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Our Safeguarding Commitment
Reading Community Learning Centre (the organisation / RCLC) is committed to safeguarding and promoting the welfare of all children and adults at risk who access its services. Safeguarding at Reading Community Learning Centre is person-centred. We will listen to and take seriously the views, wishes and feelings of children and adults at risk, ensuring they are treated with dignity and respect.

Where it is safe and appropriate to do so, individuals will be involved in decisions about how their concerns are responded to. The organisation will ensure that the voice of the child and the wishes of the adult are recorded as part of the safeguarding process. Where a person’s wishes cannot be followed due to risk of harm, this will be clearly explained and recorded.

The organisation recognises that safeguarding is everyone’s responsibility. All staff, volunteers, tutors and trustees must remain alert to signs of abuse or neglect and take appropriate action in line with this policy.

We are committed to working in partnership with local safeguarding authorities and other relevant agencies to ensure that individuals at risk are protected and supported.

If someone is in immediate danger, call 999.

If you have a safeguarding concern
If you believe a child or vulnerable adult may be at risk of harm:

1. Ensure the person is safe
2. Report the concern immediately to the Designated Safeguarding Lead
3. Record factual information about the concern
4. Do not investigate the situation yourself


Guide to this Policy
This document sets out Reading Community Learning Centre’s safeguarding principles, responsibilities and reporting procedures for protecting children and vulnerable adults.
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Appendices Overview

To keep the policy clear and accessible, detailed guidance and supporting information are included in appendices at the end of this document.

· Appendix A – Safeguarding in Online Teaching - Guidance for tutors delivering online learning, including expectations for professional conduct, learner safety and managing safeguarding concerns in virtual environments.
· Appendix B – Safeguarding Contacts - Key safeguarding contact details including the RCLC Designated Safeguarding Lead, local authority safeguarding teams and emergency services.
· Appendix C – Indicators of Abuse - Examples of possible signs of abuse or neglect that staff, tutors and volunteers should be aware of when working with learners.
· Appendix D – Safeguarding Response Checklist - Practical guidance on how to respond if a safeguarding concern arises, including what staff should and should not do.
· Appendix E – RCLC Safeguarding Incident Form – Where a specific disclosure is made or a safeguarding incident is identified, a formal Safeguarding Incident Form must be completed.
[bookmark: _Toc224137527][bookmark: _Toc224654754][bookmark: _Toc227589687]Purpose

Reading Community Learning Centre (RCLC / the organisation) is committed to safeguarding and promoting the welfare of children and vulnerable adults who engage with the centre’s activities. This policy outlines:
· The organisation’s safeguarding responsibilities
· Procedures for identifying and reporting concerns
· The roles of staff, volunteers and trustees
· How the organisation works with statutory safeguarding agencies

This policy applies to all activities of the organisation including:
· Adult education programmes
· Family learning activities
· Crèche provision
· Community services
· Off-site learning
· Online teaching
· Outreach and translation services 
1. [bookmark: _Toc224137528][bookmark: _Toc224654755][bookmark: _Toc227589688]Safeguarding Statement

The organisation believes that everyone has the right to live free from abuse, harm and exploitation. The organisation is committed to:
· Protecting children and vulnerable adults from abuse and neglect
· Creating a safe environment for learners, staff and volunteers
· Promoting equality, dignity and respect
· Working in partnership with local safeguarding authorities

Safeguarding responsibilities apply to all staff, trustees, volunteers and contractors working with Reading Community Learning Centre.
2. [bookmark: _Toc224137529][bookmark: _Toc224654756][bookmark: _Toc227589689]Legal and Regulatory Framework

This policy is informed by relevant UK legislation and guidance including:
· Children Act 1989
· Safeguarding Vulnerable Groups Act 2006
· Equality Act 2010
· Data Protection Act 2018 and GDPR
· Counter-Terrorism and Security Act 2015 (Prevent Duty)
· Local authority safeguarding procedures
· Working Together to Safeguard Children 2023
· Adult at Risk  as defined by the Care Act 2014 
· Keeping Children Safe in Education (KCSIE) 2024/25

3. [bookmark: _Toc224137530][bookmark: _Toc224654757][bookmark: _Toc227589690]Scope

This policy applies to:
· Trustees
· Employees (Staff)
· Tutors
· Volunteers
· Contractors
· Learners and service users
All individuals working on behalf of RCLC must follow this policy.
4. [bookmark: _Toc224137531][bookmark: _Toc224654758][bookmark: _Toc227589691]Roles and Responsibilities

Promoting a culture of safeguarding awareness, including regular discussion of safeguarding in team meetings and providing advice and support to staff, tutors and volunteers.

