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Learn Plus Us is committed to ensuring all staff are committed to safeguarding and promoting the
welfare of learners. We are committed to ensuring that all learners are able to access premises and
facilities free from fear of harm and are protected from mistreatment and abuse.
In order to aid in this, Learn Plus Us has appointed the following:
Designated Safeguarding Lead - Jaquie Elsey-Manning - 07813 052 962
Safeguarding Officer - Marie O’Leary - 07973 715 620
All staff are required to demonstrate high standards in their management of risk and in the active
protection of children and vulnerable adults from discrimination and avoidable harm fulfilling their
duties for learners under 18 in accordance with;
•

‘Safeguarding Children and Safer Recruitment in Education (Dept for Children, Schools and
Families updated April 2012).
• Working together to safeguard children: A guide to inter-agency working to safeguard and
promote the welfare of children (Dept for Children, Schools and Families July 2018)
• The current safeguarding arrangements introduced in October 2009 continue to apply and
that Learn Plus Us statutory duties remain those as defined in Section 175 of the Education
Act 2002.
• Prevent Duty Guidance for England issued under section 29 of the counter terrorism and
security Act 2015
• Keeping Children Safe in Education (Dept. for Children, Schools and Families updated
September 2018)
Purpose
The protection of children and the safeguarding of vulnerable adults are concerned with preventing
emotional, physical or sexual abuse to learners whether that abuse is happening inside or outside
Learn Plus Us. This Policy sets out what the staff are committed to do with regards to safeguarding
children and vulnerable adults.
This procedure seeks to promote the welfare of children and vulnerable adults by making clear
the responsibility of staff and the responsibility of Learn Plus Us management. Scope
All staff at Learn Plus Us has a duty to comply with this Policy.
This Safeguarding and Promoting the Welfare of Children and Vulnerable Adults Policy covers:
•

Learners aged 16 and 17

•

Learners who are eighteen years of age and over, and who either permanently or temporarily
may be in the need of community care services by reasons of mental or other disability, age
or illness and who are unable to take care of themselves, or protect themselves against
significant harm or exploitation.

All learners in regard to prevent where there is concern in regard to people who are at risk of
being drawn into terrorist activity.

Safeguarding and Protection Procedures
Members of Staff and Disclosures of Abuse, Safeguarding, County Lines, Prevent Concerns
by Learners.
A learner may disclose abuse or fear of abuse including county lines or a safeguarding cause for
concern, to any member of staff at any time. When this happens, they must follow the procedure
set our below.
If a child/vulnerable adult learner says they have been abused or at risk due to a safeguarding
concern, report this as soon as possible, and within 24 hours to the designated member of staff
with responsibility for Safeguarding using the form attached in Appendix 3.
When a learner discloses abuse or a safeguarding cause for concern, talk to the learner with tact
and sympathy. The learner has a right to expect their situation to be dealt with sensitively and
sympathetically.
Where you have lost contact with a learner and they have not turned up for work for a continued
period of time and the employer has not been able to make contact either, then you have a
responsibility to report this to the Safeguarding Officer so they can investigate further.
Do not offer confidentiality. Make the child/vulnerable adult learner aware as early as possible
that you will need to contact the Safeguarding Officer. Reassure them that only those who “need
to know” will be given the information. For guidance on how to conduct the conversation with the
learner, please see Appendix 2.
Do not ask the learner to make a written statement.
Make a full written record as soon as possible, including date, time, location of incident, full
factual details of the cause for concern or disclosure from the learner and the action you have
taken (using Appendix 3) and inform the Safeguarding Officer.
A learner may disclose to you that another learner or other learners are being abused or that they
have been abusing someone. In both cases, The Safeguarding Procedure applies, and the form
attached as Appendix 3 must be in filled in as instructed on the form.

Suspected abuse or safeguarding concern not disclosed by learner
Learn Plus Us recognises that children, young people and vulnerable adults cannot be expected
to raise concerns in an environment where staff fail to do so.
If you have suspicions that a learner is being abused or is at risk due to a safeguarding issue but they
are keeping it to themselves, do not hesitate to disclose your suspicion to the Safeguarding Officer
using the form in Appendix 3.

The Safeguarding Officer and Disclosures of Abuse, Safeguarding, County Lines, Prevent
Cause for Concern
On receiving a completed form (Appendix 3) reporting alleged abuse or safeguarding cause for
concern, the Safeguarding Officer will decide, in consultation with the Director, whether to report
the matter to the Social Services Department, the Duty Social Worker or the Police. For learners
who are able to make choices and decisions, information must not be passed on to external
authorities unless the learner agrees or the safeguarding Officer is satisfied that there is a serious
risk of harm to self or others. Social Services or the Police will conduct an investigation.

The Safeguarding Officer will discuss with the Social Services Department or the Police what action
will be taken to inform the parents/guardian or carer of the learner and a note of that conversation will
be made, together with confirmation of any steps that Learn Plus Us has agreed to take regarding
interviews or retaining control until the appropriate person arrives.
A written record of the date and time of the report will be made, and the report will include the
name and position of the person to whom the matter is reported. The telephone report will be
confirmed in writing to the Local Authority Social Services Department within 48 hours. The
confirmation may be handwritten, posted or faxed but, in any event, a copy of the letter will be
kept on the learner’s file.

The Safeguarding Officer will notify the Director as soon as practicable and in any event within 48
hours of the initial concern arising.
Written Records - The Safeguarding Officer will complete a written report and retain a copy of:

•

The report.

•

Any notes memoranda or correspondence dealing with the matter Copies of reports, notes
etc should always be kept securely locked and kept for a period of 7 years.

Prevent
Prevent is 1 of the 4 elements of CONTEST, the government’s counter-terrorism strategy. It aims
to stop people becoming terrorists or supporting terrorism.
The Prevent Strategy:
•

Responds to the ideological challenge we face from terrorism and aspects of extremism, and
the threat we face from those who promote these views.

•

Provides practical help to prevent people from being drawn into terrorism and ensure they are
given appropriate advice and support.

•

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

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

The Home Office works with local authorities, a wide range of government departments, and
community organisations to deliver the Prevent Strategy. The police also play a significant role in
prevent, in much the same way as they do when taking a preventative approach to other crimes.

Learn Plus Us protects apprentices and employees from radicalising influences and follows the Home
Offices range of measures to challenge extremism in the UK, including:
•
•

Where necessary, preventing apologists for terrorism and extremism from travelling to this
Country.
Giving guidance to local authorities and institutions to understand the threat from extremism
and the statutory powers available to them to challenge extremist speakers.

