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Equality Impact Assessment  

Tool Name of Policy: Safeguarding and Child Protection Policy  

    Yes/No  Comments  

1  Does the policy/guidance affect one group 

less or more favourably than another on the 

basis of:  

    

  Race or ethnicity  No    

  Disability       Yes  This policy is designed to 

safeguard children and 

vulnerable adults and so 

there are differences 

regarding the approach to 

them and other adults in 

situations.  

  Gender  No    

  Religion or belief  No    

  Sexual orientation  No    

  Age       Yes  This policy is designed to 

safeguard children and 

vulnerable adults and so 

there are differences 

regarding the approach to 

them and other adults in 

situations.  

  Marriage and Civil Partnership  No    

  Maternity and Pregnancy  No    

  Gender Reassignment  No    

2  Is there any evidence that some groups are 

affected differently?  

No  Within children and 

vulnerable adults all treated 

the same.  

3  If you have identified potential 

discrimination, are any exceptions valid, 

legal and/or justifiable?  

     Yes  This policy is covered by 

legislation.  

4  Is the impact of the policy/guidance likely to 

be negative?  

No    

5  If so, can the impact be avoided?      

6  What alternatives are there to achieving 

the policy/guidance without the impact?  

None    

7  Can we reduce the impact by taking 

different action?  

No    

 

 

 

 

 

  



SUFFOLK NEW COLLEGE  

SAFEGUARDING AND CHILD PROTECTION POLICY  

  

1. CONTEXT  

  

Suffolk New College has a statutory and moral duty to ensure that the College safeguards and 

promotes the welfare of students receiving education and training at the College. This policy has 

been developed in accordance with the principles established by the Children Act 2004; the 

Education Act 2011, Information Sharing 2018, PREVENT Duty 2015 and in line with government 

publications: Working Together to Safeguard Children 2019 and What to do if You are Worried a 

Child is Being Abused 2015. The guidance reflects Keeping Children Safe in Education (KCSIE) 

September 2020, and Suffolk’s Safeguarding Partnership Procedures.  

  

The College takes very seriously its responsibility to safeguard and promote the welfare of young 

people; and to work together with other agencies to ensure adequate arrangements within our 

College to identify, assess, and support those students who are suffering harm.  

  

Throughout this policy and procedure, reference is made to ‘students and young people’. This 

term is used to mean ‘those under the age of 18’. It is recognised that some adults are vulnerable 

to abuse; accordingly the procedures may be applied (with appropriate adaptations) to allegations 

of abuse and the protection of vulnerable adults.  

  

It is important that child protection issues are handled with sensitivity and respect. Young people 

have the right to make important decisions about their lives. The College recognises this but also 

recognises its duty and responsibility to protect where there is a cause for concern.  

  

Colleges are required to provide appropriate staff development programmes to familiarise all 

members of staff with safeguarding and child protection issues, the College’s procedures and 

policies, with refresher training at least every two years and an update briefing annually.  

  

Colleges are required to designate a senior member of staff with lead responsibility for safeguarding. 

The Designated Safeguarding Lead for the College is Greer Hill.  

  

Safeguarding Team:  

  

• Greer Hill, Director of Student Services, Safeguarding Support, ext 2230  

• Heather Hunt, Student Support & Safeguarding Manager, ext 2239  

• Julie Gridley, Learning Support & SEND Manager, ext 2884  

• Julie Patel, Deputy Director of Suffolk New College on the Coast, ext 2324 / 07767  

114770  

• Nell Burnett, Student Support & Safeguarding Officer, ext 2715  

• Christie Thompson, Student Support & Safeguarding Officer, ext 2867  

• Ryan Crisp, Student Support & Safeguarding Officer, ext 2595  

• Elaine Green, Student Support & Safeguarding Officer, ext 2238  

• Penny Rudland, Student Support & Safeguarding Officer, ext 2849  

• Linda Dorset, Student Support & Safeguarding Officer, ext 2739 

 

The College Corporation member with responsibility for safeguarding is Roger Fern. The Deputy 

Corporation member responsible for safeguarding is Jacqui Martin.  

  

It is the responsibility of the DSL to ensure that all safeguarding issues in the College are effectively 

responded to, recorded and referred to the appropriate agency. They are also responsible for 



ensuring introductory safeguarding training takes place for all staff who work with children and 

young people and that this training takes place at least every two years, alongside annual updates 

and bulletins.  

  

2. COVID-19  

  

The impact of the COVID-19 pandemic and subsequent closure of schools and colleges brought with 

it unprecedented challenges for the safeguarding of children, young people and vulnerable adults. 

The impact of lockdown as a direct result of COVID-19 is already known to have exacerbated levels 

of vulnerability in many ways, including (but not limited to):  

  

• Isolation from trusted adults  

• Isolation from peers and social networks  

• Chaotic household  

• Abusive household  

• Breakdown in family relationships  

• Family history of poor mental health, substance misuse, neglect, abuse, violence  

• Domestic abuse 

• Lack of adult supervision / guidance  

• More time spent online than ever before  

• Financial circumstances; with many children and young people described as being  

“impoverished by lockdown”  

 Furloughed from employment 

  

At Suffolk New College, we recognise that children, young people and vulnerable adults are potentially 

more vulnerable than ever to those who might seek to harm, exploit, abuse or traffick them.   

  

COVID-19 has had an unprecedented impact on the mental health and wellbeing of children, young 

people and vulnerable adults. The College is committed to safeguarding the wellbeing and mental 

health of all our students.   

  

** The Department for Education have recommended that settings keep their COVID-19 safeguarding 

policy addendum in place for the duration of the pandemic. Therefore, the current version of Suffolk 

New College’s COVID-19 safeguarding policy addendum can be found at Annex 1. This addendum 

will remain under review and amended in line with Government guidance, as appropriate. **  

  

3. PREVENTING RADICALISATION (“PREVENT”)  

  

Statutory guidance issued under section 29 of the Counter-Terrorism and Security Act 2015 places 

a duty on Colleges as well as other public bodies to have “due regard to the need to prevent 

people from being drawn into terrorism”. To meet this duty the College has implemented a 

Preventing Extremism and Radicalisation Safeguarding Policy, which should be read as a 

supplement to this Safeguarding policy. This policy explains actions that may be taken by the 

College if we have concerns that a student may be vulnerable to extremism, radicalisation and 

terrorism, including when we might make a referral to the “Channel Panel”.   

  

4. DEFINITIONS  

  

Safeguarding and promoting the welfare of children is defined within KCSIE (2020) as:  

  

• Protecting children from maltreatment  

• Preventing impairment of children’s mental and physical health or development  



• Ensuring that children grow up in circumstances consistent with the provision of safe and 

effective care  

• Taking action to enable all children to have the best outcomes  

  

 

Abuse can involve one or more of the following aspects:  

  

Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, 

as can other young people and children.  

  

Neglect: Neglect is the persistent failure to meet a young person’s basic physical and/or 

psychological needs, likely to result in the serious impairment of the young person’s health or 

development. Neglect may occur during pregnancy as a result of maternal substance abuse. 

