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1. INTRODUCTION 

The University Centre (UC) Safeguarding Policy relates to the Holy Cross College responsibilities, in 
the context of the adult university centre students, in relation to dealing with the Safeguarding of groups 
defined as: 

a. Adults at risk (adults as defined by section 59 of the Safeguarding Vulnerable Groups Act 2006 
as amended by the Protection of Freedoms Act 2012 and/or those persons aged over 18 who 
by reason of mental or other disability, age or illness are (or may be) unable to take care of 
themselves or are (or may be) unable to protect themselves against significant harm or 
exploitation, e.g. adults who have to rely on others for tasks of daily living or may be unable to 
protect themselves against significant harm or exploitation); 

b. Those at risk of radicalisation (the process by which a person comes to support terrorism and 
forms of extremism leading to terrorism).  People who are vulnerable in some way are most at 
risk of radicalisation into an extremist ideology which may lead an individual to commit or support 
terrorist acts.  Appendix B contains guidance. 

Whilst there are specific lead responsibilities identified within the UC and the College, it is important to 
understand that it is everyone’s responsibility to safeguard and protect children, young people and adults 
at risk.  All staff are responsible for reporting any safeguarding concerns to the College 
Designated Safeguarding Lead (DSL) who is Sharon Burton (sab@holycross.ac.uk).  If the DSL 
is not available, for example in the evening, they should report any safeguarding concerns to the 
Director (or Deputy Director) of the University Centre.  It is important to report any concern promptly and 
not to assume that someone else will have reported it.  If you are told that the authorities are already 
aware of a concern you still need to report it to the DSL so that this can be confirmed officially.  You do 
not need to make a judgement on how serious a concern is, or whether you believe a concern to be true. 

If the disclosure is from the individual themselves, then care must be taken not to lead or interrogate 
the individual in a way that could prejudice further action by the relevant authorities.  The initial formal 
reporting of any incident or disclosure should be sent through a DSL and added to CPOMS.  Once a 
report or disclosure has been made, in all cases, the DSL will determine the most appropriate course 
of action.  Specific advice is given in Appendix A. 

The Prevent Strategy also relates to this policy and is part of the wider 6th form College Safeguarding 
Policy which seeks to promote and safeguard the well-being of children and vulnerable adults.  The 
Prevent strategy is relevant to the whole college (6th form and UC) community, Governors, teaching 
staff, support staff, students, partner university staff and volunteers.  This policy and associated 
procedures cover all such instances and outlines the principles and approach accepted by the College 
as essential to safeguard vulnerable groups. 

The College recognises that it has a Duty of Care to all staff, students, and visitors to its premises or 
who are in its care, including those who are considered ‘vulnerable’.  The Duty of Care varies according 
to individual circumstances and the legal or contractual relationship an individual has with the College.  
This policy and supporting procedures are part of the University’s commitment to exercising its Duty of 
Care to members of Vulnerable Groups. 

The College is committed to providing a range of training and guidance to raise awareness of child 
protection and safeguarding issues, ensuring staff, students and volunteers understand their 
responsibilities in relation to safeguarding and the reporting of any concerns and will regularly review 
the operational guidelines it has in place. 

2. PURPOSE 

The purpose of this policy is: 

a. to highlight the measures that form the basis of the College’s approach to safeguarding and 
protecting the wellbeing of adults at risk who come into contact with or are brought to the 
attention of the UC staff or management; 

b. to provide staff and students of the UC with guidance on procedures they should adopt in the 
event they suspect a child, young person or adult at risk may be experiencing, or be at risk of 
harm; 

https://www.holycross.ac.uk/documents/information/policies-and-documents/safeguarding-policy.pdf
https://www.holycross.ac.uk/documents/information/policies-and-documents/safeguarding-policy.pdf
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c. set out a series of general guidelines for all staff at the UC who may work with children, young 
people or adults at risk. 

Specifically, this policy will: 

a. describe how we aim to safeguard adults at risk; 
b. apply to all academic and service areas linked to the UC; 
c. demonstrate cognisance of statutory requirements and good practice guidelines in the 

pursuance of providing a safe environment for adults and those in vulnerable circumstances; 
d. will be reviewed and revised as necessary and, as a minimum, on an annual basis; 
e. identify the organisational and management structures for implementing this policy. 

3. CONTEXT 

Holy Cross College wishes to adopt the highest standards and take all reasonable steps in relation to 
the health, safety and welfare of  adults accessing its services and facilities.  The College believes that 
it is unacceptable for a child, a young person or an adult to experience any form of harm or abuse.  
Their welfare is paramount, and they have the right to protection and support.  Safeguarding concerns 
may arise as a result of activities associated with the UC, or a member of college staff, university tutor, 
student or volunteer acting on behalf of the UC may become aware of safeguarding concerns about an 
individual, which are not related to the UC’s activities, nor within the UC’s control. 

The following list, which is not exhaustive, covers the main areas of activity where staff (including 
University Tutors) and students at the university may come into contact with vulnerable groups: 

a. contact with children of students attending evening classes including those considered 
vulnerable. 

b. school (under 18) and students from other colleges (16-18) visiting the College, for example on 
organised day trips, careers advice sessions, open evenings or interview evenings. 

c. general access to college facilities such as the library, IT facilities, or for College or UC open 
events, interview evenings, etc. 

d. staff supervision of students or trainees. 
e. staff undertaking outreach or marketing activities in schools and colleges. 
f. staff and students participating in volunteering programmes. 
g. use of on-line and other media sources. 

This Policy and accompanying procedures are intended to support the safeguarding of any child or 
vulnerable person who is part of, or comes into contact with, the Holy Cross community.   

It concerns: 

a. all staff, university tutors and students at the College whatever mode of delivery and location; 
b. all legally contracted representatives of the College, where appropriate (e.g. agents, franchise 

providers, outreach providers). 
c. all staff operating under college partnerships and agents thereof. 
d. visitors to the College including those contracted to conduct their own business on college 

premises, where appropriate (e.g. building contractors, service suppliers). 
e. those hiring College facilities for the provision of services or activities to individuals or groups 

which may be classed as vulnerable (e.g. summer lettings). 

Staff, students and volunteers of the UC who come into contact with children, young people or adults 
at risk in another organisation whilst representing the College must also familiarise themselves with the 
host organisation’s safeguarding procedures. 

4. AIMS AND PRINCIPLES 

4.1 Aims 

The aim of this policy is to highlight the basis of the UC’s approach to safeguarding the well-being of 
children, young people and adults and to set out a code of practice for all colleagues, students and 
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volunteers who may have contact with them.  The UC aims to create a safe environment where children, 
young people and adults at risk can enjoy rewarding and stimulating experiences.  In situations where 
the UC is delivering services and support for children and adults at risk they should be: 

a. listened to and be heard. 
b. valued and respected as individuals. 
c. respected for their identity and uniqueness. 
d. encouraged and praised. 
e. involved in decisions as appropriate. 

Specific guidance on working with young people is given in Appendix D. 

4.2 Principles 

The UC will endeavour to safeguard children, young people and adults at risk by adhering to the 
following principles: 

a. assessment and management of risks for all provision and activities. 
b. always putting the welfare of each individual first and treating all children, young people and 

the vulnerable equally, with respect and dignity. 
c. clearly identifying roles and responsibilities for safeguarding within the UC. 
d. being alert to potential indicators of harm, abuse or neglect and acting on and recording any 

allegations made by either a participant or member of staff. 
e. maintaining up to date insurance policies and ensuring that guidelines are followed. 
f. sharing information about concerns with agencies who need to know, involving parents, 

children, young people and those considered vulnerable as appropriate. 
g. providing guidelines, training and support to staff and in undertaking their duties and activities, 

including sharing of best practice between departments. 

5. ROLES AND RESPONSIBILITIES 

5.1 Governors 

The Governors oversee all aspects of the UC’s safeguarding systems including the overarching policies, 
procedures, and systems.  They report any issues or concerns to regulatory bodies as appropriate.  The 
Governors hold the Principal and others senior leaders to account, ensuring compliance with statutory 
and other obligations relating to the College Information Strategy. 

