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The Tutor Train believes that all young people have the right to learn in a safe and caring environment. This 
includes the right to protection from all types of abuse (see appendix A). Those of us in a position of trust have 
to do everything possible to foster these rights. To do this, certain protections need to be in place to protect 
children, as well as those who work with them.  

The Tutor Train takes seriously its responsibility towards safeguarding all young people who engage with us, 
with the focus being on their safety and welfare.  

Who does the Tutor Train Safeguarding Policy apply to?  

The Tutor Train Safeguarding Policy applies to everybody who is providing tuition on behalf of the Tutor Train. 
The Tutor Train Safeguarding Policy is available to all tutors, clients and schools. 
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1. Legislation and statutory guidance 

This policy is based on the Department for Education’s statutory guidance Keeping children safe in education 
2021 - GOV.UK and Working Together to Safeguard Children (2018), and the Governance Handbook. We 
comply with this guidance and the arrangements agreed and published by local safeguarding partners. This 
policy is also based on the following legislation:  

Part 3 of the schedule to the Education (Independent School Standards) Regulations 2014, which places a duty 
on academies to safeguard and promote the welfare of pupils at the school. 

The Children Act 1989 (and 2004 amendment), which provides a framework for the care and protection of 
children Section 5B(11) of the Female Genital Mutilation Act 2003, as inserted by section 74 of the Serious 
Crime Act 2015, which places a statutory duty on teachers to report to the police where they discover that 
female genital mutilation (FGM) appears to have been carried out on a girl under 18. Statutory guidance on 
FGM, which sets out responsibilities with regards to safeguarding and supporting girls affected by FGM. 

The Rehabilitation of Offenders Act 1974, which outlines when people with criminal convictions can work with 
children. 

Section 4 of the Safeguarding Vulnerable Groups Act 2006, which defines what ‘regulated activity’ is in relation 
to children Statutory guidance on the Prevent duty, which explains schools’ duties under the Counter-
Terrorism and Security Act 2015 with respect to protecting people from the risk of radicalisation and 
extremism The Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended 
Entitlement) (Amendment) Regulations 2018 (referred to in this policy as the “2018 Childcare Disqualification 
Regulations”) and Childcare Act 2006, which set out who is disqualified from working with children. 

This policy also meets requirements relating to safeguarding and welfare in the statutory framework for the 
Early Years Foundation Stage. Our locally agreed multi-agency procedures can be found at Multi Agency 
Safeguarding Arrangements (MASAs). The MASA sets out the arrangements for safeguarding partners to work 
together with other agencies to identify and respond to the needs of children within their Borough.  

1. General Principles  

The Tutor Train acknowledges it has a responsibility for the safety of young people receiving tuition. It also 
recognises that good safeguarding and child protection policies and procedures are of benefit to everyone 
involved with our tuition as they can help protect them from erroneous or malicious allegations.  

The purpose of the Tutor Train Safeguarding Policy is to establish an environment in which the children with 
we come into direct or indirect contact are protected from abuse, are safe and are treated with dignity and to 
create an atmosphere in which all involved feel able to discuss openly any concerns they may have or any 
circumstances which may constitute abuse. In line with Keeping Children Safe in Education 2021, the Tutor 
Train Safeguarding Policy seeks to achieve this by setting out a series of behavioural guidelines and a 
management structure to implement the policy.  

The Tutor Train is committed to providing a safe environment for children.  

 The child/ young person’s welfare is paramount. 
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 All young people whatever their age, culture, disability, gender, language, racial origin, religious 
belief and/or sexual identity, have the right to protection from abuse. 

 All suspicions and allegations of inappropriate behaviour will be taken seriously and responded to 
swiftly and appropriately. 

 As defined in the Children Act 1989, anyone under the age of 18 years should be considered as a 
child for the purposes of this document. The Tutor Train is committed to practices which promote 
the welfare of children and protects children from harm. All staff who have supervised or 
unsupervised access to or contact with children are required to: 

o recognise and accept their responsibilities;  

o develop awareness of the issues which can cause children harm; and  

o report concerns following the procedures below.  