The organisation will promote a culture of safeguarding awareness, including regular discussion of safeguarding in team meetings and providing advice and support to staff, tutors and volunteers.

Board of Trustees - The Board holds overall responsibility for safeguarding and must ensure:
· safeguarding policy is maintained and reviewed 
· safeguarding concerns are addressed appropriately 
· serious incidents are reported where necessary 

Designated Safeguarding Lead (DSL) is the CEO.  The DSL is responsible for:
· promoting a strong culture of safeguarding across the organisation
· ensuring safeguarding arrangements, safeguarding training and safeguarding records are implemented, maintained and followed
· being informed without delay of safeguarding concerns, allegations and incidents, while maintaining appropriate confidentiality
· supporting staff and the DSL in responding to and managing safeguarding concerns in line with this policy
· liaising with local safeguarding authorities and other relevant agencies where appropriate
· considering whether concerns meet the threshold for a Section 42 enquiry under the Care Act 2014 and whether referral to the local authority is required
· escalating serious incidents to the Board of Trustees and, where necessary, to the Charity Commission or other relevant bodies

The Deputy Safeguarding Lead (DepSL) - The DepSL is responsible for:
· receiving safeguarding concerns 
· responding to and managing safeguarding concerns in line with this policy 
· maintaining safeguarding records 
· liaising with local safeguarding authorities and other relevant agencies 
· informing the CEO of safeguarding concerns, allegations and incidents without delay, while maintaining appropriate confidentiality 
· supporting staff in responding to concerns 
· ensuring safeguarding training is in place 
· considering whether concerns meet the threshold for a Section 42 enquiry under the Care Act 2014 when determining whether to refer to the local authority 
Staff, Tutors and Volunteers - All staff, tutors and volunteers must:
· remain alert to signs of abuse or neglect 
· report concerns immediately in line with this policy 
· follow safeguarding procedures 
· maintain professional boundaries 
They are not responsible for investigating abuse.
5. [bookmark: _Toc224137532][bookmark: _Toc224654759][bookmark: _Toc227589692]Definitions

Child - Any person under the age of 18.
Vulnerable Adult - An adult who may be unable to protect themselves from abuse due to disability, illness, age or other circumstances.

Types of Abuse
Abuse may take many forms and can occur in any setting. It may be a single incident or repeated over time. Abuse can be intentional or result from neglect or a failure to act.

Types of abuse may include:
· Physical abuse - Hitting, slapping, pushing, misuse of medication, inappropriate restraint, or physical harm of any kind
· Emotional or psychological abuse - Intimidation, threats, controlling behaviour, humiliation, bullying, isolation, or verbal abuse
· Sexual abuse - Any non-consensual sexual activity, including assault, exploitation, or inappropriate touching
· Neglect or acts of omission - Failure to meet basic needs such as food, shelter, medical care, supervision, or emotional support
· Financial or material abuse - Theft, fraud, exploitation, pressure around money, misuse of benefits or financial resources
· Discriminatory abuse - Unfair treatment based on race, gender, disability, age, religion, sexual orientation, or other protected characteristics
· Domestic abuse (including coercive control) - Abusive behaviour between individuals in a close or family relationship. This may include physical, emotional, sexual, or financial abuse, as well as controlling or coercive behaviour that limits a person’s independence
· Modern slavery and exploitation - Includes human trafficking, forced labour, domestic servitude, and exploitation where individuals are controlled, coerced, or deceived for personal or financial gain
· Self-neglect - A person’s inability or unwillingness to care for their own basic needs, including personal hygiene, health, or living conditions, which may place them at risk of harm
· Organisational or institutional abuse - Poor care practices within an organisation or setting, including neglect, unsafe environments, lack of dignity, or systemic failure to meet care standards

Different types of abuse may occur together, and staff should remain alert to any combination of indicators.





6. [bookmark: _Toc224137533][bookmark: _Toc224654760][bookmark: _Toc227589693]Safeguarding in Reading Community Learning Centre Activities

Safeguarding responsibilities apply across several areas of the organisation’s work.

· Crèche Provision – the  provides a crèche service to enable parents and carers to attend courses. Children attending the crèche remain the responsibility of crèche staff whilst the child/s parent/carer in class. Crèche staff must hold appropriate safeguarding training and Enhanced DBS checks and must follow safeguarding procedures in line with this policy.