•
•

•

Funding a specialist police unit which works to remove online content that breaches terrorist
legislation.
Supporting community-based campaigns and activity which effectively rebut terrorist and
extremist propaganda and offer alternative views to our most vulnerable target audiences – in
this context they work with a range of civil society organisations.
Supporting people who are at risk of being drawn into terrorist activity the Channel process,
which involves several agencies working together to give individuals access to services such
as health and education, specialist mentoring and diversionary activities.

Learn Plus Us is committed to supporting vulnerable learners through its safeguarding agenda in
order to prevent potential radicalisation.
Learn Plus Us has engaged positively with the Workshop to Raise Awareness of Prevent (WRAP) to
ensure the Safeguarding Officer have the skills and knowledge to refer any concerns appropriately.
Channel
Channel is the pre-criminal early prevention multi-agency process designed to safeguard vulnerable
people from being drawn into terrorist behaviour. Channel works in a similar way to existing
safeguarding referrals. Channel interventions are delivered by local partners and specialist agencies
and include a close individualised support package aligned to the family, mentoring, faith groups,
sports and other groups.
Learn Plus Us refers to Prevent and Channel using the safeguarding referral process.

Possible signs of radicalisation include:
•

The individual’s views becoming
increasingly extreme regarding another
section of society or government policy

•

•
•

The individual becomes increasingly
intolerant of more moderate views

•

The individual expresses a desire/intent
to take part in or support extremist
activity

•

They are observed downloading, viewing
or sharing extremist propaganda from the
web
They become withdrawn and focused on
one ideology
The individual may change their
appearance, their health may suffer
(including mental health) and they may
become isolated from family, friends,
peers or social groups

Suspicion, allegation or actual abuse or a safeguarding cause for concern of a
learner/child/vulnerable adult by a member of staff
Staff needed to be prudent about their own conduct and vigilant about the conduct of others, so that
their relationships with children and vulnerable adults remain, and are seen to remain, entirely proper
and professional. It is recognised that staff can be vulnerable to the possible consequences of their
close professional relationships with children and vulnerable adults and to the potential for malicious

and misplaced allegations being made, whether deliberately or innocently, arising from the normal
and proper associations that staff may have with them.
All staff should be aware of their duty to raise concerns, where they exist, about the unsafe practice of
colleagues in regard to children and young people and vulnerable adults.
Any allegation or suspicion of abuse or a safeguarding concern by a member of staff must be
reported to the Safeguarding Officer, as soon as possible by the Safeguarding Officer, within 2 hours
of receiving the written report using Appendix 3 from a member of staff.
If the allegation meets any of the criteria of “Safeguarding Children and Safer Recruitment in
Education” 2010, the Safeguarding Officer shall report it to the Local Authority Designated Officer(s)
(Head of Targeted Services) on the same day.
If the allegation concerns a vulnerable adult learner the Safeguarding Officer must report the matter to
the Police or local Social Services Department Safeguarding Adults Coordinator where the vulnerable
adult is considered to be suffering or is likely to be suffering significant harm.
It is not necessary to make a referral to Social Services where an allegation can be shown beyond
doubt to be demonstrably false. It is also not necessary to make a referral to Social Services where
the allegation is judged to be a trivial nature.
In any case the Safeguarding Officer must take such steps that he or she considers necessary to
ensure the safety of the learner who has made the allegation and other vulnerable adult or child or
learner who might be at risk. They must follow their own Disciplinary Procedures. These steps may
include:
Staff Suspension
Suspension is deemed a natural act - safeguarding both the child/vulnerable adult making the
allegation and the member of staff
Suspension is recommended in the following circumstances:
a) A person should be risk
b) The allegation is so serious that summary dismissal for gross misconduct is possible.
c) It is necessary to allow unimpeded investigation.
Alternatives to Suspension
•
•
•
•

Leave of absence (paid)
Allocating different duties without contact with the child or vulnerable adult.
Providing a colleague to be present during all the contact time.
Allocating administrative duties only.

At an early stage, staff subject to an allegation should be advised to seek advice and should support
from their professional association or trade union. The matter should remain confidential and
information should be disclosed on a need to know basis only.
Suspected Abuse, Safeguarding or Prevent Concern
A member of Staff may make an allegation of suspected abuse or a safeguarding cause for concern
of a learner by another member of staff even if the learner does not disclose this abuse. The member
of staff who suspects the abuse or safeguarding cause for concern should complete the form in

Appendix 3 and discuss their suspicions with the Safeguarding Officer who will, if appropriate, report
the suspicion to the Director.
The Director will decide how the matter is to be investigated and what is the most appropriate action
to be taken during the period of investigation.
Managing the aftermath of unfounded and unsubstantiated allegations
Where it is subsequently found that an allegation was made with malice and aforethought, the
Director will determine an appropriate course of action according to their centre’s procedures. This
may include disciplinary action against the accuser, acceptance of a written apology subject to
agreement about future behaviour or other such sanctions the Director may deem appropriate.
Despite the distress caused, children/vulnerable adults who make false allegations may still be
entitled to continue to receive full access to the programme. The circumstances of each case will be
reviewed on an individual basis.
Where remaining in the same organisation as the falsely accused member of staff or the
child/vulnerable adult, consideration should be given to the child/vulnerable adult studying elsewhere.
Permanent exclusion should be considered only as a last resort.
The Director will make sure that members of staff, who have been subject to false or unsubstantiated
allegations, receive either personal or professional support or both.
If the investigations have revealed any competency issues then, following disciplinary or capability
procedures, support mechanisms or other professional support may be offered e.g. training, in line
with the Centre’s procedures and processes.
Role and Responsibilities
The Safeguarding Officer will:
Ensure the Centre meets its statutory duties within the:
•
•
•

•

“Safeguarding Children and Safer Recruitment in Education” (Dept for Children, Schools and
Families 2012).
Working together to safeguard children: A guide to inter-agency working to safeguard and
promote the welfare of children’ ((Dept for Children, Schools and Families July 2018).
The current safeguarding arrangements introduced in October 2009 continue to apply and
that Learn Plus Us statutory duties remain those as defined in Section 175 of the education
Act 2002.
Prevent Duty Guidance for England issued under section 29 of the Counter terrorism and
security Act 2015.