The Tutor Train will endeavour to safeguard children by: 

1. Adopting safeguarding and child protection procedures and the Guidance on Conduct and 
Behaviour for all who work on behalf of the organisation;  

2. Reporting concerns to the appropriate authorities.  

3. Adhere to safer recruiting procedures.  

4. Providing effective management for tutors through support and training. 

5. The Tutor Train is committed to reviewing its Safeguarding Policy annually or when significant 
changes in legislation occur.  

 

3. All Tutors: 

All staff will be aware of:  

 Our systems which support safeguarding, including this child protection and safeguarding policy, the staff 
handbook, the role and identity of the designated safeguarding lead (Praema Stelling)  

 The early help process and their role in it, including identifying emerging problems, liaising with the DSL, and 
sharing information with other professionals to support early identification and assessment  

 The process for making referrals to Local Authority children’s social care and for statutory assessments that 
may follow a referral, including the role they might be expected to play  

 What to do if they identify a safeguarding issue or a child tells them they are being abused or neglected, 
including specific issues such as FGM, and how to maintain an appropriate level of confidentiality while liaising 
with relevant professionals  

 The signs of different types of abuse and neglect, as well as specific safeguarding issues, such as child sexual 
exploitation (CSE), indicators of being at risk from or involved with serious violent crime, FGM and 
radicalisation 

 

 



 4

4. The Designated Safeguarding Lead (DSL)  

The DSL Praema Stelling, takes lead responsibility for child protection and wider safeguarding. The DSL will be 
available for staff to discuss any safeguarding concerns, in person, via email or phone. The DSL will attend 
annual DLS, safer recruitment and safeguard training and will be able to: 

 Provide advice and support to other staff on child welfare and child protection matters  

 Take part in strategy discussions and inter-agency meetings and/or support other staff to do so  

 Contribute to the assessment of children  

 Refer suspected cases, as appropriate, to the relevant body (Local Authority children’s social care, Channel 
programme, Disclosure and Barring Service, and/or police), and support staff who make such referrals directly 
 Liaise with Local Authority case managers and designated officers for child protection concerns as 
appropriate. 

 

5. Professional Conduct and behaviour: 

1. At all times, tutors will act honestly in all professional dealings with clients, potential clients and 
tutors. 

2. Tutors will not, knowingly or recklessly, disseminate any false or misleading information. 

3. The Tutor Train and tutors will respect the confidentiality of all information which comes into our 
possession unless it is unlawful to do so. 

4. Someone over the age of 18 must be present during all online and face-to-face lessons for the 
protection of the tutor as well as the child. 

5. A tutor is prohibited from making contact or meeting up with a child outside of the lesson. All 
communication is solely through an organised group chat which includes the tutor, the client and 
the organisation mediator. If a tutee adds a tutor on social media, this must be rejected and the 
Designated Safeguarding Lead (Praema Stelling) must be informed.  

 

Professional conduct and behaviour – Online tuition  

Whilst using our online teaching platform (The Lesson Space): 

1. Only named tutors/students can attend the session 

2. Sessions can only be accessed through a password protected portal. 

3. All lessons are recorded and can be accessed by the tutor and client upon request. 

 

 

 

 

 

 

 



 5

6. Recognising abuse and taking action 

Staff, volunteers and governors must follow the procedures set out below in the event of a safeguarding issue. 
See appendix A for different types of abuse.  

 

Reporting concerns:  

If you have concerns about a child (as opposed to believing a child is suffering or likely to suffer from harm, or 
is in immediate danger) Appendix C illustrates the procedure to follow if you have any concerns about a child’s 
welfare.  

Where possible, speak to the DSL first to agree a course of action. If in exceptional circumstances the DSL is 
not available, this should not delay appropriate action being taken. Speak to or take advice from the Local 
Authority children’s social care that the student resides in.   