Neglect may involve a parent or carer failing to:  

  

• provide adequate food, clothing and shelter (including exclusion from home or 

abandonment);  

• protect a young person from physical and emotional harm or danger;  

• ensure adequate supervision (including the use of inadequate care-givers);  

• ensure access to appropriate medical care or treatment;  

• to be responsiveness to a young person’s basic emotional needs;  

• financial abuse  

  

Peer on Peer Abuse / Child on Child Abuse   

Young people and children can abuse other young people and children. This is generally referred 

to as peer on peer abuse and can take many forms. This can include (but is not limited to) bullying 

(including cyberbullying); sexual violence and sexual harassment; physical abuse such as hitting, 

kicking, shaking, biting, hair pulling or otherwise causing physical harm; sexting and 

initiating/hazing type violence and rituals.  

  

Sexual Violence and Sexual Harassment between Young People (see Keeping Children Safe in 

Education Part 5)  

  

Sexual violence and sexual harassment can occur between young people and children of ANY 

age and sex. It can also occur through a group of young people and children sexually assaulting 

or sexually harassing a single person or group of people. Young people and children who are 

victims of sexual violence and sexual harassment will likely find the experience stressful and 

distressing, this could affect their educational attainment. Some groups are potentially more at 

risk. Evidence shows girls, children with SEND and LGBT children are at greater risk.  

  

The college is aware of and expects its staff to know the importance of;  

• Making clear that sexual violence and sexual harassment is not acceptable, will never be 

tolerated and is not an inevitable part of growing up.  

• Not tolerating or dismissing sexual violence or sexual harassment as “banter”, “part of 

growing up”, “just having a laugh” or “boys being boys”.  

• Challenging behaviours (potentially criminal in nature), such as grabbing bottoms, breasts 

and genitalia, flicking bras and lifting up skirts. Dismissing or tolerating such behaviours 

risks normalising them.  

  

Sexual Violence and Sexual Harassment  

Sexual violence refers to sexual offences under the Sexual Offences Act 2003 as described below:  



• Rape  

• Assault by Penetration  

• Sexual Assault  

  

Sexual Harassment is ‘unwanted conduct of a sexual nature’ that can occur online and offline.  

Sexual harassment is likely to: violate a young person’s dignity, and/or make them feel 

intimidated, degraded or humiliated and/or create a hostile, offensive or sexualised environment. 

Sexual harassment can include:  

• telling sexual stories, making lewd comments, making sexual remarks about clothes and 

appearance and calling someone sexualised names.  

• Sexual “jokes” or taunting  

• Physical behaviour, such as: deliberately brushing against someone, interfering with 

someone’s clothes, displaying pictures, photos or drawings of a sexual nature  

• Online sexual harassment. This may be standalone or part of a wider pattern of sexual 

harassment and/or sexual violence. It may include:  Non-consensual sharing of sexual 

images and videos  

 Sexualised online bullying  

 Unwanted sexual comments and messages, including, on social media  

 Sexual exploitation; coercion and threats  

  

Up-skirting  

Up-skirting typically involves taking a picture under a person’s clothing without them knowing, with 

the intention of viewing their genitals or buttocks to obtain sexual gratification, or cause the victim 

humiliation, distress or alarm. It is now a criminal offence under the Voyeurism Act (more 

commonly known as the Upskirting Act).  

  

The initial response to a report from a young person is important. It is essential that all victims are 

reassured that they are being taken seriously and that they will be supported and kept safe. A 

victim should never be given the impression that they are creating a problem by reporting sexual 

violence or sexual harassment. Nor should a victim ever be made to feel ashamed for making a 

report.  

  

Child Sexual Exploitation (CSE) and Child Criminal Exploitation (CCE)   

Both CSE and CCE are forms of abuse and both occur where an individual or group takes advantage 

of an imbalance in power to coerce, manipulate or deceive a child into sexual or criminal activity. 

Whilst age may be the most obvious, this power imbalance can also be due to a range of other factors 

including gender, sexual identity, cognitive ability, physical strength, status, and access to economic 

or other resources. In some cases, the abuse will be in exchange for something the victim needs or 

wants and / or will be to the financial benefit or other advantage (such as increased status) of the 

perpetrator or facilitator.   

  

The abuse can be perpetrated by individuals or groups, males or females, and children or adults. The 

abuse can be a one-off occurrence or a series of incidents over time, and range from opportunistic to 

complex organised abuse. It can involve force and / or enticement-based methods of compliance and 

may, or may not, be accompanied by violence or threats of violence. Victims can be exploited even 

when activity appears consensual and it should be noted exploitation as well as being physical can 

be facilitated and / or take place online.   

  

Gangs and County Lines   

Criminal exploitation of children and young people 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 episodes, when the victim may have been trafficked for the purpose of transporting drugs 

and a referral to the National Referral Mechanism 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 be 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.  

  

Online Safety  

Suffolk New College recognises the online risks of harm, abuse, radicalisation and exploitation and 

as such our approach to online safety is detailed within the E-Safety Policy.   

  

Children at potentially greater risk of harm  

In line with Keeping Children Safe in Education September 2020, the College recognises that some 

students may be at potentially greater risk of harm. Keeping Children Safe in Education September 

2020 identifies vulnerable students as:  

  

• Children who need a Social Worker (Child Protection or Child in Need)  

• Children requiring mental health support  

• Looked after children and previously looked after children   

• Care Leavers   

• Children with special educational needs and disabilities (SEND)  

  

Mental Health  

Poor mental health can, in some cases, be an indicator that a child has suffered or is at risk of suffering 

abuse, neglect or exploitation. Staff at the College are well placed to observe students day-to-day 

and identify those whose behaviour suggests that they may be experiencing a mental health problem 

or be at risk of developing one. Where children have suffered abuse and neglect, or other potentially 

traumatic adverse experiences, this can have a lasting impact throughout childhood, adolescence 

and into adulthood. If staff have a mental health concern about a student that is also a safeguarding 

concern, immediate action should be taken and reported via MyConcern as well as verbally to a 

member of the Safeguarding Team if the concern is urgent in nature.   

  

Special educational needs and disabilities (SEND)  

Young people with special educational needs and disabilities (SEND) can face additional 

safeguarding challenges. Additional barriers can exist when recognising abuse and neglect in this 

group. These can include:  

• Assumptions that indicators of possible abuse such as behaviour, mood, and injury relate 

to the young person’s disability without further exploration  

• Being more prone to peer group isolation than other young people  



• The potential for young people with SEND being disproportionally impacted by behaviours 

such as bullying, without outwardly showing any signs  

• Communication barriers and difficulties in overcoming these barriers.  

  

The College offers a range of additional and specialist support to young people with SEND, 

information can be sought from the Learning Support and SEND team in the first instance.   

  

‘CHILDREN’ - The Children Act defines a child as person under the age of 18. For the purposes of 

this policy, this includes children in the care of students on placements. Students with special 

education needs and/or disabilities under or over 18 are also covered by this policy and need to be 

protected by staff.  

  

‘STUDENT’ - means a person who is currently enrolled on a course at the College.  

  

‘STAFF’ - means any person employed by the College, apprentices, contractors, agency staff (on 

supply) volunteers and sabbatical officers and staff of the Student Union.  

  

4 SCOPE OF THE POLICY  

  

The policy aims to provide a framework for protecting students under 18 years of age, vulnerable 

adults and children in the care of students.  

  

The policy should be followed if there is a concern that a young person or vulnerable adult is in 

need of protection. It should also be followed if a member of staff or a student suspects that a staff 

member, a student or another person may be abusing a student under 18 or a child in the care of 

a student.  

  

Child protection issues concerning any 14-16 year old students, or Special School taster students 

attending the College should be referred to the designated senior person or deputy who will make 

any necessary referrals. The respective school’s senior designated person will be notified of any 

referrals or safeguarding concern.  