5.2 The Principal 

The College Principal has overall responsibility for the effective implementation of this policy across the 
College but additionally has specific powers to oversee suspension of students or staff if necessary 
pending investigations and where a significant risk of harm to a vulnerable individual is considered to 
exist.  The Principal will report to and pass information to the Governors in relation to this policy.  As 
the Accountable Officer, he/she will provide information required by the OfS or other external bodies in 
a timely and acceptable form / manner.  The Principal will be responsible for reporting any regulatory 
breaches to the governors and / or external authorities. 

5.3 The DSL 

The DSL will be a member of the Senior Leadership Team (SLT) of the College and is accountable for the 
institution’s safeguarding policy and procedures.  Specifically, the DSL will: 

a. be accountable for developing, promoting and implementing the College’s Safeguarding 
Policy and related procedures and practice; 

b. ensure an appropriate staff structure is in place to fulfil Safeguarding responsibilities, 
including at the most senior level; 

c. ensure procedures are in place for managing allegations against students and staff; 
information sharing and safe recruitment practices (staff and students); 

d. ensure the security of records concerning Safeguarding and confidentiality; 
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e. develop college wide policy, procedures, practice and guidance for Safeguarding that are 
compliant with the most recent legislation, government and/or professional body guidelines 
and local Safeguarding Children Board procedures; 

f. create links with local Social Services Departments, Children’s Services Teams, 
Safeguarding Children Boards and local Police; 

g. chair Safeguarding Working Group meetings; 
h. ensure monitoring and evaluation systems are in place and produce an annual report; 
i. have a working knowledge of how local Area Children Protection Committees and local 

Safeguarding Children Boards operate and the conduct of a Child in Need of Protection Case 
Conference or Strategy meeting; 

j. provide expertise on relevant Professional Body requirements in respect of Safeguarding and 
ensure these are integrated in to the local (and institutional) policies, procedures and practice 
as appropriate; 

k. act as a source of support, advice and expertise when deciding to make a referral by liaising 
with relevant agencies; 

l. have a working knowledge of Channel and how it operates; 
m. undertake on-going training as appropriate to the role; 
n. support the Director of the University Centre (UC) in matters relating to safeguarding; 
o. liaise with the Principal in respect of any press enquiries about Safeguarding. 

5.4 The Director and Deputy Director of the University Centre 

a. provide support, advice and guidance to UC staff, partner university staff and students about 
this policy; 

b. where appropriate, in conjunction with the DSL, refer cases of suspected abuse or allegations 
to the relevant investigating agencies; 

c. ensure that where allegations or incidents involve a member of the UC staff that the DSL and 
College Principal are part of the team involved in the initial assessment process; 

d. ensure detailed and accurate written records are kept of concerns/referrals and that they are 
secure, confidential, yet accessible to those with designated authority; 

e. undertake training to identify signs of abuse and when it is appropriate to make a referral or use 
internal processes and procedures; 

f. attend Safeguarding Working Group meetings; 
g. act as a panel member to review criminal convictions or cautions for students. 

5.5 Head of Human Resources 

a. provide advice and guidance as to whether or not individuals who are employed, work or 
volunteer in any capacity linked to the UC should be subject to a DBS check. 

b. identify any staff, or groups thereof, within the UC who require safeguarding training and ensure 
it is delivered. 

5.6 All Heads of Division (including Head of Admin, Partner University Leads) 

a. ensuring appropriate risk assessments are undertaken for relevant activities undertaken by 
staff in their areas.; 

b. ensuring, when necessary, that appropriate DBS checks are undertaken for relevant staff / 
students / volunteers within their areas; 

c. monitoring the welfare of staff and students in the College who are under the scope of this 
policy; 

d. ensuring any safeguarding concerns are reported promptly to the Director or Deputy Director 
of the UC who will pass this on immediately to the DSL. 

5.7 All Staff and Students 

Safeguarding is everyone’s responsibility.  Whilst there are specific lead responsibilities identified within 
the College, it is vital to state that it is everyone’s responsibility to safeguard and protect children, young 
people and adults at risk.  All staff are responsible for reporting any safeguarding concerns relating to 
the UC to the College DSL (or Director / Deputy Director if the DSL is not immediately available).  All 
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staff who intend to or are in a position of working with children, young people or vulnerable adults are 
responsible for: 

a. ensuring they understand the implications of this policy before commencing any programme, 
placement, event, visit or activity. 

b. ensuring they understand related policies and procedures of the College. 
c. reporting any safeguarding concerns that arise to the DSL (or Director of the UC). 

6. ASSESSMENT AND MANAGEMENT OF RISKS 

It is the duty of each Academic University Tutor to complete a risk assessment before any new activity 
is embarked upon that involves any form of contact with adults at risk, children or young people.  All 
those involved in the undertaking of risk assessments should be aware that the assessment is not only 
a way to mitigate or remove any potential risks but may also be a prompt to consider alternative working 
practices.  Risk assessments should encompass all aspects of health and safety as well as transport 
and safe meeting as appropriate. 

In addition, all applicants to the UC are required to make a disclosure in relation to any relevant criminal 
convictions they have (see the Applicants with Criminal Convictions Policy).  This will allow the Director 
of the UC to ascertain whether the conviction is relevant to the application process or not and will 
inform a risk assessment if required. 

7. POTENTIAL INDICATORS 

Forms of Harm / Abuse 

It is generally recognised that there can be many forms of harm / abuse.  Concerns of harm / abuse 
can be disclosed to you or observed directly by you or reported to you by another person.  Abuse and 
neglect are forms of maltreatment.  A person may abuse or neglect a child, young person or adult at 
risk by inflicting harm or by failing to prevent harm. Individuals may be abused in a family or an 
institutional or community setting by those known to them, or more rarely, by a stranger. They may be 
abused by an adult or adults or another child or children. 

Abuse and neglect can include the following: 

7.1 Physical abuse, which can include (but may not be limited to) 

Hitting, pushing, pinching, biting, shaking, throwing, hair-pulling, poisoning, misuse of medication, 
burning or scalding, drowning, suffocating, inappropriate restraint or otherwise causing physical harm. 
Physical harm may also be caused when a parent or carer fabricates the symptoms of, or deliberately 
induces illness, particularly in a child. 

7.2 Sexual abuse, which can include (but may not be limited to) 

rape or sexual assault, forcing or enticing a child, young person or adult at risk to take part in sexual 
activities, which they have not or could not have consented to, or were pressurised into consenting, 
including prostitution, whether or not the individual is aware of what is happening.  The activities may 
involve physical contact, including penetrative or non-penetrative acts.  They can include non-contact 
activities, such as for example, involving children in looking at, or in the production of, sexual online 
activities, watching sexual activities, or encouraging children to behave in sexually inappropriate ways 
and sexual exploitation. 

7.3 Psychological or emotional abuse, which can include (but may not be limited to) 

threats of harm or abandonment; deprivation of social or any other form of contact; humiliation, blaming, 
controlling, intimidation, coercion, or harassment; verbal abuse; prevention from receiving services or 
support.  It may involve conveying to individuals that they are worthless or unloved, inadequate, or 
valued only insofar as they meet the needs of another person.  It may also feature age or 
developmentally inappropriate expectations being imposed upon children.  These may include 
interactions that are beyond the child’s developmental capability, as well as overprotection and limitation 
of exploration and learning, or preventing the child participating in normal social interaction.  It may 
involve seeing or hearing the ill-treatment of another.  It may involve serious bullying, causing individuals 

https://www.holycross.ac.uk/university-centre/policies-and-documents/
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to frequently feel frightened or in danger, or the exploitation or corruption, particularly of children.  Some 
level of emotional abuse is involved in all types of maltreatment of a child, though it may occur alone. 

7.4 Neglect or acts of omission, which can include (but may not be limited to) 

the persistent failure to meet an individual’s basic physical and/or psychological needs, likely to result 
in the serious impairment of health or development. Neglect can include preventing access to health, 
social care, or educational services; withholding the necessities of life, such as food, drink, or heating, 
failure to ensure adequate supervision or neglect of basic needs. 

