority designated 
officer (LADO) will be advised and kept fully informed of progress 
and outcome.  

  
7.2.4. Enquiries and Investigations  
Child protection enquiries by Social Services or the police are not to 
be confused with internal, disciplinary enquiries by LSDN. LSDN may 
be able to use the outcome of external agency enquiries as part of 
its own procedures. The child protection agencies, including the 
police, have no power to direct LSDN to act in a particular way 
however, LSDN should assist the agencies with their enquiries.  
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LSDN will instigate its own internal enquiries regardless of any 
formal police or social services investigations but will ensure that 
this will not prejudice the investigation. Any internal enquiries shall 
conform with the existing staff disciplinary procedures.  
  
If there is an investigation by an external agency, for example the 
police, the DSL and/or Director of Human Resources should normally 
be involved in, and contribute to, the inter-agency strategy 
discussions. The DSL and CEO are responsible for ensuring that 
LSDN gives every assistance with the agency’s enquiries.  
  
He/she will ensure that appropriate confidentiality is maintained in 
connection with the enquiries, in the interests of the member of staff 
about whom the allegation is made. The DSL (or Director of Human 
Resources) shall advise the member of staff that he/she should 
consult with a representative, for example, a trade union.  
  
The Director of Human Resources will consult with Social Services, 
the police or the Children’s Integrated Services Safeguarding Team, 
particularly in relation to timing and content of the information to be 
provided, and shall:  

• inform the learner or parent/carer making the allegation that 
the investigation is taking place and what the likely process 
will involve;  

• ensure that the parents/carers of the learner making the 
allegation have been informed verbally and in writing that the 
allegation has been made and what the likely process will 
involve;  

• inform the member of staff against whom the allegation was 
made of the fact that the investigation is taking place and 
what the likely process will involve;  

• inform the member of staff making the allegation that the 
investigation is taking place and what the likely process will 
involve;  

• inform LSDN Safeguarding Board of the allegation and the 
investigation.  
  

The Director of Human Resources shall keep a written record of the 
action taken in connection with the allegation.  
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7.2.5. Suspension  
Suspension should not be automatic. In respect of staff, other than 
the CEO or senior post holders, suspension can only be carried out 
by the nominated member of the senior management team. In 
respect of senior post holders, suspension can only be carried out by 
the CEO.  
  
Suspension may be considered at any stage of the investigation. It 
is a neutral, not a disciplinary act and shall be on full pay. 
Consideration should be given to alternatives: e.g. paid leave of 
absence; agreement to refrain from attending work; change of, or 
withdrawal from, specified duties.  
  
Suspension should only occur for a good reason. For example:  

• where a learner is at risk;  
• where the allegations are potentially sufficiently serious to 

justify dismissal on the grounds of gross misconduct;  
• where necessary for the good and efficient conduct of the 

investigation.  
  

If suspension is being considered, this will be conducted in 
accordance with the existing LSDN disciplinary procedures.  

  
7.2.6. The disciplinary investigation  
The disciplinary investigation will be conducted in accordance with 
the existing LSDN disciplinary procedures.  

  
7.2.7. Allegations without foundation  
False allegations may be indicative of problems of abuse elsewhere. 
A record should be kept.  
  
In consultation with the DSL, the CEO shall:  

• inform the member of staff against whom the allegation is 
made orally and in writing that no further disciplinary or child 
protection action will be taken. Consideration should be given 
to offering counselling and support in order to rebuild the 
member of staff’s confidence. inform the parents/carers of 
those involved that the allegation has been made and of the 
outcome  
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• where the allegation was made by a learner other than the 
alleged victim, consideration to be given to informing the 
parents/carers of that learner (where appropriate)  

• prepare a report outlining the allegation and giving reasons for 
the conclusion that it had no foundation and confirming that 
the above action had been taken  

• in some circumstances, consider the broader disclosure of 
details of the outcome of the investigations, for example if the 
matter is of general importance, has become common 
knowledge or the subject of general gossip. There is a need to 
provide accurate details in public information  

  
 7.3.   Records  

It is important that documents relating to an investigation are retained 
in a secure place, together with a written record of the outcome and, if 
disciplinary action is taken, details retained on the member of staff’s 
personal and confidential file. Where the allegation is found to be 
without foundation, a record of the allegation, investigation and 
outcome should be retained.  
  
If a member of staff is dismissed or resigns before the disciplinary 
process is completed, he/she should be informed about LSDN’s 
statutory duty to notify the Disclosure and Barring Service.  

  
 7.4.  Confidentiality  

LSDN will make every effort to maintain confidentiality and guard 
against unwanted publicity while an allegation is being investigated or 
considered. The Education Act 2011 introduced reporting restrictions 
preventing the publication of any material that may lead to the 
identification of a teacher who has been accused by, or on behalf of, a 
learner from the same school or college (where that identification would 
identify the teacher as the subject of the allegation). The reporting 
restrictions will apply until the point that the accused person is charged 
with an offence, or until the Secretary of State or the General Teaching 
Council for Wales publishes information about an investigation or 
decision in a disciplinary case arising from the allegation. The reporting 
restrictions will also cease to apply if the individual to whom the 
restrictions apply effectively waives their right to anonymity by going 
public themselves or by giving their written consent for another to do 
so or if a judge lifts restriction in response to a request to do so.  
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8. Safer Recruitment and Selection Procedures  
LSDN has in place robust recruitment procedures which ensure that care is 
taken to protect young or vulnerable learners. The procedures apply to all 
staff and volunteers and they are reviewed regularly to take account of 
following principles:  

• The post or role will be clearly defined.  
• The key selection criteria for the post or role will be identified.  
• Vacancies will be advertised widely in such a way as to ensure a 

diversity of applicants.  
• Requirement of documentary evidence of academic and vocational 

qualifications.  
• Obtaining of professional and character references.  
• Verification of previous employment history including the 

explanation of any gaps.  
• DBS and Right to Work Checks.  

  
9. Teaching Learners about Safeguarding  
LSDN will teach learners about safeguarding, including online risks, 
through teaching and learning opportunities as part of providing a broad 
and balanced curriculum.  
  
10.  Dissemination and Review  
The DSL will ensure this policy is known and used appropriately:  

• The policy will be reviewed every year.  
• The procedures and implementation will be updated and reviewed 

regularly.  
• The policy will be available publicly and students will be made aware 

of the fact that referrals about suspected abuse or neglect may be 
made and the role of LSDN.  

• Link with the local Safeguarding Board to make sure staff are aware 
of training opportunities and the latest local policies on safeguarding.  

• Should learners leave LSDN, if appropriate, their Safeguarding file 
will be copied for any new college or training provider as soon as 
possible but transferred separately from the main learner file.  

  
11. Links to other policies  
This policy has links to the following policies and procedures:  

• Staff Disciplinary Policy and Procedures  
• Anti-Bullying Policy  
• Equality & Diversity Policy  
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• Whistle Blowing  
• Prevent Risk Assessment and Action Plan  
• Safeguarding Handbook  
• Prevent Handbook  
• Prevent Guidance  
• Staff Code of Conduct  
• Anti-Radicalisation Policy  
• Risk Assessment and Admissions Policy  
• Screening of Applicants and Learners who are Ex-Offenders  

  
12. Monitoring Compliance  

12.1. Process for monitoring compliance and effectiveness of 
dealing with disclosure of abuse and procedure for reporting 
concerns  
  

Termly: The senior leadership team will receive a report from the 
Safeguarding Board on safeguarding incidents and reports. A copy of 
the recommendation’s actions arising from this report will be shared 
with the Governing Body.  
  
Annually: The DSL and Safeguarding Board will review the 
safeguarding policy and produce recommended amendments/updates 
that will be presented to the CEO and Governing Body.  

  
12.2. Process for monitoring compliance and effectiveness of 

dealing with allegations against a member of staff  
Where an allegation has been made against a member of staff, the DSL 
and safeguarding board including the CEO and director of human 
resources, at the conclusion of the investigation and any disciplinary 
procedures, consider whether there are any matters arising from it that 
could lead to the improvement of the procedures and/or policies. 
Consideration should also be given to the training needs of staff.  

  
13. Covid-19  
Guidance has been developed to consider and reflect changes in line with 
government guidance as a result of COVID-19. With the ongoing 
uncertainty around the spread of COVID-19, LSDN has put a business 
Contingency Plan in place to ensure all learners, staff, partners and 
employers are fully protected and still have access to the best learning and 
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development opportunities despite isolated working and quarantine 
measures that are required.   
  
In order to ensure the safety and welfare of staff and learners whilst 
working in extraordinary circumstances, LSDN will adhere to the DfE 
coronavirus guidance:  
https://www.gov.uk/government/publications/covid-19-safeguarding-
inschools-colleges-and-other-providers/coronavirus-covid-19-
safeguardingin-schools-colleges-and-other-providers  
  
LSDN’s priority, in addition to providing good education is to ensure the 
safety and welfare of all students, staff and our local community. As such, 
LSDN has an Office Reopening Plan in place, has amended all risk 
assessments, health and safety procedures.   
  
The name and contact details of the Student Support Manager is available 
to all learners and staff and is available on LSDN’s website.   
  
Student Support Manager:  Ramota Sanusi Contact 
number: 07823 492658  
safeguarding@lsdn.org.uk  
  
14. Appendices  
Appendix 1 – Safeguarding Statement  
Appendix 2 – Designating Safeguarding Team  
Appendix 3 – Incident Report Form and Action Plan  
Appendix 4 – Safeguarding Flowchart – dealing with concerns, suspicions 

or      disclosures of harm or abuse  
Appendix 5 – Protocol for Reporting Missing Learners  
Appendix 6 – Safeguarding Away from the LSDN Premises  
Appendix 7 – Safeguarding Guidelines for Work Placements  
Appendix 8 – Safeguarding Declaration  
Appendix 9 – E-Safety Policy and Procedure  
Appendix 10 – E-Safety Referral Flow Chart  
Appendix 11 – Additional forms of abuse  
Appendix 12 – Additional Expert and Professional Guidance  
Appendix 13 – Channel Referral Process  
Appendix 14 – Covid-19 Contingency Plan  
Appendix 15 – Covid-19 Risk Assessment & Controls  
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Appendix 1  Safeguarding Statement  
  

SAFEGUARDING STATEMENT  
  

London Skills & Development Network is committed to protecting young 
people and adults at risk from harm. LSDN is an equal opportunities 
employer. We are committed to safeguarding and promoting the welfare 
and wellbeing of our students, staff and members of the public.  
  
As a Safe Organisation:  
We ensure that all our employees are aware of their responsibilities to 
safeguarding children and adults at risk.  
  
We do this by:  

• Adopting safer recruitment (frequent DBS Check) practices to staff 
to work with young people and adults at risk  

• Clear expectations of staff about personal conduct and responsibility 
to promote the wellbeing of young people and adults at risk at all 
times  

• Good induction systems and ongoing training/updates for staff on 
safeguarding young people and adults at risk  

• Ensuring all staff have access to information and guidance on 
procedures for child protection of adults at risk  

• A team of named managers trained to provide access to specialist 
advice on child protection and protection of adults at risk  

• Sound data protection, information sharing and referral procedures  
• The promotion of a culture of safeguarding throughout the company  
• Listening to the concerns of young people and vulnerable adults with 

an open mind  
• Clear procedures for investigating allegations of harm to young 

people or adults at risk by persons in positions of trust within the 
company, including independent advice and referral to the police as 
necessary  

• Regular reporting of safeguarding incidents to the Senior 
Management Team  

• A clear and accessible complaints procedure where there are 
concerns to be raised  

  
  



  
  

–  

LSDNSafeguardingPolicy_SF001_V4_JR_Mar21  
      27  

  
  
  
  
Appendix 2  Designated Safeguarding Team (March 2021)  
  

DESIGNATED SAFEGUARDING TEAM  
  
Designated Safeguarding Leads:  
Students: Ramota Sanusi  
Staff: Felix Hervie  
  
Deputy Designated Safeguarding Officer:  
Students: Judith Nambeguya  
Staff: Anerie Huisamen  
  
Independent Adviser Scrutiny and Challenge:  
Dr Daniel Logan Grant – Leaders in Safeguarding   
07843049271  
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Appendix 3  Incident Reporting Form and Action Plan  
  

Incident Reporting Form and Action Plan  
This form should be used to record incidents, including safeguarding concerns 
and incidents. In an emergency please do not delay in informing the police or 
social services. All the information must be treated as confidential and reported 
to the Designated Safeguarding Officer within one working day or the next 
working day if it’s a weekend. The form should be completed at the time or 
immediately following disclosure, but after all necessary emergency actions have 
been taken. Please complete the form as fully as possible.  
  