  

The policy does not include persons who are outside the College community for whom there are 

other means of raising concerns, however it does apply in situations where actions take place 

externally to the College but involve children or young people who are part of the College and the 

College becomes aware of them.  

  

5 PROCEDURE FOR DEALING WITH DISCLOSURE, SUSPICIONS OR ALLEGATIONS OF 

ABUSE  

  

All safeguarding concerns need to be acted upon immediately. If a staff member is concerned that 

a child or young person is at risk or is actually suffering abuse, they should immediately report 

their concern via ‘MyConcern’ (online safeguarding platform purchased by the College to enable 

efficient management of all safeguarding concerns, excluding where a concern might relate to a 

member of staff, as such instances are managed away from MyConcern). If the concern is urgent, 

the staff member must inform a member of the Safeguarding Team verbally, prior to recording on 

MyConcern.   

  

It is important that students and other children are protected from abuse. All complaints, allegations 

or suspicion of abuse must be taken seriously.  

  



Individual members of staff should never deal with child abuse disclosures in isolation and should 

always refer via MyConcern and to the Safeguarding Team (where the concern is urgent), unless 

a member of staff discovers that an act of Female Genital Mutilation have been carried out on a 

girl under the age of 18, the member of staff must report this directly to the Police by calling 101.  

  

Staff should, where possible, make it clear to a person that they cannot make guarantee of 

confidentiality. If possible, they should warn the individual about this before they are given an 

opportunity to disclose.  

  

The student should be made aware that information may have to be shared with a nominated person 

for safeguarding and child protection and that social care services will have to be contacted in order 

to discuss appropriate action.  

  

If the student wishes to continue, staff should:  

  

• Listen carefully to what is said;  

• Keep questions to a minimum, just to clarify what has been said;  

• Avoid leading questions or comments as these can cause problems for any subsequent 

investigation or proceedings;  

• Tell the student what is going to happen following the interview and assure them that they will 

be kept informed of all developments;  

• Reassure the young person that by telling a member of staff they have done the right thing.  

  

Staff should make a full, factual record of the disclosure and any other relevant information including:  

  

• The date, time and place where the disclosure of information took place;  

• The reporting staff member’s/student’s name and the names of other staff or students 

involved;  

• The date, the time and the place where the alleged abuse occurred;  

• The name of the complainant and where different, the name of the young person/child who 

has allegedly been abused;  

• The nature of the alleged abuse;  A description of any injuries observed;  

• The account which has been given.  

  

The mechanism for reporting concerns at the College is through on an online system called ‘My  

Concern’. Every member of staff has a log in to the system and the link can be accessed via the 

College intranet. Safeguarding training for new staff includes a demonstration of the system and 

how to report a concern. (A MyConcern user guide is currently under development).   

  

6 SAFEGUARDING TEAM STAFF MEMBERS  

  

Roger Fern (Chair of Corporation) is the Corporation Safeguarding Lead. The Deputy Corporation 

member responsible for safeguarding is Jacqui Martin.  

  

The nominated members of staff with responsibility for Safeguarding & Child Protection are:  

  



 

• Greer Hill (Director of Student Services, Safeguarding & Support), Designated Safeguarding 

Lead, Ext. 2230  

• Heather Hunt (Student Support & Safeguarding Manager), Deputy Designated Safeguarding 

Lead, Ext. 2239  

• Julie Gridley (Learning Support & SEND Manager), Ext. 2884  

• Nell Burnett (Student Support & Safeguarding Officer), Student Support Office at Ipswich 

(temporary location – the Workspace), Ext. 2715  

• Ryan Crisp (Student Support & Safeguarding Officer), Student Support Office at Ipswich 

(temporary location – the Workspace), Ext. 2595  

• Elaine Green (Student Support & Safeguarding Officer), Student Support Office at Ipswich 

(temporary location – the Workspace), Ext. 2238  

• Linda Dorset (Student Support & Safeguarding Officer), Student Support Office at Ipswich 

(temporary location – the Workspace), Ext. 2739 

• Christie Thompson (Student Support & Safeguarding Officer), Student Support Office at  

 Suffolk Rural, Ext. 2867  

• Penny Rudland (Student Support & Safeguarding Officer), Student Support Office at Suffolk 

Rural AND Student Support Office at Ipswich (temporary location – the Workspace), Ext. 

2849  

• Julie Patel (Deputy Director of Suffolk New College On the Coast) Ext. 2324 / 07767  

114770  

  

7 RESPONDING TO A CONCERN  

  

Any safeguarding concerns must be reported via MyConcern as soon as possible and in any event, 

within two hours. If reporting via MyConcern is not possible within two hours, then a member of 

the Safeguarding Team must be informed verbally of the concern, so as not to delay any 

anticipated action(s) required to appropriately safeguard the student.   

  

A record of the concern shall be made via MyConcern. Information that must be included at the 

point of submitting a concern includes; the name of the student, date and the time of the concern, 

campus location (drop down list provides 4 options), concern summary and details of the concern. 

There is also an option to indicate whether the referrer considers the concern to be urgent. If the 

staff member considers the concern to be urgent, they must tick the relevant box AND also report 

the concern verbally to a member of the Safeguarding Team.  

  

When a concern is raised the Safeguarding Team will take appropriate action which may include 

making a referral in line with Suffolk Safeguarding Partners guidelines.   

  

Action may also include making contact with the police, which will be done in line with the National 

Police Chiefs’ Council (NPCC) published guidance for schools and colleges.  

  

The Safeguarding Team will record all actions taken, discussions, referrals made and outcomes on 

MyConcern.  

  

In keeping with the commitment made in the Children Act 1989, children and young people should 

be involved and have a say in actions taken on their behalf. Where a student is emotionally and 

intellectually able, the College will only make a referral with their knowledge and, if possible, their 

full consent. Depending on the nature of the concern, it may be appropriate for a member of the 



Safeguarding Team to notify the student’s NoK. Such contact will not be made however if it is 

considered that doing so could potentially put the student at greater risk of harm.  

  

Students with SEND may be less likely to appreciate the seriousness of the situation and be 

unable to decide on the safest outcomes. Therefore, there is a greater possibility of external 

referral without the students’ full knowledge and consent.  

  

The Safeguarding Team shall discuss with the relevant external agency what action should be 

taken to inform the parents of a student or a child, unless to do so would put the young person or 

child at risk.  

  

Where, in exceptional circumstances, a staff member deems there to be an immediate risk to a 

young person and it is not possible to contact a member of the Safeguarding Team or a member 

of Executive within the same day, they should report the matter – normally by telephone – directly 

to the local social care services department or the police as appropriate. Customer First is the 

initial point of contact for social services in Suffolk. The staff member shall notify a member of the 

Safeguarding Team or a member of Executive as soon as possible and normally within one 

working day of the action taken and submit a written report of the action taken and the 

circumstances leading to it.  

  

8. ALLEGATIONS OF ABUSE MADE AGAINST TEACHERS, AND OTHER STAFF, INCLUDING 

SUPPLY TEACHERS AND VOLUNTEERS  

This part of our policy relates to all members of staff, those on supply (from an agency) and 

volunteers currently working in the College, regardless of whether the College is the location 

where the alleged abuse / harm took place.   