You can also seek advice at any time from the NSPCC helpline on 0808 800 5000. Share details of any actions 
you take with the DSL as soon as practically possible. Make a referral to Local Authority children’s social care 
directly, if appropriate. Share any action taken with the DSL as soon as possible.  

Early Help: If early help is appropriate, the DSL will generally lead on liaising with other agencies and setting 
up an inter-agency assessment as appropriate. The DSL will keep the case under constant review and the 
school will consider a referral to the student’s Local Authority children’s social care if the situation does not 
seem to be improving. Timelines of interventions will be monitored and reviewed.  

Our procedures for Early Help: Early help means providing support as soon as possible to help families cope 
with difficulties and working together with other services to prevent bigger problems emerging. Support can 
come from a range of services and organisations, for parents, children and young people of any age. The aim is 
to provide the right action at the right time with the right support. This includes sources of support, childcare, 
children's centres and children's activities. Early Help Assessment: An Early Help Assessment (EHA) is designed 
to help a child receive the right support at an early stage.  

 

If a child is suffering or likely to suffer harm, or in immediate danger  

 Make a referral to children’s social care and/or the police immediately if you believe a child is suffering or 
likely to suffer from harm, or in immediate danger. Anyone can make a referral.  

 Tell the DSL as soon as possible if you make a referral directly who will refer to the child’s residing social 
services. 

 Use the following link to the GOV.UK webpage for reporting child abuse to your local council: 
https://www.gov.uk/report-child-abuse-to-local-council  

In an emergency, phone the police on 999.  

 

If you discover that FGM has taken place or a pupil is at risk of FGM: 

The Department for Education’s Keeping Children Safe in Education explains that FGM comprises “all 
procedures involving partial or total removal of the external female genitalia, or other injury to the female 
genital organs”. FGM is illegal in the UK and a form of child abuse with long-lasting, harmful consequences. It 
is also known as ‘female genital cutting’, ‘circumcision’ or ‘initiation’. Possible indicators that a pupil has 
already been subjected to FGM, and factors that suggest a pupil may be at risk.  
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Any tutor who discovers (either through disclosure by the victim or visual evidence) that an act of FGM 
appears to have been carried out on a pupil under 18 must immediately report this to the police, personally. 
This is a statutory duty, and teachers will face disciplinary sanctions for failing to meet it. Unless they have 
been specifically told not to disclose, they should also discuss the case with the DSL and involve children’s 
social care as appropriate. Tutors should not examine pupils. If you suspects a pupil is at risk of FGM or 
suspects that FGM has been carried out must speak to the DSL and follow our local safeguarding procedures. 

An EHA should be used for any case that requires Early Help services or support. The Early Help service 
comprises of the following teams: 

  Family Support Hub  

 Inclusion Support  

 Education Welfare Team  

 Early Years Hub  

 Family Information Service  

 Adolescent Response Team  

 Early Help Hub  

 Strengthening Families Team 

If it is appropriate to refer the case to Local Authority children’s social care or the police, the DSL will make the 
referral or support you to do so. If you make a referral directly, you must tell the DSL as soon as possible. The 
Local Authority where the student resides in will make a decision within 1 working day of a referral about 
what course of action to take and will let the person who made the referral know the outcome. The DSL or 
person who made the referral must follow up with the Local Authority if this information is not made 
available, and ensure outcomes are properly recorded. If the child’s situation does not seem to be improving 
after the referral, the DSL or person who made the referral must follow local escalation procedures to ensure 
their concerns have been addressed and that the child’s situation improves. 

 

If you have concerns about extremism 

If a child is not suffering or likely to suffer from harm, or in immediate danger, where possible speak to the DSL 
first to agree a course of action. If in exceptional circumstances the DSL is not available, speak to a member of 
the senior leadership team and/or seek advice from Local Authority children’s social care. Where there is a 
concern, the DSL will consider the level of risk and decide which agency to make a referral to. This could 
include Channel, the government’s programme for identifying and supporting individuals at risk of being 
drawn into terrorism, or the Local Authority children’s social care team.  