ABOUT YOU  
Your name:                                 Name of organisation:  
Your role:    
Contact information (you):  
Address:                                                                                               
Postcode:  
Telephone numbers:                   Email address:  

ABOUT THE INCIDENT  
Student/staff member’s name:  Student/staff member’s date of birth:  

  
Student/staff member’s ethnic 
origin:   
Please state below  

Does student/staff member have a disability:  
Please state below  

    
Student/staff member’s gender:   

□ Male     
□ Female  
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Are you reporting your own concerns or responding to concerns raised by 
someone else:  

□ Reporting my own concerns     
□ Responding to concerns raised by someone else  

If responding to concerns raised by someone else, please provide further 
information below:  
Name:  
  
Position/status within organisation:  
  
Telephone numbers:                                                                     Email 
address:  
Date and times of incident:  
Details of the incident or concerns:     
Include other relevant information, such as description of any injuries and 
whether you are recording this incident as fact, opinion or hearsay.  
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Student/staff member’s own account of the incident:  
  
  
  
  
  
  

  
Please provide any witness accounts of the incident:  
  
  
  
  
  
  
Please provide details of any witnesses to the incident: Name:  
  
Position/status within organisation:  
  
Address:                                                                  Postcode:  
   
Telephone number:                               Email address:  
  
Please provide details of any person involved in this incident or alleged to 
have caused the incident:  
  
Name:  
  
Position/status within organisation:  
  
Address:                                                                  Postcode:  
Telephone number:                              Email address:  



  

LSDNSafeguardingPolicy_SF001_V4_JR_Mar21  
      31  

Please provide details of action(s) taken to date:  
  
  
  
  
Has the incident been reported to any external agencies? □ Yes  

□ No  
If YES please provide further details:   
Name of organisation / agency:  
  
Contact person:  
  
Telephone numbers:  
  
Email address:  
  
Agreed action or advice given:  
  
  
  

  
  
Your  
Signature:  

  
  

Print 
name:  

  

Date:    
  
Please submit to LSDN’s Designated Safeguarding Officer in line with 
reporting procedures:  
  
 Ramota Sanusi for incidents related to LSDN Students  
 Felix Hervie for incidents related to LSDN Staff  
 David Ramond for incidents related to Health & Safety  
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Incident Action Plan  
  

RECORD OF INTERVIEW/DISCUSSIONS WITH 
STAFF(s)/STUDENT(s) INVOLVED IN INCIDENT  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
RECORD OF INTERVIEW/DISCUSSIONS WITH WITNESSES 
INVOLVED IN INCIDENT  
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ACTIONS AND RECOMMENDATIONS  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
NEXT STEPS  
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FOLLOW-UP NOTES/COMMENTS / PROGRESS REPORT  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
Your  
Signature:  

  
  

Print 
name:  

  

Date:    
  

Appendix 4 – Safeguarding Flowchart – dealing with concerns, 
suspicions or disclosures of harm or abuse   
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Step One  

You are concerned that a child, young person or adult at risk has 
been abused because:  

• You have seen something  
• They have said they have been abused  
• Somebody has told you they are concerned  
• There has been an allegation against a member of staff  
• There has been an anonymous allegation  
• An adult has disclosed they are abusing a child or adult 

at risk  
• An adult has disclosed they were abused as a child  

  

Step Two  
Talk to the Designated Safeguarding Lead (or the Deputy if the 
lead is unavailable) and record your concern on the incident 
recording form. If the concern is about the Designated 
Safeguarding Lead or Deputy refer to the CEO. (sign/date/time, 
include name and job role)  

Step Three  
• The Designated Safeguarding Lead (or Deputy if the Lead 

is unavailable), will contact Suffolk Children’s or Adult’s 
Services and/ or the local police if a crime has (or may 
have) been committed (101) or if it is an emergency 
(999).  

• S/he should say “I want to make a child protection 
referral” and (if ringing social care services) ask to speak 
to a duty social worker. (They may be required to 
complete an online referral form to report this, which 
should be submitted on the same day).  

• S/he should record, on the incident form, who was 
spoken to, if a referral was accepted or not (with 
reasons), along with any actions agreed (sign/date/time, 
include name and job role) and stored securely in the 
designated locked filing cabinet.  

Notes In cases of a 
concern about a 
member of staff or a 
learner, you should 
talk to the 
Designated  
Safeguarding Lead  
(or Deputy if the 
Lead is unavailable).  
The LADO (Local  
Authority 
Designated Officer) 
or Adults Services 
will co-ordinate the 
next steps for any 
staff or learner in 
regulated activity 
complaints or 
allegations. Anyone 
can ’ whistle-blow’ 
directly to the 
police, social 
services or Ofsted if 
they feel their 
concerns will not be 
managed  
appropriately by the 
company. All media 
enquiries should be 
referred to the CEO.  
EVERYONE should 
observe 
confidentiality with 
colleagues, family 
and friends.  
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Appendix 5 – Protocol for Reporting Missing Learners  
  
Rationale:  
This protocol is designed to provide an effective response in the event of a 
learner going missing.  
  
This is an essential part of our responsibility to:  

• Safeguard learners  
• Ensure that there are no barriers to punctuality and attendance   

  
Definition of Missing:  
“Anyone   whose   whereabouts   is   unknown   whatever the   
circumstances   of disappearances they will be considered missing until 
located and their well-being established” (Ref: The association of chief 
police officers (ACPO).  
  
When discovering a missing learner: Inform your line manager.  
Line manager should:  

• Find learner contact details and contact directly if possible – locate 
learner and arrange safe return to the centre or home. To liaise with 
the DSL to identify any possible safeguarding concerns and ensure 
appropriate contact is made.  

  
If no contact is made, the manager should:  

• Ascertain when the learner was last seen (keep a note of any 
witness statements including names and course details)  

• Ascertain what course the learner is on and the timetable for that 
day  

• Establish if anyone knows where the learner intended to go  
• Searches, where appropriate, of relevant areas  
• Contact the parent/carer as appropriate (there should not be a long 

gap – parents/carers do not want to hear that their son/daughter 
has been missing for several hours) and give the facts:  

o When the learner was last seen o How 
we discovered he/she was missing o What 
we have done to date  

  
If there is cause for concern and in consultation with the parent/carer 
(where appropriate):  
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• Report to police or relevant authority (collect and record incident 
number)  

• Ask the parent/carer to stay in touch if they hear anything  
• Maintain contact with parent/carer until the learner is found  

(parents/carers need to know that we are doing everything in our  
power to find the learner)  

• Report incident to CEO  
  
Investigation/Report records  
Identify why a learner has gone missing can be a key part of reducing the 
likelihood of it happening again and safeguarding that learner. The learner 
needs to be spoken to about their actions and rationale and any risks they 
were exposed to. This conversation may reveal the need for ongoing 
additional support.  
  
When the situation has been resolved, the DSL should:  

• Carry out a full investigation  
• Establish why the situation occurred  
• Work with the course tutor and parent/carer/learner support team if 

appropriate to establish a safe system of supervision in the future  
• Provide a written report for the learner file (be aware of 

confidentiality and data protection)  
• Ensure that a letter is written to the parent/carer, to confirm any 

new arrangements, including responsibilities to be assumed by 
external Parties  

  
Information Sharing  
If there is a concern about a learner’s safety or well-being it may be 
necessary to share information with other agencies. Their safety and 
wellbeing of the child must be the primary considerations when making 
such a decision.  
  
Sharing of information must be in line with the confidentiality, data 
protection and human rights legislation and guidance. Information shared 
will need to be carefully recorded. In most circumstances consent from a 
parent/carer/learner would need to be gained to share information; 
however there are some circumstances in which sharing information 
without consent will be normally justified. These are:  

• When there is evidence or reasonable cause to believe that a child is 
suffering, or is at risk of suffering sufficient harm; or  
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• When there is evidence or reasonable cause to believe that an adult 
is suffering, or is at risk of suffering; or  

• To prevent, detect or to support the prosecution of serious crime  
  
The Police Response  
Where a missing person report is made, the police have an obligation to 
take action, within their powers, to safeguard the rights of individuals who 
may be at risk. Those under 18 will not be considered ‘low risk’. Where a 
missing person has been identified as high or medium risk, positive action 
becomes an obligation at every stage of the missing person investigation.  
  
Useful Contacts:  
If you believe a learner is at immediate risk this should be reported 
without delay to the police service; for emergencies ring 999.  
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Appendix 6 – Safeguarding Away from the LSDN Premises  
  
Introduction  
Any learner under the age of 18 is considered, in the eyes of the law, as a 
child and is protected by the child protection laws and guidance (Working 
Together to Safeguard Children 2015).  
  
Incidents of child abuse are not common, but any child aged between the 
ages of 0 to 18 must be considered as vulnerable to abuse whether this is 
in the home, in school or college, in the work place or in some other place.  
  
Child abuse can take many forms, but it is categorised under 4 main 
themes:  

• Physical abuse  
• Sexual abuse  
• Emotional abuse  
• Neglect  

  
It is important that children and young people are protected from any 
form of harm.  
  
Guidance  
Schools, colleges and training providers organising work placements and 
other activities must ensure that policies and procedures are in place to 
protect children and young people from harm, focusing greatest emphasis 
on settings in which children may be most at risk, for example where 
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children will be placed for long period in one to one situations with an 
adult.  
  
These can be considered where the placement is as follows:  

• For more than one day a week  
• For longer than one term per academic year  
• Aimed at those children who may be vulnerable e.g. those who are 

aged under 16 or have special needs  
• Where the workplace supervisor or colleague will have substantial 

unsupervised access to the child, because of the nature of the 
business  

• Long-term extended work placements must include arrangements 
for DBS Disclosures for example when Young Apprentices are in a 
placement  

  
It is essential that the key supervisor of the learner, if not under the direct 
responsibility of a member of LSDN staff, is aware of their responsibilities 
with respect to child protection.  
  
Appendix 7 – Safeguarding Guidelines for Work Placements  
  
Schools, colleges and training providers organising work placements must 
ensure that policies and procedures are in place to protect children and 
young people from harm.  
  
It is essential that the key supervisor of the learner is aware of the 
procedures in place to ensure the safety of the young person.   
  
Introduction  
Any young person under the age of 18 is considered, in the eyes of the 
law, as a child and is protected by the child protection laws and guidelines 
(Working Together to Safeguard Children 2013).  
  
Incidents of child abuse are not common but any child aged between the 
ages of 0 and 18 must be considered as vulnerable to abuse whether this 
is in the home, in school or college, in the work place or in some other 
place.  
  
Child abuse can take many forms but it is categorised under 4 themes:  

• Physical abuse  
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• Sexual abuse  
• Emotional abuse  
• Neglect  

  
It is important that young people are protected from harm.  
  
Procedure  

1. All complaints, allegations or suspicions of abuse must be taken 
seriously.  

2. If an allegation is made that a learner has been abused or if there is 
a suspicion that a student has been abused this should be reported 
to the student’s college supervising member of staff immediately. If 
the learner’s college supervisor is not available, please contact one 
of the DSL immediately.  