Neglect may occur during pregnancy as a result of maternal substance abuse. Once a child is born, 
neglect may involve a parent or carer failing to: 

a. provide adequate food, clothing and shelter (including exclusion from home or abandonment); 
b. protect a child from physical or emotional harm or danger. 
c. ensure adequate supervision (including the use of inadequate caregivers). 
d. ensure access to appropriate medical care or treatment. 

It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs: 

a. discriminatory abuse such as that based upon a person's race, sexuality, or disability, any other 
forms of harassment or slurs. 

b. domestic violence - all forms of abuse can be experienced in a family setting by a partner, family 
member, or with someone with whom there is a relationship including same sex relationships 
from the age of 16 years upwards. 

c. financial or material abuse such as: theft; fraud or exploitation; pressure in connection with wills, 
property, or inheritance; misuse of property, possessions, or benefits. 

d. institutional abuse and poor practice - disrespect and unethical practice, ill treatment, and 
professional misconduct. 

Any of these forms of harm / abuse can be deliberate, or be the result of either ignorance, or lack of 
training, knowledge or understanding. Often if an individual is being abused in one way they are also 
being abused in other ways.  The presence of any of the above characteristics does not prove that a child 
or adult at risk is being abused, nor does their absence mean there is no need for concern. 

All concerns should be reported to the DSL in the first instance. 

8 RECOGNITION OF ABUSE 

Recognising abuse is not easy.  It is not the responsibility of staff / volunteers and students / trainees 
to decide whether or not abuse has taken place.  It is however the responsibility of staff / volunteers 
and students / trainees to report any concerns they may have or allegations they have heard about a 
child’s, a young person’s or a vulnerable adult’s welfare and safety.  Holy Cross College and University 
Centre will assure all staff, students and volunteers that it will fully support and protect anyone, who in 
good faith reports his or her concerns that someone is, or may be abusing a child, young person or an 
adult at risk. 

9 DEALING WITH SUSPICIONS 

9.1 General Comments 

Issues relating to the safety and well-being of children, young persons or adults at risk can arise in a 
variety of ways and in a range of situations, e.g. information may be received that indicates that a child 
is at risk or that a colleague is an abuser; a young person may display signs of abuse or report abuse is 
taking place or a colleague may hear about abuse that is taking place within another institution.   

In all incidents of disclosed or suspected abuse, the College considers it essential to act both quickly 
and professionally.  Therefore, any allegation or disclosure by a child, young person or adult at risk 
should be reported immediately to the DSL who has responsibility as defined under this policy.  In 
dealing with any allegation, the College has a duty of care not only to the child, young person or adult 
concerned but also to the colleagues, students or volunteers concerned and others against whom the 
allegation is being made.  It is important to report any concern promptly and not to assume that someone 
else will have reported it.  If you are told that the authorities are already aware of a concern you still 
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need to report it so that this can be confirmed officially. 

9.2 Sharing Information  

If safeguarding a child or young person warrants sharing information in confidence with professionals, 
agencies or similar third parties external to the College, this is best achieved through the consent of the 
individual.  However, if that is not feasible or achievable it will still be lawful to share that information 
under the Data Protection Act 1998 provided that the data protection principles are complied with and 
relevant conditions under the Act are met.  Remember that where there are concerns about the welfare 
or safety of a child or young person, information will have to be shared. Any decision to share such 
information will be taken on a case-by-case basis.  To this end, the College has effective links with 
relevant agencies and cooperates as required with any enquiries regarding child protection matters, 
including attendance at case conferences.  Any decision about sharing information in relation to 
safeguarding an adult at risk will also be taken on a case-by-case basis, recognising that: 

a. each adult is an individual and has the right to be involved in making decisions regarding 
their care and how they are treated. 

b. it may still be appropriate to share information without consent if, in our judgement, that lack 
of consent can be overridden out of our duty of care to the public. 

10 SUMMARY STATEMENT OF PROCEDURES 

Any allegation or disclosure involving a child, young person or adult at risk should be reported 
immediately to the College DSL or in their absence the Director or Deputy Director of the UC. 

Staff, students, and volunteers of the University who come into contact with children, young people or 
adults at risk in another organisation whilst representing the College must also familiarise themselves 
with the host organisation’s safeguarding procedures.  Any concerns about a child, young person or 
adult(s) should be reported to the host organisation’s Designated Safeguarding Officer or Lead (DSO / 
DSL). 

10.1 Exercising Professional Judgement 

Every reported safeguarding incident is unique.  Policies, procedures, codes of conduct, guidance or 
training cannot provide a complete check list of what to do in every specific set of circumstances, but 
they do provide a framework within which to operate, and they can highlight behaviour that is illegal, 
inappropriate or inadvisable. 

There will be circumstances in which staff will have to make decisions or take actions that are in the 
best interests of a vulnerable individual and for which no blueprint exists. 

In respect of those staff working directly with vulnerable groups they are expected to make judgements 
about their own behaviour and those around them in order to secure the best interests and welfare of 
those vulnerable individuals. They must consider whether their actions are warranted, safe, 
proportionate and equitably applied. In so doing, they will be considered to have acted reasonably. 

Similarly, in respect of those staff responsible for handling incidents or allegations and making decisions 
about next steps they are expected to make judgements to secure the best interests and welfare of 
vulnerable individuals. They must also consider whether their actions are warranted, safe, proportionate 
and equitably applied and, in so doing, they will be considered to have acted reasonably. 

10.2 Concerns of Possible Harm, Abuse or Neglect 

Safeguarding is everyone’s responsibility.  In support of this any staff or students wishing to raise 
concerns are encouraged to make contact as soon as possible with the DSL.  The College will handle 
all allegations of harm, abuse and neglect seriously, fairly, consistently and as quickly as possible, 
recognising that these are distressing for all concerned.  Any staff coming forward are protected under 
the whistleblowing policy.  However, staff or student disciplinary procedures may be invoked in the case 
of vexatious or malicious claims. 

Visitors to the College or members of the public who have concerns about abuse or neglect of a 
vulnerable individual are also encouraged to make contact with the College DSL or in their absence, 
the Director or Deputy Director of the UC. 
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10.3 Reporting Procedures 

Safeguarding issues are likely to come to light through one of four main methods: direct observation, 
disclosure from a child or adult at risk, observation by a third party or referral from an external Public, 
Statutory or Regulatory Body (PSRB). 

Anyone wishing to report a suspicion or concern should contact the College DSL, Sharon 
Burton (sab@holycross.ac.uk) directly, or in their absence (for example during the evening), the 
Director or Deputy Director of the University Centre. 

Care must be taken, particularly in the case of disclosures, not to lead or interrogate the individual in a 
way that could prejudice further action by the relevant authorities.  The initial formal reporting of any 
incident or disclosure should forwarded to the DSL. 

10.4 Reporting a Concern Out of College Hours 

If a Safeguarding issue occurs out of hours (i.e. when the DSL will not normally be in work) then the 
concern will need to be reported to the Director or Deputy Director of the UC.  They will consider whether 
immediate action needs to be taken or whether this can wait until the next working day.  If you believe 
anyone to be at immediate risk of harm, you should call 999 for the police or ambulance as appropriate 
and report it immediately. 

If you do not believe anyone is at serious risk of harm, then the report should be made to the DSL the 
next working day.  However, it is advisable to keep notes at the time so that these are up to date and 
available if needed. 

11 INVESTIGATING ALLEGATIONS 

It is a statutory requirement that allegations or suspicions of abuse against children are investigated by 
Social Services and/or the Police.  The Local Authority where the child is normally resident is the 
responsible authority in these cases.  The DSL has a responsibility to ensure that as accurate as 
possible account of alleged incidents is established as quickly as possible, to determine the level of risk 
posed to an individual (or individuals) and to determine whether or not any form of action (such as 
suspension pending the outcome of any investigation) or referral is required.  The sharing of information 
protocols in line with the Data Protection Act 1998 will then be applied.  In respect of adults at risk, each 
incident will be considered on a case-by-case basis by the DSL or nominated authority.   

