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Rikama Education APSCo Allegations & Misconduct Policy
1. Purpose
This policy sets out how the Company manages allegations, complaints, safeguarding concerns, misconduct, and inappropriate behaviour involving:
· Candidates and temporary workers 
· Clients and client employees 
· Company employees 
· Children, young people, and vulnerable adults (where applicable) 
The Company is committed to investigating all allegations fairly, promptly, and consistently while protecting all parties involved.
2. Scope
This policy applies to:
· Permanent candidates 
· Temporary workers 
· Contractors 
· Agency workers 
· Clients 
· Internal employees 
3. Definitions
Allegation
A claim, concern, or report that an individual may have behaved improperly, unprofessionally, unlawfully, or unsafely.
Misconduct
Behaviour that breaches professional standards, company policies, safeguarding requirements, client rules, or legal obligations.
Gross Misconduct
Serious misconduct that may result in immediate removal from assignment and termination of engagement.
Examples include:
· Abuse or neglect 
· Fraud or dishonesty 
· Physical or verbal abuse 
· Discrimination or harassment 
· Safeguarding breaches 
· Theft 
· Substance misuse at work 
· Falsification of records 
· Inappropriate relationships with service users, pupils, or vulnerable adults 

4. Reporting Allegations
Allegations may be reported by:
· Clients 
· Candidates 
· Workers 
· Service users 
· Parents/carers 
· Schools or care settings 
· Regulatory bodies 
Reports should be made immediately to the Designated Safeguarding Lead (DSL) or Compliance Manager.
5. Immediate Action
Upon receiving an allegation, the Company will:
1. Record the allegation. 
2. Assess immediate risk. 
3. Take steps to safeguard individuals. 
4. Notify the client where appropriate. 
5. Suspend placements if necessary pending investigation. 
6. Seek advice from safeguarding agencies where required. 
Suspension is a neutral act and does not imply guilt.
6. Investigation Procedure
The Company will:
· Obtain written statements where possible. 
· Gather relevant evidence. 
· Speak with witnesses. 
· Liaise with the client. 
· Maintain confidentiality. 
· Keep clear records of actions taken. 
Investigations will be conducted objectively and without prejudice.
7. Safeguarding Referrals
Where evidence indicates harm or risk of harm to children or vulnerable adults, the Company will:
· Notify Local Authority Designated Officers (LADO) where applicable. 
· Notify relevant safeguarding authorities. 
· Consider referral to the DBS where legal referral criteria are met. 
· Cooperate fully with police or regulatory investigations. 
APSCo Compliance+ standards specifically require agencies to have procedures covering investigations and DBS referral duties where appropriate. 
8. Outcomes
Following investigation, outcomes may include:
· No further action 
· Additional monitoring 
· Formal warning 
· Removal from assignment 
· Termination of engagement 
· Referral to professional or regulatory bodies 
· DBS referral 
· Notification to law enforcement agencies 
9. Confidentiality
All allegations will be handled confidentially.
Information will only be shared with individuals who need to know in order to:
· Protect individuals 
· Conduct investigations 
· Meet legal obligations 
10. Record Keeping
The Company will maintain:
· Allegation reports 
· Investigation notes 
· Witness statements 
· Outcome records 
· Referral documentation 
Records will be retained in accordance with GDPR and data retention requirements.
11. Review
This policy will be reviewed annually or sooner if legislation, safeguarding guidance, APSCo standards, or business requirements change.





1. Policy Statement
Rikama Education is committed to safeguarding and promoting the welfare of children, young people, and vulnerable adults. We expect all employees, agency workers, contractors, candidates, and clients to share this commitment.
This policy sets out the procedures for managing allegations, safeguarding concerns, complaints, and misconduct involving any individual supplied by the Company or employed directly by the Company.
The Company will investigate all allegations fairly, promptly, consistently, and confidentially while ensuring compliance with:
· Keeping Children Safe in Education (KCSIE) 
· Working Together to Safeguard Children 
· The Rehabilitation of Offenders Act 1974 
· Safeguarding Vulnerable Groups Act 2006 
· Data Protection Act 2018 
· UK GDPR 
· APSCo Compliance+ Standards 
· Employment Agencies Act 1973 and associated regulations 

2. Purpose
The purpose of this policy is to:
· Protect children, young people, and vulnerable adults. 
· Provide clear reporting procedures. 
· Ensure allegations are managed appropriately. 
· Promote fair and transparent investigations. 
· Ensure legal and safeguarding obligations are fulfilled. 
· Protect the rights of all parties involved. 