3. Promises of confidentiality should not be given as the matter may 
develop in such a way that these cannot be honoured.  

4. If the complainant is the learner, questions should be kept to the 
minimum necessary to understand what is being alleged and leading 
questions should be avoided. The use of leading questions can cause 
problems for the subsequent investigation and any following court 
proceedings.  

5. All full record shall be made as soon as possible of the nature of the 
allegation and any other relevant information including  

• the date  
• the time  
• the place where the alleged abuse happened  
• your name and the names of other present  
• the name of the complainant and, where different, the name 

of the student who has allegedly been abused  
• the nature of the alleged abuse  
• a description of any injuries observed  
• the account which has been given of the allegation that should 

be signed and dated by the person completing the report  
  
Please note: Some learners with learning disabilities may need different 
treatment to others e.g. in the way their physical/mental condition might 
mask possible abuse.  
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Traineeship learners / Work Experience Students  
• Workplace providers will receive a copy of the Safeguarding Policy 

and Procedure and information relating to their responsibility for 
safeguarding.  

• Placement Officers/Assessors will carry out all risk assessments and 
including safeguarding discussion as part of workplace reviews with 
students.  

• Traineeship learners will receive information relating to safe practice 
in the workplace and safeguarding contact details.  

• When dealing with a disclosure, follow referral procedure as per 
section 7.  

• Work placements will sign and return the safeguarding declaration to 
LSDN.  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
Appendix 8 – Safeguarding Declaration (employers)  
  

SAFEGUARDING DECLARATION  
  
(To be completed and returned to LSDN – Copy to be retained by 
supervisor)  
Name of Organisation:    
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Address of Organisation:    
  
  
  
  
  
  

Telephone Number:  
  

  

I confirm that I have read and understood the guidelines and 
procedures contained within the attached document. I also 
understand my responsibilities as the Placement Supervisor.  
Placement  Supervisor  
Name (print):  

  

Placement  Supervisor  
Signature:  

  

I confirm that I have explained LSDN’s Safeguarding Policy to 
the above-named supervisor and that they are aware of the 
procedures to follow if they are concerned about the welfare of a 
young person.  
LSDN Representative (print 
name):  

  

LSDN  Representative  
Signature:  
  

  

Date:  
  

  

  
  
  
  
  
  
  
Appendix 9 – E-Safety Policy and Procedure  
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• All online safeguarding concerns will be dealt with in line with this 
policy, particularly in terms of referral and recording procedures.  

• All members of staff will be advised of the company’s Internet Use of 
E-Safety Policy and will agree to adhere to it.  

• Staff may become concerned about children, young people and 
adults at risk if they are:  

o Accessing illegal websites or inappropriate ‘lifestyle’ or for their 
age and ability  

o Receiving unwanted or upsetting text or e-mail messages or 
images  

o Being ‘groomed’ by a responsible adult with a view to meeting 
the child, young person or adult at risk for their own illegal 
purposes including sex, drugs, radicalisation or crime   

o Viewing or receiving socially unacceptable material such as 
inciting hatred or violence  

o Sending or receiving bullying messages or posting malicious 
details about others   

o Scamming for financial gain  
o Ignoring copyright law by downloading music, videos o 

Becoming secretive about where they are going on who they 
are meeting  

o Becoming secretive about what they are accessing online o 
Using a phone, iPad or tablet in a closed area, away from 
other people  

o Accessing the web or using a hand-held device for long periods 
and at all hours  

o Constantly clearing their browsing history  
o Receiving unexpected money or gifts from people they meet 

online  
o ‘Sexting’, sending sexually inappropriate images of themselves 

to others which, for under 18-year olds, is an offence under 
the Sexual Offences Act 2003   

• Staff may become concerned about a member of staff who:  
o Befriends or communicates with learners who they work with; 

especially by their personal phone, online, by messaging and 
social media etc.  

o Is secretive about what they are doing and who they are 
meeting  

o Take images of company activities with their own phone, iPad 
or tablet without permission of their line manager  
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o Does not seek parental permission for taking images of 
children and young people under 18-years of age o Constantly 
clearing their browser history o Is viewing adult pornography 
at work o Is viewing child sexual abuse images at any time o 
Is promoting discrimination, illegal acts or racial hatred of any 
kind  

o Sharing confidential or sensitive information o Circulating or 
messaging any information which may be offensive  



 

 

  
Appendix 10 - E-Safety Referral Flow Chart  
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  Illegal content or activity is found or suspected.   

Is a child or adult at  
risk in imminent  

danger?   

Is your concern  
about child sex  

abuse images from  
anywhere in the  
world OR about  

racial hatred content  
in the UK?   

Is your concern  
about an unknown  

person  
communicating with  
a child or adult at  

risk for sexual  
reasons?   

Is your concern  
about a known  

person, non - sexual  
harassment or other  

potential crime?   

Dial 999  
immediately.   

  

Your Lead or Deputy  
will contact the  
Internet Watch  

Foundation.   
www.IWF.org.uk   

  

Your Lead or Deputy  
will contact CEOP.   
www.CEOP.gov.uk   

  

Your Lead or Deputy  
will contact your  

local Police   
Tel: 101   

  

Liaise as necessary and await  response.   
The company will review its E - Safety arrangements.   
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 1 Additional Forms of Abuse  
  
Specific issues and further information: specific advice should also 
be sought in relation to specific situations including forced marriage, the 
effects of domestic violence on young people, female genital mutilation, 
children and young people who sexually abuse or who are exploited and 
those affected by drug and alcohol abuse in families.  
  

i. Abuse of trust: under the Sexual Offenders Act 2003 it is an 
offence for a person over 18 to have a sexual relationship with 
a young person under 18 where that person is in a position of 
trust in respect of that young person, even if the relationship is 
consensual. This includes teaching and a range of support staff 
within educational establishments.  

ii. Radicalisation: The process by which a person comes to 
support terrorism and forms of extremism leading to terrorism  
(Prevent Strategy.Gov.uk) iii. Online Abuse: any type of 

abuse that happens on the web, whether through social networks, 
playing games online or using mobile Phones. Refer to E-safety 
policy.  
iv. Child sexual exploitation: Is a type of abuse where children 

are sexually exploited for money, power or status.  
v. Female genital mutilation: FGM is the total or partial removal 

of the external female genitalia for non-medical reasons. vi. 
Domestic abuse: witnessing domestic abuse is child abuse; 
Teenagers can suffer domestic abuse in their relationships. vii. 
Child trafficking: Is a type of abuse where children are 
recruited, moved or transported and then exploited, forced to 
work or sold.  

viii. Harmful sexual behaviour: Children or young people develop 
sexual behaviours that harm themselves or other.  

ix. Honour based violence: a collection of practices used to 
control behaviour within families in order to protect perceived 
cultural and religious beliefs and/or honour. Violence can occur 
when perpetrators perceive that a relative has shamed the 
family and/or community by breaking their honour code.  

x. Forced marriage: where people  face physical pressure to 
marry (for example, threats, physical violence or sexual 
violence) or emotional and psychological pressure (eg if the 
person is made to feel like they're bringing shame on the 
family).  

xi. Upskirting: a highly intrusive practice, which typically involves 
someone taking a picture under another person’s clothing 
without  
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their knowledge, with the intention of viewing their genitals or 
buttocks (with or without underwear).  

xii. Sexting: refers to the sending of sexually explicit images via 
text, email, MSN or through social networking sites.  

xiii. County lines: where illegal drugs are transported from one 
area to another, often across police and local authority 
boundaries (although not exclusively), usually by children or 
vulnerable people who are coerced into it by gangs. The 
'County Line' is the mobile phone line used to take the orders 
of drugs.  

  
    



 

 

LSDNSafeguardingPolicy_SF001_V4_JR_Mar21  
      43  
  
 2 Additional Expert and Professional Guidance  
  
Further expert and professional guidance and practical support on specific 
safeguarding issues can be accessed via the www.gov.uk website as 
follows:  

• Child sexual exploitation (CSE)  
• Bullying including cyberbullying  
• Domestic violence  
• Drugs  
• Fabricated or induced illness  
• Faith abuse  
• Female genital mutilation (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 addition to the above, information can be found on the NSPCC website 
www.nspcc.org.uk  
  
Local Safeguarding Children’s Board Guidance  
  
If we are worried that a child, young person or adult is at risk of abuse, 
harm or neglect, please call 999 and ask for the police. They will put you 
in touch with the safeguarding professionals in the area where the incident 
is said to have taken place.  
  
If a member of the Safeguarding team cannot be contacted (for example 
out of hours) NSPCC, Childline or the local Safeguarding team can provide 
safeguarding advice and support service.  
  
NSPCC 24 hours 7 days per week – Telephone: 0808 800 5000 
www.nspcc.org.uk  
  
Childline 24 hours 7 days per week – Telephone: 0800 1111 
www.childline.org.uk  

http://www.gov.uk/
http://www.gov.uk/
http://www.nspcc.org.uk/
http://www.nspcc.org.uk/
http://www.nspcc.org.uk/
http://www.nspcc.org.uk/
http://www.childline.org.uk/
http://www.childline.org.uk/
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Appendix 13 – Channel Referral Process  
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 4 COVID-19 Contingency Plan   
  
In the event of office closure or mass self-isolation, the following 
arrangements will be put into place to enable LSDN operations to 
carry on as effectively as possible.  

  
Staff remote working arrangements  

- We will implement an online Google Sheets for staff attendance 
monitoring. The form will include options for working, annual leave, 
training/CPD and sick leave. This will be used for staff payment and 
working allocations and will be essential for all staff to complete on a daily 
basis.  

- Staff will be given permission on a case by case basis of any necessary 
documents, files and equipment they need to take home. A list of all 
documents, files and equipment needs to be presented to VR for sign-off. 
Staff communication will be essential during this time. All staff should 
ensure they remain connected to both staff chat and staff emergency chat 
and try to respond to all emails and communications in a timely manner.  

- Staff should try as best possible to maintain regular working hours to 
facilitate communication and collaboration between colleagues and also to 
provide consistency and availability for students and members of the 
public.  

- Staff should start preparing/scanning documents to access online effective 
immediately. Any LSDN documents taken home should be scanned and 
uploaded to the Drive immediately to limit risk of loss of documents and 
information.  

- We will maintain morning briefings at 9 am every morning via Zoom. 
Please test software and accessibility in advance.  

- All classes have online learning capabilities and will continue via remote 
learning arrangements. We will get all existing learners through to 
completion and achievement, but we are not starting any new courses at 
present, and at least until after Easter.   

- We will continue to monitor staff absence and attendance.  
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- Personal Tutors to make contact with their Personal Tutees, minimum of 
once a week to ensure they are able to attend virtual sessions, log in on 
our online platforms, and their well-being.  

  
Video conferencing etiquette   
Some general guidance for staff  

- Maintain appropriate and professional dress codes when video conferencing 
(at least on top).   

- Be mindful of the background (behind you).  
- If you are joining a meeting, mute yourself until/unless you have to speak.  

  
Allocation of LSDN technology   

- Staff to complete forms to ensure they have the necessary equipment and 
internet access to enable them to work from home  

- If needed, laptops will be allocated to staff  
- If needed, internet dongles will be allocated to staff  
- If needed, phones will be allocated to staff  
- If needed, training in Zoom, Google Classroom etc.  
- Other equipment made available as needed.  

  
Reassignment of non-essential work/Staff Work Allocations – flexibility  

- Staff who have non-essential work over the coming days should put this 
work on hold and discuss with Line Managers/Senior Managers their 
availability to assist with essential work tasks.  

- There are a significant number of staff members who will not be able to do 
their usual duties should the office closure come into force, for these staff 
members, alternative work will be allocated on a case by case basis, we 
ask staff to remain flexible and proactive in these times. There is plenty of 
work to do for all staff, even if it’s not your normal job.  