The College recognises it’s statutory duty to safeguard students from abuse and harm 

encompasses our response to allegations made against members of staff. This includes staff 

employed directly by the College, staff on assignment with us from an agency (supply) and 

volunteers. We have specific procedures that we must follow, where it is alleged that someone 

working for the College, on supply or with us on a voluntary basis has:   

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

young person  

• possibly committed a criminal offence against or related to a child or young person  

• behaved towards a child or young person in a way that indicates he or she may pose a risk 

of harm to children or young people   

• behaved or may have behaved in a way that indicates they may not be suitable to work with 

children.  

The College recognises that an allegation made against a member of staff (including supply and 

volunteers) may be made for a variety of reasons and that such an allegation may or may not be 

true. It is imperative therefore that those dealing with an allegation maintain an open mind and 

that investigations are thorough and not subject to delay.  

All staff (including supply and volunteers) should take care not to place themselves in a vulnerable 

position with a student. The College’s Safeguarding Training Induction provides advice and guidance 

to all staff on this matter.   

The College recognises that the welfare of the child is of paramount concern. It is also recognised 

that hasty or ill-informed decisions in connection with a member of staff (including those on supply 

or voluntary basis) can irreparably damage an individual’s reputation, career and confidence. 



Therefore those dealing with such allegations within the College will do so with sensitivity and will 

act in a careful, measured and timely way, providing effective protection for the child or young 

person whilst at the same time supporting the person who is subject to the allegation.   

The College will follow the Suffolk Safeguarding Partnership procedures for managing allegations of 

abuse against staff which are set out in ‘Working Together to Safeguard Children 2019’. 

A member of staff who receives an allegation about another member of staff should report 

the incident immediately to the Human Resources Manager (DSL for staff / supply / 

volunteer related matters) or a member of the Executive team. The incident must not be 

logged on MyConcern.  

The allegations should not be investigated by the College at this stage. The Human Resources 

Manager (DSL for staff / supply / volunteer related matters) or a member of the Executive Team 

must contact the Local Authority Designated Officer (LADO) as soon as an allegation or concern 

is raised. lado@suffolk.gov.uk or 0300 123 2044.  

Whilst not the employer of a supply teacher, the College recognises its responsibility to ensure 

any allegations against supply staff are dealt with properly. The Human Resources Manager (DSL 

for staff / supply / volunteer related matters) will contact the relevant employment agency to 

discuss whether it is appropriate to suspend the supply teacher, or re-deploy them to another part 

of the College. The Human Resources Manager (DSL for staff / supply / volunteer related matters) 

or a member of the Executive team will usually take the lead, recognising that the respective 

agency will not have access to the information that may be requested by the LADO as part of the 

referral process.   

The LADO will discuss whether the allegation(s) meets the threshold of the Suffolk Safeguarding 

Partnership procedures and will consult with police and social care as appropriate.  

If the parents / carers of the child / young person are not already aware of the allegation, the LADO 

will discuss when, how and by whom they should be informed. Parents / carers will be notified of 

the requirement to maintain confidentiality (in line with the Education Act 2002).   

The Human Resources Manager (DSL for staff / supply / volunteer related matters) or a member 

of the Executive Team should inform the member of staff about the allegation as soon as possible 

after consulting the LADO. However, where a strategy discussion is needed, or it is clear that 

police or social care may be involved that should not be done until those agencies have been 

consulted.   

Should the Human Resources Manager (DSL for staff / supply / volunteer related matters) or a 

member of Executive be the subject of an allegation or complaint under this procedure, the matter 

should be notified to the Principal or Chair of Corporation.  

In the event of a complaint being made under this procedure against the Principal, the Human 

Resources Manager (DSL for staff / supply / volunteer related matters) or a member of the 

Executive Team shall inform the Chair of the Corporation or the Vice-Chair in their absence.    

Allegations against members of staff may result in a social care services or police investigation.  

The Human Resources Manager (DSL for staff / supply / volunteer related matters) and or 

Executive Team will be advised of the allegation and the progress of any investigations conducted 

by external agencies and will be advised whether College disciplinary processes can proceed in 

parallel with the criminal process or whether any disciplinary action needs to wait for the 

completion of police enquiries and / or prosecution.   



If it is considered that the allegation does not involve a possible criminal offence the College will 

normally deal with the matter under the College disciplinary procedures.  

In circumstances of allegations against staff, suspension on full pay, pending the outcomes of 

investigation, may be appropriate. Suspension will not be an automatic response (see the College 

Disciplinary Policy for the arrangements for suspension.)   

In cases of allegations against staff there must be a clear and comprehensive summary of the 

allegations made, details of how and who followed the allegation up and any resolution and 

conclusion. The record should include details of any action taken and all decisions reached.   

These notes will be kept on the member of staff’s file and will be retained until the person attains 

normal retirement age or for a period of 10 years from the date of the allegation if that is longer. 

(In addition, the College has a legal obligation to preserve records which contain information about 

allegations of sexual abuse for the Independent Inquiry Into Child Sexual Abuse).   

The DSL for the College will be informed of the young person making the allegation against a 

member of staff and will keep a record of the allegation made. (This record will not be made on 

MyConcern).   

  

The College will refer to the Disclosure and Barring Service when appropriate and will take 

professional advice from other agencies when the necessary.  

The college is under an obligation to notify any future employers if an ex-member of staff is a danger 

to or concern for working with vulnerable children and young adults.  

Where an allegation is determined to be unsubstantiated or malicious, the matter will be referred 

to Social Care to determine whether the child or young person is in need of services, or may 

have been abused by someone else. If an allegation is shown to be deliberately invented or 

malicious, the College will consider whether any disciplinary action is appropriate.    

  

9. SAFEGUARDING RECORD KEEPING  

MyConcern is the secure online system for reporting all safeguarding concerns and is used for all 
records, for example: notes, photo images, reports, referrals and any other information relating to 
the safeguarding concern.  
All members of staff are issued with a log in to MyConcern at the start of their employment with the 

College.  

  

All safeguarding records are to be treated confidentially and stored securely with due regard for Data 

Protection 2018 incorporating GDPR 2018.  

  

Information will be shared in line with Information Sharing, July 2018.  

  

10. RECRUITMENT AND SELECTION PROCEDURES  

  

The College adheres to the Keeping Children Safe in Education statutory guidance for Schools 

and Colleges, September 2020, recruiting all staff to protect children and vulnerable adults and 

safer recruitment. These are detailed in the College’s Recruitment & Selection Policy.  

  

Appropriate checks are carried out on all new staff and volunteers and include identity checks, 

references, Disclosure and Barring Service and Childrens’ Barred List checks.  



  

11. SAFEGUARDING & CHILD PROTECTION TRAINING  

  

All staff will be made aware of the Safeguarding & Child Protection Policy and receive written guidance 

in relation to Safeguarding.  

  

All staff will receive safeguarding training every two years, alongside annual updates and bulletins.  

  

All new staff will receive mandatory safeguarding training as part of their induction to the College.  

  

The Safeguarding Team will receive Designated Safeguarding Lead training every two years and 

receive an annual update.  

  

The DSL and Deputy DSL will receive annual refresher “T4T” training, enabling them to deliver 

quality-assured and externally validated safeguarding training to college staff.   

  

12. WHISTLEBLOWING  

  

Young people cannot be expected to raise concerns in an environment where staff fail to do so.  

  

All staff should be aware of their duty to raise concerns, where they exist, about the management 

of safeguarding and child protection, which may include the attitude or actions of colleagues. If it 

becomes necessary to consult outside the College they should follow the Whistleblowing Policy.  

