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Rikama Education Safeguarding Referral Policy 
1. Purpose
This policy sets out the procedures for reporting and referring safeguarding concerns relating to children, young people, vulnerable adults, candidates, employees, contractors, and agency workers.
The organisation is committed to safeguarding and promoting the welfare of children and adults at risk and expects all staff to share this commitment.
2. Scope
This policy applies to:
· All employees 
· Agency workers and candidates 
· Tutors and mentors 
· Contractors and volunteers 
· Directors and consultants 
3. Duty to Report
Any member of staff who becomes aware of:
· Abuse or neglect 
· Allegations against a candidate or employee 
· Radicalisation concerns 
· Child sexual exploitation 
· County lines activity 
· Female genital mutilation (FGM) 
· Domestic abuse 
· Online safety concerns 
· Any behaviour that may place a child or vulnerable adult at risk 
must report the concern immediately.
4. Reporting Procedure
1. Record the concern factually and accurately. 
2. Report immediately to the Designated Safeguarding Lead (DSL) or Deputy DSL. 
3. Do not investigate or question extensively. 
4. Preserve all evidence and records. 
5. Maintain confidentiality and share information only on a need-to-know basis. 
5. Referral Process
The DSL will:
· Assess the concern. 
· Seek advice from Children's Social Care where appropriate. 
· Make an immediate referral where there is risk of significant harm. 
· Refer allegations against professionals to the Local Authority Designated Officer (LADO) within one working day. 
· Notify the police where criminal activity is suspected. 
· Consider referral to the Disclosure and Barring Service (DBS) where a person poses a risk to children or vulnerable adults. APSCo Compliance+ standards require agencies to have clear procedures for immediate referral and recording of safeguarding concerns. 
6. Allegations Against Staff or Candidates
Where a candidate or employee is alleged to have:
· Harmed a child or vulnerable adult; 
· Committed a criminal offence against a child or vulnerable adult. 
· Behaved in a manner indicating they may pose a risk of harm. 
· Behaved in a way that indicates they may be unsuitable to work with children, 
The matter must be referred to the LADO and managed in accordance with safeguarding procedures. 
7. Emergency Situations
Where a child or vulnerable adult is in immediate danger:
· Contact emergency services on 999. 
· Notify Children's Social Care immediately. 
· Inform the DSL as soon as practicable. 
8. Record Keeping
The organisation will:
· Maintain secure safeguarding records. 
· Record actions, decisions, referrals, and outcomes. 
· Retain records in accordance with GDPR and safeguarding requirements. 
· Maintain a safeguarding concern log and referral register. 



9. Training
All staff will:
· Receive safeguarding training appropriate to their role. 
· Complete annual safeguarding updates. 
· Understand their responsibilities for reporting concerns. 
Designated Safeguarding Leads must undertake specialist safeguarding training. APSCo provides Designated Safeguarding Officer and allegations-management training for recruitment businesses. 
10. Monitoring and Review
This policy will be reviewed annually or sooner following:
· Legislative changes 
· Serious incidents 
· Updated safeguarding guidance 
· APSCo Compliance+ requirements 

For an APSCo Compliance+ Education audit, I would recommend adding:
· Named DSL and Deputy DSL details. 
· LADO referral flowchart. 
· Low-level concerns procedure. 
· Whistleblowing procedure. 
· DBS referral process. 
· Candidate allegation management process. 
These elements are specifically assessed within APSCo Compliance+ safeguarding and allegations requirements. 
Top of Form

Bottom of Form

APSCo Safeguarding Referral Policy (Template)
1. Purpose
This policy sets out the procedures for reporting and referring safeguarding concerns relating to children, young people, vulnerable adults, candidates, employees, contractors, and agency workers.
The organisation is committed to safeguarding and promoting the welfare of children and adults at risk and expects all staff to share this commitment.
2. Scope
This policy applies to:
· All employees 
· Agency workers and candidates 
· Tutors and mentors 
· Contractors and volunteers 
· Directors and consultants 
3. Duty to Report
Any member of staff who becomes aware of:
· Abuse or neglect. 
· Allegations against a candidate or employee 
· Radicalisation concerns 
· Child sexual exploitation 
· County lines activity 
· Female genital mutilation (FGM) 
· Domestic abuse 
· Online safety concerns 
· Any behaviour that may place a child or vulnerable adult at risk 
must report the concern immediately.
4. Reporting Procedure
6. Record the concern factually and accurately. 
7. Report immediately to the Designated Safeguarding Lead (DSL) or Deputy DSL. 
8. Do not investigate or question extensively. 
9. Preserve all evidence and records. 
10. Maintain confidentiality and share information only on a need-to-know basis. 
5. Referral Process
The DSL will:
· Assess the concern. 
· Seek advice from Children's Social Care where appropriate. 
· Make an immediate referral where there is risk of significant harm. 
· Refer allegations against professionals to the Local Authority Designated Officer (LADO) within one working day. 
· Notify the police where criminal activity is suspected. 
· Consider referral to the Disclosure and Barring Service (DBS) where a person poses a risk to children or vulnerable adults. APSCo Compliance+ standards require agencies to have clear procedures for immediate referral and recording of safeguarding concerns. 


6. Allegations Against Staff or Candidates
Where a candidate or employee is alleged to have:
· Harmed a child or vulnerable adult. 
· Committed a criminal offence against a child or vulnerable adult. 
· Behaved in a manner indicating they may pose a risk of harm. 
· Behaved in a way that indicates they may be unsuitable to work with children, 
The matter must be referred to the LADO and managed in accordance with safeguarding procedures. 
7. Emergency Situations
Where a child or vulnerable adult is in immediate danger:
· Contact emergency services on 999. 
· Notify Children's Social Care immediately. 
· Inform the DSL as soon as practicable. 
8. Record Keeping
The organisation will:
· Maintain secure safeguarding records. 
· Record actions, decisions, referrals, and outcomes. 
· Retain records in accordance with GDPR and safeguarding requirements. 
· Maintain a safeguarding concern log and referral register. 
9. Training
All staff will:
· Receive safeguarding training appropriate to their role. 
· Complete annual safeguarding updates. 
· Understand their responsibilities for reporting concerns. 
Designated Safeguarding Leads must undertake specialist safeguarding training. APSCo provides Designated Safeguarding Officer and allegations-management training for recruitment businesses. 
10. Monitoring and Review
This policy will be reviewed annually or sooner following:
· Legislative changes 
· Serious incidents 
· Updated safeguarding guidance 
· APSCo Compliance+ requirements 
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