Also, the national Framework of Standards for Safeguarding Adult by:
•

•
•

Providing professional advice, support and guidance to staff regarding any suspicion of
abuse, if a young person or vulnerable adult makes a disclosure or in relation to the possible
abuse of trust.
Provide professional advice, support and guidance to regarding causes for concern other than
abuse with regards to children and vulnerable adults.
Gathering statements and information regarding child and vulnerable adult safeguarding
issues and ensure that records are kept safely and securely.

•
•

•
•
•
•

•

Making decisions, in consultation with the Director, regarding appropriate action.
Sharing information and making referrals with Children’s Social Care or the safeguarding
Vulnerable Adult Coordinator at Social Services, where appropriate, to support child
protection enquiries and children in need assessments as well as safeguarding vulnerable
adult learner enquiries.
Monitoring learners after a referral is made and ensuring that the Centre is adhering to any
work agreed with Social Services or other agencies.
Producing an annual report, that reviews how the duties have been discharged.
Liaising with the local Safeguarding Children Boards and the London Safeguarding Board.
Ensuring that everyone with substantial access to children and vulnerable adults will have
training on indicators of abuse, good practice, practices never to be sanctioned and any
changes in legislation.
Undertaking annual training on Safeguarding

The Role and Responsibilities of staff
A member of staff will:
Accept and recognise their responsibilities in relation to good practice and the reporting of suspected
poor practice and allegations or concerns about abuse.
Report issues of concern with learner’s behaviour and attention. Complete the “Safeguarding
Monitoring Form and give to the Safeguarding Lead Officer for recording and
consideration/monitoring. Issues which need to be reported are as follows:
-

-

-

Learners non-attendance at the centre and work placement. This will include when contact on
all contact numbers including emergency contacts leads to no contact being made via
telephone, email and at their workplace.
Change of behaviour: change in appearance, change in attitude/mood, not attending when
they are a regular attender with no reason given, learner commenting and sharing information
of concern where they may be getting themselves into dangerous situations, alcohol/drugs
abuse, criminal behaviour, etc.
Be ready and receptive to learners who wish to make a disclosure of abuse and to comply
with this procedure.
Disclose to the Safeguarding Officer all relevant information.
Provide clearly written statements of the concern or disclosure on the same day to the
Director.
Attend meeting as required.
Undertake training on Safeguarding as part of induction and as required for updating.
All Tutors need to ensure that they discuss with learners the procedures for safeguarding. All
inductions of courses include information on who the Safeguarding Lead officers are and how
to contact them and discusses who they need to talk to.

Staff Induction and Training
All staff undertake a staff induction where they undertake safeguarding training and read the policies
of Learn Plus us. The staff will also have an induction with the Safeguarding Lead officer to discuss
the procedures and to be able to ask questions and ensure that they understand their responsibilities
fully

All staff need to be willing to undertake training on safeguarding and prevent duty and need to take
responsibility of keeping themselves up to date and be aware of the safeguarding policies and
channels to take to deal with situations confidentially when they arise. Training will be undertaken and
updated regularly (at least annually and when changes and developments in government and local
policy occur).
Confidentiality
The child or vulnerable adult should be informed at the earliest possible stage of the disclosure and
that the information will be passed on. Staff must not discuss the case with anyone other than those
involved in the case.
Learn Plus Us complies with the requirements of the Data Protection Act 2018, which allows for
disclosure of personal data where this is necessary to protect the vital interests of a child or
vulnerable adult. However Learn Plus Us also is mindful of the requirements of GDPR and ensures
that the information is shared with consent from learners and that the confidential information is
stored securely and with limited access only by those who need to know. Arrangements have been
made by Learn Plus US to ensure that the records are stored in locked storage cabinets and that only
relevant information is kept.
Review and Monitoring of the Policy and Procedures
The delivery of the Safeguarding Policy will be monitored through lesson observations.
The outcome of learner questions will be reported to the Lead Safeguarding Officer.
The Safeguarding Officer will review and monitor the policy and procedures on annual basis and will
recommend and implement approved changes where necessary.
Where an applicant has disclosed information (e.g. a particular physical condition) or (information has
otherwise been disclosed to the Centre) which reasonably indicates that they may be vulnerable to
particular risks to their or others’ health or safety in the context of Centre activities, the Director or
their representative will conduct a risk assessment in accordance with this policy, using the Learner
Risk Assessment Form.
Staff who feel that current learners may require an Individual Risk Assessment should contact their
Director.
E-Safety
The internet is an important education tool, but also carries risks associated with unwanted contact
and bullying, inappropriate content commercial exploitation and radicalisation toward extremism and
terrorism.
Learn Plus Us safeguarding responsibilities extend to the world wide web so that we can maximise
the opportunities of digital technology and help young people and vulnerable adults to use the internet
safely and responsibly.
Learn Plus Us e-Safety processes are consistent with best practice. There is a focus on raising
awareness and understanding of e-Safety issues against learner via the safeguarding team and the
curriculum. This will include the availability of e-Safety resources for learners as well as improving
safe access at Learn Plus Us.

In Learn Plus Us we monitor the use of E-Systems strictly and have controls set on computers so that
there are restrictions to the types of sites clients are able to access. Computer histories are checked
weekly and staff make regular checks of the websites accessed during the learners’ time at the
Centre. If a learner is found accessing a site which is of concern this will be reported to the
Safeguarding Team
Safeguarding Policy guidelines for learners on funded by prime contractors
When a concern is highlighted regarding a learner funded by a prime contractor the Tutor/Learning
Support Mentor is required to complete the Safeguarding monitoring form and pass to the
Safeguarding Lead officer who will refer the case to the relevant prime contractor. The contact details
of who to contact are held in the Safeguarding folder and are displayed on the display board in the
Staff Office.
Risk Assessments
Risk Assessments are completed on learners when a learner is registered on to a programme and it
is identified that there may be valuable to risks to their or others health and safety. Risk Assessments
are the responsibility of the Centre Manager and need to be reviewed regularly with the learner and
the employer (if the learner is on work placement). The risk assessment will be stored in the learner
file and will be discussed periodically (every 6 weeks) to ensure that it is updated and monitored as
the learner goes through the programme. If the staff believe that a learner may need an individual risk
assessment, they should contact the Centre Manger.
Lone Working Policy
At Learn Plus Us the safety of the staff and learners is paramount. All staff are required to adhere to
the Lone Working Policy which includes guidance on updating the diaries, keeping telephones on and
monitoring via “Friend Locator” on the telephone.
Corona Virus Policy
At Learn Plus Us the health and wellbeing of staff and learners is of the utmost importance. The staff
are required to ensure that they follow the government advice and take preventative steps to protect
themselves and others. We urge our staff, learners, and other stakeholders to follow the guidance set
out in Appendix 5.
Contact and Monitoring of Young People (aged 16 to 18)
At Learn Plus US the health and wellbeing of our learners is paramount and the contact and
monitoring of Young people whilst on programme is of the utmost importance. The Tutors are
required to ensure that they have contact with the Young People on a weekly basis and that they
ensure that the support network for the young people is in place and is working to safeguard their
welfare. Also, it is the responsibility of the Tutors and the Safeguarding Team to report and follow up
on any concerns to ensure that appropriate action is taken. Please see Appendix 6 for the full
process.

