Safeguarding Policy
1. Our commitment
All our employees who work with learners have a crucial role to play in shaping their lives. You have a unique
opportunity to interact in ways that both affirming and inspiring. This policy has been produced (and is supported by
Information, Advice and Guidance), to help you to establish safe and responsive environments which safeguard all
and reduce the risk of you being unjustly accused of improper or unprofessional conduct. We all have a duty of care
to safeguard and promote welfare, and to enhance awareness of the broader welfare spectrum, specifically the issues
facing young people in society.

2. Objectives
The aim of the policy is to ensure you are aware of and understand your responsibilities, that of others, signs there
might be a safeguarding concern, along with the reporting procedures for all safeguarding issues.

3. Scope
This policy covers safeguarding of Children and Adults at Risk, both our learners, learners within sub contracted
provision, and those persons in settings in where we practise which fall into the category of child or adult at risk.
It is inclusive of specific highlighted safeguarding agenda areas – as defined by law, and in the wider context all our
students and learners. This policy also aligns our compliance with the Government Prevent strategy.

4. Key Contacts
Lead Designated Officer - Michelle Kent
supportme@lifetimetraining.co.uk
07795 486090
Additional Designated Officers
Barbara Brown - Quality Director
supportme@lifetimetraining.co.uk
Lois Palmer - Quality Co-ordinator
supportme@lifetimetraining.co.uk
Sarah Harrison - ELearning Governance Manager
supportme@lifetimetraining.co.uk
Jacqueline Smith - Desk Based Tutor, Commercial
supportme@lifetimetraining.co.uk
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5. Definitions
Safeguarding is the protection of children and adults at risk from abuse and neglect, promoting health and
development, ensuring safety and care, and ensuring optimum life chances. The Safeguarding Agenda includes
a wide range of potential risks (see appendix F for full definitions and indicators of a Safeguarding concern).
• Abuse (physical, emotional, financial, institutional, sexual, organisational)
• Self-neglect
• Discrimination
• Child sexual exploitation
• Bullying AND cyberbullying
• Domestic abuse
• Substance misuse
• Fabricated or induced Illness
• Faith abuse
• Forced marriage
• Gang and youth violence
• Private fostering
• Female genital mutilation (FGM)
• Gender based violence
• Radicalisation
• Sexting
• Teenage relationship abuse
• Trafficking and modern slavery
• Mental health concerns
A Child is defined as anyone under the age of 18. An adult at risk (previously vulnerable adult) is defined as any
person over the age of 18 and at risk of abuse or neglect because of their need for support or personal circumstance.
Alongside the Safeguarding Agenda above this could be due to, and not limited to any of the following:

•
•
•
•
•
•
•
•

Living in sheltered housing
Receiving any form of health care
Receiving a welfare service in order to support their need to live independently
Receiving a service due to their age or disability
Living in residential accommodation such as a care home
Receiving domiciliary care in their own home
Expectant or nursing mother living in residential care
Person under supervision of probation service
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While the definitions of a child and adult at risk give the rationale for legislative intervention, it is
important to note that a person may be deemed at higher risk of a safeguarding issue affecting them
due to other factors, examples:

•
•
•
•
•
•
•
•

Poor numeracy and literacy skill, or specific learning need
Unsupportive home environment
English not a first language
Unsupportive employer
Under represented group
Acting as a carer for another family member
Background in offending
Disability or social need

6. Our responsibility
We all have a responsibility to ensure that children, young people and adults at risk are protected from harm, informed
about potential risks to their welfare, and understand how to seek help. We ensure all concerns are dealt with timely
and appropriately. We also have a responsibility to minimise the risk of allegations against you.
All staff are expected comply with any DBS check request and to have a good understanding of what constitutes
a safeguarding or welfare concern and how to provide support, guidance in such instances and the channels for
escalating a concern. To assist you in this, on-going training and awareness, as well as continuous information, advice
and guidance will help you to feel confident in proactively promoting safeguarding and understanding your individual
responsibilities.
The responsibilities of particular individuals are detailed below:

• Our Directors - to ensure we have effective policies.
Our CEO - to ensure policies are implemented and followed, and sufficient time and resources are allocated to
•	
employees to carry out their responsibilities.

Our Designated Safeguarding Lead – to maintain links with Local Safeguarding Children’s Boards and Prevent
•	
Coordinators, plan and implement training for all employees. Carry out investigations where appropriate into
welfare concerns reported and liaise with external bodies such as safeguarding board where appropriate.
Overall recording and management of safeguarding issues and report to board on any issues that arise. Review
procedures and policies on a timely basis. Maintain own CPD to ensure their role can be fulfilled competently.
	
• Our Designated Safeguarding Officers – to deal with employee concerns over learner’s welfare, signpost
and offer guidance to lower level concerns and liaise with Safeguarding Lead for concerns requiring referral to
external agencies. Carry out investigations where appropriate into welfare concerns reported and liaise with
external bodies such as safeguarding board where appropriate. Maintain own CPD to ensure their role can be
fulfilled competently.
	