  

The NSPCC whistleblowing helpline is available for staff who do not feel able to raise concerns 

regarding child protection failures internally within the College. Staff can call 0800 028 0285 

(8.00am to 8.00pm Monday to Friday) email: help@nspcc.org.uk  

  

13. USE OF ‘REASONABLE FORCE’  

  

The College’s Managing Challenging Behaviour Policy sets out the circumstances when physical 

intervention or reasonable force is permissible. It acknowledges that staff must only ever use 

physical intervention or reasonable force as a last resort, when a young person is endangering 

him/herself or others, and that at all times it must be the minimal force necessary to prevent injury 

to another person.  

Where reasonable force is used in response to risks presented by young people with SEND or with 

medical conditions, the additional vulnerability of these groups should be recognised. Individual 

behaviour plans and risk assessments can help reduce and manage challenging behaviours.  

  

Such events must be reported to the individual’s line manager and written records kept.  

  

Physical intervention or reasonable force of a nature which causes injury or distress to a young person 

may be considered under safeguarding and child protection or disciplinary procedures.  

  

14. BULLYING  

  

The policy on bullying is set out in the Student Anti-Bullying / Harassment Policy and 

acknowledges that to allow or condone bullying may lead to consideration under child protection 

and vulnerable adult procedures.  

  

 



15. SECURITY  

  

On college premises and college visits and trips the College’s Visible ID Policy must be adhered 

to and ID cards with lanyards must be worn at all times. All visitors report to reception and are 

required to sign in and wear a visitor’s lanyard and will be accompanied by a member of staff at 

all times. Staff are required to address individuals who do not comply with the Visible ID Policy.  

  

16. WORK EXPERIENCE & PLACEMENTS  

  

Staff organising any work experience or work placements should take safeguarding and child 

protection into account when assessing the suitability of the placement, to ensure students are 

placed in appropriate and safe environments, for more information please refer to the Student 

Placement Policy.  

 

    17. USEFUL CONTACT NUMBERS    

  

External Agencies  

        Safeguarding referrals (dependent upon where the student resides):  

 Suffolk County Council Customer First – 0808 800 4005 

 Essex County Council – 0345 603 7627 

 Norfolk County Council’s Children’s Advice & Duty Service – 0344 800 8021 

 Police:  101 or 999  

 Childline:  0800 1111  

 NSPCC:  0808 800 5000  

  

Suffolk Safeguarding Partnership: www.suffolksp.org.uk  

  

Child Exploitation  and Online Protection (CEOP) Agency www.ceop.org.uk  
www.thinkuknow.co.uk   

 

 

 

 

This policy will be reviewed at least annually.  

  

  

  

http://www.suffolksp.org.uk/
http://www.suffolksp.org.uk/
http://www.ceop.org.uk/
http://www.ceop.org.uk/
http://www.thinkuknow.co.uk/
http://www.thinkuknow.co.uk/


ANNEX 1 – Safeguarding Policy COVID-19 Addendum:   

  

  

  
  

Safeguarding procedures during Coronavirus outbreak - (national emergency)  

  

Title:   Safeguarding procedures during full college closure   

Issue date (v1) to 

all staff:    

30th March 2020    

Author:   Director of Student Services, Safeguarding & Support  

Approved by:   SMT  

Version number:  Version 3 

Release date:  January 2021  

Review date:  SMT will review further versions of this addendum as appropriate, 

amended in accordance with published Government guidance   

Related Policies & 

Procedures:   

• Safeguarding & Child Protection Policy   

• Preventing Extremism and Radicalisation Safeguarding 

(PREVENT) Policy  

• E-Safety Policy    

• Acceptable use of IT Policy   

  

1. Context   

  

Suffolk New College takes very seriously its responsibility to safeguard and promote the welfare of 

our students*; and to work together with other agencies to ensure we have adequate arrangements 

within our College to identify, assess, and support those students who are either suffering or at risk 

of suffering harm. (*In the interest of clarity, “students” refers to all our learners, including our 

apprentices).   

  



On the evening of Monday 4th January 2021, the Government announced a national lockdown in 

England, instructing all schools and colleges to close in order to limit the transmission of COVID-19. 

With effect from Tuesday 5th January 2021, the College moved to a remote learning model. Our ability 

to safeguard our students in such challenging and unprecedented times whilst our buildings are 

closed (to all but a small number*) is our collective priority – and shared responsibility. [*Adhering to 

national guidance, the College remains open for a small number of vulnerable students at Ipswich 

and Suffolk Rural].   

  

At this unique time when we are faced with a closure as a result of lockdown 3 anticipated to be in 

place until at least February half-term, these safeguarding procedures will provide staff with important 

information about how we will continue to safeguard our students during full college closure because 

of COVID-19. Please read and familiarise yourselves with them.   

  

These procedures may be amended or added to at any time and will be updated, as appropriate, to 

reflect changing advice in respect of Coronavirus / COVID-19.  

  

In moving to a remote model for reporting, responding and monitoring of safeguarding concerns, 

these procedures DO NOT replace our substantive Safeguarding & Child Protection Policy. They 

enhance our existing policies and practices, reflective of the unique remote working environment we 

currently find ourselves in, demonstrating how our remote safeguarding model will operate in practice.   

  

It is important too that everyone remains alert to the additional risk of harm that our students may now 

face, as a direct result of extended periods of self-isolation, shielding and lockdown (this is not an 

exhaustive list, it is illustrative of possible scenarios):  

  

• Physical, sexual, emotional abuse and neglect – many children and young people will be living 

in difficult situations at home, they are more likely to go missing   

• Child Sexual Exploitation and Grooming – both on and off line   

• Domestic abuse – victims will have less opportunity to escape their abuser; they are likely to 

be on lockdown with them (along with their children)  

• County Lines – children and young people are at greater risk of being exploited by criminal 

gangs - both on and off line  

• Child Criminal Exploitation - families living in poverty are likely to face further financial 
challenges in the coming months, which criminals may try to exploit by grooming children and 
young people with promises of easy cash  

• Increased anxiety, poor / deteriorating mental health, thoughts of suicide – it has already been 

widely acknowledged that periods of self-isolation, shielding and now a national lockdown will 

have a considerable impact on an individual’s mental health  

  

2. Reporting / Responding / Monitoring   

  

2.1 Reporting concerns   

  

Staff must continue to use MyConcern to report any concerns regarding a student’s welfare, wellbeing 

or safety. MyConcern is the College’s digital safeguarding platform of choice, it is crucial that staff 

continue to use it to report any concerns during this period.  

  

When submitting a concern, referring staff must make clear which campus the student usually attends. 

This can be found under “location”. Whilst this may seem less important in a college closure scenario, 

it supports the triage team with timely responses, case allocation and in determining any immediate 

actions.   

  



When working remotely, MyConcern must be accessed via internet browser (unless staff are using 

the app*). If staff are using a college device, they should not access MyConcern via remote desktop 

as this is not necessary. (Remote desktop capacity needs to be reserved for critical college functions 

which aren’t accessible other than through a remote desktop).   

  

*MyConcern have launched an app for handheld devices. Given it is relatively new, the Safeguarding 

Team are unfamiliar with it. There appears to be 2 possible outcomes (i) that staff can only report a 

concern and (ii) that staff can access everything they usually can, although this does involve a 2-step 

verification process. Staff should access via the internet if unsure.   