- LSDN’s position is that we want to do our very best to maintain staff 
employment levels and limit any financial impact on our staff, however, 
this will be dependent on staff being positive and flexible regarding work 
allocations and maintaining the highest levels of professionalism and 
integrity throughout these very trying times.  
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Closure email  
- An email is being prepared by BW to be sent to JCPs, Recruitment 

Agencies, Governors, Partners, Sponsors and all other contacts in the 
event of centre closure.  

- We also need staff to inform us of any activities, events or orders we may 
need to cancel in the event of closure.   
  

Digital learning and resources  
- Digital Learning Team to work on the website o Specific page to provide 

regular coronavirus updates o Notification on the front page with 
coronavirus message (same as the one in our centre)  

- Digital Learning Team to support tutors with uploading resources, 
PowerPoints etc. onto relevant platforms  

- Addition to our standards email signature will be sent to all staff with 
Coronavirus hyperlink that will take people straight to our coronavirus 
update website page. All staff should update/add this to their email 
signature as soon as they receive it from Paul.  

  
Drive Back-Up  

- All staff to back-up their desktop/laptops onto Google Drive as a matter of 
urgency. This is to ensure that all have access to all their work.  

  
CCTV/Security Arrangements  

- We have installed additional premises CCTV and security to enable us to 
monitor and safeguard our premises.  

- Staff should not under any circumstances switch off or unplug any security 
equipment, including CCTV’s, sensors etc.  

  
Finance and payments  

- Payroll will continue to run as normal, a back-up team is in place in the 
event the Finance Director is not available to run payroll.  

- We have sent out Government advice/arrangements regarding sick pay 
and will continue to keep staff informed of any financial relief or support 
available in the event of sickness or inability to work.  
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In closing, we are very grateful to everyone for their understanding and support 
during this unprecedented time.  The amount of work and preparations 
undertaken in the short amount of time has been nothing short of outstanding. 
Let’s keep it up.   
  
April 2020 updates  
On the 16th April, the Government extended the UK’s lockdown arrangements for 
a further 3 weeks, this was communicated as ‘at least’ 3 weeks and may be 
extended further. As a result of this extension, LSDN has reviewed and updated 
its contingency plan. Updates to the plan are set out below and should be read in 
conjunction with the details set out in the original plan (above).  
  
Staff wellbeing  
The current circumstances present some very real challenges for all LSDN staff. 
Whether we are facing issues of isolation or overcrowding; trying to juggle work 
with childcare and other home responsibilities; or facing other concerns, it is 
essential that we look after the wellbeing of all LSDN staff as a key priority.   
  
We have included staff wellbeing as a standing agenda item at every morning 
briefing and have used this as an opportunity to share tips, ideas, good practice 
and to announce any developments related to wellbeing. We have also shared 
wellbeing tools, resources and a resilience and wellbeing webinar series from 
Remploy.  
  
Following the announcement of the lockdown extension, we have updated some 
of our wellbeing guidance/activities and have also invited staff to inform us of 
any wellbeing concerns or suggestions, these are briefly summarised below:  

● Working from home forms - we have invited all staff to update their 
forms and let us know of any additional equipment or resources they may 
need as well as any restrictions they may face in working from home.  

● Meetings/calls - where possible, we should set defined timescales for 
meetings in recognition that staff may have other commitments. When 
calling each other, as a matter of courtesy, we should ask if it is a good 
time to talk or text in advance to check if the person is available.  

● Trips to the office or other external locations (e.g. post office) - we 
want to encourage all staff to minimise all work trips outside their home 
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due to the additional risk that places on staff. We aim to reduce the 
number of weekly trips to the office to the minimum requirements required 
by insurance and for essential premises maintenance purposes. With the 
above in mind, staff should aim to minimise their requests for anything 
from the office or trips to the post office.  

● Deadlines and work requests - staff are primarily working against 
priorities and deadlines set by their line managers or senior staff. Some 
staff have reported feeling overwhelmed or overburdened by queries and 
requests they receive from colleagues, especially when an immediate 
response or action is requested. With all of us working remotely, it is 
harder to see how busy a colleague might be or have an awareness of the 
deadlines/workloads they may be grappling with. When requesting support 
or action from a colleague, staff should bear this in mind and should try to 
be realistic and considerate of their colleagues in terms of timescales or 
requests and as a matter of courtesy should try to ask staff regarding 
timescales and availability. Where an issue is faced, please speak to the 
staff member’s line manager as they will have a fair overview of that staff 
member’s workload and availability.  

● Pre-morning briefing social time - where staff wish to do so, they may 
join the morning briefing zoom chat early for socialising purposes, staff 
members have reported that this is often a nice way to catch up with 
colleagues and to start the day. We are also providing a hosted zoom 
social lunch club 3 times a week.  

● Looking out for each other - as colleagues, we all need to take collective 
responsibility to check on each other and look after each other’s wellbeing. 
We can all do our bit by being considerate of each other’s feelings and 
individual circumstances and supporting colleagues where there are any 
signs of stress or strain.  

  
A number of webinars related to resilience and home working have been made 
available to LSDN staff. These can be found at the link below:  
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-
healthyhomeworker?sid=TV2:EFcH1Tphb  
  

https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
https://information.remploy.co.uk/acton/media/12273/how-to-be-a-healthy-homeworker?sid=TV2:EFcH1Tphb
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Staff social events and activities  
LSDN staff are hosting three social lunch occasions and activities per week. These 
social sessions are on Tuesdays, Wednesdays and Fridays as follows:  

● Tuesday - social lunch get together hosted by David  
● Wednesday - IT lunch hosted by Hilton  
● Friday - LSDN staff lunch quiz hosted by Mayra  

Open to all staff, these hosted events present an opportunity for staff to catch up 
socially and take part in some fun events, activities and competitions.   
  
Video conferencing etiquette (updated)   
Some general guidance for staff  

- To the extent possible, try to maintain professional dress when video 
conferencing (at least on top).   

- If you are joining a meeting, mute yourself until you have to speak.  
- You may change your background (for privacy reasons), but you should 

ensure your camera is on during formal meetings, especially if/when you 
are speaking. For staff with children, where there is a child privacy 
concern, please let us know. Hosts should try to record all 
meetings/sessions (except in cases of sensitive/confidential information)   
  

Curriculum delivery  
  

● Teaching and learning  
LSDN centres closed to the public on Friday 20th March 2020. From 
Monday 23rd March, all LSDN courses have moved exclusively online. A 
range of tools and methodologies are being used to support online learning 
provision, student tutorials and learner progress reviews:  

➔ Zoom  
➔ Google Classroom  
➔ Google Meet ➔ Google Docs  
➔ Phone and email support  
➔ e-learning packages  

  
We are requiring teachers to record all online sessions in recognition that 
some learners may not be able to join all sessions real-time due to home 
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circumstances and will therefore need to watch a recording of the session 
at a suitable time.  
  
We are also working on uploading a wide range of content to Google 
Classroom course sites including course information, tools, resources and 
assignment support to encourage self-directed learning and improve the 
independent learning skills and abilities of our learners.   
  
Another key area of focus is improving the IT and Digital skills and 
capabilities of our learners and a range of short webinars and tools are 
being developed for this purpose.  
  

● Assessment, exams and assignments  
We are encouraging all assessments and assignments to move online to 
the extent possible, this includes:  

➔ submission of paper-based assignments online via Google Classroom 
and dedicated LSDN assignments email address;   

➔ use of video/audio evidence where appropriate;   
➔ use of online recording tools to record evidence/meetings (e.g.  

professional discussions).  
  
In exceptional circumstances, where evidence cannot be gathered via 
online methods, arrangements should be made for alternative, safe 
methods of assessment. This may include a learner posting assessment 
evidence to LSDN in exceptional circumstances only.  
  
In all cases, health & safety should be considered as the first priority and 
learners should not be encouraged to leave home for non-essential 
reasons.  
  

● Recording learner participation  
A new form of recording attendance and learner participation has been put 
into place during the Coronavirus emergency period. In recognition of 
individual learner circumstances and the need for flexibility, attendance is 
now being recorded on an individual basis and aims to record a wide range 
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of participation including attendance at online classes, watching recorded 
sessions, 1:1 tutorials, guided self-directed learning, e-learning and a 
range of other recognised learning activities.   
  
The priority in recording and managing learner attendance and 
participation is to keep learners engaged in any way possible; for learners 
with children/caring responsibilities, this may mean the coordination of 
learning and support activities outside of usual operational hours. Learners 
should be supported to continue with their learning around their 
responsibilities and supported to keep up with their assignments, including 
agreeing alternative timescales and deadlines where necessary.  

  
● Learner retention  

As above, our priority during this time is to encourage learner engagement 
and participation in any way possible. We aim to retain all learners and 
minimise any learner drop-offs or withdrawals. We will investigate 
thoroughly all reported learner withdrawals and will aim to contact learners 
to agree flexibilities and alternatives to withdrawal wherever possible.  
  
Where learners inform us, they are temporarily unable to continue with 
their learning either due to health issues or other difficulties, we will 
consider a Break in Learning if this is the most appropriate action for the 
learner. In all cases, we will avoid learner withdrawals and drop-offs.  

  
Learner recruitment and enrolment  
LSDN’s immediate priority is to ensure we have sufficient capacity to offer 
highquality learning and support to existing learners. As learners progress 
towards completion, we are starting to recruit and enroll new learners onto our 
courses.   
  

● Learner recruitment - priority groups and stages  
We have prioritised learner starts and enrolment as follows:  
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➔ PRIORITY GROUP 1 - prior learners (this applies to all 
learners/provision with the following status: BIL, early leavers, 
noncompleters/achievers, non-starters) - April to May 2020  

➔ PRIORITY GROUP 2 - pipeline learners (these are learners who were 
recruited prior to lockdown and are waiting to start) - May 2020 
onwards  

➔ PRIORITY GROUP 3 - new learners - June/July 2020 onwards (most 
of these learners are likely to be recruitments for the new academic 
year).  

  
● Virtual open days and information sessions  

We aim to start running virtual ‘open days/information sessions’ from 
midMay 2020. We will run sessions for small groups of learners, individual 
learners and referral partners, as needed.  
  
We will also develop some pre-recorded sessions that can be accessed ‘on 
demand’ and used for social media and online marketing purposes.  
  
All the above will be advertised and available via LSDN’s website and social 
media channels.  
  

● Enrolment process and eligibility evidence  
We will use an online application form to enable learners to apply for LSDN 
courses. The application form will include a short Personal Statement 
stating why the learner wishes to do the course and to confirm they have 
the necessary skills, commitment and equipment to undertake the course 
remotely. This will assist staff in assessing applicant suitability for the 
course and for online/distance learning methods.  
  
The completed application forms will be reviewed by the Student Services 
team and a 1:1 video interview booked with all applicants. Learners will 
need to attend these interviews if they wish to progress their applications.  
All 1:1 video interviews should be recorded in line with GLA guidance.  
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The 1:1 video conference calls will cover the main elements of the 
enrolment process:  

➔ Application checks and queries  
➔ Eligibility checks and evidence (eligibility to be checked/verified 

onscreen to ensure correct documentation/evidence, once verified 
learner to scan or take picture of agreed evidence and send copy via 
email or WhatsApp)  

➔ IAG and pre-enrolment interview  
➔ Completion of ILP (start sections)  

  
Once learners have successfully completed the above actions, they will be 
given a date to attend a virtual induction session. The induction session is 
likely to be delivered as shorter sessions over two days, rather than one 
long day. Some aspects of induction will also be pre-recorded. Initial 
Assessment will be delivered as part of the induction session to ensure 
learners can receive guided support while undertaking their initial 
assessment. Due to the limitations of the current situation, initial 
assessment will be done online via BKSB rather than paper-based.   
  