The Department for Education also has a dedicated telephone helpline, 020 7340 7264, which the Tutor Train 
tutors can call to raise concerns about extremism with respect to a pupil. You can also email 
counter.extremism@education.gov.uk. Note that this is not for use in emergency situations. In an emergency, 
call 999 or the confidential anti-terrorist hotline on 0800 789 321 if you:  

 Think someone is in immediate danger  

 Think someone may be planning to travel to join an extremist group 

  See or hear something that may be terrorist-related 
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If you have a mental health concern 

Mental health problems can, in some cases, be an indicator that a child has suffered or is at risk of suffering 
abuse, neglect or exploitation. Tutors will be alert to behavioural signs that suggest a child may be 
experiencing a mental health problem or be at risk of developing one. If you have a mental health concern 
about a child that is also a safeguarding concern, take immediate action by informing the DSL. Refer to the 
Department for Education guidance on mental health and behaviour in schools for more information. 

 

Allegations of abuse made against other pupils (applicable to school tuition) 

We recognise that children are capable of abusing their peers. Abuse will never be tolerated or passed off as 
banter”, “just having a laugh” or “part of growing up”. We also recognise the gendered nature of peer-on-peer 
abuse. However, all peer-on-peer abuse is unacceptable and will be taken seriously. If you witness abuse 
during your time at school, it must be reported to the school immediately, who will then follow their school 
policy.  

 

7. Sexting  

If you are made aware of an incident involving sexting (also known as ‘youth produced sexual imagery’), you 
must report it to the DSL immediately.  

You must not:  

 View, download or share the imagery yourself, or ask a pupil to share or download it. If you have already 
viewed the imagery by accident, you must report this to the DSL  

 Delete the imagery or ask the pupil to delete it  

 Ask the pupil(s) who are involved in the incident to disclose information regarding the imagery (this is the 
DSL’s responsibility)  

 Share information about the incident with other members of staff, the pupil(s) it involves or their, or other, 
parents and/or carers  

 Say or do anything to blame or shame any young people involved  

 You should explain that you need to report the incident, and reassure the pupil(s) that they will receive 
support and help from the DSL.  

 

Initial review meeting: Following a report of an incident, the DSL will hold an initial review meeting to  

consider the initial evidence and aim to determine:  

 Whether there is an immediate risk to pupil(s)  

 If a referral needs to be made to the police and/or children’s social care  

 What further information is required to decide on the best response  

 Whether the imagery has been shared widely and via what services and/or platforms (this may be unknown)  

 Whether immediate action should be taken to delete or remove images from devices or online services  
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 Any relevant facts about the pupils involved which would influence risk assessment 

 If there is a need to contact another school, setting or individual  

 Whether to contact parents or carers of the pupils involved (in most cases parents should be involved)  

 

The DSL will make an immediate referral to police and/or children’s social care if:  

 The incident involves an adult  

 There is reason to believe that a young person has been coerced, blackmailed or groomed, or if there are 
concerns about their capacity to consent (for example owing to special educational needs)  

 What the DSL knows about the imagery suggests the content depicts sexual acts which are unusual for the 
young person’s developmental stage, or are violent  

 The imagery involves sexual acts and any pupil in the imagery is under 13. 

 The DSL has reason to believe a pupil is at immediate risk of harm owing to the sharing of the imagery (for 
example, the young person is presenting as suicidal or self-harming). 

 

If none of the above apply then the DSL, in consultation with other members of staff as appropriate, may 
decide to respond to the incident without involving the police or children’s social care.  

Further review by the DSL: If at the initial review stage, a decision has been made not to refer to police and/or 
children’s social care, the DSL will conduct a further review. They will hold interviews with the pupils involved 
(if appropriate) to establish the facts and assess the risks. If at any point in the process there is a concern that 
a pupil has been harmed or is at risk of harm, a referral will be made to children’s social care and/or the police 
immediately.  