• Our Regional Trainers/Tutors - to check safety and welfare with all learners at each visit/communication,
ensuring learners complete all safety related learning activities within their programme. You must be mindful
of indicators and that there may be a safeguarding issue – see Appendix E, and if required to follow the 5 R’s
procedure - our flow chart for reporting issues that concern them or are reported to them (see Appendix D). To
carry out training as directed by the safeguarding team in a timely manner.
Support Teams - You must be mindful of indicators that there may be a safeguarding issue should you come
•	
into contact with a learner or potential learner – see Appendix E, and if required to follow the 5 R’s procedure
- our flow chart for reporting issues that concern them or are reported to them (see Appendix D). To carry out
training as directed by the safeguarding team in a timely manner.
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The topic of Safeguarding can be very sensitive due to the content and may be difficult for you to discuss. If you have
any concerns over issues raised, please contact the Designated Officer as quickly as possible.

7.0 Safer Recruitment
Lifetime carries out a safe recruitment process and ensures that all appropriate checks are carried out on new staff
that will work or come into contact with children and adults at risk in line with the Disclosure and Barring Service
requirements. See resourcing policy for further detail on recruitment procedures.

7.1 Disclosure and Barring Service Checks
The Disclosure and Barring Service (DBS) is an executive agency of the Home Office and its primary purpose is to help
employers make safer recruitment decisions and appointments. By conducting checks and providing details of criminal
records and other relevant information, DBS helps to identify applicants who may be unsuitable for certain work and
positions, especially those involving contact with children (those less than 18 years old) or adults at risk.
Depending on the type and regularity of contact with children or adults at risk involved in a particular role, employers
are entitled to make appropriate types of enquiry about the applicant’s criminal record and seek a disclosure through a
DBS check. Lifetime can undertake five types of criminal records checks depending on the role applied for:
1.
Standard DBS check
	This will be for positions that are included in the Rehabilitation of Offenders Act (ROA) 1974 (Exceptions) Order
1975. This type of check contains details of individual’s convictions, cautions, reprimands or warnings recorded
on police central records and includes both ‘spent’ and ‘unspent’ convictions that will be shown on a criminal
records check.
2.
Enhanced DBS check
	This will be for positions included in both the ROA 1974 Exceptions Order and in the Police Act 1997 regulations.
This type of check contains the same details as the standard check plus any information held locally by police
forces that it is reasonably considered to be relevant to the post applied for.
3.
Enhanced DBS & barred list check (child)
	An enhanced check with information from the DBS’s children’s barred list is only available for those individuals
engaged in regulated activity with children and a small number of posts as listed in the Police Act 1997
regulations.
4.
Enhanced DBS & barred list check (adult)
	An enhanced check with information from the DBS’s adults barred list is only available for those individuals
engaged in regulated activity with adults and a small number of posts as listed in the Police Act 1997 regulations.
5.
Enhanced DBS & barred list check (child and adult)
	An enhanced check with information from the DBS’s children and adults barred list is only available for those
individuals engaged in regulated activity with both vulnerable groups including children and a small number of
posts as listed in the Police Act regulations.
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7.2 When and What Type of DBS Check is Appropriate
Lifetime’s HR Senior Business Partner and Designated Person are responsible for deciding which level of check is
appropriate for a particular role and whether barred list checks are necessary. Even where a post has some contact
with children or adults at risk, the definition of regulated activity may not be fully satisfied, but in order to safeguard
our learners any unsupervised contact with learners will result in an enhanced DBS check with child barred list. The
Safeguarding Vulnerable Groups Act 2006 (amended by the Protection of Freedoms Act 2012) defines what types
of activities involving children and adults at risk are regulated and therefore require barring list checks. Appendix A
specifies current posts at Lifetime that require DBS and/or barring list checks.
Regulated Activity – is a term that defines activities that an individual engages in. The criteria for regulated activity
differs for adult and children as shown overleaf:
Children
• Regular activity ( once per week or 4 times over the course of 1 month)
• Unsupervised activity
• Teaching, training, assessing, mentoring based activities - working intensively and closely with a child
• Within specified setting
Adult

• Health care professionals - giving first aid or receiving first aid
•	Receiving or giving personal assistance to those due to age, illness or disability (going to the toilet/ washing/
•
•
•
•

nutritional advice)
Providing social Care - being subject to or assessing the need for health/ social care
Providing assistance in someone’s personal affairs or allowing someone else to do so
Provide assistance with cash, bills and shopping (allowing someone else to or shopping on someone’s behalf)
Person who transports or is transported because of their illness