  

● Learner signatures and evidence  
GLA has provided guidance to providers regarding the collection of learner 
signatures and declarations during the Coronavirus period.  
  

The participant’s ‘signature’ and declarations could be captured 
through secure email, electronic or postal correspondence, whereby 
the provider sends the completed enrolment form and declarations 
to the participant/learner and the participant/learner returns the 
information with a covering email confirming (i) that the content is 
accurate and (ii) that they agree to any Declaration and Privacy 
Statements.  
  
Ideally, when Covid-19 social isolation restrictions are lifted, the 
provider should seek to obtain a ‘wet’ counter-signature from the 
participant/learner.  
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LSDN will implement the above guidance for both the enrolment form and 
the ILP.  
  

Maintenance of office premises  
David is attending LSDN premises twice a week on Mondays and Wednesdays to 
maintain our centres and premises, including premises security, cleaning and 
general maintenance arrangements. Where David is not available to attend the 
office, the nominated officer is Carol.  
  
Work on the new Norfolk House premises (unit 3) is continuing this period, albeit 
at a slower pace. In order to maintain appropriate social distancing requirements, 
no more than two workers are present on the premises at any one time.   
  
Work flexibilities, limitations and communication arrangements  
Staff with family and caring responsibilities have been granted flexible working 
arrangements where requested. Any staff requiring support, assistance or 
adjustments related to homeworking have been advised to speak to their line 
manager, HR or CEO at any time. To assist with communication, staff have also 
been requested to put a message on staff chat or email colleagues when they are 
not available for extended periods due to lunch break or other circumstances.  
  
Staff recruitment  
Most staff recruitment has been paused for the duration of the coronavirus 
period. Where recruitment processes had already started prior to lockdown, we 
will attempt to complete these, where feasible, via online and video conferencing 
tools. The timescales and processes are likely to be considerably extended as a 
result of coronavirus limitations.  
  
Staff training and CPD  
We are urging staff to use the relatively quieter period during coronavirus to take 
part in staff training/CPD and catch up on assignments and coursework for staff 
undertaking formal courses and qualifications.  
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Line management and supervision  
Line managers should maintain weekly contact with all of the staff they line 
manage, taking active responsibility for the wellbeing of all staff they line 
manage and their workloads and work allocations. Line managers should also 
check staff compliance in completing the working from home tracker spreadsheet 
and should check and authorise staff entries on the spreadsheet.  
  
Line managers should also aim to do monthly or bi-monthly supervisions with 
their staff. These can be formal or less formal catch-ups as long as staff 
wellbeing is covered and a review of staff workload, challenges and priorities 
during the coronavirus period.   
  
Student welfare, wellbeing and safeguarding  
As with staff wellbeing, student welfare and wellbeing are a key priority for LSDN. 
We have an item focusing on student welfare and wellbeing at every morning 
briefing and also have a morning briefing extension every Friday focusing on 
student welfare and wellbeing. We have been monitoring student attendance and 
participation to ensure we are able to support any learners struggling at home or 
with their learning. Personal Tutors have been supporting individual students and 
students with welfare or wellbeing difficulties referred to Ramota (DSL) for 
further support.  
  
Every Monday and Wednesday a member of staff is present at LSDN premises 
between 10am-12pm to support LSDN students. This includes support with 
connectivity, technology and equipment loans; an emergency food bank service; 
and assistance with general queries, assignments and e-learning difficulties. All 
student bookings are made in advance with 10 min intervals between each 
student slot. Only one student is permitted on the premises at any one time and 
any students waiting outside LSDN premises are required to observe appropriate 
social distancing guidelines. We are encouraging staff and students to wear face 
masks and gloves where possible and to wash their hands with hand sanitiser as 
soon as they enter LSDN premises.  
  
Juliet has developed two dedicated Google Classroom sites to support the 
wellbeing and welfare of our students and arrangements are in place to provide 
emergency financial support and food parcels to our learners, where needed. We 
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are publishing weekly public updates 2-3 times a week, with a specific focus 
towards wellbeing and support available to our learners and LSDN’s wider 
community. Plans are in place to develop social events and activities for our 
learners and LSDN’s wider community.  
  
Learner safeguarding has remained of key and critical importance and 
coronavirus has brought about specific challenges. All devices that LSDN has 
provided to learners (e.g. Chromebooks) have safesearch mode as a default and 
these cannot be switched off by the user. We have also provided wide-ranging 
same internet use guidance to our learners, including for learners with children at 
home, which is especially important due to the increased use of the internet 
during this time. We have also informed our learners of the risks of increased 
fraud during this period.  
  
Finally, we are following key government Safeguarding and Prevent guidance to 
providers during the Coronavirus period. This guidance is included at 
Appendix 1 (below) and should be read in full by all LSDN staff.  
  
Post-lockdown - key assumptions  
Our current assumption is that post-lockdown substantial social distancing 
guidelines are likely to continue for some time. The Education Secretary 
announced that the reopening of schools and nurseries would be on a phased 
basis and there is speculation that children may attend school on alternate days 
to enable social distancing requirements to be applied. This raises the likelihood 
of ongoing childcare issues for both staff and students and limitations to the 
availability and ability of students to attend regular classroom sessions.  
  
We anticipate that social distancing may require staff to work on alternate days 
and/or limit the number of days which they attend the office to ensure 
appropriate social distancing can be maintained and also to limit the risk of an 
office-wide outbreak.   
  
We are planning on the basis of a potential period of 12-18 months where 
businesses and schools may face disruption, travel restrictions, social distancing 
requirements, reduced access to the office and general enhanced health and 
safety requirements.   
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In light of the above, we envisage that it is unlikely we will be able to go back to 
standard classroom learning for some time. With above in mind, our delivery 
plans are geared towards a blended learning approach using the flipped learning 
model. We envisage that the bulk of learning will be delivered online and that 
most face to face learning will focus on tutorials on an individual or small group 
basis.  
  
Enrolment and open days will also be affected and may need to be restructured 
towards virtual open days with enrolment taking place via individual 
appointments.  
  
Appendices  

● Appendix 1 - government guidance related to Prevent and Safeguarding 
- IMPORTANT  

● Appendix 2 - link to LSDN coronavirus updates on the website  
● Appendix 3 - links to all the relevant trackers/forms  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
Appendix 1 - government guidance related to Prevent and Safeguarding  
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Coronavirus (COVID-19): safeguarding in schools, colleges and other 
providers:  

In light of the changes imposed due to Covid-19, the Department for Education 

has published some safeguarding guidance for educational institutions.  This 

guidance can be accessed here.  

In particular, I would recommend the sections on online safety, which includes 

the following useful guidance:  

● Institutions should continue to ensure that appropriate filters and 
monitoring systems are in place to protect learners when they are online 
on a provider's IT system or recommended resources.  

● Institutions should consider what contingency arrangements are in place 
should their IT staff become unavailable.   

● It's important for all staff who interact with learners, including online, 
continue to look for signs someone may be at risk. Concerns should be 
dealt with as per your Safeguarding/Welfare/Prevent policy.  

● Online teaching should follow the same principles as set out in the 
institution's staff behaviour policy.  

● Institutions should, as much as is reasonably possible, consider if their 
existing policies reflect the new reality of so many learners working 
remotely online. A Covid-19 annex/addendum may be required.  

● Online learning should be in line with privacy and data protection/GDPR 
requirements.  

● It should be clear to learners who are being asked to work online, have 
clear reporting routes in place so they can raise any concerns whilst 
online.  

● When working with children, it would be advised to share useful 
information and resources to parents/carers.  The link includes several 
useful links, though these are mostly appropriate for those institutions 
that educate children.   

In reference to the final bullet point, Let's Talk About It has put together a useful 
guide for parents / carers about online safety / radicalisation concerns during the 
Covid-19 period.  This guide can be found here.  

https://education.us20.list-manage.com/track/click?u=d37bbbf65cfbe0fe96c871639&id=eb57037ae5&e=79f9c0aacc
https://education.us20.list-manage.com/track/click?u=d37bbbf65cfbe0fe96c871639&id=eb57037ae5&e=79f9c0aacc
https://education.us20.list-manage.com/track/click?u=d37bbbf65cfbe0fe96c871639&id=ddba35b3c1&e=79f9c0aacc
https://education.us20.list-manage.com/track/click?u=d37bbbf65cfbe0fe96c871639&id=ddba35b3c1&e=79f9c0aacc
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Coronavirus (COVID-19) and extremism  
  
Never one to miss an opportunity, extremist groups are using the magnitude of 

Covid-19 as a means to promote their own ideologies, conspiracy theories and 

calls for actions.  This is largely based within the extreme far-right (XFR), but  
Islamist extremist groups are also riding the Covid-19 bandwagon, for instance 

Daesh producing advice on how to protect against the virus and al-Qaeda urging 

people to convert in response to the threat.  

  
However, the largest proportion of extremist Covid-19 activity online is set within 

XFR narratives. This includes blaming Jews, migrants, the establishment and 

other groups for the virus, often inciting violence against them. There have also 

been instances of encouraging the spread of Covid-19 to the Jewish and Muslim 

communities, and to the police, through spitting or coughing. Further examples 

include groups and individuals arguing that this crisis is a perfect opportunity to 

'accelerate' society's collapse.  

  
As ever, it’s important to be mindful of the threat of potential radicalisation, 
using Covid-19 as the driver, and to refer those concerns to those appropriate 
safeguarding professionals, including us here at the DFE.  
  
Appendix 2 - link to LSDN coronavirus updates on the website 
http://www.lsdn.org.uk/  

  
  
Appendix 3 - links to all the relevant trackers/forms Annual 
Leave Spreadsheet  
https://docs.google.com/spreadsheets/d/1BSU0oK4ufLPYtiLAyj95DrfRiV5KBV5Kf 
UMuNV62fmE/edit?usp=sharing   
  
Working From Home Attendance Tracker  
https://docs.google.com/spreadsheets/d/1i3PEK1xSM6_QbKocbYCXjFwZorxh2eK 

http://www.lsdn.org.uk/
http://www.lsdn.org.uk/
https://docs.google.com/spreadsheets/d/1BSU0oK4ufLPYtiLAyj95DrfRiV5KBV5KfUMuNV62fmE/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1BSU0oK4ufLPYtiLAyj95DrfRiV5KBV5KfUMuNV62fmE/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1BSU0oK4ufLPYtiLAyj95DrfRiV5KBV5KfUMuNV62fmE/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1i3PEK1xSM6_QbKocbYCXjFwZorxh2eKA0wCnwoDCuvE/edit?usp=sharing
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A0wCnwoDCuvE/edit?usp=sharing   
  
LSDN Equipment Agreement 
https://drive.google.com/file/d/1RTz4XdezlzFwpSZHawhj9b5sc1YphbYc/view?usp 
=sharing   
  
Stationery and Equipment Request Spreadsheet 
https://docs.google.com/spreadsheets/d/1iMp3SahL-
0pkdbAkm_HhP7xpXRYWtAIaykQYq_4riQ/edit?usp=sharing   
  