Informing parents: The DSL will inform parents at an early stage and keep them involved in the process, unless 
there is a good reason to believe that involving them would put the pupil at risk of harm.  

Referring to the police: The DSL will decide if it is necessary to refer an incident to the police  

Recording incidents: All sexting incidents and the decisions made in responding to them will be recorded. The 
record-keeping arrangements set out in section 14 of this policy also apply to recording incidents of sexting.  

 

8. Notifying parents  

Where appropriate, we will discuss any concerns about a child with the child’s parents. The DSL will normally 
do this in the event of a suspicion or disclosure. If we believe that notifying the parents would increase the risk 
to the child, we will discuss this with the student’s Local Authority children’s social care team before doing so.  

 

9. Pupils with special educational needs and disabilities  

We recognise that pupils with special educational needs (SEN) and disabilities can face additional safeguarding 
challenges. Additional barriers can exist when recognising abuse and neglect in this group, including:  

 Assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the child’s 
disability without further exploration  
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 Pupils being more prone to peer group isolation than other pupils 

 The potential for pupils with SEN and disabilities being disproportionally impacted by behaviours such as 
bullying, without outwardly showing any signs  

 Communication barriers and difficulties in overcoming these barriers  

 

10. Pupils with a social worker  

Pupils may need a social worker due to safeguarding or welfare needs. We recognise that a child’s experiences 
of adversity and trauma can leave them vulnerable to further harm as well as potentially creating barriers to 
attendance, learning, behaviour and mental health. The DSL and all Tutors will work with and support social 
workers to help protect vulnerable children.  

Looked-after and previously looked-after children  

We will ensure that Tutors have relevant information about their student’s looked after legal status, contact 
arrangements with birth parents or those with parental responsibility, and care arrangements if it impacts or 
has implications to the tuition they receive.   

 

11. Mobile phones and cameras 

Tutors are allowed to bring their personal phones to sessions for their own use, but will limit such use to non-
contact time when pupils are not present. Tutor’s personal phones will remain in their bags during contact 
time with pupils. Tutors will not take pictures or recordings of pupils on their personal phones or cameras. We 
will follow the General Data Protection Regulation and Data Protection Act 2018 when taking and storing 
photos and recordings for use by the Tutor Train.  

 

12. Complaints and concerns about school safeguarding policies  

Complaints against staff: Complaints against staff that are likely to require a child protection investigation will 
be handled in accordance with our procedures for dealing with allegations of abuse made against staff 
(appendix D).  

 

Other complaints: 

Please refer to the Complaints policy. 

 

Whistle-blowing:  

Please refer to the Whistle-blowing policy, which covers concerns regarding the way the school safeguards 
pupils, including poor or unsafe practice, or potential failures.  

 

Record-keeping  
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All safeguarding concerns, discussions, decisions made and the reasons for those decisions, must be recorded 
in writing. If you are in any doubt about whether to record something, discuss it with the DSL. Non-
confidential records will be accessible via Tutorcruncher platform.  

Confidential information and records will be held securely in a password protected, encrypted server and are 
only available to those who have a right or professional need to see them. Safeguarding records relating to 
individual children will be retained for 6 months after they have ceased tuition with the Tutor train.  

 
13. Training 
All staff  
All Tutors will undertake safeguarding and child protection training annually which includes Safeguarding in 
Education, E-safety and Prevent training.  
 
The DSL  
In addition to the training above, the DSL will undertake and renew DSL training and Safer recruitment 
training. They will also keep up to date with all changes in policies.  
 
Recruitment  
At least one person conducting any interview will have undertaken safer recruitment training. This will cover, 
as a minimum, the contents of the Department for Education’s statutory guidance, Keeping Children Safe in 
Education, and will be in line with local safeguarding procedures. See Vetting and safer recruitment policy for 
more details.  
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Appendix A – Definitions of Abuse 
 
Domestic Abuse: 

Witnessing domestic abuse is child abuse, and teenagers can suffer domestic abuse in their relationships. 