· Adult Learning Environment - RCLC primarily delivers education and community programmes for adults. While courses are designed for adult learners, safeguarding responsibilities still apply where vulnerable adults participate in learning activities or community programmes.

· Work Experience Aged 14–18 - Where students aged 14–18 participate in work experience at RCLC, safeguarding procedures apply and staff must remain alert to potential safeguarding concerns.

· Vulnerable Adults Attending Courses - Some learners may declare during enrolment that they require additional safeguarding support due to disability, mental health needs, social vulnerability or other circumstances. Staff should remain aware of safeguarding responsibilities when working with adults who may be at risk.
7. [bookmark: _Toc224137534][bookmark: _Toc224654761][bookmark: _Toc227589694]Safer Recruitment and DBS

The organisation is committed to safer recruitment practices to ensure that all individuals working with children and adults at risk are suitable for their roles. Safeguarding considerations are included throughout the recruitment process, including appropriate interview questions and scrutiny of references to identify any safeguarding concerns.  Safer recruitment practices include:
· Appropriate Enhanced DBS checks for roles involving children or adults at risk
· Verification of identity and right to work in the UK
· Obtaining and checking references
· Safeguarding awareness as part of the recruitment and selection process

Where a DBS check is pending, individuals may only begin work under appropriate supervision and risk assessment.

DBS Monitoring and Renewal
The organisation requires Enhanced DBS checks to be reviewed regularly and renewed at least every three years. The organisation carries out DBS Checks prior to a volunteer or staff joining Reading Community Learning Centre. Once DBS checks are complete then they can work or volunteer for the organisation.  Reading Community Learning Centre carries out DBS checks every three years for all staff and volunteers working or volunteering with the organisation. Where individuals are registered with the Update Service:
· The organisation may carry out periodic online status checks
· This enables a more responsive approach to safeguarding rather than relying solely on fixed renewal periods





Ongoing Suitability
All staff, volunteers and trustees are responsible for maintaining their suitability to work with children and adults at risk. They must:
· Inform the CEO of any changes in circumstances, including criminal convictions, cautions, or investigations
· Maintain appropriate professional conduct and boundaries
Failure to disclose relevant information may result in disciplinary action.
8. [bookmark: _Toc224137535][bookmark: _Toc224654762][bookmark: _Toc227589695]Confidentiality

Confidentiality is respected but cannot be guaranteed where safeguarding concerns arise. Information is shared only on a need-to-know basis. Information may be shared where:
· a person is at risk of harm
· a safeguarding investigation is required
· there is a legal obligation to disclose information
9. [bookmark: _Toc224137536][bookmark: _Toc224654763][bookmark: _Toc227589696]Recognising Abuse

Staff and volunteers should remain alert to possible indicators of abuse including:
· unexplained injuries
· changes in behaviour
· withdrawal or distress
· signs of neglect or poor care
Further guidance is provided in Appendix C.
10. [bookmark: _Toc224137537][bookmark: _Toc224654764][bookmark: _Toc227589697]Responding to Safeguarding Concerns

If a safeguarding concern arises:

Staff must:
· ensure the individual is safe
· listen carefully
· record factual information
· report concerns immediately to the Designated Safeguarding Lead 
· Concerns should be reported on the same day wherever possible and always without delay.

Staff must not:
· investigate the situation
· confront the alleged abuser
· promise confidentiality

If an individual feels unable to report a concern internally, or believes that appropriate action has not been taken, they may report the concern directly to relevant external safeguarding agencies, including local authority safeguarding teams or the police. Further guidance is provided in Appendix D.
11. [bookmark: _Toc224137538][bookmark: _Toc224654765][bookmark: _Toc227589698]Whistleblowing

The organisation encourages all staff, trustees and volunteers to raise safeguarding concerns without delay. Safeguarding concerns should normally be reported to the Designated Safeguarding Lead (DSL). If the concern relates to the actions or inaction of the DSL, or if the individual raising the concern believes that sufficient action has not been taken, the concern should be escalated to the Trustee Safeguarding Lead or the Chair of Trustees.

The organisation is committed to creating a culture where individuals feel able to speak up. Concerns raised in good faith will be taken seriously and handled appropriately.

The organisation recognises its responsibilities under the Public Interest Disclosure Act 1998, which protects individuals who raise genuine concerns from unfair treatment or victimisation.

