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The Development Fund Ltd. 
 
 
 
 
Safeguarding Policy and Procedure 
 
 
The Development Fund Ltd. strives to make a positive contribution to a safe 
community both in the training environment and workplace. We acknowledge the right 
of every individual to stay safe. 
 
This policy seeks to ensure that The Development Fund Ltd. and its employees, 
volunteers, contractors and associates undertake their responsibilities with regard to 
the safeguarding of apprentices and other learners if they are under 18 years of age, 
thereby defined as children, or if they are defined as vulnerable adults.  
 
The policy establishes a framework to support our employees, volunteers, contractors 
and associates in safeguarding practices and states the organisation’s expectations. 
 
The Development Fund Ltd. may come into contact with children and vulnerable 
adults through the following activities: 
 

• Induction of apprentices and learners onto programs of learning 
in the workplace 

• Delivery of learning in groups and on a one-to-one basis  
• Evaluation and post learning follow-up advice giving sessions in the 

workplace. 
 
 
Legal Framework 
 
The principal pieces of legislation governing this policy are: 
 

• Working together to safeguard children 2010 
• Education Act 2002 
• The Children Act 2004 
• Safeguarding Vulnerable Groups Act 2006 
• Care Standards Act 2000 
• Public Interest Disclosure Act 1998 
• The Police Act – DBS 1997 
• NHS and Community Care Act 1990 
• Rehabilitation of Offenders Act 1974 
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• Mental Health Act 1983 (Updated 2007) 
• Protection of Freedoms Act (2012). 

 
 
Definitions 
 
Safeguarding is about embedding practices throughout the organisation to ensure the 
protection of children and / or vulnerable adults wherever possible. In contrast, child 
and adult protection is about responding to circumstances that arise. 
 
Abuse is an act of oppression, exploitation and manipulation of power by those in a 
position of authority. This can be caused by those inflicting harm or those who fail to 
act to prevent harm. Abuse is not restricted to any socio-economic group, gender or 
culture. 
 
It can take a number of forms, including the following: 
 

• Neglect 
• Physical abuse 
• Sexual abuse 
• Emotional abuse 
• Bullying, including online bullying and prejudice-based bullying 
• Racist, disability and homophobic or transphobic abuse 
• Gender-based violence/ violence against women and girls 
• Radicalisation and/ or extremist behaviour  
• Child sexual exploitation and trafficking 
• The impact of new technologies on sexual behaviour, for example ‘sexting’ 

and accessing pornography 
• Teenage relationship abuse 
• Substance misuse 
• Issues that may be specific to an area or population, for example gang 

activity and youth violence 
• Domestic violence 
• Female genital mutilation 
• Forced marriage 
• Fabricated or induced illness 
• Poor parenting, particularly in relation to babies and young children 
• Other issues not listed here but that pose a risk to children, young people 

and vulnerable adults. 
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Definition of a child 
A child is under the age of 18 (as defined in the United Nations convention on the 
Rights of a Child). 
 
 
Definition of Vulnerable Adults 
A vulnerable adult is a person aged 18 years or over who may be unable to take 
care of themselves or protect themselves from harm or from being exploited. This 
may include a person who: 
 

• Is elderly and frail 
• Has a mental illness including dementia or depression  
• Has a physical or sensory disability 
• Has a learning disability 
• Has a severe physical illness 
• Is a substance misuser 
• Is homeless. 

 
 
Responsibilities 
 
All employees and associates (paid or unpaid) have responsibility to follow the 
guidance in this policy and any related policies, and to pass on any welfare concerns 
using the required procedures. 
 
The Development Fund Ltd. expects all employees and associates (paid or unpaid) 
to promote good practice by being excellent role models, adhering to this policy about 
Safeguarding and to positively involve people in developing safe practices. 
Additionally, all employees and associates (paid or unpaid) must report any concerns 
to the Designated Safeguarding Lead immediately. 
 