Individuals must not engage in regulated activity with either children or adults at risk if they have been barred from
doing so by the Disclosure and Barring Service (DBS). How we meet our responsibility towards this is explained below.
Further advice on types of DBS disclosure and the circumstances in which regulated activity applies can be obtained
from the HR Team.
Where Lifetime is recruiting for a role that qualifies for a DBS disclosure, the advert and further information will confirm
the type of DBS disclosure required. When the most suitable candidate for the position has been identified, the offer
of appointment will be made subject to a satisfactory DBS, right to work, references and qualification checks. In the
instance that the outcome of a DBS check has not been received from the appropriate authority prior to learner visits
being carried out, all visits with learners will be supervised by a person whose DBS outcome has been received and
approved. The Area Manager will be responsible for arranging this supervision. Quality assurance of this process will
take place on a weekly basis.
As a DBS check forms part of our recruitment process, we encourage all candidates to declare anything relevant to the
type of disclosure required for the role they applied for. Once an offer has been made, candidates should tell us of any
further details of convictions, including those that normally would be considered as spent, cautions or reprimands.
As part of our safeguarding obligations, we will re-apply for the appropriate types of DBS checks on a 3 year basis
during employment with Lifetime Training.
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7.3 Confidentiality
Information provided in a DBS disclosure report must be kept confidential and only on a need-to-know basis. Such
information will be handled in accordance with Lifetime’s ‘Statement on the Secure Storage, Handling, Use, Retention
and Disposal of Disclosures and Disclosure Information’, Appendix B. Any other information regarding offences must be
kept securely and in accordance with Lifetime’s Data Protection Policy.
We recognise that job applicants and our employees need to feel confident that information about their convictions will
not be disclosed to colleagues unless there is a specific reason for doing so. Those involved in recruitment decisions
should ensure that when appointing an individual with a conviction, they are advised as to whom within Lifetime knows
of their conviction and the reasons why the information has been disclosed.
If you would like further information on our disclosure process please see Appendix C.

7.4	Failure to Disclose Information Relevant to the Type of DBS Check
Appropriate to Your Role
Having a criminal record does not necessarily preclude an individual from working at Lifetime. The decision as to
whether a person with a criminal record should be appointed, or an offer of employment withdrawn, or employment
terminated will be taken only after careful and thorough consideration of the outcome of any DBS check as well as the
job and offence related factors as explained in 8.6.
Nonetheless we request all employees to tell us about any information relevant to the type of DBS check appropriate
for their role. This could mean, for example, that if your role requires satisfactory Enhanced DBS and barring check,
you need to tell us about any convictions, cautions or reprimands or being barred from working with children as soon
as any of these have been issued. Failure to disclose information relevant to the type of DBS check appropriate to your
role would be seen by Lifetime as a breach of trust and confidence. Such acts are considered as gross misconduct and
you would be invited to a disciplinary hearing with a potential outcome of instant dismissal.

7.5 Exploring the Relevance of Information Provided in the Disclosure Report
As we explained in the previous section having a criminal record does not necessarily preclude an individual from
working at Lifetime. The decision as to whether a candidate with a criminal record should be appointed, or an offer of
employment withdrawn, will be taken only after careful and thorough consideration of the outcome of any DBS check
as well as the job and offence related factors as explained in section 8.6.
Similar to the recruitment process, a disclosure of a criminal record will not necessarily lead to termination of your
employment with us and the decision will be taken only after careful and thorough consideration of the job and offence
related factors. Any decision to terminate employment would follow our Disciplinary Policy (or Probationary Policy if you
have not yet passed your probation).
A member of the HR Team alongside the Designated Safeguarding Officer, will make an initial assessment of the
content of the disclosure report. If the report provides no evidence of convictions or any other related information, no
further action will be taken.
If the report confirms a conviction or any other related information, a member of HR Team alongside the Designated
Safeguarding Officer will make an initial assessment of whether the information provided has any potential relevance to
the post. If there is clearly no potential relevance, no further action will be taken.
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If the report confirms a potentially relevant conviction or any other potentially relevant information further exploration
will be required following the process outlined below.

7.6 Exploring a Conviction and its Relevance
All discussions relating to convictions must take place after the selection process has been completed and will involve
the line manager and a member of the HR Team and, if appropriate, the company Designated Safeguarding Officer.
As part of the decision-making process they will normally meet with the individual to gain more information from the
person about the nature and circumstances of any conviction.
The suitability for employment of a person with a criminal record will clearly vary, depending upon the nature of the
job and the details and circumstances of any convictions. The decision will be made on the basis of a risk assessment
to enable the applicant’s criminal record and circumstances to be assessed in relation to the tasks he or she will be
required to perform and the circumstances in which the work is to be carried out.
The following job-related factors should be taken into account:

• Does the post involve direct contact with learners or the public?
• What level of supervision will the post-holder receive?
•	What level of trust is involved? Will the nature of the job present any opportunities for the post-holder to
reoffend in the place of work?
• Does the post involve any direct responsibility for finance or items of value?
•	Does the post involve any contact with children or other vulnerable groups of learners or employees?