No member of staff, volunteer or trustee will suffer detriment for raising a safeguarding concern in line with this policy. Further guidance is available in the Reading Community Learning Centre’s Whistleblowing Policy.
12. [bookmark: _Toc224137539][bookmark: _Toc224654766][bookmark: _Toc227589699]Reporting Procedures

Safeguarding concerns must be reported immediately to the Designated Safeguarding Lead (DSL). Where necessary, concerns may be referred to:
· Reading Borough Council Safeguarding Adults Team 
· Reading Children’s Services 
· Thames Valley Police 
· Emergency situations must be reported by calling 999.

Safeguarding contact details are listed in Appendix B.

If an individual feels unable to report a concern internally, or believes appropriate action has not been taken, they may report the concern directly to relevant external safeguarding agencies.

Safeguarding Adults Escalation Pathway
Where a safeguarding concern relates to an adult at risk, the Designated Safeguarding Lead (DSL) or Deputy DSL will follow the Reading Safeguarding Adults Board (RSAB) Escalation Pathway where there is professional disagreement, delay, or concern that safeguarding risks are not being addressed appropriately by another agency.

The purpose of escalation is to resolve professional differences quickly, ensure that the adult remains safe, and promote effective multi-agency working. The DSL will record all escalation actions and outcomes within the safeguarding record.

Staff and volunteers should raise any concerns about delays or inadequate safeguarding responses immediately with the DSL.

Recording Safeguarding Concerns
All safeguarding concerns must be recorded accurately, factually, and without delay. Records must:
· clearly distinguish between fact and opinion 
· use the individual’s own words where possible 
· include dates, times, and relevant observations 
· be stored securely and shared on a need-to-know basis in line with data protection requirements 

Initial Recording
The member of staff, volunteer or tutor who identifies the concern must:
· make a factual record of what has been seen, heard or disclosed 
· use the individual’s own words where possible 
· include dates, times and relevant observations 
· record the individual’s views, wishes and feelings where appropriate 
· report the concern immediately to the Designated Safeguarding Lead 




Running Record of Concern
The Deputy Safeguarding Lead (Outreach Manager) will maintain a secure, ongoing record of safeguarding concerns. This will:
· provide a chronological record of concerns, observations and actions 
· support early identification of patterns or escalating risk 
· be stored securely in line with data protection requirements 

Safeguarding Incident Form (See Appendix E)
Where a specific disclosure is made or a safeguarding incident is identified, a formal Safeguarding Incident Form must be completed.
· This will normally be completed by the staff member reporting the concern, with support from the DSL where required 
· The Designated Safeguarding Lead is responsible for reviewing the information, recording decisions, and taking appropriate action 
· All actions and decisions must be clearly documented to ensure a complete audit trail
13. [bookmark: _Toc224137540][bookmark: _Toc224654767][bookmark: _Toc227589700]Prevent Duty

Radicalisation is recognised as a safeguarding risk and must be treated with the same level of seriousness as other forms of harm. The organisation has a duty under the Counter-Terrorism and Security Act 2015 to have due regard to the need to prevent people from being drawn into terrorism.

The organisation follows the “Notice, Check, Share” approach:

· Notice - Staff, volunteers and tutors must remain alert to signs that an individual may be vulnerable to radicalisation. This may include changes in behaviour, language, or engagement with extremist ideas.
· Check - Where concerns arise, staff should not make assumptions but should seek advice from the Designated Safeguarding Lead (DSL) to consider the level of risk and appropriate response.
· Share - Concerns must be reported promptly to the DSL, who will decide whether to refer the matter to appropriate agencies, including Prevent or local safeguarding authorities.

Risk Assessment
The organisation recognises that the risk of radicalisation varies depending on context. The organisation will:
· Assess the risk of radicalisation in its activities, including on-site provision, online learning, and community outreach
· Consider local risks within the Reading area and the communities it serves
· Put appropriate measures in place to reduce risk, including safe use of IT systems and appropriate supervision
· The DSL will specifically review the Reading Borough Council / Berkshire West Prevent Risk Assessment annually to ensure RCLC’s internal measures reflect current local threats

Training and Awareness
The organisation ensures that:
· All staff, volunteers and trustees complete Prevent awareness training
· Prevent Awareness Training is included within safeguarding training and is required to be completed annually
· Staff understand how to recognise concerns and follow reporting procedures



Online Safety and Prevent
The organisation recognises that online environments may increase exposure to extremist content. Tutors and staff must:
· Use approved platforms
· Maintain appropriate boundaries
· Report any concerns arising from online interactions in line with safeguarding procedures

Reporting Concerns
Any concerns about radicalisation must be reported immediately to the Designated Safeguarding Lead and managed in line with the organisation’s safeguarding procedures.
14. [bookmark: _Toc224137541][bookmark: _Toc224654768][bookmark: _Toc227589701]Allegations Against Staff