  

If a concern is urgent, in lieu of being able to report physically to a member of the Safeguarding 

Team, any urgent safeguarding concerns should be reported by telephone in the first instance:  

  

• Greer Hill – for any urgent concerns related to Ipswich Campus students. Staff should call 
Greer’s work number 01473 382230 (all calls are forwarded to a mobile). If staff cannot make 
contact with Greer, they must call Heather  

• Heather Hunt – for any urgent concerns related to Suffolk Rural and On The Coast students. 

Please call 01473 382239 (all calls are forwarded to a mobile). If staff cannot make contact 

with Heather, they must call Greer.  

  

Having reported an urgent concern over the telephone, staff must record on MyConcern, marking as 

urgent as normally would. The telephone call MUST ALWAYS come first however:   

  

Many of our partners across Suffolk, Norfolk and Essex County Councils and respective police forces 

(as well as many other service providers) are likely to be remote working where it is safe and 

appropriate to do so. With this in mind it is crucial that staff treat every day as though it is a Friday. 

We do not know what challenges our partner agencies might be facing in their ability to staff critical /  

key worker roles. Their existing risk assessment processes will be subject to further levels of risk 

management, all of which will challenge our collective responsibility to respond in a timely way. Staff 

must therefore, report ALL urgent concerns in the first instance via telephone to Greer or 

Heather (as above) before reporting on MyConcern.   

  

For all other concerns (non-urgent) staff do not need to notify in advance by telephone. These should 

be reported via MyConcern, providing as much detail as possible.   

  

If a staff member finds they cannot report via MyConcern, this may be because of a technical issue. 

If staff have problems logging a concern, they will make contact with the safeguarding triage team by 

email in the first instance (below). Staff should not see this as opportunity to report a concern, this 

part of the process is to allow us to determine whether it may be an IT issue that is preventing reporting:  

  

• Greer Hill – greerhill@suffolk.ac.uk  

• Heather Hunt – heatherhunt@suffolk.ac.uk  

• Julie Gridley – juliegridley@suffolk.ac.uk  

  

Should staff be alerted to the fact that a student has tested positive for COVID-19 they must report 

this via their respective Curriculum Administrator immediately. This should not be recorded on 

MyConcern.  

  

2.2 Responding   

  

The safeguarding triage team will continue to triage MyConcern 3x daily Monday – Friday. Remote 

triage arrangements will, as a minimum, run broadly in line with the following triage times:  

  



• 9am  

• 12 noon  

• 3pm  

  

At the point of triage, the usual process will follow, which includes inviting the referrer into the concern 

‘team’, along with the Progress Tutor, the Head of Department, and in exceptional cases, the Director 

of Curriculum. If appropriate to allocate a safeguarding team caseholder, it will be done at this point.   

  

Staff will be familiar with the RAG ratings that are assigned by the safeguarding team, assigned to a 

student’s profile within MyConcern. It is crucial that the levels of risk we assign to students profiles, 

are clear and easily understood by everyone:   

  

Level 1   Universal (default setting)  

Level 2  Low risk  

Level 3  Medium risk  

Level 4  High risk  

  

Although tasks will continue to be set for either the referrer or for other colleagues invited into ‘the 

team’, it will not be possible to know which staff members are remote working or who might be self-

isolating as they are unwell etc. Therefore, if contact needs to be made with the student urgently, 

either one of the triage team or the allocated caseholder, will make this initial contact.  

  

The triage team will continue to allocate categories to concerns at the point of triage (one category 

per concern). The category that is allocated will be the one considered the best-fit, from the drop-

down list provided within MyConcern. The information provided by the referring member of staff 

supports this part of the triage process.  

  

The safeguarding team will continue to make referrals as appropriate to Social Care, the police or one 

of many mental health service providers. Typically, many of our students are supported by Student 

Support when self-referring to mental health services over the telephone and it is anticipated that this 

will continue.   

  

If appropriate, a concern will be filed with no further action (other than monitoring). This is already in 

place and is akin to a traditional filing cabinet, it doesn’t make a concern any less important if it is filed 

at the point of triage. It will always form part of “the jigsaw”.  

  

We will continue to participate in any multi-agency meetings - via Skype For Business or Microsoft 

Teams, where possible, with vocational staff attending where it is more appropriate than one of the 

safeguarding team (practice that was already in place).  

  

2.3  Monitoring   

  

In moving to a remote learning model, we recognise that we need robust systems in place to monitor 

levels of output and engagement from students in addition of course to finding out how they are. 

Having a sense of their presenting mental health and wellbeing at this time is important for all our 

students - vulnerable or otherwise. We are mindful of the impact that the first national lockdown had 

on many of our students who missed the structure and routine that college afforded them.   

 

During this lockdown our students will be provided with synchronous learning lessons throughout their 

timetable. Students are expected to log into these sessions where tutors will take a formal register for 

each session.  

 



Attendance at these sessions can be tracked via the Dashboard and a weekly report of non-

attendance will be sent out each Friday morning at 11am by the F&P team. The report will now also 

include an extra tab which shows where a student has not attended for 2 weeks or more.  

 

Follow up of non-attending students will be carried out by the Link Tutor in conjunction with the Head 

of Department.  

 

It is recognised that logging into a session is not always evidence of engagement and there may be 

times where tutors are concerned that a student is logging into sessions but failing to engage in the 

session or complete any formative or summative assessment work. In such instances, the following 

process will be followed:  

 

1) The tutor contacts the student to ascertain what the barriers are and agrees with the student how 

to overcome these barriers 

2) If the tutor is unable to make successful contact with the student, they will add a non-engagement 

comment to Pro-Monitor and tag in the Link Tutor 

3) The Link Tutor will make contact with the student and Next of Kin (NoK) to resolve, recording the 

outcome of this contact on Pro-Monitor. If unsuccessful they will make a further non-engagement 

comment on Pro-Monitor, this time tagging in the Head of Department / Curriculum Co-ordinator 

4) The Head of Department / Curriculum Co-ordinator will then attempt contact with student and NoK. 

Telephone contact will also be made with Social Worker / Young Person’s Advisor / Housing Key 

Worker etc for vulnerable students. The outcomes of all contact will be recorded on Pro-Monitor 

under engagement 

5) If the Head of Department / Curriculum Co-ordinator’s contact is unsuccessful, a MyConcern will 

be submitted. 

 

When submitting a concern due to a lack of engagement, the following information MUST be included, 

so that the Safeguarding Team can determine timely next steps: 

 

 Details of who contacted the student and their NoK and when 

 Details of who contacted external support workers for vulnerable students and when 

 Confirmation of whether messages were left  

 Confirmation of whether the student has an EHCP (Education, Health & Care Plan) 

 

 

Tracking: 

The weekly non-attendance report and the non-engagement report provide two key sources of 

information to monitor students.  

 

Both reports will be sent out before midday on a Friday and will clearly delineate vulnerable students 

(including those with an EHCP) to enable enhanced monitoring and timely provision of follow-up 

support.  

 

The SMT members responsible for Curriculum, Quality and Safeguarding will be responsible for 

monitoring these reports and ensuring that follow-up actions are being carried out by teams where 

required. 

 

Assessors update a central engagement tracker for all apprentices on a weekly basis that identify 

risk rated status and linked comments for actions taken. Managers regularly review this to address 

any concerns and identify any patterns of non-engagement.  