  
Sexual abuse:  

A child is sexually abused when they are forced or persuaded to take part in sexual activities. This doesn’t have 
to be physical contact, and it can happen online.  

 

Neglect: 

Neglect is the ongoing failure to meet a child’s basic needs. It’s dangerous and children can suffer serious and 
long-term harm.  

 

Online abuse:  

Online abuse is any type of abuse that happens on the web, whether through social networks, playing online 
games or using mobile phones.  

 

Physical abuse:  

Physical abuse is deliberately hurting a child causing injuries such as bruises, broken bones, burns or cuts.  

 
Emotional abuse:  

Children who are emotionally abused suffer emotional maltreatment or neglect. It’s sometimes called 
psychological abuse and can cause children serious harm.  

 
Child sexual exploitation:  

Child sexual exploitation is a type of sexual abuse in which children are sexually exploited for money, power or 
status.  

 

Female genital mutilation (FGM):  

Female genital mutilation (FGM) is the partial or total removal of external female genitalia for non-medical 
reasons. Bullying and cyberbullying Bullying can happen anywhere – at school, at home or online. It’s usually 
repeated over a long period of time and can hurt a child both physically and emotionally.  

 

Child trafficking:  

Child trafficking is a type of abuse where children are recruited, moved or transported and then exploited, 
forced to work or sold.  

 
Grooming: 

Children and young people can be groomed online or in the real world, by a stranger or by someone they 
know – for example a family member, friend or professional.  
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Harmful sexual behaviour: Children and young people who develop harmful sexual behaviour harm 
themselves and others.  

 
Appendix B – Responding Appropriately to a Child Making an Allegation of Abuse  

1. Stay calm.  

2. Listen carefully to what is said.  

3. Find an appropriate early opportunity to explain that it is likely that the information will need to be 
shared with others – do not promise to keep secrets.  

4. Tell the child that the matter will only be disclosed to those who need to know about it.  

5. Ask questions for clarification only, and at all times avoid asking questions that suggest a particular 
answer.  

6. Reassure the child that they have done the right thing in telling you.  

7. Tell them what you will do next, and with whom the information will be shared.  

8. Record in writing what was said using the Tutor Train forms, using the child’s own words as soon as 
possible – note the date, time, any names mentioned, to whom the information was given and 
ensure that the record is signed and dated.  

9. It is important to remember that the person who first encounters a case of alleged abuse is not 
responsible for deciding whether abuse has occurred.  

10. Report to the Tutor Trains Designated Safeguarding Lead (Praema Stelling).  
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Appendix C 

procedure if you have concerns about a child’s welfare (as opposed to believing a child is suffering or likely to 
suffer from harm, or in immediate danger) (Note – if the DSL is unavailable, this should not delay action. See 
section 7.4 for what to do.) 

 

 

 

 

 

 



 14

Appendix D 

Complaints and concerns about school safeguarding policies  

Complaints against staff:  

This applies to all cases in which it is alleged that a current Tutor has:  

 Behaved in a way that has harmed a child, or may have harmed a child, or  

 Possibly committed a criminal offence against or related to a child, or  

 Behaved towards a child or children in a way that indicates he or she may pose a risk of harm to children, or  

 Behaved or may have behaved in a way that indicates they may not be suitable to work with children It 
applies regardless of whether the alleged abuse took place in the school.  

 

We will deal with any allegation of abuse against a Tutor very quickly, in a fair and consistent way that 
provides effective child protection while also supporting the individual who is the subject of the allegation. 
Our procedures for dealing with allegations will be applied with common sense and judgement.  

 

Suspension of the accused until the case is resolved:  

Suspension will not be the default position, and will only be considered in cases where there is reason to 
suspect that a child or other children is/are at risk of harm, or the case is so serious that it might be grounds 
for dismissal. In such cases, we will only suspend an individual if we have considered all other options available 
and there is no reasonable alternative.  