The organisation takes all allegations about staff and volunteers seriously and will respond promptly, fairly and in line with statutory safeguarding guidance. An allegation may relate to a member of staff or volunteer who has:
· behaved in a way that has harmed, or may have harmed, a child or vulnerable adult
· possibly committed a criminal offence against a child or vulnerable adult
· behaved in a way that indicates they may pose a risk of harm to others
· behaved in a way that is inconsistent with the Staff Code of Conduct

Procedure
All allegations must be reported immediately to the Designated Safeguarding Lead (DSL).
Where the allegation relates to the DSL, it must be reported to the Trustee Safeguarding Lead. The DSL (or appropriate senior lead) will:
· ensure the immediate safety and wellbeing of the individual(s) involved
· consider whether the allegation meets the threshold for referral to the Local Authority Designated Officer (LADO)
· seek advice from the LADO where appropriate before taking further action
· inform relevant external agencies, including social care or the police, where required
· ensure a fair and proportionate internal response in line with disciplinary procedures

Where appropriate:
· suspension may be considered as a neutral act to allow a full and fair investigation
· disciplinary procedures may be followed in accordance with the organisation’s policies
· records of all allegations and outcomes will be kept securely and confidentially

Reading Community Learning Centre will ensure that:
· individuals are treated fairly and with respect throughout the process
· confidentiality is maintained as far as possible
· support is provided to both the individual raising the concern and the person subject to the allegation

The organisation will not investigate allegations internally without first seeking advice from the LADO where the threshold for referral may be met.

15. [bookmark: _Toc224654769][bookmark: _Toc227589702]Reporting Low-Level Concerns

The organisation promotes a culture of openness, transparency and trust, where all staff, volunteers and trustees feel able and expected to report low-level concerns.  A low-level concern is any concern, no matter how small, that an adult working in or on behalf of the centre may have acted in a way that is inconsistent with the Code of Conduct or may not meet expected professional standards.

Low-level concerns are an essential part of safeguarding practice and support the early identification of behaviours that may require guidance, support or further action. Examples of low-level concerns may include, but are not limited to:
· being over-friendly with a learner or child 
· showing favouritism towards a learner or child 
· taking photographs of learners on a personal device without clear authorisation 
· communicating or engaging with learners through personal social media accounts 
· using inappropriate, sexualised, intimidating or offensive language 

Reporting Procedure
All low-level concerns must be reported promptly to the Designated Safeguarding Lead (DSL) or Deputy DSL.
Where the concern relates to the DSL, it must be reported to the Trustee Safeguarding Lead. The DSL will:
· record all low-level concerns in a secure and confidential manner 
· review records regularly to identify patterns of behaviour 
· take appropriate and proportionate action where required 
· ensure that concerns are addressed at an early stage to maintain a safe environment 

Low-level concerns will be handled sensitively and proportionately, with due regard to confidentiality, while ensuring that the safety and wellbeing of learners remains the priority. The DSL will determine whether a reported concern meets the threshold for a formal safeguarding allegation or should be managed as a low-level concern.

The CEO may undertake observations of crèche practice where appropriate to provide safeguarding oversight, monitor compliance with organisational procedures and identify any areas requiring improvement.

Safeguarding Culture
Staff, volunteers and trustees should feel confident that reporting low-level concerns is a professional responsibility and will not result in any detriment when raised in good faith.

Failure to report concerns, however small, may prevent early intervention and increase safeguarding risk.

16. [bookmark: _Toc224137542][bookmark: _Toc224654770][bookmark: _Toc227589703]Safeguarding Training

Safeguarding training is completed at least annually, with additional updates provided where there are changes in legislation, guidance or organisational practice. The CEO (DSL) and Deputy Safeguarding Lead undertake advanced safeguarding training and updates in line with local safeguarding partnership requirements.  The organisation ensures staff and volunteers receive appropriate safeguarding training including:
· safeguarding awareness
· Prevent awareness training
· mental health awareness
Training is refreshed periodically.

17. [bookmark: _Toc224137543][bookmark: _Toc224654771][bookmark: _Toc227589704]Policy Review

This policy will be reviewed annually, or sooner if required by changes in legislation or organisational practice.

	Date Approved by Board: 
	June 2026

	Review Date:
	June 2027 

	
Signed on behalf of the Board of Trustees  
	

	
Dated
	 July 2026




[bookmark: _Toc224655200]
Appendix A
[bookmark: _Toc224655201][bookmark: _Toc227589705]Safeguarding in Online Teaching

This appendix sets out the organisation’s expectations for safe and professional conduct when delivering learning in online environments.