Allegations against members of the public using College facilities will also be considered on a case-by-
case basis.  Where a referral is required, the College would normally refer the case to the relevant 
Police Authority or Local Authority Safeguarding Children Board, as appropriate, for investigation. 

Specific guidance is given in Appendix A. 

12 EARLY INTERVENTION 

Any intervention needs to be proportionate, appropriate and, if involving the UC, tailored to the HE 
context.  This section will outline some of the underpinning concepts that it is important for staff to be 
aware of in advance of possible situations arising.  All staff need to be aware of: 

• their duty of care 
• confidentiality and its limits 
• fitness to practise issues. 

12.1 Duty of care / breach of contract 
 
Duty of care exists in law where a relationship has been established between two parties that brings 
with it expectations to behave in certain ways.  Breach of contract is an area of law concerned with 
what we are offering as our side of the ‘contract’ with students, where this relationship can be said to 
exist in law (as would normally be the case with students in HE). Students similarly may have 
responsibilities to maintain their side of the contract. 
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The law is evolving and constantly changing on this, but good practice coupled with the need to avoid 
potential lawsuits for a failure to fulfil our duty of care (negligence) or breach of contract would suggest 
the following guidance may be helpful for all staff. 

Staff should ensure that 

At all times we are realistic in what we say we can offer and that we do not make false or exaggerated 
claims.  We manage the risk of breach of contract through clarifying expectations and making more 
visible the contract between the student and the Institution – i.e. spelling out clearly what we expect 
from students and what we can offer them in return. 

They exercise ‘reasonable care’ in their role. This carries with it an expectation that all engaged in 
working with students, have the training to ensure they provide it to a reasonable standard.  Importantly 
this must include awareness of when things should be referred on, either internally or externally.   

Reasonable care is often measured by what others in this role would do, and / or what another institution 
would do.  It is therefore important to establish that staff have had training and are acting in a way 
consistent with a reasonable approach.  It is good practice to do this well in advance of any crisis 
situation.  Care should be taken to establish the minimum standards for your team in an environment 
that is calm and not in a crisis.   It is good practice to keep abreast of developments in your area of 
expertise, engaging in a range of benchmarking activities, since acceptable good practice can change, 
leaving an institution vulnerable if it has not kept up with any evolution in standards. 

Accurate records need to be kept, as these may be needed to show that reasonable care has been 
taken.  This is especially important to establish that staff have had training and are acting in a way 
consistent with a reasonable approach.  It is not enough to have acted in a reasonable way – you need 
to be able to show and demonstrate this through your records. 

Remember it is not sufficient to just have policies, since they can be replaced by different accepted 
working practices.   The institution should regularly monitor both student and staff compliance with the 
policies and procedures and undertake regular quality assurance checks to ensure consistency and 
quality of service. 

Staff must also remember that there is an enhanced duty of care to particular groups including the under 
18’s and adults who may be classed as vulnerable. 

12.2 Confidentiality  
 
Confidentiality, in relation to safeguarding, mental health and well-being, can involve many factors and 
responsibilities. The weight given to the factors can vary in different contexts, situations, and 
professions.  As all staff, we cannot guarantee confidentiality as individuals. The ‘bigger picture’ is that 
the College has a responsibility as well as the individual staff member.  In practice this means that we 
are usually talking about offering confidentiality within a   team or organisational structure 
rather than as an individual.  The underpinning rationale for this is the College’s Duty of Care towards 
students.  This is generally in the student’s interest as it is intended to ensure that students receive a 
comprehensive and connected service from the College and that they do not fall through any gaps in 
the system.  Failure to support the student as an Institution could be deemed to be negligent and 
therefore there is a duty on all staff to be clear with students at the beginning of their contact as to their 
responsibilities and the limitations on confidentiality. 

In normal circumstances, (unless covered by the exceptions below) it would be inappropriate to pass 
on information regarding a student to a third party such as a relative, friend or G.P.  In simple terms, if 
there is not a serious risk to the student by you not complying with a request, and it has not been agreed 
with the student in advance, then breach of this could be a serious violation of the student’s rights.  
Ways to approach this could be to simply take details of the request for information and then discuss 
this with your line manager.  You may also need to consider if the person requesting the information 
could contact the student direct and ask them.  The student therefore is able to assess the situation 
best, as they are the ones with the full information.  This does not mean that you have to ignore the 
distress a parent or friend may feel about a student, but you should be able to support them to find ways 
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of working with the student without breaching confidentiality.  For example, it may be that they could 
speak to someone else who is not involved in the situation, such as a counsellor, or it may be that they 
require support or information on a particular issue.  In these situations, the balance is with the student’s 
rights to privacy and self-determination.  Situations where this can be difficult include when the person 
asking for the information is in a senior position to you, and so consultation can be a vital part of the 
process. 

12.3 Where a student is admitted to hospital.  
 
If the student is aged 16 years or over, unless you have the student's written / verbal consent, you do 
not have the authority to inform parents or others.  If, for example, a student was admitted to hospital, 
either the hospital or the Police would take responsibility for informing the next of kin that the student 
has been hospitalised.  If you are involved in the admission of a student to hospital, in most instances 
it is common sense to ask the student if there is anyone, they want you to notify.  However, in the 
absence of this confirmation from the student, either the hospital or the Police will deal with things.  

If there are Child Protection issues regarding under 18s you do have a responsibility in some cases 
to inform others.  Seek immediate advice from the College DSL. 

Where possible the consent of the student will be sought before any such disclosure is made.  If consent 
is withheld but the circumstances require disclosure, the student will be informed of the action that is 
being taken and the reasons for it. 

Examples of such circumstances include 

Where there is a serious risk of harm to the student or to someone else and by releasing information, 
you could potentially impact upon the situation, or you need to alert the appropriate person within 
the College of the situation. 

• Where someone has not been seen for several days and information is vitally needed about 
their whereabouts i.e. people are assuming you have seen a person but you haven’t etc. 

• Where there is a legal requirement to disclose information without consent or informing the 
student of your intent i.e. under the Drug Trafficking Offences Act 2000 and the Terrorism Act 
2000. In these situations, neither the University nor yourself has any discretion and must 
pass on the information to the authorities. 

In all cases it is recommended that staff contact the DSL or Director of the UC if they are in doubt. 

12.4 Ownership, Management and Access to Records 
 
Organisations which employ professional staff who make records, are the legal owners of these 
records, but this does not give anyone within that organisation legal access to information.  Contracts 
of employment should contain clauses that emphasise the principles of confidentiality and state that 
disciplinary action could result if these principles are not met. The Computer Misuse Act 1990 refers.  
The individual can ask to see their records, whether written or on computer.  This is as a result of the 
Data Protection Act 1988, Access Modification (Health) Order 1987 and Access to Health Records Act 
1990. 

Where you have been given information, you are responsible for ensuring it is protected against 
improper disclosure by: 

• Not leaving sensitive information on paper or on screen. 
• Not discussing sensitive issues with colleagues without the student’s consent. 
• Conducting interviews in private. 
• Complying with legal guidelines on keeping and storing information. 
• Where disclosure is agreed, the student must be aware who will be the recipient of 

what information and how it might be used. 
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APPENDIX A   SAFEGUARDING: DEALING WITH ALLEGATIONS 
 

Investigating Allegations 

In the case of disclosure: 

a. Stay calm; 
b. Listen carefully to what is said without interrupting; 
c. Be non-judgemental; 
d. Explain that it is likely that the information will need to be shared with others – do not promise 

to keep secrets; 
e. Make it clear that you are taking them seriously; 
f. Allow the person to continue at his / her own pace; 
g. Do not interrupt the individual as they give details of significant events; 
h. In the event of an accusation, record only what is said (as is legally required); 
i. Keep questions to a minimum to ensure an accurate understanding of what has been said. 