3. Scope
This policy applies to:
· Agency workers 
· Supply teachers 
· Tutors 
· Wellbeing Officers 
· Learning Support Assistants 
· Teaching Assistants 
· Permanent candidates 
· Contractors 
· Consultants 
· Internal employees 
· Directors 
The policy also applies to allegations received from:
· Schools 
· Local Authorities 
· Parents and carers 
· Pupils 
· Clients 
· Regulatory bodies 
· Members of the public 

4. Definitions
Allegation
Information suggesting an individual may have:
· Behaved in a way that harmed or may have harmed a child. 
· Committed a criminal offence. 
· Behaved towards a child in a way indicating unsuitability to work with children. 
· Breached safeguarding requirements. 
· Breached professional conduct standards. 
Misconduct
Behaviour which falls below expected professional standards including:
· Poor conduct. 
· Failure to follow safeguarding procedures. 
· Inappropriate communication. 
· Failure to follow client policies. 
· Breach of confidentiality. 
Gross Misconduct
Serious misconduct which may justify immediate removal from assignment.
Examples include:
· Physical abuse 
· Emotional abuse 
· Sexual misconduct 
· Neglect 
· Serious safeguarding breaches 
· Fraud 
· Theft 
· Falsification of qualifications 
· Falsification of timesheets 
· Drug or alcohol misuse at work 
· Discriminatory behaviour 
· Harassment 
· Violence or threatening behaviour 

5. Reporting Concerns
All allegations must be reported immediately.
Reports may be received from:
· Schools 
· Clients 
· Parents 
· Pupils 
· Staff members 
· Candidates 
· Regulatory authorities 
Reports should be directed to:
Designated Safeguarding Lead (DSL)
Name: [Insert Name]
Email: [Insert Email]
Telephone: [Insert Number]
In the absence of the DSL, concerns must be reported to the Compliance Manager or Managing Director.

6. Immediate Safeguarding Response
Upon receipt of an allegation, the Company will:
Step 1 – Record
A written record will be created including:
· Date and time 
· Details of allegation 
· Persons involved 
· Source of information 
· Immediate actions taken 
Step 2 – Risk Assessment
The DSL will assess:
· Immediate risk to children 
· Risk to vulnerable adults 
· Risk to staff 
· Reputational risks 
· Legal implications 
Step 3 – Protective Measures
The Company may:
· Remove a worker from an assignment 
· Suspend further placements 
· Restrict contact with service users 
· Notify the client immediately 
Suspension is a neutral act and does not indicate guilt.

7. Safeguarding Referrals
Where required, the Company will make referrals to:
Local Authority Designated Officer (LADO)
Where allegations involve individuals working with children.
Children's Social Care
Where a safeguarding concern exists.
Adult Safeguarding Teams
Where vulnerable adults may be at risk.
Police
Where criminal conduct may have occurred.
Disclosure and Barring Service (DBS)
Where legal referral criteria are met.
The Company recognises its duty to make DBS referrals where an individual:
· Has harmed a child or vulnerable adult. 
· Poses a risk of harm. 
· Has been removed from regulated activity because of safeguarding concerns. 

8. Investigation Process
Investigations will be conducted fairly and proportionately.
The Company will:
· Obtain written statements. 
· Review relevant records. 
· Gather evidence. 
· Liaise with clients. 
· Liaise with safeguarding authorities. 
· Cooperate fully with external investigations. 
Investigations may be led by:
· DSL 
· Compliance Manager 
· Managing Director 
· External investigator where appropriate 
Where police or safeguarding investigations are ongoing, the Company may delay internal investigations to avoid prejudice.

9. Rights of Individuals
Individuals subject to allegations will:
· Be treated fairly. 
· Be informed of concerns where appropriate. 
· Have the opportunity to respond. 
· Receive support throughout the process. 
The Company recognises that allegations may be unfounded, malicious, mistaken, or substantiated.

10. Investigation Outcomes
Possible outcomes include:
Unsubstantiated
Insufficient evidence exists to determine whether the allegation is true.
Unfounded
Evidence demonstrates the allegation is false.
Malicious
Evidence demonstrates the allegation was deliberately fabricated.
Substantiated
Evidence supports the allegation.

11. Actions Following Investigation
Actions may include:
· No further action. 
· Additional training. 
· Enhanced supervision. 
· Formal warning. 
· Removal from assignment. 
· Termination of employment. 
· Termination of engagement. 
· Referral to regulatory bodies. 
· DBS referral. 
· Police notification. 

12. Whistleblowing
Employees, candidates, and workers are encouraged to report concerns without fear of retaliation.
The Company will not tolerate:
· Victimisation 
· Retaliation 
· Harassment 
· Detrimental treatment 
Concerns may be raised under the Company's Whistleblowing Policy.

13. Confidentiality
All allegations will be handled confidentially.
Information will only be shared where necessary:
· To protect children or vulnerable adults. 
· To conduct investigations. 
· To comply with legal obligations. 
All records will be processed in accordance with UK GDPR and the Data Protection Act 2018.

14. Record Keeping
The Company will maintain:
· Allegation records 
· Investigation reports 
· Correspondence 
· Outcome decisions 
· Referral records 
Records will be retained in accordance with safeguarding and data retention requirements.

15. Training
The following personnel will receive safeguarding and allegations management training:
· Recruitment Consultants 
· Compliance Officers 
· Managers 
· DSLs 
· Directors 
Training will be refreshed at least annually.

16. Monitoring and Review
This policy will be reviewed:
· Annually 
· Following legislative changes 
· Following serious incidents 
· Following APSCo Compliance+ updates 
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