Online delivery presents additional safeguarding considerations. Tutors, staff and volunteers must remain alert to these risks and take appropriate action in line with this policy.

Professional Conduct and Boundaries
Tutors delivering online learning must:
· maintain clear professional boundaries at all times
· use only approved RCLC platforms and communication channels
· not share personal contact details with learners
· ensure communication remains appropriate and relevant to learning
· challenge and report any inappropriate behaviour during sessions

Learner Safety and Privacy
Online learning must be delivered in a way that protects the safety and privacy of learners. Tutors must:
· not require learners to use cameras or share images of themselves, their homes or their surroundings
· avoid asking learners to disclose personal or sensitive information in group settings
· be mindful that some learners may be in vulnerable situations, including domestic abuse or unsafe living environments
· ensure that learners understand how to access help and support if needed

Safe Delivery Expectations
Tutors must:
· ensure sessions take place in a safe and appropriate environment
· set clear expectations for behaviour at the start of sessions
· use secure settings on digital platforms (e.g. passwords, controlled access, host-only controls where appropriate)
· keep an accurate record of attendance and session activity
· follow Reading Community Learning data protection requirements when recording or storing information

Safeguarding Risks in Online Environments
Online delivery may increase the risk of:
· reduced visibility of safeguarding concerns
· difficulty for learners to disclose concerns
· unknown individuals being present off camera
· online exploitation or inappropriate contact
· exposure to harmful or extremist content

Staff must remain alert to these risks at all times.
Recognising Concerns in Online Settings
Staff should be aware of potential indicators of concern, including:
· sudden changes in behaviour, engagement or communication
· signs of distress, fear or withdrawal
· a learner appearing unable to speak freely
· repeated interruptions or presence of others causing concern
· concerning messages, language or online interactions

Additional risks such as domestic abuse, mental health concerns or online harm may be less visible but still require action.

Responding to Concerns
Any safeguarding concern arising during online teaching must be:
· taken seriously
· recorded factually
· reported immediately to the Designated Safeguarding Lead

Staff must not investigate concerns or attempt to manage situations alone.

Prevent Awareness Training and Online Safety
Staff must remain aware of the risk of radicalisation in online environments. This includes:
· exposure to extremist content
· engagement with harmful or conspiracy-based material
· changes in language or behaviour that may indicate concern

Any concerns must be reported in line with the organisation’s safeguarding procedures.

Supporting Learners
Learners should:
· be informed of safeguarding expectations and online behaviour
· understand how to raise concerns or seek help
· know who to contact within the organisation if they feel unsafe

[bookmark: _Toc224655202]Appendix B
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RCLC Designated Safeguarding Lead (DSL): CEO	
Name:  Aisha Malik
Contact: 07932002146 / aishamalik@rclc.org.uk 

RCLC Deputy Safeguarding Lead: Outreach Manager
Name:  Samar Al-Tamimi
Contact: 07923138730 / rclcsamar@gmail.com

DBS & Safeguarding Agency for RCLC
· ThirtyOne:Eight: 0303 003 1111
· helpline@thirtyoneeight.org
· https://thirtyoneeight.org/help-and-resources/knowledge-hub/safeguarding-faqs/
Local Authority Safeguarding Contacts
· Reading Borough Council Safeguarding Adults - 0118 937 3747
· Reading Borough Council Safeguarding Children - 0118 937 3641
· Emergency Duty Team - 01344 786543

Police
· Police - 999 (emergency)
· Police - 101 (non-emergency)

Local Safeguarding Partnerships
Reading Community Learning Centre works in partnership with local safeguarding organisations to ensure effective protection and support for children and adults at risk.

Berkshire West Safeguarding Children Partnership (BWSCP)
Provides multi-agency safeguarding guidance, thresholds, and procedures for children and young people across Reading, Wokingham, and West Berkshire https://berkswestsafeguardingchildrenpartnership.org.uk

Reading Safeguarding Adults Board (RSAB)
Provides guidance, policies, and procedures for safeguarding adults at risk in Reading https://www.sabberkshirewest.co.uk

Staff and volunteers should refer to these partnerships for up-to-date safeguarding procedures, threshold guidance, and best practice.