The Designated Safeguarding Lead is assigned to the individual who acts as 
Operations Director for The Development Fund Ltd. Their role is to champion 
Safeguarding across the organisation. 
 
It is the senior management team’s responsibility to ensure: 
 

• This Safeguarding policy is in place, accessible and appropriate 
• This policy is fully implemented, monitored and reviewed annually or sooner if 

incidents arise that demand an interim or emergency review 
• All employees and associates (paid or unpaid) have access to appropriate 

training and information regarding Safeguarding 
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• Sufficient resources (time and money) are allocated to ensure that the policy 
can be effectively implemented 

• Appoint a Designated Safeguarding Lead (usually the Operations Director) with 
responsibility for Safeguarding and who will ensure this policy is cascaded, 
implemented and monitored 

• Ensure employees (paid and unpaid) have access to appropriate 
training/information (usually provided by a senior manager who is assigned the 
role of Designated Safeguarding Lead) 

• Receive employees concerns about Safeguarding and respond to any such 
concerns swiftly and maintaining a log of issues raised and of subsequent 
referrals 

• Ensure all employees (where and when relevant) have an up to date DBS 
certificate/check and follow up any concerns by the Disclosure and Barring 
Service 

• Ensure paid employees in regular contact with apprentices or other learners 
undertake a formal Safeguarding training course (usually an on-line course at 
minimum level 1, ideally level 2) 

• One employee, usually the Designated Safeguarding Lead, to undertake a 
formal Safeguarding training course (usually an on-line course at level 3). 

 
 
The scope of this Safeguarding policy is broad ranging and in practice, it will be 
implemented via a range of policies and procedures within the organisation.  
 
These include: 
 

• Whistleblowing policy 
• Grievance and disciplinary procedures 
• Health and Safety policy, including lone working procedures, mitigating risk to 

employees, volunteers, contractors and associates 
• Equal Opportunities policy– ensuring safeguarding procedures are in line 

with this policy, in particular around discriminatory abuse and ensuring that 
the safeguarding policy and procedures are not discriminatory 

• Data protection (how records are stored and access to those records) 
• Confidentiality (or limited confidentiality policy) ensuring that apprentices, 

their employers and other learners are aware of our duty to disclose. 
 
Professional boundaries are what define the limits of a relationship between an 
apprentice trainer and an apprentice or other learner. They are a set of standards we 
agree to uphold that allow this necessary and often close relationship to exist while 
ensuring the correct detachment is maintained. 
 



Page 5 of 9 
Safeguarding Policy  
May 2019   V8    Review May 2020 
 
 
 
 

The Development Fund Ltd. expects employees to protect their own professional 
integrity and that of the organisation. 
 
The following professional boundaries must be adhered to: 
 

• Use of abusive language when communicating with an apprentice or other 
learner, their employer or any other employee or associate 

• Response to inappropriate behaviour / language 
• Not passing on apprentices’ or other learners personal contact details  
• Selling to or buying items from an apprentice or other learner 
• Accepting responsibility for any valuables on behalf of a client 
• Not accepting money as a gift 
• Borrowing money from or lending money to apprentices or other learners 
• Personal relationships with a third party related to or known to apprentices or 

other learners must be declared 
• Accepting gifts/ rewards or hospitality from the apprentices’ employer as an 

inducement for either doing or not doing something in their official capacity. 
‘Small’ gifts may be accepted but must be declared to a member of the SMT. 

 
 
We will undertake the following steps to ensure Safeguarding is related to employees’ 
performance  
 

• CRB checks undertaken for employees and associates  
• References applied for new employees prior to appointment  
• Records made and kept of any referrals 
• Monitoring whether concerns are being reported and actioned 
• Reviewing the current reporting procedure in place 
• Designated senior manager responsible for Safeguarding is in post. 
• Ensuring all trainers and associates who work directly with apprentices are 

suitably trained by: 
o Recording the dates of their induction and annual training on 

Safeguarding on their CPD/PDR record 
o Signing a declaration form to state that they have read this policy and 

procedure 
o Considering any new or additional training needs of trainers as part of 

the review of this policy 
o Completion every two years of Safeguarding awareness or refresher 

training. 
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Confidentiality 
 
Information will be gathered, recorded and stored in accordance with the Data 
Protection Policy. 
 