Supervision Form 
https://drive.google.com/file/d/1F2RIEGTibxsoWBeT4Nz1krk8ebSPeROv/view?us 
p=sharing  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

https://docs.google.com/spreadsheets/d/1i3PEK1xSM6_QbKocbYCXjFwZorxh2eKA0wCnwoDCuvE/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1i3PEK1xSM6_QbKocbYCXjFwZorxh2eKA0wCnwoDCuvE/edit?usp=sharing
https://drive.google.com/file/d/1RTz4XdezlzFwpSZHawhj9b5sc1YphbYc/view?usp=sharing
https://drive.google.com/file/d/1RTz4XdezlzFwpSZHawhj9b5sc1YphbYc/view?usp=sharing
https://drive.google.com/file/d/1RTz4XdezlzFwpSZHawhj9b5sc1YphbYc/view?usp=sharing
https://drive.google.com/file/d/1RTz4XdezlzFwpSZHawhj9b5sc1YphbYc/view?usp=sharing
https://docs.google.com/spreadsheets/d/1iMp3SahL-0pkdbAkm_HhP7-xpXRYWtAIaykQYq_4riQ/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1iMp3SahL-0pkdbAkm_HhP7-xpXRYWtAIaykQYq_4riQ/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1iMp3SahL-0pkdbAkm_HhP7-xpXRYWtAIaykQYq_4riQ/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1iMp3SahL-0pkdbAkm_HhP7-xpXRYWtAIaykQYq_4riQ/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1iMp3SahL-0pkdbAkm_HhP7-xpXRYWtAIaykQYq_4riQ/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1iMp3SahL-0pkdbAkm_HhP7-xpXRYWtAIaykQYq_4riQ/edit?usp=sharing
https://drive.google.com/file/d/1F2RIEGTibxsoWBeT4Nz1krk8ebSPeROv/view?usp=sharing
https://drive.google.com/file/d/1F2RIEGTibxsoWBeT4Nz1krk8ebSPeROv/view?usp=sharing
https://drive.google.com/file/d/1F2RIEGTibxsoWBeT4Nz1krk8ebSPeROv/view?usp=sharing
https://drive.google.com/file/d/1F2RIEGTibxsoWBeT4Nz1krk8ebSPeROv/view?usp=sharing
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APPENDIX 15 - COVID-19 Risk Assessment & Control  
  

 

 
  
Risk assessment 
name  

  
Covid Secure Risk Assessment  

  
Assessment type     Education Settings  

Assessment date  23/06/2020  Review period  Monthly  

Approved by  Virginie Ramond, LSDN CEO  Review date  23/06/2020  

Approved date  26/06/2020  Reference  RA1362 (V.23.06.2020)  
 

  

Description  

This risk assessment sets out the controls that will be in place for the workplace and work 
activities in order to reduce the risk of the transmission of the Covid-19 virus and demonstrate 
that the organisation is Covid-Secure.  

  

Hazard  Who could be 
harmed and how?  Existing controls  Risk rating 

(L x S)  
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1. Cleaning To Reduce  

Transmission Of Covid-19  

- Risk of exposure to Covid-
19 whilst cleaning the 
setting.  

All staff, Contractors  
  
Visitors, Cleaners, 
Students  

How?  
Cleaning areas where 
Covid-19 may be 
present may lead to  

Appropriate Disinfectant Products Used In Line With COSHH 
Assessment.  
Appropriate disinfectant to be used in line with the COSHH assessment - 
this will be communicated to cleaning staff/contractors.  

The product will be used in line with instructions for use and dilution rates and 
appropriate PPE provided and worn where indicated.  

Disposable cloths will be used where possible to reduce transmission.   
 

  
Hazard  Who could be 

harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

2   x   5   
  
  
  
  
  

Medium   
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exposure to the 
virus. However, the 
cleaning of all areas 
correctly will reduce 
the risk of 
transmission overall.  

  

  
  

  

  
   

  

   
  
  

  

  

  

   

Cleaning Of Setting Before Work Commences  
Assessment of cleaning requirements will be carried out prior to the 
setting opening and appropriate cleaning will take place.  

  

Cleaning Regime For Restrooms In Place  
In line with government guidance - cleaning of restroom areas will be 
carried out accordingly using the appropriate PPE.  

  
Correct Guidance Will Be Followed For Cleaning Areas Of Higher Risk 
Based on current Government Guidance for Non-clinical Settings. 
https://www.gov.uk/government/publications/covid-19-decontamination-in-

non- healthcare-settings/covid-19-decontamination-in-non-healthcare-settings  

This includes the use of additional PPE (gloves, aprons, eye protection, 
mask) and items double-bagged and labelled - stored securely for 72 hours 
before disposal.  

Increased Cleaning Frequency Of Cleaning Throughout Setting 
Increased cleaning regime in place throughout setting.  

Particular focus on commonly touched areas, equipment, surfaces and 
common shared areas and food preparation areas and dining areas.  

Cleaning materials will be stored safely in line with COSHH assessment for 
the setting and be available for cleaning any resources and equipment used 
by students.  
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Hazard  Who could be 

harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    Increased Cleaning Of Equipment  
Review of all equipment, tools and resources on site will be carried out.  
  
Unnecessary items and equipment will be removed from all rooms 
designated as ‘in use’ where possible.  

  
The Setting Will Be Cleared Of  

   Waste Frequently  
Personal items removed at 

the end of the day and increased 
waste collection in place throughout 
the site.  
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Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

  
2. Hygiene Control  

Poor hand hygiene and 
respiratory hygiene 
control may lead to an 
increase in surface 
contamination.  

All staff, Contractors  

Visitors, Students  

How?  
Increased risk of 
surfaces 
becoming 
contaminated with 
pathogens 
including Covid-19 
leading to spread 
of infection.  

Employees Advised To Wash Clothing After Work  
Employees advised to launder clothes as soon as is possible when 
they return home.  

  

Good Hand Hygiene Established All staff, students and visitors will 
be encouraged to carry out regular hand  

   washing as part of the daily routines.  
All staff, students and visitors will be required to wash hands / sanitise upon 
arrival.  

  
  

Good Respiratory Hygiene  
Staff, students and visitors to practice good respiratory hygiene with 
immediate disposal of tissues into the bin with regular collections.  
  
Through appropriate signage and reminders, staff, students and visitors 
will be supported to carry out good hygiene when they cough or sneeze.  

2 x 5  
  

10  
  

Medium  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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    High Standards Of Food Safety Standards In Place  
In line with existing food safety and hygiene standards for the setting, there 
will be high standards of hygiene at all times.  

  
This includes hand washing, cleaning of deliveries upon arrival, cleaning of 
utensils and plates etc.  

  
There will be limited movement of food throughout the premises and 
common eating/food areas closed during the pandemic.  

 Increased Hand Washing  Increased Waste Management  
Facilities Provided Additional waste facilities will be 
Increased hand washing facilities available throughout 
the setting provided throughout the with more frequent 

collections  
 setting.  and removal - especially in  

common areas such as toilets  
Where this is not possible  and changing areas etc. sanitiser will 
be provided - at entrances, exits, in each room and in common 
areas.  

Laundering Of Items Carried Out Where Required (primarily applies to 
premises cleaning staff and any uniforms related to course 
delivery) Laundry items will be laundered in accordance with NHS 
laundry guidelines:  

-Wash items in accordance with the manufacturer’s instructions.  
-Use the warmest water setting and dry items completely. -Dirty laundry that 
has been in contact with an unwell person can be washed with other 
people’s items.  
-Do not shake dirty laundry, this minimises the possibility of dispersing virus 
through the air.  
-Clean and disinfect anything used for transporting laundry.  
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Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    PPE Stock Managed  
In order to maintain the correct stock for PPE for personal care, cleaning etc. 
PPE stock will be carefully monitored and managed.  

  
Contingency plans will be in place for replenishing stocks, use of reusable 
items that can be laundered correctly.  

   Signs And Posters In Use To Remind Individuals To Practice Good 
Hygiene Relevant posters and signs displayed to remind employees, 

students and visitors of the need to wash hands for at least 20 seconds on a 
frequent basis.  

  
Also signs to remind employees, students and visitors to practice good 
respiratory hygiene - catching of coughing and sneezes and correct 
disposal of tissues followed by hand washing.  

   Use Of Face Coverings  
If employees or students 

choose to wear face coverings then 
they will be supported in the settings.  

  
Face coverings are not 
classed as PPE. Advice will 
be given to employees on the 
correct use.  
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Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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3. Movement Of People In 
The  
Setting  

  

-The attendance of people in 
the setting will increase the 
number of people in the 
premises which may 
increase the risk of Covid-19 
transmission.  

All staff, Contractors,  
Members of the public  

Visitors, Students  

How?  
Increased risk of 
transmission of Covid- 
19.  

Classroom and Work Desks To Be Spaced As Far Apart As 
Possible Desks will be spaced apart to support social distancing and will 
not be face to face - rather they will be laid out so they are side by side 

or back to back.  
  

Where possible the same individual will use the same desk each day. Where 
this is not possible desks will be thoroughly cleaned each night.  

Controlled Movement Of People Throughout The Setting.  
Use of one way systems, separate entrances and exits to reduce the number 
of people at cross over areas and pinch points.  

  
Monitoring and regulation of higher traffic areas such as corridors, entrances 
and stairwells.  

  
Use of signs and markings to indicate the direction of movement and advised 
social distances in place where appropriate.  

  

Emergency Plans Updated And Communicated  
People do not have to adhere to social distancing where there is an 
emergency such as fire, an accident or a security threat or break in and 

the risk to safety is imminent.  
  

Those assisting others in emergencies should ensure they carry out stringent 
hygiene control afterwards including thorough handwashing.  
  
Employees Will Work From Home As Frequently As Possible  
Employees will attend the office a limited basis in order to perform 

business critical duties and to support learners.  

2 x 5  
  

10  
  

Medium  
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Hazard  Who could be 

harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    Information, Instruction and Training Provided To Employees 
Employees consulted on risks and controls in the work place.  
  
Staff communicated with on a regular basis on changes to hazards and 
controls.  

  
Employees receive training through the use of training courses, posters, 
signs, announcements and briefings.  

  
This will include Covid-Specific training and further support for hygiene and 
infection control.  

Minimal Employees To Attend The Setting.  
Work organised so that minimal people are required to attend the setting 
(maintaining the required ratios for safety) whilst supporting social 

distancing.  
  

Where possible this will be limited to the same people to prevent mixing of 
groups.  

  
Staff will be grouped for working patterns where possible to avoid the mixing 
of groups.  

Outings Stopped Where Possible  
Outings to public settings will be avoided where possible unless it is required 
to access open spaces that the setting does not have.  

  
This will be limited to areas where social distancing can be maintained.  
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Hazard  Who could be 
harmed and how?  

  
Existing controls  

  Risk rating 
(L x S)  

    

 Staggered Start and End Times   

Pro-active Monitoring In Place 
Pro-active monitoring in place to  

  

  Staggered start and end times   ensure that staff are adhering to   

  allocated.  

  

Remote Workers Adequately 
Supported  
Adequate work equipment will be 
provided to remote workers.  
  
Regular contact will be made 
with remote workers to ensure 
arrangements are adequate to 
support their physical and 
mental wellbeing.  

 controls and that control 
measures are adequate 
and effective.  
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Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    Restrict Movement Of Employees Throughout The Setting  
Employees discouraged from carrying out non-essential trips within the 
premises - use of phones, emails or radios to communicate with others 

elsewhere.  
  

Staff to remain working in their designated part of the setting and not mix 
with other areas or other groups.  

  
Staff are not to access other areas such as storage, break rooms, stationery 
or kitchens where possible to avoid mixing with other staff.  

  
Drop off and collection areas designated for exchanging of documents, 
materials, or equipment.  

  
Job rotation reduced to prevent moving between locations where at all 
possible.  
Staff not to rotate between rooms/ groups/ roles etc.  

  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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    Restriction On The Movement Of Students And Visitors Throughout 
The Site  
Students to be grouped in cohorts / 'bubbles' who do not mix during the day.  

Groups to remain fixed where at all possible to prevent mixing.  

Groups remain in their designated areas of the setting and do not visit other 
areas of the setting or mix with others not from their cohort grouping.  

  
Where possible these groups will eat in their own areas away from the other 
groups.  

  
Outside spaces that may be shared will be shared at different times with 
cleaning of equipment and surfaces in between.  

  
Shared use of communal inside areas will be avoided where possible.  

  
The same member of staff will support the same student grouping where at 
all possible.  