The assessment is also likely to include consideration of the following factors relating to the individuals offence(s):

•	The seriousness of the offence(s) and relevance to the safety of other employees, students, research subjects,

the public etc.;
• The length of time since the offence(s) occurred;
•	Relevant information offered by the person about the circumstances that led to the offence(s) being committed,
for example the influence of domestic or financial difficulties;
• The degree of remorse, or otherwise, expressed by the person and their motivation to change;
• Whether the offence was a one-off, or part of a history of offending;
•	Whether person’s circumstances have changed since the offence(s) was committed, making re-offending
less likely;
• Whether the offence has since been decriminalised.
Following careful and thorough consideration of all these matters and consultation with the HR Director and
Designated Person, a decision will be made as to whether the individual should be appointed. If appropriate we may
seek further information from relevant bodies when reaching this decision. If the decision is not to appoint, a letter will
be sent to the individual confirming the reasons for this decision.
The above process will also be followed in the event of a criminal conviction coming to light after the formal offer of
employment has been made or during employment. In such cases Lifetime would reserve the right to withdraw the
offer of appointment where appropriate or terminate employment in line with the Lifetime’s Disciplinary Policy (or
Probationary Policy if in probationary period).
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8. Reporting a Concern - see Appendices D for Process Charts
a)	
If a learner raises a concern/allegation with you: If the learner has a concern over their own personal
welfare and wellbeing, you are to listen to and record all information given, making no judgement or
assumptions. Take any actions required to secure the immediate safety of the child or adult at risk if deemed
appropriate, this may involve staying with them until a responsible adult can be located. This will only be
recorded on the TAPR if learner agrees, and raised with the manager if learner agrees. You must report the issue
to the designated officer, regardless of whether the learner agrees. The designated officer will then decide the
appropriate course of action, and if a referral outside the organisation is appropriate. (D1)
b)

I f an RT has concerns over a learner: This might be through observation, alleged by others of discussion. To
follow procedure set out as point (a) If a learner raises an issue/allegation with the RT. (D1)

c)

I f a learner/ parent has a concern/ allegation about an member of Lifetime staff : All learners are to
be informed that if they have a concern over their own personal welfare and wellbeing that they do not feel
comfortable talking to their RT/tutor about, they are to contact Lifetimes Designated Officer. Contact details
for the designated person are available in this policy, the information, advice and guidance section on FUSE
(Lifetime’s online social learning platform), and on the online learning compliance courses, and the soon to be
launched welfare cards with additional details on. The safeguarding policy is also available on Lifetimes external
website. (D2)

d)

I f a parent contacts you to report a concern about their child. Ensure you listen, and record the
details as per a learner reporting a concern to you. Ensure you have contact details for the parent.
You must report the issue to the designated officer. The designated officer will then decide the appropriate
course of action, and if a referral outside the organisation is appropriate, liaise with the parent as appropriate.
Be mindful of confidentiality as all learners aged 16 and above and of employed status are deemed to be adults,
and therefore no information should be passed to parents or carers without prior content to do so from the
learner. (D2)

e)

I f you observe a safeguarding issue taking place within the working practices of an employer’s setting
- example would be a practitioner hitting a child, or observing inappropriate restraint techniques. Take action
to stop the activity immediately, and inform the individual of your concerns, ask them to remove themselves
from the area and advise them you will inform their senior manager. Take any actions to secure the safety of
the child or adult at risk, this may involve staying with them until a responsible adult can be located. Inform your
designated safeguarding officer. Be mindful of differences between poor practice and a safeguarding issue and
apply your action appropriately. (D3)

f)

I f a learner reports unsafe practices or safeguarding issues to you within their working environment
- Advise the learner to follow in house reporting or whistle blowing procedures. You may support the learner in
speaking to the appropriate senior team members. Report the incident to your designated safeguarding officer
who will offer additional guidance and signposting for the learner, and will monitor. (D3)

It is important you do not pass any information to other parties, or try to investigate the concern yourself. All concerns
should be reported to supportme@lifetimetraining.co.uk in the first instance.
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•	If you require an immediate response call your designated safeguarding officer immediately, it is noted that the

designated officer may not be available out of normal working hours, so in circumstances where the individual is
in immediate danger report the incident to the police on 999.
• The designated officer will endeavour to make initial contact with regards the concerns within 72 hours.
•	The designated officer will assess if the individual is at risk of significant harm and decide upon the next course
of action, this can range from offering signposting to support agencies to referral to the police and local
safeguarding authorities. This may also involve passing information to the DBS.
(See Appendices D and E for process of reporting)

9. Training and Educating Employees
Each member of the safeguarding team hold a formal safeguarding qualification, and undertake regular CPD events in
order to keep updated with legislation and refresh their knowledge.
All learner facing employees undertake a Safeguarding Induction and completion of an online course specifically for
Safeguarding Young Vulnerable People. The training received is continually reviewed to ensure most appropriate and
up to date training is given. Aligning with the mandatory duty surrounding the Governments Counter Terrorism and
Security Act 2015 all staff undertake Prevent training aligning with their role within Lifetime.
Periodic updates surrounding key safeguarding concepts are communicated monthly via the internal communication
channels. Monthly focus topics are also distributed via these internal communication channels to raise awareness and
promote discussion in all areas under the wider safeguarding agenda including areas such as radicalisation, mental
health issues, positive relationships, and staying safe on the internet, which will educate employees alongside giving
greater knowledge to be passed onto learners.
There is reference to safeguarding in all team meetings – carried out bi-monthly, with managers utilising the
information in the monthly safeguarding and equality newsletters and the company newsbeat health and safety section,
to stem discussions.
Additional training programmes to support dealing with unpredictable behaviour and behavioural learning difficulties
will become available in the near future.
Individuals involved in both learner recruitment and staff recruitment complete and in-house safer recruitment
training course.