All employees must be aware that they have a professional duty to share information 
with other agencies in order to safeguard children and vulnerable adults.  
 
Safeguarding children and vulnerable adults may override confidentiality interests. 
However, information will be shared on a need to know basis only, as judged by the 
Designated Safeguarding Lead.  
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The Development Fund Ltd. Apprentice and Other Learners Safeguarding 
Reporting Procedure 

 
 
The process outlined below details the stages involved in raising and reporting 
safeguarding concerns. Once reported to the Designated Safeguarding Lead (the 
Operations Director) the process continues to the investigation stage and lastly, if 
necessary, to the referral stage. At any of these three stages, if we deem it appropriate 
and safe to do so, we may pass the information to the apprentices’ employer. Prior to 
any apprentice starting with us we ask their employer to provide the contact details of 
their designated safeguarding lead.  
 
This process must be followed at all times. 
 
 

The trainer or associate must communicate their concerns to their immediate line 
manager or Designated Safeguarding Lead as soon as possible 

 
 

Seek medical attention for the child or vulnerable person if needed 
 
 

Designated Safeguarding Lead to take any immediate steps to prevent any further 
danger to the apprentice or other learner (in the case of an emergency incident) 

 
 
 
Make accurate notes to record an incident or conversation. This is important as the 

trainer or associate may need to refer to them 
 
 

Complete the Safeguarding Referral Record Form as fully as possible 
 
 

Completed forms to be passed to the Designated Safeguarding Lead 
 

 
Upon receiving a report of a safeguarding concern the Designated Safeguarding 

Lead reviews the written statement 
and conducts an investigation, if required 
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Discuss with the parents of an apprentice under 18 years of age, if it does not 
endanger them and it is safe to do so 

 
 

Or discuss with the vulnerable person (and their carer if appropriate), if it does not 
endanger them and if it is safe to do so 

 
 
 

Obtain permission to make referral, if safe and appropriate 
 
 
 
Designated Safeguarding Lead to take appropriate steps which may include, referral 

to outside agencies or the apprentices’ employer or other organisations and/or 
disciplinary action 

 
 
 

Apprentice reporting safeguarding concerns about another apprentice 

Should an apprentice report a safeguarding concern regarding another apprentice 
The Development Fund Ltd. will always take the issue seriously. The person 
receiving the information should still follow the above process. 

 

Allegations against employees or associates 

The Development Fund Ltd recognises its duty to report concerns or allegations 
against its employees or associates (paid or unpaid) within the organisation or by a 
professional from another organisation. 

 

Safeguarding Monitoring and Effectiveness 

By considering the implications of effective safeguarding in our business and training 
activities, we aspire to embed safeguarding in all that we do as a provider of apprentice 
training. 

To monitor and ensure the effectiveness of our safeguarding policy we undertake: 

1. Annual review of this policy 
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2. Annual review/update of the Prevent Duty Risk Assessment with 
consideration of its links to this Safeguarding policy 
 
3. Annual communication of this policy to promote the importance of 
Safeguarding and ensuring all trainers and associates understand their 
responsibilities 
 
4.  Checking that related policies are up to date and relevant at least 
annually 

 
5. Preparation of quarterly reports on Safeguarding incidents and reported 
concerns for the senior management team to look at patterns or trends in order 
that we can learn from each incident or concern and mitigate the risk of similar 
safeguarding issues being repeated. 

 

 

Review and Updates 

This policy will be reviewed every 12 months or in the event of: (a) publication of new 
guidelines/official communications (b) any incident being reported, upon its 
conclusion; whichever is the sooner. 