Appendix 1
DEFINITIONS OF ABUSE AND SAFEGUARDING ISSUES
Physical abuse is usually the use of force to cause pain and injury and signs might include burns,
bruising, scratches, or accidents that cannot be explained. Also included is misuse of medication or
when a parent or carer fabricates the symptoms of, or deliberately induces illness in a child or
vulnerable adult.
Emotional Abuse is the persistent emotional ill treatment such as to cause severe and persistent
adverse effects on emotional development. Some of the signs of emotional abuse are:
-

Being withdrawn
Suddenly behaving differently
Anxiety
Clingy or depressed
Aggressive
Problems sleeping, nightmares
Eating disorders, changes in eating habits
Obsessive behaviour
Taking risks
Poor attendance
Drug/alcohol abuse
Self-harm/ thoughts of suicide

Psychological Abuse: such as threats of harm or abandonment, humiliation, blaming or controlling
behaviour, verbal insults, enforced isolation, intimidation and coercion. Some of the signs of
emotional abuse are:
-

Being withdrawn
Suddenly behaving differently
Anxiety
Clingy or depressed
Aggressive
Problems sleeping, nightmares
Eating disorders, changes in eating habits
Obsessive behaviour
Taking risks
Poor attendance
Drug/alcohol abuse
Self-harm/ thoughts of suicide

Discriminatory Abuse: this includes any sort of abuse based on vulnerable adults or child’s race,
gender or impairment such as their mental or physical health. Obsessive behaviour
Sexual Abuse includes rapes and sexual assaults to which the vulnerable adult or child/vulnerable
adult has not consented, or could not consent, or was pressurised into. Signs can include changes in
behaviour, using sexual language or physical discomfort. It may also include encouraging children
and vulnerable adults to behave in sexually inappropriate ways.

Neglect and Acts of Omission are when a vulnerable adult or child does not have their basic needs
me, such as adequate food or warmth or help with personal hygiene. It may also include inadequate
shelter including exclusion from home or abandonment, failure to ensure adequate supervision
including the use of inadequate carers, or the failure to ensure access to appropriate medical care or
treatment. Signs might include deteriorating health, appearance or mood.
Institutional Abuse: this is poor professional practice in an institution designed to safeguard both
children and adults, including neglect, and can take the form of isolated incidents rights through to ill
treatment or gross misconduct.
Financial or Material Abuse: this is when a child/vulnerable adult is exploited for financial gain. It
includes theft, fraud, exploitation, misuse or misappropriation of property/finance etc.
Radicalisation, Extremism and Terrorism: In respect of safeguarding individuals from
radicalisation, Learn Plus Us works to the Prevent element of the Government’s Counter Terrorism
Strategy, and where deemed appropriate seeks external support for learners through referrals to the
Channel Programme. This programme aims to work with the individual to address their specific
vulnerabilities, prevent them from becoming further radicalised and possibly entering the criminal
justice system because of their actions. It is recognised that radicalisation can occur to an individual
from any section of society and is not particular to any racial, ethnic or social group. It is further
recognised that in many instances the process of radicalisation is essentially one of grooming by
others.
Extremism: The Government has defined extremism in the Prevent strategy as; 2 vocal or active
opposition to fundamental British values, including democracy, the rule of law, individual liberty and
mutual respect and tolerance of different faiths and beliefs. We also include in our definition of
extremism calls for the death of members of the armed forces”.
There are signs and indicators to look out for which may be signs of radicalisation and the other types
of abuse:
-

Becoming increasingly argumentative
Refusing to listen to different points of view
Unwilling to engage with children who are different
Embracing conspiracy theories
Feeling persecuted
Changing friends and appearance
Distancing themselves from old friends
No longer doing things they used to enjoy
Converting to a new religion
Being secretaries and reluctant to discuss their whereabouts
Sympathetic to extremist ideologies and groups
Changing online identity
Having more than one online identity
Spending a lot of time online or on the phone
Joining or trying an extremist organisation

Child criminal exploitation: county lines
Criminal exploitation of children is a geographically widespread form of harm that is a typical feature
of county lines criminal activity: drug networks or gangs groom and exploit children and young people
to carry drugs and money from urban areas to suburban and rural areas, market and seaside towns.

Key to identifying potential involvement in county lines are missing episode, when the victim may
have been trafficked or the purpose of transporting drugs and a referral to the National Referral
Mechanism[1] should be considered. Like other forms of abuse and exploitation, county lines
exploitation:
▪
▪
▪
▪
▪
▪

can affect any child or young person (male or female) under the age of 18 years
can affect any vulnerable adult over the age of 18 years
can still be exploitation even if the activity appears consensual
can involve force and/or enticement-based methods of compliance and is often accompanied by
violence or threats of violence
can be perpetrated by individuals or groups, males or females, and young people or adults; and
is typified by some form of power imbalance in favour of those perpetrating the exploitation. Whilst
age may the most obvious, this power imbalance can also be due to a range of other factors
including gender, cognitive ability, physical strength, status, and access to economic or other
resources.