Ensure that any questioning is neutral i.e. does not show a bias on either side. Questioning 
should be for purposes of clarification only. Many cases fall down where it is possible to infer 
that leading questions were asked even at these early stages; 

j. Do not interrogate the individual and do not make suggestions to the individual about what may 
or may not have happened; your role is to listen and reassure only; 

k. Reassure the child or person that they have done the right thing in telling you; 
l. Reassure them that you are going to do everything that you can to help. Tell them what you will 

do next and with whom the information will be shared; 
m. Make as accurate a record of what was said and done as soon as possible and before leaving 

work or talking to others. Use the participant’s own words, as soon as possible. Also record the 
date, time and venue of the incident; 

n. Keep all original notes as they may be needed for evidence; 
o. Do not examine the individual to inspect alleged injuries; 
p. Report the allegation immediately to one of the Designated Safeguarding Officers or nominated 

authority for appropriate action; 
q. Do not discuss this with anyone else. If you require some reassurance yourself, tell the DSL or 

request a confidential interview with the Director of the University Centre; 
r. Do not make any judgements or jump to conclusions on the basis of what you have heard or 

seen. Judgements in such cases can only be made by professionals in the field; 
s. If a disclosure occurs out of hours and you may need to contact the Police for advice on 101; 
t. If you consider there to be serious, urgent immediate danger to a child or young person you 

can refer to the Police on 999.  If the situation is on campus, notify University Admin that you 
have contacted the Police. 

It is important that everyone in the organisation is aware that the first person who encounters a case of 
alleged or suspected harm or abuse is not responsible for deciding whether (or not) abuse has occurred. 
In the case of an adult at risk, responsibility rests between the College’s senior management, the 
individual themselves and may also involve professional safeguarding agencies. 

In the case of a disclosure from someone over the age of eighteen who is not an adult at risk 
themselves, your initial role is to encourage that individual to make direct contact with Social 
Services or the Police themselves unless you believe there is significant and immediate risk to 
other children or adults, in which case, follow the procedure to report concerns to the DSL. 

Things to avoid 

• do not quiz for more information; 
• do not speculate or make assumptions; 
• do not voice negative judgements about the situation or the abuser; 
• do not make promises that you cannot keep; 
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• do not promise that ‘everything will be fine’; 
• do not offer to keep it confidential. 

In the case of you directly observing an incident, incidents or the results of an incident: 

• record your observations as accurately and as quickly after the event as possible, including 
dates and times, where appropriate; 

• remain calm; 
• do not try to investigate yourself; 
• report your observations as soon as possible to the DSL (and if they are not immediately 

available, to the Director or Deputy Director of the UC); 
• do not discuss this with anyone else. If you require some reassurance or advice yourself, 

speak to the Director of the University Centre; 
• do not make any judgements or jump to conclusions on the basis of what you have heard or 

seen. Judgements in such cases can only be made by professionals in the field. 

It is important that everyone in the organisation is aware that the first person who 
encounters a case of alleged or suspected abuse is not responsible for deciding whether or not 
abuse has occurred.  In the case of a child, that is a task for the professional child protection 
agencies following a referral to them. 
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APPENDIX B   PREVENT: DEALING WITH CONCERNS OVER RADICALISATION 
 

Background Information 

Prevent is part of the Government’s overall anti-terrorism strategy, CONTEST.  The aim of the Prevent 
strategy is to reduce the threat to the UK from terrorism by stopping people becoming terrorists or 
supporting terrorism.  Higher Education has been identified as a sector where young people may be 
radicalised.  This strand of the anti-terrorism strategy aims to prevent young people getting involved in 
terrorism.   

Channel is a multi-agency process which aims to provide support to individuals at risk of being drawn 
into violent extremism, thereby helping to prevent radicalisation and divert children, young people and 
vulnerable individuals from extremist views associated with terrorism. 

The duty to protect children, young people and adults from harm extends to protecting them from 
involvement in groups which set out to radicalise individuals. 

Radicalisation refers to the process by which a person comes to support terrorism and forms of violent 
extremism leading to terrorism.  Within the Government’s Prevent Strategy, universities have been 
identified as potential sites for radicalisation and university leaders have been asked to work in 
partnership with the regional Prevent co-ordinators, local authorities and the Police to minimise the risks 
of individuals becoming radicalised.  Whilst it is recognised that no single measure will reduce 
radicalisation, it is believed that the only way is to target potential at risk vulnerable groups and 
individuals and try to re- assimilate them into society. 

Colleges are therefore required to: 

• understand and be vigilant about the risks of radicalisation. 
• communicate and promote the duty to prevent. 
• assess the risks of individuals being drawn into terrorism. 
• develop an action plan to reduce the risk. 
• train staff to recognise radicalisation and extremism. 
• ensure staff understand when and how to make referrals of vulnerable people to channel. 
• manage extremist speakers and events. 
• manage access to extremist material. 
• challenge extremist ideas that promote terrorism. 
• maintain records and reports to ensure compliance. 

Potential Indicators 

The following information is provided to enable those working within the policy to understand possible 
indicators that someone is ‘susceptible to radicalisation’.  However, it should be noted that these 
indicators could be found in a variety of scenarios that involve vulnerable students, entirely unrelated 
to any sort of radicalisation.  However, they are likely to be indicative of a student who is generally 
struggling and who would benefit from the wide range of student support that we provide within the UC. 

By providing a referral to the DSL it will enable those relevant services within and outside the UC to 
identify an individual’s needs and vulnerabilities.  This would include deciding whether the Channel 
Process may be of benefit to the individual. 

Factors which are considered when determining whether an individual may be vulnerable to 
involvement with terrorism could include: 

• Identity Crisis - Distance from cultural/ religious heritage and uncomfortable with their place 
in the society around them. 

• Personal Crisis – Family tensions; sense of isolation; low self-esteem; disassociating from 
existing friendship group and becoming involved with a new and different group of friends; 
searching for answers to questions about identity, faith and belonging. 

• Personal Circumstances – poverty, deprivation, local community tensions at home; events 
affecting country or region of origin; alienation from UK values; having a sense of grievance 
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that is triggered by personal experience of racism or discrimination or aspects of government 
policy. 

• Unmet Aspirations – Perceptions of injustice; feeling of failure; rejection of civic life. 
• Criminality – Victims of hate crime/discrimination. Experiences of imprisonment; poor 

resettlement/ reintegration, previous involvement with criminal groups. 

Staff or students may become concerned about someone due to changes in behaviour or appearance, 
with the following possible indicators prompting cause for concern: 

• Stopping contact with peers, only interested in contact with members of a particular ideological 
group. 

• Changes in a habitual style of dress. 
• Condonement of violence in support of an espoused ideology. 
• Quickness to anger, intolerance, close-mindedness. 
• Attitude to women. 
• Change in attitude. 
• Isolation. 
• Physical changes – clothing, tattoos. 
• Overt new religious practices. 
• Accommodation changes – posters etc. 
• Spreading messages and/or extremist views. 

There may be many reasons for such changes, which is why a safeguarding approach should be 
adopted, since this will enable relevant services within and outside the UC to identify an individual’s 
needs and vulnerabilities.  This includes deciding whether the Channel Process may be of benefit to 
the individual. 

Dealing with Concerns 

If a member of staff is concerned that an individual may be becoming radicalised, s/he should speak to 
his/her line manager who should contact the College DSL.  If the DSL is not available, the Director or 
Deputy Director of the UC should be informed. 

If a student is concerned that an individual may be becoming radicalised s/he should discuss this with a 
member of staff who will contact the DSL.  If deemed appropriate, the DSL will discuss this with the 
College Principal and agree any decision in relation to a potential referral. 

 

  



University Centre: Safeguarding Policy 

18 
 

APPENDIX C   SAFEGUARDING: ADVICE ON SPECIFIC ACTIVITIES 
 

Special Needs Assessment 

A range of external accessors will have legitimate business working with UC students from time to time.  
It is appropriate to inform them of the standards of behaviour expected of them if on site to protect in 
general terms to ensure the values of the College are understood and reinforced and also specifically 
around safeguarding issues. 