 

Definitions for outcomes of allegation investigations  

Substantiated: there is sufficient evidence to prove the allegation  

Malicious: there is sufficient evidence to disprove the allegation and there has been a deliberate act to 
deceive False: there is sufficient evidence to disprove the allegation  

Unsubstantiated: there is insufficient evidence to either prove or disprove the allegation (this does not imply 
guilt or innocence) 

Unfounded: to reflect cases where there is no evidence or proper basis which supports the allegation being 
made  

 

Procedure for dealing with allegations  

In the event of an allegation that meets the criteria above, the DSL/business owner of the Tutor Train will take 
the following steps:  

Immediately discuss the allegation with the designated officer at the Local Authority. This is to consider the 
nature, content and context of the allegation and agree a course of action, including whether further enquiries 
are necessary to enable a decision on how to proceed, and whether it is necessary to involve the police and/or 
children’s social care services. (The DSL may, on occasion, consider it necessary to involve the police before 
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consulting the designated officer – for example, if the accused individual is deemed to be an immediate risk to 
children or there is evidence of a possible criminal offence.)  

Inform the accused individual of the concerns or allegations and likely course of action as soon as possible 
after speaking to the designated officer (and the police or children’s social care services, where necessary). 
Where the police and/or children’s social care services are involved, the case manager will only share such 
information with the individual as has been agreed with those agencies. 

Where appropriate (in the circumstances described above), carefully consider whether suspension of the 
individual from contact with children at the school is justified or whether alternative arrangements such as 
those outlined above can be put in place.  

Advice will be sought from the designated officer, police and/or children’s social care services, as appropriate. 

If immediate suspension is considered necessary, agree and record the rationale for this with the designated 
officer. The record will include information about the alternatives to suspension that have been considered, 
and why they were rejected. Written confirmation of the suspension will be provided to the individual facing 
the allegation or concern within 1 working day.  

If it is decided that no further action is to be taken in regard to the subject of the allegation or concern, 
record this decision and the justification for it and agree with the designated officer what information should 
be put in writing to the individual and by whom, as well as what action should follow both in respect of the 
individual and those who made the initial allegation. 

If it is decided that further action is needed, take steps as agreed with the designated officer to initiate the 
appropriate action in school and/or liaise with the police and/or children’s social care services as appropriate. 

Provide effective support for the individual facing the allegation or concern, including appointing a named 
representative to keep them informed of the progress of the case and considering what other support is 
appropriate. [This could include – trade union representatives, or a colleague, Local Authority welfare 
counselling or medical advice]. 

Inform the parents or carers of the child/children involved about the allegation as soon as possible if they do 
not already know (following agreement with children’s social care services and/or the police, if applicable). 
Also inform the parents or carers of the requirement to maintain confidentiality about any allegations made 
against tutor (where this applies) while investigations are ongoing. Any parent or carer who wishes to have the 
confidentiality restrictions removed in respect of a Tutor will be advised to seek legal advice. 

Keep the parents or carers of the child/children involved informed of the progress of the case and the 
outcome, where there is not a criminal prosecution, including the outcome of any disciplinary process (in 
confidence). 

Make a referral to the DBS where it is thought that the individual facing the allegation or concern has engaged 
in conduct that harmed or is likely to harm a child, or if the individual otherwise poses a risk of harm to a child. 

As we provide Early years education we will inform Ofsted of any allegations of serious harm or abuse by any 
person living, working, or looking after children at the premises (whether the allegations relate to harm or 
abuse committed on the premises or elsewhere), and any action taken in respect of the allegations. This 
notification will be made as soon as reasonably possible and always within 14 days of the allegations being 
made.  
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Conclusion of a case where the allegation is substantiated: If the allegation is substantiated, the Tutor Train 
will cease to use the Tutor as part of the Tutor Train team. The designated officer will decide whether to make 
a referral to the DBS for consideration of whether inclusion on the barred lists is required.  