Domestic Violence: The suffering of domestic violence or an individual being subject to observing
someone else being abused is also of concern. In this situation the individual may be displaying
physical signs of abuse, aggressive behaviour, anti-social behaviour, suffering depression or anxiety,
not doing well due to lack of concentration and disruption moving to and from home and shelter. It
maybe that the individual displays changes in behaviour from what is the norm for them.
This could include:
-

Being withdrawn
Suddenly behaving differently
Anxiety
Clingy or depressed
Aggressive
Problems sleeping, nightmares
Eating disorders, changes in eating habits
Obsessive behaviour
Taking risks
Poor attendance
Drug/alcohol abuse
Self-harm/ thoughts of suicide

Other Safeguarding issues may also be recognised in the specific circumstances identified
below:
This is not an exhaustive list.
•
•
•
•
•
•
•

[1]

Child pornography and the Internet.
Forced marriage of a child.
Young carers.
Looked after children and children living away from home.
Pregnancy of a child.
Self-harming and suicidal behaviour.
Radicalisation and extremism

National crime agency human-trafficking

Appendix 2
GUIDELINES FOR STAFF ON DEALING WITH DISCLOSURES OF ABUSE OR ABUSE OF
TRUST
Do
Be ready to listen to what the person is saying. Reassure the person; acknowledge that they
may have been brave to tell you.
Make sure the person is comfortable in a secure environment where they cannot be
overheard or interrupted.
Take what they say seriously.
Offer practical help i.e. a glass of water or tissues.
Remind the child, young person or vulnerable adult that you have a duty to follow procedure
in order to safeguard and support them and that you will inform the Safeguarding Officer.
Reassure them that only those who “need to know” will be privy to the information.
Tell them what the next steps will be after you have spoken to the Safeguarding Officer.
Refer the matter to the Safeguarding Officer.
Safeguarding Officer immediately.
Confirm the details of the disclosure in writing as soon as possible, as accurately as possible
and ensure that the time, place and date are noted and that the account is signed.
Avoid any delay in reporting the cause for concern or disclosure to the Safeguarding Officer
as this could increase the risk to the learner and to other family members or other learners.
Where abuse is suspected but not disclosed by the learner, the member of staff should report
their concerns to the Safeguarding Officer.
Don’t
•
•

Do not offer confidentiality or to keep what you are being told secret.
Don’t appear to be shocked or upset by what the child, young person or vulnerable adult is
telling you, even if what they are saying is distressing.

•
•

Don’t touch the person to comfort or reassure them.
Don’t question the persona about the alleged abuse, beyond the minimum necessary to
understand what is being alleged.

•
•

Don’t give false reassurances in order to comfort the person.
Don’t take the person back home

Appendix 3 – External Support Contacts

Barking and Dagenham
Town Hall, 1 Town Square, Barking, IG11 7LU
Tel: 0208 227 3578
web: http://www.bardag-lscb.co.uk/
LSCB Independent Chair: Ian Winter, ian.winter@lbbd.gov.uk
LSCB Business Manager: Elizabeth Winnett, elizabeth.winnett@lbbd.gov.uk
LSCB Training Coordinator: Jemma Paprota, jemma.paprota@lbbd.gov.uk

Barnet
Safeguarding Division, Building 2, North London Business Park, Oakleigh Road South, London, N11 1NP
Tel: 020 83594049
web: http://www.barnetscb.org/
LSCB Independent Chair: Fiona.bateman@barnet.gov.uk
LSCB Business Manager, Joanna Georgiades, joanna.georgiades@barnet.gov.uk
LSCB Administrator: Terri Graham, terri.graham@barnet.gov.uk

Bexley
Civic Centre, 2 Watling Street, Kent DA6 7AT
Tel: 020 3045 4320, bscb@Bexley.gov.uk
Practice Review and Learning Manager: Amanda Gillard, Amanda.gillard@bexley.gov.uk
Programme Manager: Tim Woodings, tim.woodings@bexley.gov.uk
Co-ordinator: Natasha Pavey, natasha.pavey@bexley.gov.uk
Training and Business Support Officer, Jessica Barlow, Jessica.barlow@bexley.gov.uk

Brent
Brent Civic Centre, Engineers Way, Wembly HA9 0FL
email: brent.lscb@brent.gov.uk web:
http://www.brentlscb.org.uk/
LSCB Independent Chair: Mike Howard, mike.howard@brent.gov.uk
Brent Strategic Partnerships Lead: Wendy Proctor, wendy.proctor@brent.gov.uk
Brent Strategic Partnership Learning and Development Coordinator: Janine Georgias,
janine.georgias@brent.gov.uk

Bromley
Social Services, Bromley Civic Centre, Stockwell Close, Bromley, BR1 3UH
Tel: 0208 461 7816
web: http://www.bromleysafeguarding.org/
LSCB Independent Chair: Jim Gamble, bscb@bromley.gov.uk
LSCB Business Manager (job share) : Kerry Davies, kerry.davies@bromley.gov.uk and Joanna
Gambhir, joanna.gambhir@bromley.gov.uk
LSCB Administrator: Hazel Blackman,hazel.blackman@bromley.gov.uk

Camden
c/o Supporting People, London Borough of Camden, 5 Pancras Square, London N1C 4AG tel:
0207 974 6658
Web: https://cscb-new.co.uk/
Secure Email: CSCB@camden.gov.uk.cjsm.net
LSCB Chair: Dominic Clout, Dominic.Clout@camden.gov.uk
LSCB Development Officer: Jerrie Andrews, jerrie.andrews@camden.gov.uk Business
Manager: Dinishia Mitford, dinishia.mitford@camden.gov.uk

Croydon
Croydon Safeguarding Children Board (CSCB) tel:
0208 604 7275 web: http://croydonlscb.org.uk
email:
SafeguardingChildrenBoard@croydon.gov.uk
LSCB Chair: Di Smith, di.smith@croydon.gov.uk
LSCB Board Manager: Maureen Floyd, Maureen.Floyd@croydon.gov.uk
LSCB SPOC and Business Coordinator: Lauren East, lauren.east@croydon.gov.uk
Learning & Development Co-ordinator: Anita McGrath, Anita.McGrath@croydon.gov.uk
LSCB Administrator: Nia Lewis, nia.lewis@croydon.gov.uk

Ealing
Perceval House 14-16 Uxbridge Road, Ealing W5 2HL tel:
020 8825 5000 (switchboard)
web: http://www.ealing.gov.uk/info/200017/children_and_families/169/child_protection_and_safeguar
ding/5
LSCB Chair: Sheila Lock, LockS@ealing.gov.uk
LSCB Co-ordinator: Stephen Bourne, BourneS@ealing.gov.uk

Enfield
Enfield Safeguarding Children Board, Civic Centre, Silver Street, Enfield EN1 3XA tel:
020 8379 2767
LSCB Independent Chair: Geraldine Gavin, geraldine.gavin@enfield.gov.uk
LSCB Administrator : local.safeguarding.children.board@enfield.gov.uk
LSCB Team Manager: Bharat Ayer, bharat.ayer@enfield.gov.uk
Head of Safeguarding (adults): Sharon Burgess, Sharon.burgess@enfield.gov.uk Web:
http://www.enfieldlscb.org/