10. Keeping Yourself Safe
To maintain yours and the learners safety, the following are strictly prohibited:

•
•
•
•
•

Befriending learners on personal social media sites
Distributing personal telephone numbers
Visit learners at home or transporting learners to and from locations (this includes travelling in a the car with a
learner driving)
Do not use sarcasm, insults or belittling comments towards learners
Personal relationships with learners
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It also important to be mindful of the following when conducting yourself:

•	You will naturally build a rapport with learners through the apprenticeship contact, and the learners may see

you as a confident and support, but be sure to maintain professional boundaries whenever carrying out work on
Lifetimes behalf.
	
• Be respectful of all young and vulnerable people, and appreciate you are in a position of trust. We have the
opportunity to listen to their concerns and support them.
•	Uphold confidentiality within certain remits when required by the situation, but be careful not to promise to keep
secrets or ask others to do so.
	
• Avoid spending time alone with learners in a closed environment. If this is unavoidable for example during a
formal assessment/ examination ensure a member of the site staff is aware where you are and monitors this.
•	Be careful when giving learner advice – as this is based on your opinion, focus support around information (facts)
and guidance (signposting).
	
• If at any point you feel unsafe in a learners company inform the site manager, your line manager, the designated
safeguarding officer and leave the premises.

11. Keeping Learners Safe
Lifetime offer an apprenticeship recruitment service, which places potential apprenticeship learners into employment.
It is recognised that this creates a greater duty of care, and in order for Lifetime to ensure that employers are suitable
to receive an apprentice, a service level agreement is undertaken prior to apprentice commencing employment in
order to clarify expectation in relation to basic health and safety, and employment requirements for the learner.
Health and safety vetting and monitoring is carried out during learner induction, this involves a discussion between the
Regional Trainer, employer and learner and allows for the trainer to be confident in the employers ability to keep the
learner safe during their employment and also to help educate the learner in looking after their own welfare and that of
others while at work.
Learners are made aware of all of Lifetime’s relevant policies, who the designated persons are and how to report
a concern during their induction to the programme. There is also a dedicated support site on the learner FUSE
community to signpost to information, advice and guidance for a wide range of support needs, and a direct email
address to allow the learners to access support from the designated safeguarding officer confidentially.
Online learner activities to develop their knowledge and understanding of basic safeguarding, equality and diversity
and health and safety legislation are in place as a compulsory part of each apprenticeship. Progress is discussed at
each apprenticeship visit.
Monthly topics in relation to equality and diversity and safeguarding are discussed during each apprenticeship visit,
guided by an externally written newsletter with an accompanying guidance document for Regional Trainers. Learning
surrounding these activities is discussed and documented at each visit, along with pastoral checks.
All safeguarding concerns are recorded by the Lead Designated Safeguarding Officer, appropriate action taken, and
information, advice and guidance given.
Where Lifetime acts a lead provider, providing SFA funding to other companies, Lifetime will endeavour to provide
appropriate training and guidance to subcontracts to ensure Lifetime policies and procedures are followed alongside
the due diligence checks carried out. This will be monitored (see Subcontracting Quality Assurance Manual).
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Where Lifetime acts as a subcontract to other companies - Lifetime Training will commit to upholding the policies and
procedures of the training provider/college which holds the funding. Lifetime will also attend any relevant training/
updates, adhere to monitoring requirements, be aware of and adhere to funding regulations as set out by the different
funding authorities.

11. Future Extensions to the Safeguarding Offering
A dedicated safeguarding board and safeguarding learner forum has been identified as being able to provide both
Lifetime employees and learners with a greater focus on safeguarding and safety of learners.
It is recognised that information, advice and guidance is not available 24 hours a day, 365 days per year, and learners
are issued with a card detailing police and links to Lifetime support services. The Lifetime Support Service is due to start
in January 2016 and is a confidential learner helpline which will direct learners to external support and a counselling
service should they require it.
A Learner Welfare Audit Calendar is planned for 2016 to quality assure both the processes and delivery to ensure
learner welfare provision is continually improved, this includes observations of practice, learner and trainer interviews,
sampling of documentation and analysis of data. The Learner Welfare committee meets twice a year to discuss
safeguarding requirements and the outcome of these audits.