Partner University Staff visiting college 

At initial induction, all tutors/lecturers will be asked to declare whether they have any criminal 
convictions.  Following a declaration, a similar procedure to that outlined in Applicants with Criminal 
Convictions will be followed.  During tutor induction, College expectations and standards of behaviour 
will be explained to ensure they are clear on potential issues concerning safeguarding in the College 
environment.  The H&S Handbook along with the Staff Handbook will contain all this information; tutors 
will sign to confirm they have read and agreed to the relevant policies. 

Photographic Policy and Protocols 

Making, storing, publishing and distributing photographic and video images of any individual requires 
consideration of privacy and Data Protection issues.  In respect of children, young people and 
vulnerable adults, the following policies should be followed.  We will seek to avoid situations where 
images can be inappropriately misused, adapted or circulated.  Organisers of any event involving 
children, young people or adults at risk need to: 

• ensure consent from parents or carers. 
• ensure the information for parents, children and schools states that the College is not 

responsible for any photography / filming taken on individual mobile phones or digital cameras. 
• include photography and video in the Risk Assessment for the event, establishing how images 

may be used and the risks of misuse avoided. 
• make sure they do not publish personal details alongside an image. 
• give young people guidance on expectations regarding their own taking of images. 
• treat images as confidential information, store them appropriately and delete once they are no 

longer required. 

External Contractors  

A range of external contractors and companies will have legitimate business on college premises from 
time to time.  It is appropriate to inform such contractors and companies of the standards of behaviour 
expected of them whilst on site to protect in general terms to ensure the values of the College are 
understood and reinforced and also specifically around safeguarding issues. 

External Organisations Hiring College Facilities 

In accepting bookings from external organisations hiring College facilities for the provision of activities 
for children or adults at risk, the College will satisfy itself (as far as it is reasonably able) that the 
organisation and the specific event have adequate safeguarding provision.  The College will look for 
assurances on the staff: participant ratio, appropriate gender mix of supervisors, DBS clearances and 
appropriate registrations for supervisors and an appropriate code of conduct for both staff and 
participants, including the use/abuse of drugs and alcohol.  However, acceptance of such a booking by 
the College does not confer or guarantee that the activity or the external organisation is ‘safe’.  It is the 
responsibility of parents and carers to ensure that they are satisfied that the event organisers are 
conducting their events in a safe and responsible manner. 

Use of Alcohol and Non-Prescription Drugs 

The College considers that being deliberately under the influence of alcohol or non-prescription drugs 
whilst supervising children to be an act of gross misconduct.  The College operates a zero-tolerance 
policy in respect of the use of alcohol and non-prescription drugs on its premises.  The College reserves 
the right to remove individuals in breach of these policies from its premises. 

https://www.holycross.ac.uk/documents/university-centre/policies-and-documents/applicants-with-criminal-convictions.pdf
https://www.holycross.ac.uk/documents/university-centre/policies-and-documents/applicants-with-criminal-convictions.pdf
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APPENDIX D   SAFEGUARDING: GUIDELINES FOR WORKING WITH CHILDREN AND YOUNG PEOPLE 
• always put the welfare of each child or young person first. 
• make sure that you have completed a risk assessment before the commencement of any 

project or activity. 
• check to make sure insurance policies are up to date and that all team members have access 

to relevant guidelines. 
• where appropriate, ensure you have indemnity forms from parents or guardians stating that 

information has been read and understood and any medical information and emergency 
contact details have been given. 

• treat all children and young people equally, with respect and dignity. 
• listen to them carefully. 
• be alert to potential indicators of harm, abuse, or neglect. 
• always work in an open environment, avoiding private or unobserved situations and 

encouraging open communication with no secrets. 
• maintain a safe and appropriate distance. It is not good practice to spend unreasonable 

amounts of time alone with children or young people away from others. 
• strive for equitable relationships based on mutual trust which empowers children and young 

people to share in the decision-making process. 
• be an excellent role model – do not smoke or drink in the company of children / minors. 
• recognise the development needs and capacity of the people taking part in the activity and do 

not push them against their will. 
• give enthusiastic and constructive feedback rather than negative criticism. 
• where possible, ensure the activity is fun and enjoyable. 
• where appropriate defer to and involve parents, carers, teachers, or youth leaders wherever 

possible. 
• when supervising groups in a changing room, ensure leaders work in pairs, and do not enter 

changing or dressing rooms of the opposite sex. 
• never leave children unattended or excluded from the group. 
• challenge children and young people using inappropriate language. 
• keep a written record of any injury that occurs, along with the details and any treatment given. 
• act on and record any allegations made by either a participant or member of staff. 

Everyone working with children and young people should be sensitive to what is appropriate physical 
contact, both in general terms, and in relation to specific individuals.  Everyone must be conscious of 
situations in which their actions, however well intended, could be misconstrued by others as harmful. 

First Aid 

Although there is an accepted risk of accidents occurring during sporting activities any situation carries 
a certain amount of risk.  When working with children and young people the following guidelines should 
be adhered to: 

• ensure that an indemnity / consent form is completed by a parent or guardian and all medical 
information and emergency contact details have been given. 

• make sure that there are staff trained in First Aid on hand to deal with accidents. Remember, 
it is preferable that a female member of staff deals with female participants and a male member 
of staff with male participants. 

• it is not advisable to deal with anyone involved in an accident on a one-to-one basis. If possible, 
enlist the help of another member of staff or ask one of the participant’s friends to accompany 
you. 

• if physical assistance is required always explain what you are going to do and why, prior to 
carrying out your actions. 

• do not administer medicine unless you have prior, written, consent to do so. 
• in the event of an accident and if there is any element of doubt as to whether an ambulance is 

required the decision will rest with the appointed first aider. Parents or guardians should be 
contacted. 
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• in the case of an accident where an ambulance is not deemed necessary, please refer to 
details regarding transportation in section “Practice to be Avoided”. 

• make sure that you complete an Accident Report Form to record any injury that occurs, along 
with the details and any treatment given.  Retain a copy and forward a copy to the Director of 
the UC. 

Practices to Be Avoided 

The following practices should be avoided except in emergencies. If cases arise where these situations 
are unavoidable it should be with the full knowledge and consent of someone in charge.  For example, 
a participant sustains an injury and needs to go to hospital. 

• avoid spending excessive amounts of time alone with children and young people away from 
others. 

• avoid transporting children or young people in your private car. Where possible and if 
appropriate use either the college vehicle or private hire vehicle. 

• It is not appropriate to take children or young people unaccompanied on car journeys, however 
short.  Groups should travel together and there should be an agreed meeting and pick up times. 
Where supervision is required, participants should be accompanied by a minimum of 2 
members of staff/ relevant external staff e.g., accompanying teachers. 

• where applicable, transport details should be confirmed with parents/carers in advance and 
written consent obtained prior to event. 

• when using taxis or contracted bus services always check with the company that the drivers 
are DBS cleared to transport children. 

• during residential events, avoid any one-to-one situations and being alone with a child or young 
person in a bedroom. 

• do not take participants to your home. 
• be aware of and avoid using inappropriate language. 
• when using email or text as a form of communication be aware of your professional role and 

use only professional language, e.g., do not use kisses to sign off even if the other person does 
this. 

• be aware of and avoid inappropriate physical contact. There may be times when physical 
contact is unavoidable or necessary, such as providing comfort and reassurance to a 
distressed child, or physical support, for example in sports or working with a disabled child. 
Physical contact should only take place with the consent of the participant and the purpose of 
the contact should be made clear. 

You should never: 

• engage in rough, physical or sexually provocative games, including horseplay. 
• share a bedroom with a child or young person. 
• allow or engage in any form of inappropriate touching. 
• allow children to use inappropriate language unchallenged. 
• make sexually suggestive comments to a child or young person even in fun. 
• reduce a child or young person to tears as a form of control. 
• allow allegations made by a child or young person to go unchallenged, unrecorded or not acted 

upon. 
• do things of a personal nature for children or young people that they can do for themselves. 
• invite or allow children or young people to stay with you at your home unsupervised by a parent, 

guardian or carer. 
• give out your personal email, mobile or landline telephone number, or address or accept / 

exchange such information with a child or young person. 

