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SAFEGUARDING POLICY 
Safeguarding means: 
· Protection from abuse and neglect 
· Promotion of health and development 
· Ensuring safety and care 
· Ensuring optimum life chances 
Seeds Foundation recognises that members of staff and students have a role to play in safeguarding the welfare of young people and vulnerable adults and preventing their abuse. This policy focuses on protection from abuse and neglect and is designed to provide a basic procedure which should be followed in the circumstances defined below. 
POLICY STATEMENT 
It applies to all staff members employed at Seeds Foundation including temporary, hourly paid and volunteers. All have a legal responsibility to take seriously any concerns about neglect or abuse that come to their attention and to follow the procedures set out below. 
Students who have concerns about other students or the behaviour of adults towards them can use this policy to ensure they are taken seriously. 
The College will operate safe recruitment procedures and ensure that appropriate checks are conducted on all inexperienced staff, governors, and volunteers. 
PROCEDURES 
Reporting Procedures 
If the allegation or suspicion of abuse is discovered or disclosed by a student then they should inform a member of staff as soon as possible. The member of staff will then inform the head of institution
A member of staff discovering an allegation or suspicion of abuse will, similarly, report it to the Chairman of Seeds Foundation.
 The member of staff should make a written record of the allegation or suspicion of abuse and discuss the situation with the senior management. The Senior Management team will conduct a risk assessment and contact the local Social Services Team if appropriate. 
If a student/staff member has been told about the allegation of abuse in confidence, they should attempt to gain the consent of the student to make a referral to another agency. However, the gaining of the consent is not essential in order for information to be passed on. Consideration needs to be given to: 
· the scale of the abuse. 
· the risk of harm to others; and 
· The capacity of the student to understand the issues of abuse and consent. 
If there is any doubt about whether or not to report an issue to Social Services then it should be reported. 
In emergency situations (e.g. where there is the risk or occurrence of severe physical injury), where immediate action is needed to safeguard the health or safety of the individual or anyone else who may be at risk, the emergency services must be contacted. Where a crime is taking place, has just occurred, or is suspected, the police must be contacted immediately. 
Allegations against a Member of staff:
·    Record in full, as soon as possible, the nature of the allegation and any other relevant information.
·    Report the allegation/incident to the College designated person (Principal) as soon as possible and within 2 hours
·    Ensure the Safety of the young person in question and any others who may be at risk
·    Reports the matter to social services. Consideration will be given on whether the member of staff should be suspended on full pay pending the investigation. Suspension should not necessarily be an automatic response to an allegation and all allegations should be dealt with quickly, fairly and consistency. 
College Designated Persons 
Seeds Foundation designated Persons will be informed of all reported case of suspected abuse and will normally meet at least once each term to review cases, share best practice and prepare a report for Executive/Governors. 
Responding to an allegation 
Any suspicion, allegation or incident of abuse must be reported to a College Designated Person with responsibility for safeguarding as soon as possible and in any event within 2 hours. If after careful assessment the Designated Person considers that there is reasonable cause to suspect abuse they must, as a matter of urgency, discuss the matter with the Social Services Manager, the Duty Social Worker, or the Police Service Child Protection Unit to determine whether it is a Child Protection matter. In making the assessment the Designated Person should refer to the Guidance. 
If it is agreed to be a Safeguarding matter a written record of the date and time of the report shall be made and the report must include the name and position of the person to whom the matter is reported. Centralised tracking documents must be recorded within 24 hours of the referral and report forms completed and sent electronically to designated member of executive. Any referral must be notified to the Designated Person as soon as practicable and in any event within 24 hours of the initial concern arising. 
The Designated Person shall discuss with the Social Services department what action should be taken to inform the parents of the student or child, unless to do so would put the young person or child at risk. A note of that conversation should be made. 
Where in exceptional circumstances a member of staff deems there to be an immediate risk to a young person and it is not possible to contact a College Designated Person or the Principal/Deputy within the same day, s/he shall report the matter normally by telephone directly to the local Social Services Department, Duty Social Worker or Police Service Child Protection Unit. The staff member shall notify the College Designated person and Chair as soon as possible and normally within one working day of the action taken and submit a written report of that action and the circumstances leading to it. 
Written records 
The relevant College Designated Person shall retain a copy of the report; any notes, memoranda or correspondence dealing with the matter; and any other relevant material. Copies of reports, notes etc, should be kept secure at all times. 
The member of staff who has cause for concern shall make a full record as soon as possible. The record should include the nature of the allegation and any other relevant information including: 
· Date, time, and place where the alleged abuse occurred. 
· Names of others present. 
· Name of the complainant and, where different, the name of the young person who has allegedly been abused, nature of the alleged abuse. 
· Description of any injuries/incidents observed; and the account which has been given of the allegation 
A copy of all documentation is to be held centrally by the designated person.
Confidentiality 
Staff must not under any circumstances discuss or disclose information to any person other than those immediately involved in the case or as necessary according to the policy. 
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