12. Associated Policies
•
•
•
•
•
•

Equality and Diversity Policy
Grievance Policy
Disciplinary Policy
Social Networking and Media Policy
Prevent Policy
Resourcing Policy
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Appendix A

List of posts that require appropriate type of DBS and barring list check
LTG Posts

No
check

Enhanced DBS check

Enhanced
DBS check
(Child Barred List)

Main learner facing teams (e.g., Assessors, Learner
Support Tutors)
Potential to be learner facing (e.g., Area Managers,
Internal Quality Assurers)
Learner contact with potential influence (e.g.,
Apprenticeship Recruitment)
Other field based staff (e.g., Account Managers)
Other head office staff (e.g., IT)
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APPENDIX B
Statement on the secure storage, handling, use, retention and disposal of
disclosures and disclosure information
General Principles
As an organisation using the Disclosure and Barring Service (DBS) to help assess the suitability of applicants for
positions of trust, Lifetime complies fully with the DBS Code of Practice regarding the correct handling, use, storage,
retention and disposal of disclosures and disclosure information. It also complies fully with its obligations under the
Data Protection Act and other relevant legislation pertaining with the safe handling, use, storage, retention and disposal
of DBS disclosure information.
Storage and Access
Disclosure information is never kept on an applicant’s personnel file and is always kept separately and securely, in
lockable, non-portable, storage containers with access strictly controlled and limited to those who are entitled to see it
as part of their duties.
Handling
In accordance with section 124 of the Police Act 1997, disclosure information is only passed to those who are
authorised to receive it in the course of their duties. The HR Team will be responsible for maintaining a record of all
those to whom disclosures or disclosure information has been revealed. It is recognised that it is a criminal offence to
pass this information to anyone who is not entitled to receive it.
Usage
Disclosure information is only used for the specific purpose for which it was requested and for which the applicant’s full
consent has been given.
Retention
Once a recruitment (or other relevant) decision has been made, Lifetime does not keep disclosure information for any
longer than is absolutely necessary. This is generally for a period of up to six months, to allow for the consideration
and resolution of any disputes or complaints. If, in very exceptional circumstances, it is considered necessary to keep
disclosure information for longer than six months, Lifetime will consult the DBS about this before doing so. Throughout
this time, the usual conditions regarding safe storage and strictly controlled access will prevail.
Disposal
Once the retention period has elapsed, Lifetime will ensure that any disclosure information is immediately destroyed by
secure means, i.e. by shredding or confidential waste disposal. While awaiting destruction, disclosure information will
not be kept in any insecure receptacle (e.g. waste bin or confidential waste sack). Lifetime will not keep any photocopy
or other image of the disclosure or any copy or representation of the contents of a disclosure. However Lifetime
will keep a record of the date of issue of a disclosure, the name of the subject, the type of disclosure requested, the
position for which the disclosure was requested, the unique reference number of the disclosure and the details of the
recruitment decision taken.
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Appendix C
DBS Disclosure Process
Lifetime uses Atlantic Data who is a registered body responsible for authorising and processing applications for
DBS checks.
Successful candidates will be sent a DBS disclosure application form and guidance with the written offer of
employment. The completed disclosure form and associated ID documentation must be verified in person. This
can either be done by bringing the documents to their line manager, who will authenticate and scan the documents
then forward to the HR Team; or the individual can bring the documents to the HR Team directly. The HR Team is
responsible for checking the form is fully completed, confirm which type of disclosure is required and will forward
to Atlantic Data.
Atlantic Data will then process the application and return a disclosure report to the HR Team, with a copy also
sent to the individual. The published DBS turnaround time is for 95% of disclosures to be sent out within 4 weeks.
Wherever possible the DBS disclosure should be obtained prior to the individual commencing employment, but
sometimes this may not be possible. In such cases the individual can commence employment but only on a
supervised basis for those aspects of the job involving contact with children or adults at risk until such time
as a satisfactory disclosure report is received.
In some cases, an applicant may already have received a satisfactory disclosure report for their current or a previous
position at Lifetime. It may be appropriate to use the existing report to assess suitability for the post, taking account
of the date the report was produced and similarities between the two positions. A Member of HR Team should be
consulted in such cases.
Disclosure reports for applicants with a substantial record of overseas residence, including current UK residents and
British nationals, may not include information on convictions from outside the UK. In most circumstances however, a
disclosure report should still be sought. The DBS can also offer guidance on the availability of criminal record checks in
a variety of foreign countries and the applicant can be requested to obtain the equivalent checks from the country in
question, where available.