If they think that the individual has engaged in conduct that has harmed (or is likely to harm) a child, or if they 
think the person otherwise poses a risk of harm to a child, they must make a referral to the DBS. It will also be 
discussed with the designated officer whether to refer the matter to the Teaching Regulation Agency to 
consider prohibiting the individual from teaching.  

Individuals returning to work after suspension: If it is decided on the conclusion of a case that an individual 
who has been suspended can return to work, the case manager will consider how best to facilitate this.  

Unsubstantiated or malicious allegations: If an allegation is shown to be deliberately invented, or malicious, 
the Tutor Train reserves the rights to cease providing tuition for that individual.  

Confidentiality: The Tutor Train will make every effort to maintain confidentiality and guard against unwanted 
publicity while an allegation is being investigated or considered. The case manager will take advice from the 
Local Authority ’s designated officer, police and children’s social care services, as appropriate, to agree:  

 Who needs to know about the allegation and what information can be shared  

 How to manage speculation, leaks and gossip, including how to make parents or carers of a child/children 
involved aware of their obligations with respect to confidentiality. 

 What, if any, information can be reasonably given to the wider community to reduce speculation  

 How to manage press interest if, and when, it arises. 

Record-keeping: The case manager will maintain clear records about any case where the allegation or concern 
meets the criteria above and store them on the individual’s confidential personnel file for the duration of the 
case. Such records will include:  

 A clear and comprehensive summary of the allegation.  

 Details of how the allegation was followed up and resolved.  

 Notes of any action taken and decisions reached (and justification for these, as stated above). 

If an allegation or concern is not found to have been malicious, the Tutor Train will retain the records of the 
case on the individual’s confidential personnel file, and provide a copy to the individual.  

Where records contain information about allegations of sexual abuse, we will preserve these for the 
Independent Inquiry into Child Sexual Abuse (IICSA), for the term of the inquiry. We will retain all other 
records at least until the individual has reached normal pension age, or for 10 years from the date of the 
allegation if that is longer.  

The records of any allegation that is found to be malicious will be deleted from the individual’s personnel file.  

References: When providing employer references, we will not refer to any allegation that has been proven to 
be false, unsubstantiated or malicious, or any history of allegations where all such allegations have been 
proven to be false, unsubstantiated or malicious.  

Learning lessons: After any cases where the allegations are substantiated, we will review the circumstances of 
the case with the Local Authority ’s designated officer to determine whether there are any improvements that 
we can make to the Tutor rain’s procedures or practice to help prevent similar events in the future. This will 
include consideration of (as applicable):  
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 Issues arising from the decision to suspend the Tutor  

 The duration of the suspension  

 Whether or not the suspension was justified  

 The use of suspension when the individual is subsequently reinstated. We will consider how future 
investigations of a similar nature could be carried out without suspending the individual. 

 

Concerns that do not meet the harm threshold  

Concerns that do not meet the harm threshold’ in part 4 of Keeping Children Safe in Education. This section 
applies to all concerns (including allegations) about Tutors, which do not meet the harm threshold set out in 
section above. Concerns may arise through, for example: Suspicion Complaint Disclosure made by a child, 
parent or other adult within or outside the school Pre-employment vetting checks. 

We recognise the importance of responding to and dealing with any concerns in a timely manner to safeguard 
the welfare of children.  

 

Definition of low-level concerns  

The term ‘low-level’ concern is any concern – no matter how small – that may include, but not limited to: 

Being overly friendly with children  

Having favourites  

Taking photographs of children on their mobile phone  

Engaging with a child on a one-to-one basis in a secluded area or behind a closed door  

Using inappropriate sexualised, intimidating or offensive language  

Sharing low-level concerns  

We recognise the importance of creating a culture of openness, trust and transparency to encourage all Tutors 
to share low-level concerns so that they can be addressed appropriately. We will create this culture by 
ensuring Tutors are clear about what appropriate behaviour is, and are confident in distinguishing expected 
and appropriate behaviour from concerning, problematic or inappropriate behaviour, in themselves and 
others. 

 