Greenwich
Greenwich Safeguarding Children Board, First Floor, The Woolwich Centre, 35 Wellington Street, London
SE18 6HQ tel:
0208 921 4477
email: safeguardingboard@royalgreenwich.gov.uk or safeguardingtraining@royalgreenwich.gov.uk
web: http://www.greenwichsafeguardingchildren.org.uk LSCB Independent Chair: Nicky Pace,
nickyjpace@gmail.com
LSCB Manager: Grace Fagan, grace.fagan@lewisham.gov.uk
LSCB Learning and Improvement Co-ordinator: Sarah Ingram, sarah.ingram@royalgreenwich.gov.uk
LSCB Training Administrator: Wendy Sweet, wendy.sweet@royalgreenwich.gov.uk
LSCB Administrator: Karen Garratty, mailto:karen.garratty@royalgreenwich.gov.uk

Hackney & City of London
Hackney Service Centre, 1 Hillman Street, Hackney E8 1DY tel:
020 8356 4183
web: http://www.chscb.org.uk/
LSCB Independent Chair: Jim Gamble, Jim@ineqe.com
Senior Professional Advisor to LSCB: Rory McCallum, rory.mccallum@hackney.gov.uk
Board Manager: Vacant
Business and Performance Manager: Sandra Reid: sandra.reid@hackney.gov.uk
Child Death Overview Panel Co-ordinator: Yeba Forbang, yeba.forbang@hackney.gov.uk
Safeguarding Training Co-ordinator: chscb@hackney.gov.uk
Community Partnership Advisor: Vacant
LSCB Coordinator: chscb@hackney.gov.uk

Haringey
2nd Floor, River Park House, Wood Green, London N22 8HQ
tel: 0208 489 1470/3145 http://www.haringeylscb.org/
LSCB Independent Chair: David Archibald, david.archibald@haringey.gov.uk
Strategic Safeguarding Partnership Manager, Fatmir Deda, fatmir.deda@haringey.gov.uk
LSCB Executive Officer, Eliese Gray, eliese.gray@haringey.gov.uk
LSCB Training Coordinator: Emma Bond, emma.bond@haringey.gov.uk

Harrow
Civic Centre 1, Station Road, Harrow, Middlesex HA1 2UL
tel: 020 8424 1147 LSCB Chair: Chris Miller
LSCB Manager: Coral McGookin, coral.mcgookin@harrow.gov.uk
LSCB Learning & Development Officer: Vacant
LSCB Support Officer: Ruth Curry, Ruth.Curry@harrow.gov.uk

Havering
The Town Hall, Main Road, Romford RM1 3BD
tel: 01708 433614
LSCB Independent Chair: Brian Boxall, brian.boxall@havering.gov.uk
LSCB Manager: Martin Wallace, martin.wallace@havering.gov.uk
LSCB Partnership and Learning Manager: Paul McCarthy, paul.mccarthy@havering.gov.uk
Child Protection Manager: Lynn Adams, Lynne.adams@havering.gov.uk
LSCB Administrator: Maria Laver, maria.laver@havering.gov.uk

Hillingdon
Civic Centre, High Street, Uxbridge UB8 1UW tel:
01895 556633
LSCB Independent Chair: Steve Ashley, sashley@hillingon.gov.uk
LSCB Development Officer: Andrea Nixon, anixon@hillingdon.gov.uk
LSCB Head of Safeguarding and Quality Assurance, hhenderson@hillingdon.gov.uk
LSCB Administrator: Mrs Julie Gosling, JGosling@hillingdon.gov.uk
Interim Service Manager, Safeguarding Children and QA: Ian Aubry, iaubrey@hillingdon.gov.uk

Hounslow
Children and Families, 7 Bath Road, Hounslow TW3 3EB
tel: 020 8583 3066
LSCB Independent Chair: Hannah Miller, Hannah.miller50@btinternet.com
LSCB Development Officer: Janet Johnson, janet.johnson@hounslow.gov.uk
LSCB Manager: Joanna Leader, Joanna.leader@hounslow.gov.uk
Head of Safeguarding and Quality Assurance: Lara W00d, lara.wood@hounslow.gov.uk

Islington
3 Elwood Street, N5 1EB tel:
020 7527 4209
LSCB Independent Chair: Alan Caton, alancaton@btinternet.com
LSCB Manager: Wynand McDonald, wynand.mcdonald@islington.gov.uk
LSCB Co-ordinator: Maria Gilby, maria.gilby@islington.gov.uk

Kingston Upon Thames
Learning and Children’s Services, Guildhall 2, Kingston upon Thames, KT1 1EU tel:
0208 831 6323
Web: https://kingstonandrichmondlscb.org.uk/
LSCB Independent Chair: Chris Robson, chrisrobson@kingrichlscb.org.uk
LSCB Coordinator: Tracey Welding, tracey.welding@kingrichlscb.org.uk
LSCB Professional Advisor: Elisabeth Major, elisabeth.major@kingrichlscb.org.uk
LSCB Business Support Officer: Sian Davies, lscb-support@kingrichlscb.org.uk

Lambeth
Lambeth Civic Centre, 6 Brixton Hill, Brixton, London SW2 1EG
tel: 020 7926 4759 web: http://www.lambethscb.org.uk/
email: LambethSCB@lambeth.gov.uk
LSCB Independent Chair: Dr Mark Peel, lambethSCB@lambeth.gov.uk
LSCB Business Manager: Vacant, lambethSCB@lambeth.gov.uk
LSCB Administrator: Danielle Richardson, Drichardson@lambeth.gov.uk
SPOCS for Child Deaths: Annis Waterman, awaterman@lambeth.gcsx.gov.uk and
Bernadette Quinn, bquinn@lambeth.gcsx.gov.uk

Lewisham
Child Development Centre, 3rd Floor, Laurence House, Catford, SE6 4RU tel:
0208 314 3396)
web: https://www.safeguardinglewisham.org.uk/lscb email:
SafeguardingBoard@lewisham.gov.uk
LSCB Independent Chair: Nicky Pace, nickyjpace@gmail.com
LSCB Board Manager: Grace Fagan, grace.fagan@lewisham.gov.uk
LSCB Development Officer: Nikki Thorpe, nikki.thorpe@lewisham.gov.uk
LSCB Administrator: Eileen Bezuidenhout,eileen.bezuidenhout@lewisham.gov.uk