Incidents Involving Children and Young People Which Must be Reported / Recorded 

If any of the following occur, you should report this immediately to another member of staff or volunteer 
and record the incident on CPOMS.  You should also ensure that the parents or carer of the participant 
are informed. 



University Centre: Safeguarding Policy 

21 
 

• if you accidentally hurt a participant. 
• if he / she is distressed in any manner. 
• if a participant appears to be sexually aroused by your actions. 
• if a participant misunderstands or misinterprets something you have done or said. 

Practical guidelines for staff working with those considered vulnerable 

Whilst the same set of principles for working with Children can be applied to working with those may be 
considered vulnerable, there are significant differences in operational practice. 

For example, there may be occasions where staff are expected to work with those considered 
vulnerable on a one-to-one basis and in private away from other staff and students, whereas this type of 
intervention between university staff or students and children is positively discouraged. 

It is for these reasons that when working with those considered vulnerable a greater degree of 
professional judgement and discretion is required, compared to working with children and it is important 
that those working with those considered vulnerable have regular training and professional 
development and have established networks to discuss issues and case studies. 

Everyone working with the vulnerable should be sensitive to what is appropriate physical contact, both 
in general terms, and in relation to specific individuals.  Staff must be conscious of situations in which 
their actions, however well intended, could be misconstrued by others as harmful. 

The following practices should be avoided except in emergencies.  If cases arise where these situations 
are unavoidable it should be with the full knowledge and consent of someone in charge.  

For example, a participant sustains an injury and needs to go to hospital. 

• avoid spending excessive amounts of time alone with individuals away from others outside of 
your professional remit (e.g. socialising with a student); 

• avoid transporting those considered vulnerable in your private car. Where possible and if 
appropriate use either one of the University’s vehicles or private hire vehicle; 

• if using taxis to transport the vulnerable please request on booking that the driver is DBS 
cleared; 

• remember, it is not appropriate to take those considered vulnerable unaccompanied on car 
journeys, however short. Groups should travel together and there should be agreed meeting 
and pick up times; 

• where possible avoid being alone with someone considered vulnerable in a bedroom. 
• be aware of and avoid using inappropriate language. This includes in texts and emails.  Avoid 

too much informality in texts and emails particularly, including using the word ‘Love’ or kisses 
to sign off; 

• be aware of and avoid inappropriate physical contact. There may be times when physical 
contact is unavoidable or necessary.  Physical contact should only take place with the consent 
of the participant and the purpose of the contact should be made clear; 

• do not do things of a personal nature for vulnerable people that they can do for themselves; 
• do not invite or allow vulnerable people to stay with you at your home; 
• wherever possible do not give out your personal email, mobile or landline telephone number; 
• try to use College email addresses and telephones; 
• do not allow allegations made by someone considered vulnerable to go unchallenged, 

unrecorded or not acted upon. 

Key Points on Information Sharing 

The guidance sets out key points on information sharing (which are detailed below) along with core 
guidance.  It also covers guidance on the law, including the terms and impact of the Human Rights Act 
1998: the common law duty of confidentiality and the Data Protection Act 1998. 

The key points to remember on information sharing in respect of children are: 

• you should explain to children, young people, and families at the outset, openly and honestly 
what and how the information will, or could be shared and why, and seek their agreement.  The 
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exception to this is where to do so would put that child, young person or others at increased 
risk of significant harm or an adult at risk of serious harm, or if it would undermine the 
prevention, detection or prosecution of a serious crime including where seeking consent might 
lead to interference with any potential investigation; 

• you must always consider the safety and welfare of a child or young person when making 
decisions on whether to share information about them.  Where there is concern that the child 
may be suffering or is at risk of suffering significant harm, the child’s safety and welfare must 
be the overriding consideration; 

• you should, where possible, respect the wishes of children, young people or families who do 
not consent to share confidential information.  You may still share information if, in your 
judgement on the facts of the case, there is sufficient need to override that lack of consent; 

• you should seek advice where you are in doubt, especially where your doubt relates to a 
concern about possible significant harm to a child or serious harm to others; 

• you should ensure that the information you share is accurate up-to-date, necessary for the 
purpose for which you are sharing it, shared only with those people who need to see it, and 
shared securely.  You should always record the reasons for your decision – whether it is to 
share information or not. 
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APPENDIX E   CRISIS MANAGEMENT – FIRST ON THE SCENE 
 

Try to make an early assessment of the seriousness of the situation. 

If appropriate ask University Admin to make sure that security and the relevant emergency services are 
contacted. 

Ask other individuals to leave the immediate area.  In serious incidents e.g. where suicide is threatened, 
the room should be vacated and isolated but always have a third person present with you.  Make time, 
space and privacy for the individual to speak to you. 

Remain calm and clear when speaking to the individual. 

Ask the individual whether they would prefer to speak with a member of the same sex/opposite sex.  As 
necessary, contact a member of staff or student assistant of the same sex to support the individual. 

Never compromise your own safety and always have a third person present, eg. If an individual is 
aggressive, actively violent or out of control.  Remember to always place yourself closest to the exit. 

College Security will support those dealing with the crisis, contact relevant personnel in line with agreed 
procedure, report to the scene, assess the situation and contact emergency services. If the person 
attending to the distressed individual has already contacted emergency services, they must make UC 
staff aware of this. 

Accessing NHS services in a crisis - hospital/crisis team/GP etc 

It is unrealistic for any College to duplicate NHS support.  Access to NHS support should be encouraged 
and universities should work in conjunction with local services to complement and enhance their own 
provision. 

Options in a crisis, starting with the highest level of crisis / emergency include: 

• Hospital – Accident and Emergency Department 
• NHS Crisis Resolution team support - otherwise known as the Home Treatment Team 
• Liaison with nurse / GP 

Guidance for staff - responsibilities in a medical emergency 

All staff represent the College and therefore must take reasonable care of students. 

If an emergency arises and immediate medical attention is needed, staff should ensure that the student 
receives the appropriate medical treatment.  Appropriate action may be to ring the emergency 
services.   Once the emergency services arrive, e.g. paramedics, they take over the duty of care for 
the student.  If a student needs to be taken to hospital by the emergency services, it is not the 
responsibility of College staff to accompany a student once the emergency services   have arrived. 
However, staff should speak with the student to ascertain if they wish anybody to be informed and take 
appropriate action to inform others in the light of the student’s request. 

There may be circumstances where a student needs to go to Accident & Emergency Services but does 
not need an ambulance.  In such circumstances, staff can arrange for the student to be taken to hospital 
in a taxi but not in the member of staff’s own car.  When booking a taxi staff must ask for a CRB cleared 
driver.  If a member of staff or a student accompanies the sick or injured student to hospital, the person 
accompanying the sick or injured person should stay until such time as the hospital have secured full 
details of the sick and injured person and taken over responsibility for their care.  Staff should speak 
with the student to ascertain if they wish anybody to be informed and take appropriate action to inform 
others in the light of the student’s request. 

Joined Up Support – Reporting and Confidentiality 

As part of an institution, we all form part of a network of support.   There may be times when, in order 
for the student to access support, they need to be assured of confidentiality.  However, in a crisis 
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situation this can change as it is unlikely any individual could offer the joined-up support expected of an 
institution.  Papyrus noted that this lack of communication can be extremely unhelpful where there is 
risk.  Also not communicating with other support services can lead to considerable misunderstanding 
and professionals may be left thinking each is taking responsibility and action when this is not the case. 

Normally a member of staff with the best working alliance with the student could negotiate who it is OK 
to liaise with and get the students permission to do so.  General rules indicate that liaison should be 
kept to those who do need to be informed and who are in a position to use the information effectively 
to support the student.  Where there is a risk of harm it can be more effective to liaise with someone 
who has access to several support services such as the Deputy Principal, rather than with each service 
individually as this overarching remit will be required. 

As a general rule, we would not normally give out information to third parties without permission.  In any 
critical incident situation care should always be taken to ensure that information is released centrally 
via the Director or Deputy Director of the UC. 