  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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    Restrictions On The Number Of Students/Visitors Attending The 
Setting  
Numbers of those attending the setting restricted - priority given to 

vulnerable students and those struggling or falling behind in their work.  
  

Review of the numbers to attend the setting based on ability to maintain 
social distancing in classrooms, common areas, entrances and exits, 
corridors and pinch points.  

  
Students grouped into cohort or 'bubbles' and these kept fixed where 
possible to reduce mixing- the staff to remain fixed to this group too  with 
no rotation to other rooms.  

  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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    Signage And Floor Markings In Place  
Posters and signs to be used to remind people of the requirement to adhere 
to social distancing, to wash hands frequently and to practice good 

respiratory hygiene (coughs and sneezes).  
  

Appropriate posters, floor markings, use of mats, resources to support 
people to follow social distancing, hand hygiene as much as possible.  

  
  
  
  
  
  
  

 
  
  

Staggered Work And Teaching Patterns  
Working and teaching patterns organised to reduce the number of persons on- site at 

any one time and also staggered to reduce the number of people arriving 
and leaving to prevent cross over at setting entrances, locker rooms and 
staff rooms.  

  
Cohorts or Teams to be fixed where possible to prevent mixing of different 
people on shifts.  
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Hazard  Who could be 

harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    Ventilation On Site Increased As Much As Possible.  
Windows and doors opened as much as possible to increase 
ventilation - where this does not increase any risks to the safety and 

security of staff and students.  

Use of extraction fans may be used to increase ventilation, where safe to 
use.  

Adjustments to be made to ensure adequate ventilation remains in place.  

   Guidance on use of Shared Air Conditioning will be taken with a 
competent engineer.  
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Hazard  Who could be 

harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    Vulnerable Employees Proactively Supported And Protected.  
Where employees are at increased risk from Covid-19 and its 
associated complications, each case will be assessed individually to 

ensure they are adequately protected and supported.  
  

This may include Black, Asian and Minority Ethnic (BAME) employees, 
pregnant women, older people and those with underlying health conditions.  

  
Appropriate individual risk assessments will be completed where required.  

  
Guidance for those deemed Clinically Vulnerable and Clinically Extremely 
Vulnerable will be followed.  

Will Follow Test, Trace And Isolation Requirements  
Where employees are required to isolate due to themselves or their 
household/bubble having symptoms or positive test result, being required by 

NHS Test & Trace or due to travel quarantine requirements they will not be permitted 
to attend the workplace.  

  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  



  
Risk assessment for: London Skills & Development Network  

25/06/2020  
  
  

   Covid Secure Risk Assessment - Education Settings       

    Workstations Will Be Organised To Support Social Distancing  
For office staff - workstations will be arranged so that social distancing can be 
adhered to.  

  
Markers or floor plans to demonstrate social distancing.   

Desks will be spaced out to maintain distance between people.  

Hot-desking will be prevented where at all possible - if this is not possible 
thorough cleaning will take place before and after use of all equipment.  

  
Where possible use of own peripherals such as mouse and keyboards 
and headsets will be strictly restricted to a single member of staff and 
will not be shared.  

  
Where social distancing cannot be maintained further controls will be in place:  
Desks to allow people to work side by side or facing away from each other.  
Use of screens to separate people.  
Increased cleaning of areas. Improved ventilation.  

  

 
4. Social Distancing 

Guidelines Cannot Be 
Met  

All staff  
  
Students 
How?  

Employees To Avoid Face To Face Work Where Possible 
Where possible employees will work side by side or back to 
back to avoid working face to face.  

3 x 5  

    

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

15   
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-Activities, where social 
distancing cannot be followed 
in full, may lead to increased  

risk of the transmission of the 
virus due to being in close  

proximity and mitigation  
measures will be required. 
This includes entrances, 
exits and common areas as 
well as the main setting. It is 
recognised that it will be 
hard to ensure  
that younger children or those  
with additional needs may not 

be able to adhere to social 
distancing.  

Being in close 
proximity may lead to 
increased risk of the 
spread of the Covid-
19 virus.  

 
  

 

 

Improved Ventilation  
Workspaces will be well ventilated throu  
natural increase air changes.  

Relevant HVAC engineers will be consulted 
w and effective ventilation is achieved.  

Increased Cleaning Carried 
Out Increased cleaning of 
surfaces where people are 
operating within the advised social 
distancing to be carried out.  

Physical Barriers or Screens 
In Use  
To screen people from each 
other physical barriers or screens will be 
used and cleaned frequently.  

 or mechanical means to  

here appropriate to ensure safe  

Increased Handwashing  
Carried Out  
Provisions will be made in order 
for people to be able to wash 
their hands more frequently - 
including before and immediately 
after carrying out tasks where 
social distancing has not been 
maintained.  

Staff Teams / Groups Will Be 
Kept Fixed Where Possible  
To reduce the number of 
different people working within 
the advised social distance, 
fixed teams and partners will be 
in place where at all possible to 
reduce the level of possible 
transmission  

Medium  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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    Time Spent Within The Advised Social Distance To Be Kept To A 
Minimum  
The time where persons are within the advised social distance will be 

kept to as short a time as practicable possible.  
  
  
  

Use of Personal Protective Equipment (PPE) Or Face Coverings  
Additional PPE beyond what is normally worn to control workplace risk, 
for management of Covid infection has limited benefits and 
precautionary use of additional PPE for this purpose is not encouraged.  

  
However where the risk assessment identifies high risk of transmission 
due to difficulties implementing controls such as social distancing then the 
use of face coverings or PPE will be considered as a further control 
measure.  

  
Appropriate PPE or face covering will be selected and employees trained in 
its safe and effective use, storage and disposal in line with PPE risk 
assessment.  

  
  

Work Activity Assessed To Deem If It Will Proceed  
If social distancing cannot be maintained, the activity will be 
assessed to deem if it is safe to go ahead with the appropriate 

mitigation factors in place  

  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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5.Individuals Displaying  

Symptoms  
- Coronavirus reportedly 

spread through exposure 
or contact to cough 
droplets.  

People developing on-set of 
symptoms within the setting.  

All staff, Contractors  

Visitors, Students  

How?  
An individual could 
develop symptoms 
of Covid-19, which 
includes a 
high/raised 
temperature, a 
new/continuous 
cough or loss of 
sense of taste or 
smell which may 
lead to increased 
risk of transmission 
of Covid-19.  

Cases Recorded and Investigated.  
Records maintained of those who are isolating or who develop symptoms at 
the setting.  

  
Investigations carried out if the transmission could be work-related in the 
event it needs to be reported under RIDDOR.  

  
Appropriate risk assessments and work activities reviewed to ensure there 
are effective controls or if any changes are required.  

Communication With Students  
Setting to communicate with students on the procedure if anyone in their 
household has any symptoms that they cannot attend and what the 

procedure is if someone develops symptoms on site.  
  
  

Good Hand Washing/Hygiene Procedures Observed  
Staff should be carrying out regular hand washing for at least 20 seconds 
using soap and water or use of a sanitiser if this is not available.  
  
Following cleaning an area after a symptomatic person the hands should be 
thoroughly cleaned as for an area of higher risk.  

  

Health Status Of People Monitored  
Return to setting health questionnaire in place for those students and 
staff who have been absent.  

4 x 6  

 

Medium  

 

24   



  
Risk assessment for: London Skills & Development Network  

25/06/2020  
  
  

   Covid Secure Risk Assessment - Education Settings       

  
Hazard  Who could be 

harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    People Not To Return To The Setting And Should Self-Isolate 
For those displaying symptoms of Covid, isolation should be 
exercised immediately, ensuring Line Management are informed.  

  
Should individuals live with those displaying symptoms, they should isolate 
for 14 days. If by themselves, 7 days.  

Person To Go Home Immediately  
The employee will be sent home directly from work and maintain social 
distancing to do so.  

  
Any windows will be kept open to increase ventilation.  

  
Any person waiting with the symptomatic person should be from their 
group and PPE may be considered if 2m distance cannot be maintained. 
This may include use of face mask and eye protection if risk of splashing 
to the eyes from coughing or spitting.  

  
If the person requires the toilet they will use a different toilet that will then not 
be used by others for 72 hours or until it has been cleaned thoroughly in line 
with guidelines.  

  
This area will then be left closed for 72 hours or if this is not possible it will 
require thorough cleaning afterwards in accordance with the guidance, with 
the person then carrying out through hand hygiene afterwards.  
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Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    Positive Tests Will Trigger Self Isolation For The Class Or Group  
Where a staff member or student tests positive for Covid-19 the  rest of the 
class or group will be sent home and advised to self-isolate for 14 days.  

  
The rest of the setting and their households do not need to self-isolate 
unless their household develops symptoms.  

  
The local public health team will be consulted for further required action in 
the event of positive tests confirmed for the setting.  

Waste Disposed Of With Care With Local Guidelines.  
Any waste from areas where symptomatic people have worked- 
including the PPE and cleaning items that have been used will be 
double-bagged and labelled and disposed of 72 hours with normal 

collection arrangements - or if test results come back negative where applicable.  
  

If unable to store the waste then arrangements for clinical waste collection 
will be made.  

  
  
Will Follow Government Advice On Testing And Tracing  
Will follow the relevant protocol for booking a Covid-19 test and any 

subsequent tracing and isolation that should follow.  
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Hazard  Who could be 

harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    Work Area Cleaned Thoroughly Using Disinfectant Following Guidelines.  
https://www.gov.uk/government/publications/covid-19-decontamination-in-non- 
healthcare-settings/covid-19-decontamination-in-non-healthcare-settings  

  
If dealing with bodily fluids or suspected Covid-19 person then extra 
precautions will be needed which will include protection for eyes, fluid-
resistant mask in addition to the disposable gloves and aprons.  

  
For disposal these should be then double-bagged and labelled and 
stored safely and securely for 72 hours before disposal by normal 
means of collection.  

  
Staff will be trained in the effective use of PPE to ensure it offers the correct 
level of protection.  

  

 
Common Areas (Including  

Kitchen and Welfare 
Facilities and Entrances To 
The Setting).  

- Due to areas being frequently 
utilised, the potential for  

All staff, Contractors  

Visitors, Students  

How?  
Common areas 
may restrict the 
ability to maintain 
social  

Access To Toilets Controlled  
Restrictions on the number of people using facilities at any one time to allow 
for social distancing.  

  
Use of markings and posters to indicate the social distancing requirements.  

2 x 5  

 

Medium  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

10   
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infection is increased. This  
includes stairwells, waiting  

areas, seating areas as well 
as toilets and kitchen areas. 
This also includes entrance 
areas such as foyers, 
porches and hallways where 
people arrive and leave.  

distancing. Due to 
heavy foot fall, 
surfaces may be 
touched more 
frequently and 
individuals may 
cross paths more 
often.  

Break Times Staggered  
  
Break times to be staggered to prevent the gathering of people.  

  
  
  
  
  

Increased Frequency Of Cleaning Of Toilets and Kitchens.  
Increased cleaning of the welfare facilities will be carried out 

on-site    - including toilets and other common facilities.  

Increased frequency of cleaning of kitchen facilities to be carried out.  
  
  
  
  
  

Numbers Of People In Common Pro-active Monitoring 
In Place  
Areas Managed. Common areas, including toilets  

Individuals using common areas and access and egress routes will be kept to a 
minimum at all  are monitored frequently, times and social distancing will be 
 ensuring individuals are strictly adhered to.  exercising social distancing.  

  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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    Regular Cleaning Of Common Area And Touch Points.  
Common areas where people pass through are to be cleaned 
frequently but specific attention to be paid to areas where people spend 

more time or common touchpoints.  
  

These will be cleaned more intensely/frequently.  
  

The appropriate disinfectant will be used in line with the COSHH 
Assessment and the correct PPE worn which will be disposed of correctly.  

  
Disposable cloths will be used where possible to reduce transmission.  