    

    



Welfare Checks: 

Monitoring the welfare and wellbeing of our students during this time is being shared across several 

College teams, depending on the student’s vulnerability. All welfare checks with students should allow 

for a verbal conversation in real-time, for example either over the telephone, Google Hangouts, or in 

a Video Conference call. For each welfare check, 3 attempts at successful contact must be made.   

 

Student Responsible 

Team 

Frequency and any detail re recording 

All students who do not 

otherwise fit a category  

Progress 

Tutor / 

Assessor 

6-weekly (in keeping with existing review cycles). 

Recorded on Pro-Monitor under Progress Reviews 

or on Smart Assessor for apprentices. 

Vulnerable student: 

 

EHCP  

Vocational 

Team 

(Supported 

Learning 

only) / 

Progress 

Tutor /  

Assessor 

Twice weekly. Recorded on Pro-Monitor under the 

category “welfare check”, or on Smart Assessor 

for Apprentices. 

 

All welfare checks should, where possible, be 

made before 1pm, in the event urgent intervention 

or safeguarding action needs to be taken to keep 

the student safe that afternoon. 

If successful contact with a student cannot be 

made, contact will be made with the NoK. 

Clinically Extremely 

Vulnerable 

Progress 

Tutor 

Twice weekly. Recorded on Pro-Monitor under the 

category “welfare check”. 

Vulnerable student: 

 

Child in Care 

Child in Need 

Child Protection Register 

Care Leaver 

Young Adult Carer 

Supported via a CAF 

Supported Accommodation 

Progress 

Tutors / 

Assessor 
If a student also 

has an EHCP / 

red profile, 

welfare checks 

made by 

vocational team 

in Supported 

Learning only / 

safeguarding 

team 

respectively 

Twice weekly. Recorded on Pro-Monitor under the 

category “welfare check” or on Smart Assessor for 

Apprentices. 

 

All welfare checks should, where possible, be 

made before 1pm, in the event urgent intervention 

or safeguarding action needs to be taken to keep 

the student safe that afternoon. 

If successful contact with a student cannot be 

made, contact will be made with the NoK and / or 

Social / Support Worker / Young Person’s 

Advisor.  

‘Red’ RAG rated - 

MyConcern 

Safeguarding 

Team 

Twice weekly. Recorded on MyConcern. 

 

All welfare checks should, where possible, be 

made before 1pm, in the event urgent intervention 

or safeguarding action needs to be taken to keep 

the student safe that afternoon.  

If successful contact with a student cannot be 

made, their NoK will be contacted. If successful 

contact with NoK cannot be made, advice will be 

sought from either Greer Hill or Heather Hunt, 

regarding follow-up action. 

 

For all students – any concerns resulting from welfare checks must be recorded via 

MyConcern in the usual way. 

 

    



Children in Care and Care Leavers: 

During lockdown 1, Suffolk’s Virtual School for Children in Care (and Care Leavers) shared a template 

with schools and colleges that they needed completing weekly, this specifically related to students in 

the equivalent of school years 12 and 13. This has been amended for the current lockdown period 

and can be found at Appendix 3. This monitoring activity will resume during this current lockdown 

period with the Director of Student Services responsible for ensuring its timely completion, using the 

information recorded on Pro-Monitor and MyConcern (if appropriate). For this current lockdown period 

we will be required to report on some care leavers beyond year 13.  

  

Children in Care / Care Leavers on ESOL programmes only:  

During lockdown 1 a multi-agency agreement was reached (this included input from key college staff) 

which determined a different monitoring model for this cohort, recognising the complexity of contacts 

that each agency might need to make during the course of the week (e.g. social care, education, 

immigration, home office, housing etc). For this current lockdown period, a multi-agency group (again 

involving key college staff) has agreed that once the Progress Tutor has made welfare checks for this 

cohort a spreadsheet detailing outcomes will be shared with Social Care colleagues on a weekly basis. 

On receiving this spreadsheet, the relevant Social Care colleagues will identify any required follow-

up actions for individual students within 24 hours of receiving the spreadsheet.  

 

Students with Education Health & Care Plans (EHCPs):  

With central Government recognising the increased vulnerability of children and young people with 

EHCPs during lockdown periods, Suffolk County Council have re-emphasised the importance of 

embedding effective monitoring arrangements for children and young people with EHCPs. Contact 

made with students and their next of kin (where appropriate) will need to determine how they are 

getting on, is there anything they need support with, are they accessing college learning platforms 

okay – and so on. Risk Assessments for students with EHCPs maintained by Suffolk County Council 

will be completed in line with Suffolk’s Inclusion Service expectations. For students with EHCPs 

maintained by Essex County Council, we will respond in accordance with their requirements.  

 

Young Adult Carers (YACs): 

Given the additional pressures known to be faced by Young Adult Carers at this time, the College will 

report to Suffolk Family Carers on our monitoring of students registered as YAC on a weekly basis. 

Having shared the template designed by the Virtual School this is also being adopted to support the 

monitoring of this vulnerable group. The Director of Student Services will be responsible for ensuring 

its completion and return on a weekly basis, using information recorded on Pro-Monitor and 

MyConcern as appropriate. The template can be found at Appendix 4. For any students registered as 

YAC resident in Essex, the College will respond as requested.  

  

For all of our students supported by an external service : 

In these unprecedented times, it is not inconceivable to think that a student’s named Social Worker, 

Support Worker, Young Person’s Advisor, Key Worker, Mental Health practitioner etc could be 

working remotely, or unwell themselves as a result of COVID-19. With this in mind, it is crucial that 

should we be informed a worker is not available for this reason that we immediately clarify with the 

agency who the interim contact person will be.   

 

 

3. Self-Service / Self-referral  

  

The College recognises given the exceptional circumstances that we find ourselves in, that an 

increasing number of students may wish to make independent contact with support services out of 

hours, for example with ChildLine, MIND, Women’s Aid, Cruse, staying safe online etc. To ensure 

equality of access to such information for all our students, the College will be adding to existing 

information already available on the following virtual platforms:   



  

 Student Intranet  

 Website – Virtual Student Support area 

 - both areas will be promoted to students and parents by the marketing team, via social media.   

  

To ensure students are able to identify the right service for them when they need it, sections will be 

clearly labelled. Information will be kept under regular review by Heather Hunt (at least once weekly) 

and will be added to as appropriate. It is really important from an online safety perspective that we 

feel assured of the integrity of these services. 

 

By reviewing and updating regularly, we can also add any national initiatives as they are announced, 

e.g., British Rail announced that survivors fleeing domestic abuse can travel for free on their network.   

  

4. Support for Parents / Carers   

  

In these unprecedented times, parents / carers will no doubt have questions / worries / concerns about 

their young person. For example regarding self-harm, or potential radicalisation online observed from 

increased time spent alone in their room. With this in mind, we will continue adding sources of support 

to the parent area of the website. It will be reviewed, at least once weekly, and again, any additional 

services or national initiatives will be added as appropriate. (Parents and carers will still be able to 

email Student Support, they can also continue to make contact with the team by telephone).   

  

The Director of Student Services, Safeguarding & Support has a good working relationship with a Co- 

Chair from Suffolk’s Parent Carer Network (SPCN) and is in a good position to share with colleagues 

any themes as they emerge on SPCN’s network.   