Guidance on Requests for Disclosure of Information from Statutory Authorities. 

Where information is requested on students (past and present) from statutory authorities, e.g. the 
Police; Social Services: the Safeguarding Authorities (Child Protection); Customs and Excise; the 
Department for Work and Pensions etc. this must be referred to the Director of the University Centre. 

Any requests for disclosure of information on staff (past and present) from statutory authorities must be 
referred to the Human Resources department.  This is to help ensure that no disclosures are made 
without the necessary authorisations being completed. 

Interruption or withdrawal 

It is important to know that a student may be able to seek a judicial review if the institution “fails to follow 
proper procedures, acts outside its power or acts irrationally or arbitrarily”.  Therefore, it is very important 
to establish coherently how a mental health crisis situation will be approached. 

If, for example, there is a need for early intervention or a holding action such as a short-term interruption 
of studies, there is also a need to have a thought-out plan to cover all aspects.  The emphasis should 
also be on how the connection with the institution can be maintained for the duration of the suspension 
and how re-engagement will be supported.  Under such circumstances, disciplinary action would 
normally be extremely inappropriate and could be deemed discriminatory. 

However, it is also necessary to consider how to deal with students who for any reason are not able to 
recognise and acknowledge the situation.  Care needs to be given to training and support for staff to 
enable them to work in non-discriminatory ways, but without abdicating boundaries, goals and student 
and staff responsibilities to achieve and maintain academic standards.  There should be a working 
alliance with students and clarity as to what is expected on both sides.  It is not helpful to students, staff 
or the institution if students are supported to repeat years, regardless of a proper assessment of their 
ability to succeed. 

Good practice would indicate that procedures designed to support students who are experiencing 
mental health difficulties and are repeating their studies should be monitored to see if the procedures 
actually do achieve the academic aims in the longer term.  This should be done with feedback from 
students on their experience in order to promote best practice in conjunction with both academic and 
support services. 

Reconnection after a crisis 

The period after a crisis can be a time of high risk and vulnerability for some students.  Although for a 
lot of students getting through the crisis is positive, for others the experience may have been very 
negative and may have left them feeling low.   This is often the very time that relatives, friends and 
professionals think that things have been sorted out and so keep their distance.  Research shows that 
for some students the period after hospitalisation or going to A & E in relation to mental well-being can 
be isolating and difficult. 
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Care should be given therefore to ensure that professional treatment in hospital or via the crisis team 
or GP is not seen as an end point.  Rather there must be a very clear focus on reconnection with the 
institution, in the same way as care would be taken when a member of staff returns from sickness.  The 
aim is to provide support to gradually help them build up their confidence.  Teams therefore should think 
carefully about this reconnection and how it can best be managed and what package of support would 
be of most help.  This should be in consultation with the student and must be reviewed and monitored 
regularly to ensure it is working. 
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APPENDIX F   USEFUL LINKS 
 

• Universities UK’s refreshed Stepchange: mentally healthy universities framework includes 
resources for institution-wide approaches to mental ill health prevention and support as well 
as a self assessment tool to encourage universities to plan and implement a whole university 
approach 

• Student Minds, student mental health charity, has lots of information on approaches to 
supporting students. It has developed a Charter for student mental health and is developing 
an awards scheme for higher education providers 

• Papyrus and Universities UK have produced guidance for universities on preventing student 
suicides 

• University Mental Health Advisers Network (UMHAN) is a network representing advisers who 
support students experiencing difficulties 

• What Works Centre for Wellbeing has a section on higher education, including examples of 
good practice on student mental health and a state of evidence report 

• Jisc is exploring how best they can support the higher education sector in the responsible, 
appropriate and effective use of student analytics to inform decisions about student wellbeing 
including mental health. Following the launch of their learning analytics service and code of 
practice, they have recently developed a draft wellbeing code of practice to inform this work 

• SMaRteN (SMaRteN) is a national research network funded by UK Research and Innovation, 
led by King's College London, focusing on student mental health in higher education. Working 
with researchers with a range of expertise and key stakeholders across the higher education 
sector, their aim is to improve the understanding of student mental health 

• Healthy Universities Network: As part of a global movement, the UK Healthy Universities 
Network supports its members to develop and implement ‘whole university’ approaches to 
health, wellbeing and sustainability 

• Student Space: We have funded a new platform called Student Space to support students 
during the coronavirus pandemic. This platform includes information about wellbeing, free 
access to phone and text support services and links to available provider support 

• UCAS has published a report into students’ experience of sharing a mental health condition in 
their application, as part of its continued analysis and development of its application service. 

• TASO (Transforming Access and Student Outcomes in Higher Education) in collaboration 
with the Centre for Education and Youth (CfEY) have launched a report ‘What works to tackle 
mental health inequalities in higher education (HE)? ' 

 

Electronic or phone line support 

• NHS Direct. 0845 46 47. Can provide information on mental health support groups. 
www.nhsdirect.nhs.uk/ 

• Students against depression. 
• Information, resources and real student stories. www.studentsagainstdepression.org/ 
• Help Direct – 0303331000. Service offering practical support, guidance and information to all 

over 18’s to help them get the most out of life. 
• Email: askus@loc.helpdirectlancs.org.uk 

Alcohol / Drugs advice/support.  

• Frank: 0800 779900. www.talktofrank.com/ 
• Alcohol advice/ support. Drinkline 0800 917 8282 www.knowyourlimits.info/ 
• Alcoholics Anonymous. 08457 697555 www.alcoholics-anonymous.org.uk/ 

Gambling.  Gamcare: 0845 6000133. http://www.gamcare.org.uk/ 

Eating disorders service:08456 341414. www.b-eat.co.uk/ 

Mental health issues 

• Mind mental health information service: 0845 766 0163. www.mind.org.uk 

https://www.universitiesuk.ac.uk/stepchange-mhu
https://www.studentminds.org.uk/
https://www.studentminds.org.uk/charter.html
https://www.universitiesuk.ac.uk/policy-and-analysis/reports/Pages/guidance-for-universities-on-preventing-student-suicides.aspx
https://www.universitiesuk.ac.uk/policy-and-analysis/reports/Pages/guidance-for-universities-on-preventing-student-suicides.aspx
https://www.umhan.com/
https://whatworkswellbeing.org/higher-education/
https://whatworkswellbeing.org/resources/student-mental-health-review-of-reviews/
https://www.jisc.ac.uk/learning-analytics
https://www.jisc.ac.uk/guides/code-of-practice-for-wellbeing-and-mental-health-analytics
https://www.jisc.ac.uk/guides/code-of-practice-for-wellbeing-and-mental-health-analytics
https://community.jisc.ac.uk/blogs/regulatory-developments/document/my-algorithmic-friend
https://www.smarten.org.uk/about.html
https://healthyuniversities.ac.uk/
https://healthyuniversities.ac.uk/
https://studentspace.org.uk/
https://www.ucas.com/corporate/news-and-key-documents/news/450-increase-student-mental-health-declarations-over-last-decade-progress-still-needed-address
https://www.ucas.com/corporate/news-and-key-documents/news/450-increase-student-mental-health-declarations-over-last-decade-progress-still-needed-address
https://taso.org.uk/news-item/taso-launches-new-mental-health-report/
https://taso.org.uk/news-item/taso-launches-new-mental-health-report/
http://www.nhsdirect.nhs.uk/
http://www.studentsagainstdepression.org/
mailto:askus@loc.helpdirectlancs.org.uk
http://www.talktofrank.com/
http://www.knowyourlimits.info/
http://www.alcoholics-anonymous.org.uk/
http://www.gamcare.org.uk/
http://www.b-eat.co.uk/
http://www.mind.org.uk/
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• Saneline: 0845 767 8000. www.sane.org.uk/ 

24 hour phone lines: Samaritans 08457909090. www.samaritans.org.uk Hopeline / prevention of 
student suicide: 08000 684141. www.papyrus-uk.org 

 

http://www.sane.org.uk/
http://www.samaritans.org.uk/
http://www.papyrus-uk.org/
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