Restricted Use Of Lifts  
Stairs will be used rather than lifts to prevent people from being in close 
proximity.  

  
Lifts will be available for those with disabilities.  

  
If the lift is to remain in use then the occupancy will be limited to be able to 
comply with social distancing.  

  
Touchpoints will be cleaned frequently.  

Staff Room And Kitchen Facilities Temporarily Suspended  
Staffroom and kitchen access restricted to facilities and cleaning 
staff for essential use and storage only.  

  
Employees encouraged to bring in own food to avoid the need to use 
facilities.  
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Hazard  

Who could be 
harmed and how?  

  
Existing controls  

Risk rating 
(L x S)  

  

  
Handling Items, Materials And 

Using On-Site Vehicles.  
- Employees occupying 
work vehicles at the same 
time or  

shared use of common 
items, toys and 
equipment.  

All staff, Contractors  

Visitors, Students  

How?  
Inability to maintain 
social distancing or 
coming into contact 
with contaminated 
surfaces may lead 
to contraction of the 
Covid-19 virus.  

All Items To Be Cleaned Regularly  
Any goods or items entering the site will be cleaned using appropriate 
cleaning products.  

  
All commonly used equipment such as laptops, tablets, teaching 
materials, equipment, practical lesson equipment and teaching resources 
to be cleaned regularly.  

  
  

Good Hand Washing/Hygiene Procedures Observed Before and After 
Use All employees to wash hands for 20 seconds with soap and water or 
use sanitiser, before and after handling any equipment or materials or 

before and after using any work vehicles.  
  
  
  

Items Not Shared  
Personal items will not be shared between individuals who do not 
share a common househol.  

  
Food and utensils will not be shared.  

  
Learning materials, stationary and resources will not be shared where at all 
possible.  

  
Items will not be sent home with students where possible.  

2 x 5  

 

Medium  
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Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    Items Not Shared Between Classrooms  
Where possible each room will have its own resources, equipment 
and items to prevent the need to share between other classrooms.  

  
  
  
  

Mitigation Of Risk For Employees Travelling And Working 
Together Workplace transport such as work minibuses will have 
limited persons permitted.   
Pairs or teams to be fixed to reduce the number of people mixing.  

Passengers to sit as far away from each other and avoid sitting face to face.  

Windows to be kept open during travel to improve ventilation.  

  
  

Non-Essential Deliveries Not Non-essential Travel 
Prevented  
Permitted Journeys will not be made where  

Non-business deliveries to at all possible and work carried workplace will be 
discouraged - out remotely. such as personal items being delivered to work.  
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Hazard  Who could be 

harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    Personal Items Not Permitted On Site  
Where possible personal items will not be brought from home and left at the 
setting.  

  
Where personal items are absolutely essential they will be stored away by 
the individual upon arrival and not left on tables, counters or chairs.  

Vehicles Not Shared Where At All Possible  
  
If vehicles are to be used by different people at different times then they will 

be cleaned before and after each use.  

  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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Managing Parents, Visitors and 

Contractors Coming To Site.  
- Parents, tradespeople, 

couriers, deliveries,  
contractors and other visitors 

attending site.  

All staff, Contractors  

Visitors, Students  

How?  
Transmission of 
Covid- 19 between 
visitors to site and 
employees.  

   Enhanced Regular Toilet Cleaning  
Cleaning of toilet facilities will be increased. Seat covers or disinfectant 
installed in toilet areas.  

  
  

All Visitors To Site To Be Pre-Arranged And Times Staggered  

   No unauthorised visitors to be permitted on site - they will be turned away 
until correct arrangements made.  

  
Visitors to be allocated specific time slots and staggered to reduce the 
number of people on site.  

  
Where possible visitors and contractors will be arranged to attend outside of 
setting opening times when less staff and students will be on site.  

  
  
 Documentation Issued  Good Hand Washing/Hygiene  

Electronically Where Possible Procedures Observed By  

   To reduce the need to exchange     Employees 
paperwork and other documents, Employees to wash hands for 

20 the information will be exchanged  seconds with soap and water  
 electronically where at all  regularly and have access to  
 possible.  sanitiser where this is not  

possible - before and after 
any interaction with others.  

3 x 5  

 

Medium  
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Hazard  Who could be 

harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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    Increased Cleaning Regime In Information Communicated To  
Place For Touch Points And Visitors To Site  
Interfaces. Prior communication issued to  
Increased cleaning of areas expected visitors to site through where there 
are interactions with phone, email or website. others not from the 
workplace will  

 be carried out. This includes  Information signs displayed at  
waiting areas, handles, handrails, visitor arrival areas to make counter tops. 
 procedures clear.  

Managed Entry  
The number of people permitted inside the premises will be restricted to 
allow effective social distancing.  

  
There will be the use of effective queue management outside the premises 
where necessary,  

  
  
  
  
  

Protective Interface Established  
Use of markings, signage and potential use of screens (existing or temporary plexi-

glass) to provide a barrier between a visitor to site and employee.  

   Use of intercom at the entrance to avoid the need for staff to open 
doors to speak to visitors.  

  

 



  
Risk assessment for: London Skills & Development Network  

25/06/2020  
  
  

   Covid Secure Risk Assessment - Education Settings       

  
Hazard  Who could be 

harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    Remote Communication Encouraged  
Where possible remote communication with visitors, students and 
contractors will be used rather than attendance on site.  

  
  

Revised Pick Up and Drop Off Procedures For Deliveries  
Designated areas for non-contact deliveries will be in place with clear instructions for 

couriers.  
  
Revised delivery / collection methods to reduce the number of visitors to the 

site such as bulk drop-offs and pick-ups to reduce frequency of visitors.  
  

Limited people to carry out the collection of deliveries.  
  
  

Sanitiser Available At Visitor Interfaces.  
Sanitiser available at locations where contractors / visitors will 
present to employees.  
  

  
Supervision On Site  
Where contractor tasks are required to be supervised - social distancing will 
be maintained. The host person on site will be aware of their responsibilities 
to support social distancing and informing the contractor of their 

requirements.  

  

 



  
Risk assessment for: London Skills & Development Network  

25/06/2020  
  
  

   Covid Secure Risk Assessment - Education Settings       

  
Hazard  Who could be 

harmed and how?  

  
Existing controls  Risk rating 

(L x S)  

    Visitor Records Maintained  
Records of those who have attended site to be maintained where possible.  
  
If requiring people to sign in - pens will not be provided to reduce the need to 
share equipment.  

  
Touchscreen sign-in systems will be disabled where possible - if not possible 
then cleaning and sanitising product will be located adjacent to the device.  

  

Waiting Area For Visitors / Contractors Well Managed  
Any waiting area for people on site will allow for adequate social distancing 
in the seating arrangements.  

  
Use of signs and markers and announcements to remind any visitors of the 
requirements.  

  
Entry to waiting area restricted if the number of people will restrict the ability 
to socially distance.  

  
People may be turned away until a more suitable time is available where 
social distancing can be managed.  

  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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Meetings  

People coming together in 
close proximity to attend 

meetings.  

All staff, Contractors  

Visitors, Students  

How?  
Increased risk of 
transmission of Covid  
19  

Meetings Carried Out 
Remotely Where Possible  
Where possible meetings will be 

carried out remotely to avoid the need for people 
to come together.  

No Sharing Of Equipment  
Permitted  
No items are to be shared at any 

time during the meetings such as pens, computers 
etc.  

Social Distancing To Be Maintained  
All participants to be reminded prior to 
meeting distancing at all times.  

  
Desks and chairs will be arranged to 
support be held stood up.  

  
Signs and markings to be used in regular 
meeting social distancing.  

Meetings To Be Held In Well 
Ventilated Locations  
Meeting to be held outside where 
possible.  

If not then meetings will be held 
in well-ventilated rooms where 
windows or doors can be open 
or use of extractor fans to 
support ventilation.  

Sanitiser To Be Provided  
As well as handwashing 
before and after the meeting, 
hand sanitiser will be provided 
for use for meeting 
participants.  

 of the need to adhere to social  

social distancing or meeting will  

 spaces to indicate required  

2 x 5  

 

Medium  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  

  Risk rating 
(L x S)  
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Shared Workspaces With  

Other Organisations  
Sharing of premises with other 

employers, organisations or 
contractors.  

All staff, Contractors,  
Members of the public  

Visitors, Students  

How?  
The activities of 
other people in the 
premises may lead 
to variations  
in the level of controls 
in place which may 
increase the risk of 
transmission of the 
Covid-19 Virus.  

Communication and  
Cooperation With Others  
Occupying Premises (Including  
Landlords)  
There will be effective 
communication between any 
other employers, organisations 
or contractors in shared 
premises to ensure there is 
cooperation on the controls in 
place to reduce transmission.  

Increased Hand Washing 
Supporting of increased 
handwashing through the 

provision of facilities such as additional 
wash stations or provision of sanitiser 
where this is not available.  

 

 

Increased Cleaning  
Arrangements In Place  
A coordinated approach to 
increased frequency of 
cleaning of surfaces in 
common and shared areas 
such as stairwells, toilets, 
kitchen facilities.  

Staggered Break Times With  
Other Organisations In  
Premises  
To reduce the number of 
people from differing 
organisations accessing 
canteen or welfare facilities or 
using stairwells and corridors 
at the same time.  

3 x 5  

 

Medium  

 
  

Hazard  Who could be 
harmed and how?  

  
Existing controls  Risk rating 

(L x S)  
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Transport To And From The  

Setting  
- Sharing of a vehicle to, from 
work or use of public transport 

may lead to an inability to 
maintain social distancing.  

All staff, Members of 
the public  

Students  

How?  
Exposure to the 
virus due to inability 
to maintain social 
distancing leading to 
potentially 
contracting the 
virus.  

Safer Travel Supported  
Car sharing with people from different households will be discouraged.  
  
Alternatives such as walking and cycling will be supported with increased 
facilities.  

  
Use of Public Transport will be discouraged and where it cannot be 
avoided - current guidance should be followed for social distancing, 
hygiene and the use of face coverings.  

  

Work / Learn From Home Where At All Possible.  
Employees will be encouraged to work from home where they do not  

   need to attend the setting.  
Remote learning to be supported alongside the face to face 
provisions.  

  
  
  
  
  
  

Working And Teaching Patterns Staggered  
Where at all possible teaching will be staggered to allow employees, 
children and young people to travel outside of rush hours as well as 

staggering arrival and departure times to avoid cross over at staff rooms, locker 
rooms and exits.  

2 x 5  

 

Medium  
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Further control measures  
  

None required at present  
    

Operating procedures  
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In the context of COVID-19 this means working through these steps in order:  
• In every workplace, increasing the frequency of handwashing and surface cleaning.  
• Businesses and workplaces should make every reasonable effort to enable working from home as a first or primary option.  
• Where office working is required, workplaces should make every reasonable effort to comply with the social distancing guidelines set out by the 

government (keeping people 2m apart wherever possible).  
• Where the social distancing guidelines cannot be followed in full, in relation to a particular activity, businesses should consider whether that 

activity needs to   continue for the business to operate and if so, take all the mitigating actions possible to reduce the risk of transmission 
between their staff. Further mitigating actions include:  

• Increasing the frequency of hand washing and surface cleaning.  
• Keeping the activity time involved as short as possible.  
• Using screens or barriers to separate people from each other.  
• Using back-to-back or side-to-side working (rather than face-to-face) whenever possible.  
• Reducing the number of people each person has contact with by using ‘fixed teams or partnering’ (so each person works with only a few others).  
• Improving ventilation.  
• Finally, if people must work face-to-face for a sustained period with more than a small group of fixed partners, then you will need to assess 

whether the activity can safely go ahead.  
• No one is obliged to work in an unsafe work environment.  

Taken From: https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19  

http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
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Risk rating explanation  
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