Merton
9th Floor, Merton Civic Centre, London Road, Morden SM4 5DX
tel: 0208 545 4866 email: mertonlscb@merton.gov.uk web:
www.merton.gov.uk/community/lscb
LSCB Independent Chair: Keith Makin, mscbchair@merton.gov.uk
Board Manager: Paul Bailey, Paul.Bailey@merton.gov.uk
LSCB Administrator: Sheena MacLean, sheena.maclean@merton.gov.uk

Newham
1st Floor, East Wing, Newham Dock Side, 1000 Dockside Road, London E16 2QU tel:
020 3373 1356, Int: 31356
Web: www.newham.gov.uk/nlscb
LSCB Interim Independent Chair: Fran Pearson, pearson.fran@googlemail.com
LSCB Business Manager: Natalie Newton, natalie.newton@newham.gov.uk
LSCB Trainer: Nohora Castro Tamara, nohora.castrotamara@newham.gov.uk
LSCB Triage: Teresa Hills, teresa.hills@newham.gov.uk
Quality Assurance Manager: Filiz Osman, filiz.osman@newham.gov.uk
LSCB Administrator: Tracy Armstrong, Tracy.Armstrong@newham.gov.uk

Redbridge
4th Floor, Lynton House, 255-259, Ilford, Essex IG1 1NN tel:
020 8708 5282
LSCB Independent Chair: John Goldup, john.goldup@redbridge.gov.uk
LSCB Business Manager: Lesley Perry, lesley.perry@redbridge.gov.uk
LSCB Quality Assurance Manager: Vacant
LSCB Training Manager: Amanda Jones, amanda.jones@redbridge.gov.uk
LSCB Senior Administrative Officer: Andrew Reed, andrew.reed@redbridge.gov.uk

Richmond Upon Thames
42 York Street, Twickenham TW1 3BW
tel: 0208 831 6323
Web: https://kingstonandrichmondlscb.org.uk/
LSCB Independent Chair: Chris Robson, chrisrobson@kingrichlscb.org.uk
LSCB Coordinator: Ellie Boorer, ellie.boorer@kingrichlscb.org.uk
LSCB Professional Advisor: Elisabeth Major, elisabeth.major@kingrichlscb.org.uk
LSCB Business Support Officer: Sian Davies, lscb-support@kingrichlscb.org.uk

Southwark
Southwark Council, Southwark Safeguarding Children Board, PO Box 64529, London, SE1 2TZ
tel: 0207 525 3306 web: www.southwark.gov.uk/safeguardingchildren
SSCB Interim Chair: David Quirke-Thornton
SSCB Manager: Hannah Edwards, hannah.edwards@southwark.gov.uk
SSCB Interim Administrator: Hazel Guha, sscb@southwark.gov.uk

Sutton
London Borough of Sutton, Sutton Civic Officees, ST Nicholas Way, Sutton SM1 1EA
web: www.suttonlscb.org.uk tel: 0208 770 4879
LSCB Independent Chair: Christine Davies CBE
LSCB Business and Children’s Learning and Development Manager: Camilla
Webster, camilla.webster@sutton.gov.uk
LSCB Business and QA Officer: Naomi Dawson, suttonlscb@sutton.gov.uk

Tower Hamlets
Town Hall, Mulberry Place, 5 Clove Crescent, London E14 2BG Tel:
020 7364 2063/4955
web: http://www.LSCB-towerhamlets.co.uk/
LSCB Chair: Stephen Ashley, stephen.ashley@towerhamlets.gov.uk
LSCB Business Manager: Monawara Bakht,monawara.bakht@towerhamlets.gov.uk;
LSCB Coordinator: Victoria Hiney, victoria.hiney@towerhamlets.gov.uk

Waltham Forest
Walthamstow Town Hall, Forest Road, London E17 4JF tel:
020 8496 3231
web: www.walthamforest.gov.uk/strategicpartnerships
LSCB Independent Chair: David Peplow
LSCB Head of Strategic Partnerships: Suzanne Elwick, suzanne.elwick@walthamforest.gov.uk
LSCB Coordinator: Zahra Jones, Zahra.jones@walthamforest.gov.uk
LSCB Administrator: Nicole Sterling, mailto:strategicpartnerships@walthamforest.gov.uk

Wandsworth
2nd Floor, Executive Suite, Town Hall Extention, Wandsworth High Street, SW18 2PU
tel: 020 8871 8610 / 7401 email: wscb@wandsworth.gov.uk; web:
www.wscb.org.uk/
LSCB Chair: Nicky Pace, wscb@wandsworth.gov.uk
LSCB Interim Business Manager: Kaied Ghiyatha, Kaied.Ghiyatha@richmondandwandsworth.gov.uk
LSCB Head of Services, Safeguarding Standards: Ruth
Lacey, Ruth.Lacey@richmondandwandsworth.gov.uk
LSCB Administrator: Francesca Husbands, Francesca.Husbands@richmondandwandsworth.gov.uk

LSCB for Hammersmith & Fulham, Kensington & Chelsea, Westminster
First Floor, Kensington Town Hall, Hornton Street, London W8 7NX tel:
07739 315 388
LSCB Independent Chair: Jenny Pearce, jennifer.pearce@rbkc.gov.uk
LSCB Interim Business Manager: Emma Biskupski, Emma.biskupski@rbkc.gov.uk
LSCB Multi-Agency Trainer: Laura Beard, laura.beard@rbkc.gov.uk
LSCB Business Support Officer: Victoria Harris, victoria.harris@rbkc.gov.uk

Appendix 4

SAFEGUARDING MONITORING FORM
This is the form to complete if you have a welfare concern regarding a learner which
may develop into a Safeguarding issue¹.
Details of Person of concern
Surname
Forenames
Current Address

Post Code

Mobile:
Email

Category of
Concern

□
□
□
□

Financial
□ Direct Physical Abuse
□ Neglect
Housing
□ Direct Emotional Abuse □ Psychological Abuse
Domestic Violence
□ Direct Sexual Abuse
□ Prevent referral
Other __________________________________
(radicalization, extremism,
terrorism concern)

Overview of
Concern

Notes for completion: Please ensure that when you write the description of the
concern. Please add details as to what has happened, including details such as dates
and times, examples of indicators and signs which have be displayed in their
behaviour and what you believe or have witnessed happening to cause the concern.