D1 - LEARNER SAFEGUARDING CONCERNS
Learner raises
a concern

You have
a concern
over a learner

A parent or
employer has a
concern over
a learner

Follow procedures
set out in 8.1a

Follow procedures
set out in 8.1b

Follow procedures
set out in 8.1d

Report to
supportme@lifetimetraining.co.uk

Signpost to
FUSE IAG
or learner
welfare
support

If in immediate
danger - call
if out of normal
working hours
call police

72 Hours

Safeguarding
investigate

Keep relevant
parties informed
of next
stages/feedback
where relevant

Safeguarding
provide additional
guidance
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D2 - PARENT, EMPLOYER OR LEARNER

RAISES A CONCERN OVER LIFETIME TEAM MEMBER

Parent, employer
or learner raises a
concern over a
at Lifetime

Report directly to
safeguarding

Feedback where
appropriate. Actions
taken - limited
detail only

Designated
to carry out internal
investigation

Further
investigations
if required

Reported to
member

Follow procedure
set out in point
8.1c

Appropriate
employment
action taken
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D3 - SAFEGUARDING CONCERN WITNESSED OR

REPORTED RELATING TO ACTIVITY IN LEARNER SETTING

Safeguarding concern witnessed or
reported relating to activity
in learner setting

You observe a
safeguarding
issue

A learner
reports
unsafe practice

Follow procedures
set out in 8e

Follow procedures
set out in 8f

Ensure individual
is safe from harm

Signpost to internal
reporting &
whistle blowing
policies

Inform senior
manager at site

Report to
designated
safeguarding

Signpost to
external IAG/
agencies/FUSE

If required - contact
senior contact for
employer concerned
or external agencies

Feedback given
where deemed
appropiate
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Appendix E
Detailed Procedure for dealing with Safeguarding Concerns
1.
Recognition
	Signs of abuse can be difficult to spot, as can a learner trying to find the right language to tell you about a
concern. If you have any concerns over the welfare of the learner from what you have seen, heard, discussed
with the learner or you have noticed changes in their behaviour which cause you safeguarding concerns, you
must report it to the designated person. You do not personally have to believe the concerns in order to raise
them, any concerns raised should be taken seriously. See appendix F for indicators of abuse to help.
2.
Response
	No report or concerns about possible abuse should be ignored. Your main role here is to listen and record with
no judgements or leading questions; use open question to gather factual details – when did it take place, who
said what, what happened. You must stay calm and not let the learner know if you feel panicked or shocked.
Do not make any promises about what will happen next, but only that you will pass it onto the designated
person within Lifetime, and that we will do everything we can to help. It is good practice to show support and
reassurance but be mindful to maintain a situation where you do not put yourself at risk. It would also be useful
to have information regarding current agency support – i.e. have the police already been informed, is the person
receiving local authority or medical support.
3.
Record
	Ensure you record notes of the incident or disclosure as close to the time as possible. The notes should be
dated and signed where possible. The notes should detail what you saw/heard or what was discussed with an
individual, the names of those involved and the time, location and what action you took. Use the disclosure form
where possible, but any form of notes will be acceptable.
4.
Report
	Report the concerns to the designated person, ensuring you have recorded all details as above. This
communication can be face to face, via email, or phone call followed up by email. All communication and
documents will remain confidential between the designated person and individual that has reported it,
unless the designated person deems it appropriate to take further action and involve other agenises.
5.
Referral
	The designated person will then take the decision of what course of action should be taken. Only the designated
person should be taking the decision to make referrals outside of the organisation.
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Appendix F
INDICATORS OF ABUSE
Safeguarding Issue

Definition

Indicators

Physical abuse

Deliberately causing physical harm

Cuts, bruises, burns,
Wearing long sleeved clothes
Pain
Cowering

Neglect

Neglect is the persistent failure
to meet a person’s basic
physical and/or psychological
needs, likely to result in serious
impairment of the child's health
or development. Neglect is when
a parent or carer fails to provide
adequate food, clothing, shelter
(including exclusion from home
or abandonment), medical care,
or protection from physical and
emotional harm or danger

Withdrawn
Weight loss
Fear of going home
Improper hygiene
Confusion
Inappropriate clothing

Self-neglect

Neglecting to care for one’s
personal hygiene, health or
surroundings and includes
behaviour such as hoarding

Poor diet and nutrition
Poor personal hygiene
Not taking prescribed medication
Substance misuse
Doesn’t always encompass all
aspects of life.

Psychological abuse

Emotional abuse, threats of harm
or abandonment, deprivation
of contact, humiliation, blaming,
controlling, intimidation, coercion,
harassment, verbal abuse, cyber
bullying, isolation or unreasonable
and unjustified withdrawal of
services or supportive networks.

Withdrawn
Depression
Lack of confidence
Socially awkward
Easily manipulated

Financial abuse

Theft, fraud, internet scamming,
coercion in relation to an adult’s
financial affairs or arrangements,
including in connection with wills,
property, inheritance or financial
transactions, or the misuse or
misappropriation of property,
possessions or benefits.

Change in appearance
Having expensive gadgets
Having no money
Not eating properly
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Appendix F CONTINUED...
Safeguarding Issue

Definition

Indicators

Sexual abuse

Sexual abuse involves forcing or
enticing a child or young person
or any person to take part in
sexual activities, whether or not
the person is aware of what is
happening, could also be indecent
exposure or sexual harassment.