Safeguarding Adults Escalation Pathway
Where a safeguarding concern relates to an adult at risk, the Designated Safeguarding Lead (DSL) or Deputy DSL will follow the Reading Safeguarding Adults Board (RSAB) Escalation Pathway where there is professional disagreement, delay, or concern that safeguarding risks are not being addressed appropriately by another agency.
The purpose of escalation is to resolve professional differences quickly, ensure that the adult remains safe, and promote effective multi-agency working. The DSL will record all escalation actions and outcomes within the safeguarding record.
Staff and volunteers should raise any concerns about delays or inadequate safeguarding responses immediately with the DSL.

Additional Support Services (Optional but strong for quality marks)
· NSPCC Helpline 0808 800 5000
· National Domestic Abuse Helpline 0808 2000 247

[bookmark: _Toc224655204]Appendix C
[bookmark: _Toc224655205][bookmark: _Toc227589707]Indicators of Abuse

Examples of possible indicators include:
· unexplained injuries
· sudden behavioural changes
· fearfulness or anxiety
· withdrawal from activities
· neglect of personal care

These indicators do not necessarily confirm abuse but may require further safeguarding action.

[bookmark: _Toc224655206]




Appendix D
[bookmark: _Toc224655207][bookmark: _Toc227589708]Safeguarding Response Checklist
DO
· listen carefully
· reassure the individual
· record facts accurately
· report concerns immediately

DO NOT
· investigate
· ask leading questions
· confront the alleged abuser
· promise confidentiality

Appendix E
[bookmark: _Toc227589709]Reading Community Learning Safeguarding Incident Form Guidance 






	1. Complete a new Safeguarding Incident Form for each incident. 
2. Use the TED method (Tell, Explain, Describe) to record what the person said. 
3. Do not ask leading questions or investigate the concern.
4. Factual vs. Opinion: Write "The Learner had a 2cm bruise on their left wrist" rather than "The Learner looked like they had been grabbed".
5. If more than one Incident Report Form is created for an individual, a chronology section will be added by the DSL, provided a summary of lists of dates and events.  

	
	

	
	

	
	

	
	
	

	Your Details
	

	Name of person reporting:
	The name of the person completing this form
	

	Role at RCLC:
	Their position/job title at RCLC
	

	Date:
	Date of completing this form
	

	Time:
	Time of when this form is being completed
	

	
	
	

	Individual at RISK
	

	Full Name:
	Give the name in full of the person at risk 
	

	Date of Birth (if known):
	Add their date of birth - if known
	

	Mobile:
	Provide contact information for the individual - mobile and house phone where appropriate
	

	Home phone: 
	
	

	Home Address:
	Provide their home address information - where they are living 'now'
	

	Any Communication Needs i.e. interpreter required, learning disability:
	Confirm if they require an interpreter or have any additional needs where adjustments may be required
	

	Was consent obtained to share this information? 
Information may be shared without consent if there is a risk of harm
	Yes / No
If no, explain why information was shared:
	

	 
	 
	

	The Concern/Incident 
	

	Date & Time of incident
	When did the concern or incident happen?  This might be when you first became aware of the concern.  
	

	Location:
	Where did the safeguarding concern happen? 
	

	What happened: 
	Be factual.  Do not include opinions or assumptions. Use the person's own words in "quotation marks".  Describe visible injuries BUT do not  take photos. 
	

	Was anyone else present (witnesses)?
	If there were witnesses, use this box to provide confirmation and further information. 
	

	RAG Status:  Green/Amber/Red
	Provide a RAG status, either Green/Amber/Red
Green: - low level - no immediate harm - monitor/signpost
Amber: Significant concern - pattern of abuse or neglect suspected 
Red:  Immediate Danger. Risk to life or serious crime. 

If unsure, select Amber and seek guidance from the DSL
	

	Is the individual safe at the time of reporting? 
	Yes / No
	

	If no, what immediate action was taken:
	 
	

	
	
	

	
	
	

	Actions taken by Reporter:
	 
	

	Did you speak to the person about your concern?
	 
	

	What did they say they wanted to happen?
	 
	

	Did you contact Emergency Services?
	 
	

	Who else was informed?
	 
	

	Date case closed: 
	 
	

	
	
	

	For DSL Use Only
	

	Decision / Outcome:
	The Designated Safeguarding Lead will consider whether concerns meet the threshold for a Section 42 enquiry under the Care Act 2014 when determining whether to refer to the local authority.

Record your safeguarding decision clearly.

Include:
level of risk (low / medium / high or Green/Amber/Red if used)
whether the concern meets safeguarding threshold
whether further action is required

Be clear and concise. This should explain why a decision was made, not just what the decision was.
	

	Action taken:
	Detail all actions taken in response to the concern.