Information
regarding the
concern. Please
provide as
much
information as
possible

Continuation of
additional
information of
concern

Form
completed by:

Name

Date

Review and
Decision
Section

Signature
Section

Name
Signature

Date

Appendix 5
CORONA VIRUS POLICY
Overview:
This policy is designed to provide you with important information about the Coronavirus outbreak and
what we are doing to support our staff and students. Please continue to take time to read the
information and ask questions if you have any concerns.
Symptoms:
The main symptoms of Coronavirus (Covid-19) (Coronavirus Symptoms) are:
• a new, continuous cough
• a high temperature
• shortage of breath
But, these symptoms do not necessarily mean you have the illness. The Coronavirus Symptoms are
similar to other illnesses that are much more common, such as cold and flu.
Current guidance indicates that among those who become infected, some will exhibit no symptoms.
Of those who do develop an illness, the majority will have a mild to moderate illness similar to
seasonal flu.
A minority will develop complications severe enough to require hospital care, most often pneumonia
and in a small number of these the illness may be severe enough to lead to death.
Preventative steps and hygiene:
We are taking all reasonable steps to protect your health and safety. We require all staff to follow
these simple steps to help stop the spread of germs like Coronavirus.
Do:
• Cover your mouth and nose with a tissue or your sleeve (not your hands) when you cough or
sneeze
• Put used tissues in the bin straight away
• Thoroughly wash your hands with soap and water for at least 20 seconds – only use hand sanitiser
gel if soap and water are not available
• Always wash your hands when you get home or into work
• Clean and disinfect frequently touched objects and surfaces
• Try to avoid close contact with people who are unwell Don’t:
• Touch your eyes, nose or mouth if your hands are not clean
At risk groups
Current advice is that the risk of severe illness increases amongst people aged 70 and over and those
with underlying health risks, such as diabetes, heart disease and lung disease and those with
weakened immune systems. Pregnant women have also recently been included in the “at risk” group.
Please tell us if you think you are at risk

Because you are in one of the high risk groups or you care for someone who is considered to be high
risk; or Because you have recently returned from one of the countries considered to be high risk (you
can check this here); or

You have been in contact with, or live in the same household as, someone who is being tested for,
has tested positive for Coronavirus or has been advised to self-isolate because they have coronavirus
symptoms.
We will conduct an individual risk assessment for anyone we believe to be in a high risk group
and will put in place appropriate safeguards.
What to do if you have Coronavirus symptoms
At work
If you become ill at work, please speak to your line manager as quickly as possible.
Please try to avoid unnecessarily touching surfaces.
If you have internet access please use the NHS 111 online service and follow the advice you receive.
If you don’t have internet access please call NHS 111, or 999 in an emergency.
If you are advised to go home and self-isolate, please tell your line manager and then make your way
home as safely as possible.
If you travel on public transport, please follow any instructions given to you by the NHS staff.
If you need to go to the bathroom whilst waiting for medical assistance, please use the disabled toilet.
If you become ill at home, please do not come into work.
You’ll need to telephone us in accordance with our usual absence policy. If you have internet access
please use the NHS 111 online service and follow the advice you receive. If you don’t have internet
access, please call NHS 111.
You need to tell us if you are advised to self-isolate and if you are being tested for
coronavirus.
What to do if you test positive for Coronavirus
Please advise us immediately if you test positive for Coronavirus, even if your symptoms are mild.
You will not be able to return to work until you are considered fit by Public Health England or any
other competent authority.
You don’t need to obtain a fit note from your doctor, but please send to us anything you do receive
which confirms your diagnosis and/or fitness to return to work. If you feel well enough to work, please
let us know.

We will not inform anyone else about your condition unless it’s necessary to do so and we are legally
able to.
Our overriding obligation is to protect the health and safety of our staff, and we may therefore
have to speak to your colleagues and other people with whom you’ve been in close contact in
order to protect them.
Any information we disclose will be limited to what is necessary for that protection. Public Health
England are responsible for ‘contact tracing’ (tracing anyone you have been in close contact with) and
we will cooperate with them as appropriate.
What to do if you are advised by a medical professional to self-isolate
New government advice is that people should stay at home if they, or anyone in their household has
Coronavirus or has symptoms of Coronavirus. Those at high risk may also have to self-isolate even if
they, or anyone in their household doesn’t have symptoms. This means you should:

• Stay at home
• Not go to work or public areas
• Not use public transport or taxis
• Ask friends, family members or delivery services to carry out errands for you
• Try to avoid visitors to your home, although it’s okay for friends, family and delivery drivers to drop
off food
You may need to do this for up to 14 days (longer if you are in a high risk group) to help reduce the
possible spread of infection. Please follow the advice you are given. Please follow any additional
advice given to you by health professionals.
The NHS has detailed advice on self-isolation available. If you feel well enough to work, please let us
know.
Lone Working
If you are able to work from home, please refer to the Lone Working policy.
If you don’t feel well enough to work, or you can’t work from home, please keep in touch with us. The
government has up to date information for individuals who have travelled overseas and returned to
the UK.
If you have been abroad recently, please consult this and inform us if you are required to self-isolate.
Self isolation
Business travel, meetings and events
We will keep matters under review and will follow NHS and government advice. Currently, we
recommend that you:
• Only travel if it is essential to do so outside of attending your normal workplace
• Please hold telephone or video conferences unless a face to face meeting is essential.
• If you are due to attend external events, please check with the event organisations and speak to us
if you are unhappy about attending.
Take precautions for essential face to face meetings
Please follow NHS advice. It’s also sensible to avoid shaking hands. Please speak to your manager if
you are worried about travelling.
Holidays
Many of you will already have pre-booked holidays abroad. Government advice is changing but if you
intend to travel to a country or region not recommended by the government on the day you travel, you
must tell us and may have to self-isolate when you return.
You will only be paid if you can continue to work from home during this period, or you are eligible to
receive statutory sick pay.
We recommend that you think carefully before booking holidays abroad and obtain appropriate
insurance which covers cancellations. If you wish to cancel any pre-booked holidays, please speak to
your manager. If we can’t accommodate your request, we’ll explain why.
Responding to emergencies
Many of you will have caring responsibilities for family members or other people who rely on you. If
you need to respond to an emergency (such as a school closure) please tell us as quickly as possible.
We always consider the circumstances of each case to allow for some flexibility, but the time you take

off must be both reasonable and necessary for you to deal with something immediately and/or
respond to an emergency. Normally this means hours, or a maximum of one or two days, and this
type of leave is not designed to provide care over the longer term. Please talk to us if you don’t think
this will be adequate as we may be able to relax our normal procedures for taking paid holiday,
requesting parental leave or, exceptionally taking unpaid leave. We regret that if you take time off you
won’t be paid unless we agree that you can work from home.