  

5. Additional safeguards  

  

• Given the requirement of schools and colleges to maintain effective e-safety arrangements in 

moving to a remote learning environment, the College’s e-safety group will hold responsibility 

for monitoring and modifying our approach moving forwards, taking into account any local 

concerns or guidance nationally   

• OneTeamLogic (the company behind MyConcern) continue to deliver high level of customer 

service  

• The Director of Student Services will continue to participate in external networks, sharing 

information / resources with colleagues as appropriate 

• In exceptional circumstances, and only when signed off by the Director of Student Services, a 

welfare check door-step visit (adhering to all COVID-safety measures) will be undertaken for 

a student by a member of the safeguarding team, supported by a Youth and Safety Ranger. 

In light of the exceptional circumstance criteria required for such a door-step visit, the Director 

of Student Services will undertake a risk assessment which must be signed off and approved 

by a member of the Executive Team before the visit can take place.  

  

6. PREVENT and Radicalisation   

  

At the time of writing, it is anticipated that local partners (Police, Local Authority etc) remain committed 

to managing referrals and that the Channel Panel will continue to sit monthly.  

  

Given the extended periods of time that our students will be spending online as they transition to a 

remote learning model, it is crucial that we continue to stay alert to the risks posed in line with 

PREVENT and radicalisation.   

  



We will continue to identify and refer students as appropriate where we consider they are vulnerable 

to being radicalised. We will remain mindful of the risk indicators that might suggest a young person 

is at risk of being radicalised, and stay alert to the possibility that we may pick up on some of these 

during our contact with students over the coming weeks.  

  

As our named PREVENT link, Heather Hunt will liaise with our local PREVENT partners. Should staff 

have any concerns during this time that a student may be at risk of being radicalised (for example 

they might have shared something of concern in Google Hangouts or one of their friends might have 

emailed), this should be reported in the normal way via MyConcern.     

  

Our FE / HE PREVENT Co-ordinator, although working from home himself, will continue to ensure 

that we are in receipt of the latest information coming out of central government regarding the 

PREVENT agenda.   

  

7. Suffolk Constabulary   

  

It is anticipated that Suffolk Constabulary’s Schools Liaison Team will remain available and happy to 

support us should we require help and guidance regarding any of our students at this time. The 

Safeguarding Team and the Youth and Safety Rangers have these details and will continue to seek 

guidance and support as appropriate moving forwards.   

  

Contact made with the police will remain in line with the National Police Chiefs’ Council (NPCC) 

published guidance for schools and colleges (“When to call the police”).   

  

8. Suffolk / Essex / Norfolk County Councils   

  

Social Workers and support staff continue to contact us using their usual communication channels. 

Some practitioners who perhaps may be new to the College are using the info@ college address via 

the website. We already have robust systems in place to accommodate such approaches to the 

College and reception staff know who to field enquiries to.   

  

9. Chaplaincy Offer   

  

Chaplaincy seeks to proactively engage both staff and students of all faiths and none, so that 

Suffolk New College flourishes, through 

 

 Building communities  

 Exploring faith 

 Supporting staff and students 

 
At these are strange and unsettling times our Lead Chaplain, Linda Pepper, offers a listening ear to 
staff and students. Linda can be contacted Monday – Friday between 8am and 5pm daily, on 07854 
188536 or via her college email address lindapepper@suffolk.ac.uk.  
 

 

   

 

 

 

 

 

 

x-apple-data-detectors://0/
tel:07854%20188536
tel:07854%20188536
mailto:lindapepper@suffolk.ac.uk


Appendix 1:  

Video Conferencing with Students  

  

Teacher Guide  

The college has decided that it is acceptable to video conference with students. However, there are 

a number of things you must do in order to protect yourself and your students.  

  

Setting Up the Meeting  

• Meetings should only be conducted during working hours. Students should be informed that 

they cannot contact you outside of working hours  

• Ensure the students know what time the meeting is. This could be set through a shared Google  

Calendar or sending a calendar invite in Google Calendar  

• Make sure the students have access to the joining instructions early so that they can prepare  

• Inform the students of what they will need to have prepared for the meeting, including any 

resources they will need access to  

• Inform the students that they should be dressed appropriately and in a respectable room such 

as a living room or kitchen. Being in bed or in a bathroom or toilet room is not acceptable.  

  

Preparing for the Meeting  

• Check that your microphone and webcam work well before the meeting  

• Make sure there are no personal images or ways your property could be identified in the 

background when using your webcam  

• Learn how to use the chat facility on the tool you are using in case you need to speak to a 

student who cannot get their microphone or camera working  

• Ensure you are prepared, dressed appropriately and in a location that is respectable.  

  

Conducting the Meeting  

• Students should be prepared. If a student is in bed, not dressed or otherwise not prepared you 

must end the meeting immediately and reschedule, informing the student of your expectations  

• Set out expectations as you would in a discussion in regards to being polite and only using 

constructive criticism  

• In group communication, ensure that you chair the meeting to avoid students talking over each 

other  

• Where necessary, use the muting feature to mute students’ microphones if you need to.  

  

Concerns about a Meeting  

If you have any concerns about a student's behaviour during the meeting - in that it is inappropriate 

in any way - you should inform the student that you are ending the meeting and give them the reason 

for this.  

  

Following the meeting  

If your concerns about the student's behaviour were a potential safeguarding issue, you should report 

this on My Concern straight away. Please speak to/contact your line manager if you are unsure.  

  

  

  

  

  

  

  

  

  



Appendix 2:  

Student and Apprentice Code of Conduct for E-Learning  

  

Appropriate online behaviour when working remotely  

  

• Your behaviour during E-Learning sessions should be as respectful of staff and other students 

as it would be if you were in college  

  

• Bullying or negative behaviour during remote learning will be treated through the same 

disciplinary process as when in college  

  

• Arrive on time to your E-Learning sessions and greet your tutors and peers, so that your 

attendance is recorded  

  

• If you are unable to attend an E-Learning session, contact your tutor via their college email to 

explain  

  

• When in E-Learning sessions, don’t use any private/direct messaging functions. If you receive 

any negative messages, take a screenshot and email these to your tutor/ assessor. To take a 

screenshot on a PC, press the prnt scrn button, and paste into an email. On a Mac, press shift, 

cmd, + 3, and the file will appear on your desktop. This file can be attached to an email  

  

 Any bullying or negative behaviour received via social media, from other students, should also 

be reported to your tutor or assessor  

  

 Your tutors/assessors are available by email if you have any concerns or worries. Use 

webmail.suffolk.ac.uk to access to your emails - you can search your tutor’s/assessor’s name 

if you don’t know their email address  

  

 The student intranet can also be accessed at student.suffolk.ac.uk where there is a range of 

guidance to support you with online learning  

  

  

Please click here to access the code in full:  

https://drive.google.com/file/d/1n2sXO1cW2QPn9TadFC3TrsC296MWx6S5/view?usp=sharing  
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Appendix 3:  

Template of Suffolk County Council Virtual School’s weekly monitoring return for Children in 

Care and Care Leavers   

   

   

Name  of  

student   

Are  they  

attending the 

provision offered 

on site?  

Are they 

engaging with 

the work 

provided online?  

Has  a  

welfare call been 

made this week?  

Notes following 

welfare call 

         

         

         

  

  

   

   

Appendix 4:  

Template of Suffolk Family Carers weekly monitoring return for Young Adult Carers 

   

   

Name  of  

student   

Are  they  

attending the 

provision offered 

on site?  

Are they 

engaging with 

the work 

provided online?  

Has  a  

welfare call been 

made this week?  

Notes following 

welfare call  

         

         

         

 

  

  

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

  

   