Include:
who was spoken to (e.g. learner, staff, external agency)
immediate safeguarding actions taken
any advice sought (e.g. local authority, safeguarding partnership)

Record factual actions only, not opinions.
	

	Referral made? (Yes/No – details):
	State whether a referral has been made to an external agency.

If yes, include:
which agency (e.g. Children’s Services, Safeguarding Adults, Police, Prevent)
method of referral (phone, online form, email)
name of person spoken to (if known)

If no, briefly explain why a referral was not required.
	

	Date referred:
	Record the exact date (and time if possible) the referral was made.

This is important for:
audit trail
demonstrating timely action
safeguarding compliance
	

	Follow-up actions:
	Record any ongoing or planned actions.

This may include:
monitoring the situation
further conversations with the individual
liaison with external agencies
internal actions (e.g. support, adjustments, supervision)

Ensure actions are specific and time-bound where possible.
	

	Name of DSL:
	 
	

	Date:
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RCLC Safeguarding Incident Form - Guidance.pdf


Name of person reporting: The name of the person completing this form
Role at RCLC: Their position/job title at RCLC
Date: Date of completing this form
Time: Time of when this form is being completed


Full Name: Give the name in full of the person at risk 
Date of Birth (if known): Add their date of birth - if known
Mobile:
Home phone: 


Home Address: Provide their home address information - where they are living 'now'
Any Communication Needs i.e. interpreter required, 
learning disability: Confirm if they require an interpreter or have any additional needs where adjustments may be required
Was consent obtained to share this information? 
Information may be shared without consent if there is a 
risk of harm


Yes / No
If no, explain why information was shared:


Date & Time of incident When did the concern or incident happen?  This might be when you first became aware of the concern.  
Location: Where did the safeguarding concern happen? 


What happened: 
Be factual.  Do not include opinions or assumptions. Use the person's own words in "quotation marks".  Describe visible 
injuries BUT do not  take photos. 


Was anyone else present (witnesses)? If there were witnesses, use this box to provide confirmation and further information. 


RAG Status:  Green/Amber/Red


Provide a RAG status, either Green/Amber/Red
Green: -  low level - no immediate harm - monitor/signpost
Amber: Significant concern - pattern of abuse or neglect suspected 
Red:  Immediate Danger. Risk to life or serious crime. 


If unsure, select Amber and seek guidance from the DSL
Is the individual safe at the time of reporting? Yes / No
If no, what immediate action was taken:


Actions taken by Reporter:
Did you speak to the person about your concern?
What did they say they wanted to happen?
Did you contact Emergency Services?
Who else was informed?
Date case closed: 


Decision / Outcome:


The Designated Safeguarding Lead will consider whether concerns meet the threshold for a Section 42 enquiry under the 
Care Act 2014 when determining whether to refer to the local authority.


Record your safeguarding decision clearly.


Include:
level of risk (low / medium / high or Green/Amber/Red if used)
whether the concern meets safeguarding threshold
whether further action is required


Be clear and concise. This should explain why a decision was made, not just what the decision was.


Action taken:


Detail all actions taken in response to the concern.


Include:
who was spoken to (e.g. learner, staff, external agency)
immediate safeguarding actions taken
any advice sought (e.g. local authority, safeguarding partnership)


Record factual actions only, not opinions.


For DSL Use Only


Your Details


Individual at RISK


The Concern/Incident 


1. Complete a new Safeguarding Incident Form for each incident. 
2. Use the TED method (Tell, Explain, Describe) to record what the person said. 
3. Do not ask leading questions or investigate the concern.
4. Factual vs. Opinion: Write "The Learner had a 2cm bruise on their left wrist" rather than "The Learner looked like they had been grabbed".
5. If more than one Incident Report Form is created for an individual,  a chronology section will be added by the DSL, provided a summary of lists of dates and events.  


Provide contact information for the individual - mobile and house phone where appropriate







Referral made? (Yes/No – details):


State whether a referral has been made to an external agency.


If yes, include:
which agency (e.g. Children’s Services, Safeguarding Adults, Police, Prevent)
method of referral (phone, online form, email)
name of person spoken to (if known)


If no, briefly explain why a referral was not required.


Date referred:


Record the exact date (and time if possible) the referral was made.


This is important for:
audit trail
demonstrating timely action
safeguarding compliance


Follow-up actions:


Record any ongoing or planned actions.


This may include:
monitoring the situation
further conversations with the individual
liaison with external agencies
internal actions (e.g. support, adjustments, supervision)


Ensure actions are specific and time-bound where possible.
Name of DSL:
Date:
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