Spending a long time in the toilet
Discomfort in sitting down
Inappropriate behaviour

Organisational abuse

Neglect and poor care practice
within an institution or specific care
setting such as a hospital or care
home, for example, or in relation
to care provided in one’s own
home. This may range from one off
incidents to on-going ill-treatment.
It can be through neglect or
poor professional practice as a
result of the structure, policies,
processes and practices within an
organisation.

Setting Activity defined by a regime
/ task orientated
Setting dismissive of complaints
Learner may need to leave at
certain times
Ask permission to do everything
Appear brainwashed

Discrimination

The unjust or prejudicial treatment
of different categories of people,
especially on the grounds of one of
the protected characteristics

Fearful of certain people
Avoiding certain situations
Being asked to do more work than
they should

Child sexual exploitation

Sexual abuse involves forcing or
enticing a child or young person
or any person to take part in
sexual activities, whether or not
the person is aware of what is
happening, could also be indecent
exposure or sexual harassment.

Change in behaviour
Change in appearance
Increased sexualised behaviour/
language
Drug/ alcohol abuse
Suddenly Wearing expensive things

Bullying (Inc. cyberbullying)

Behaviour by group of individual
repeated over time that
intentionally hurts another
individual or group either physically
or emotionally (can be face to face,
over text, social media exchanges)

Withdrawn/ nervous
Signs of physical and emotional
abuse
Constant use of or fear of internet
usage

Domestic violence

Incident of pattern of incidents of
controlling, coercive, threatening
behaviour, violence or abuse
between those aged 16 or over
who have been intimate partners
or family members , can also be
honour based

Signs of physical or emotional
abuse
Show signs of being controlled
Withdrawn
Anxious around others
Low self esteem
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Appendix F CONTINUED...
Safeguarding Issue

Definition

Indicators

Drugs

Alcohol, tobacco, illegal drugs,
medicines of psychoactive
substances

Smelling of alcohol
Regular Hangover symptoms
Inability to concentrate
Lateness
Change in commitment levels

Fabricated or induced illness

Making up signs and symptoms of
an illness, falsifying medical records
or inducing an illness to someone
by any means

Child could pretend ill, think ill, and
talk about persons taking them to
Drs or hospital. Parents could talk
about child consistent illness.

Faith abuse

Child abuse related to faith
or belief, include concepts of
witchcraft and spirit possession,
rituals and sacrificial murders

Talking about beliefs and faith
related activities engaged or family
engaged with

Forced marriage

One or both spouses do not or
cannot due to vulnerabilities
consent to marriage and duress is
involved

Travel abroad recently
Talking about getting married/
meeting men through family
connections
Upholding religious duties

Gangs and youth violence

Gangs where crime and violence
are a core part of their identity. It
can lead to increased anti-social
behaviour and youth offending

May have expensive items
Change in behaviour
Bruises/ cuts
Social activities change
Gang tattoos
Carrying weapons

Private fostering

Fostering arrangement without
consent of local authority

Moving to different homes
regularly
Not discussing family life
Abandonment characteristics

Female genital mutilation (FGM)

Partial or total removal of female
external genitalia or injury to
another part of the female genitalia
for non - medical reason

Spending a long time in the toilet
Uncomfortable sitting down
Long trips away from home

Gender based violence

Violence ( either physical or sexual)
towards women/ men

Withdrawn, nervous
Physical signs of abuse
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Appendix F CONTINUED...
Safeguarding Issue

Definition

Indicators

Radicalisation

Process by which a person comes
to support/ partake in terrorism
and extremism (also includes
– political/ animal rights and
ecological extremist). Extremisman
is ideology that is considered to
be far outside the acceptable
mainstream attitudes of society. –
include opposition to British values.

Long trips away from home
Talking about being wronged by a
state or political system/ changing
to a better life
Strong views about changing life
Talk of harming others in plight for
cause

Sexting

Exchange of self-generated
sexually explicit images through
mobile picture messages

Withdrawn
Boasting
Hiding mobile phones

Teenage relationship abuse

Abuse in a relationship – either
physical, sexual, emotional or
financial

Withdrawn
Constantly responding to
messages/ calls
Detect a control aspect
Physical signs of abuse

Trafficking and modern slavery

Encompasses slavery, human
trafficking, forced labour and
domestic servitude. Traffickers
and slave masters use whatever
means they have at their disposal
to coerce, deceive and force
individuals into a life of abuse,
servitude and inhumane treatment.

Talking about travelling abroad
Talking about someone else having
control over them
Moving homes regularly
Avoid eye contact and appear
frightened
No identification documents
Physical or emotional abuse.

Mental health

Absence of psychological
wellbeing and effective physical or
psychological functioning

Becoming more withdrawn
Changes in behaviour or personal
appearance
Less punctual than normal, less
interest
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Appendix G

Disclosure Recording Form
For office use only
Case No.

Learner Name

Location/Name of Site

DOB

Lifetime Staff Name

Date of Disclosure

Details of the concern

(Action) - For Safeguarding Team only
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