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Organisational Structure for Safeguarding at Total People

Managing Director for Total People - Melanie Nicholson
Organisational Lead for Safeguarding - Sophie Hayes

As Organisational Lead, Sophie Hayes reports to Melanie Nicholson and the Board, and works
in partnership with Sophie England, HR Business Partner, in relation to safeguarding concerns

relating to colleagues.

The Designated Safeguarding Lead for learners is Imtiaz Kala. Imtiaz is the lead for all learner

safeguarding issues and is also the Single Point of Contact for Prevent (SPoC).

There are two Deputy Designated Safeguarding Leads who can deputise for Imtiaz Kala when

required. (Simone Healey and Leanne Shaw)

The learner safeguarding team can be contacted at any time, internally or externally, by

emailing Safeguarding - Total People Safeguarding@totalpeople.co.uk.

From 1September 2026, Total People operates a dedicated safeguarding triage model.
Safeguarding concerns are reported through the safeguarding inbox, webform and urgent
telephone / Teams escalation routes, and are then triaged by the safeguarding team to
determine risk, required action and CPOMS recording. This provides a single, consistent

safeguarding route.

The staff safeguarding team can be contacted at any time, internally or externally, by emailing

Staff Safeguarding and Welfare Concerns at staffsafeguarding@totalpeople.co.uk.

Further contact details are set out in the Safeguarding Key Contacts section of this policy.

Contact information is also published on our external facing website and displayed across our

training centres — www.totalpeople.co.uk/about/safeguarding

Policy Statement:

Safeguarding is everyone's responsibility. Everyone has a role to play in relation to protecting
and safeguarding children, apprentices, young people and vulnerable adults. Professionals

must be prepared to think the unthinkable and adopt the attitude that it could happen here.

Total People recognises that all apprentices and learners, including children, young people
and vulnerable adults, have a fundamental right to be protected from harm and exploitation

and that they cannot learn effectively unless they feel and are safe. Therefore, this policy relates
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to all apprentices and learners, and potential apprentices and learners, embarking on or

enrolled onto a programme with Total People.

Total People recognises the particularly important role education providers play in relation to
safeguarding and protecting children, young people and vulnerable adults from harm. The
overall responsibility for safeguarding sits with the Board and is developed and embedded into
practice by the Managing Director, Senior Leadership Team and Head of Learner Experience.
Total People also recognises that the safeguarding team, Learning Coaches, Tutors and
employers are best placed to identify concerns early, report at the earliest opportunity, provide

support and guidance, and ultimately prevent concerns from escalating.

This policy is concerned with keeping all apprentices and learners safe when they are at
training or work, and outside of training and work. This policy outlines Total People's

approach to safeguarding.

Total People aims not only to keep learners and apprentices safe, but also to support them to
participate, belong, progress and thrive, particularly where they face additional vulnerability or

barriers to engagement.

This policy is communicated with employers during induction and their responsibilities
highlighted to them. The policy is also reinforced for all colleagues through online learning

modules and planned CPD.
Safeguarding is defined by Keeping Children Safe in Education as:

e Providing help and support to meet the needs of children as soon as problems emerge

e protecting children from maltreatment, whether that is within or outside the home,
including online

e preventing the impairment of children’s mental and physical health or development

e ensuring that children grow up in circumstances consistent with the provision of safe
and effective care

e taking action to enable all children to have the best outcomes.

Total People recognises the importance of early help, wider forms of maltreatment and online

risks in safeguarding all learners.

Safeguarding vulnerable adults is defined in the Care and support statutory guidance issued
under the Care Act 2014 as:

e Protecting the rights of adults to live in safety, free from abuse and neglect.
e People and organisations working together to prevent and stop both the risks and

experience of abuse or neglect.
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e People and organisations making sure that the adult’s wellbeing is promoted

including, where appropriate, taking fully into account their views, wishes, feelings and

beliefs in deciding on any action.

e Recognising that adults sometimes have complex interpersonal relationships and

may be ambivalent, unclear, or unrealistic about their personal circumstances and

therefore potential risks to their safety or well-being.

Categories of abuse:

Children (under 18)

Adults (over 18)

Physical abuse

Physical abuse

Emotional abuse

Emotional abuse

Neglect

Neglect

Sexual abuse

Sexual abuse

Self-neglect

Domestic abuse

Financial abuse

Psychological abuse

Discriminatory abuse

Modern slavery

Organisational abuse

Total People recognises that some learners may be more vulnerable to abuse, neglect,

exploitation or harm, and that vulnerability can change over time. Additional safeguarding

consideration may be needed where learners are affected by one or more of the following:

e age, particularly children and young people under 18

« special educational needs and/or disabilities, including learners with an EHCP up to age

25

e being looked after, care experienced, a care leaver, or having a social worker

e mental health needs, emotional wellbeing concerns, self-harm or suicidal ideation

e young caring responsibilities, family instability, parental offending, substance misuse,

domestic abuse or other challenging home circumstances

e poor attendance, repeated absence, disengagement from learning, reduced timetables,

or a Break in Learning that may increase vulnerability

o risk of exploitation, trafficking, county lines, criminal exploitation, sexual exploitation,

radicalisation, serious violence or harmful online activity

Safeguarding and Child Protection Policy
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e disadvantage, discrimination, marginalisation, social inequality, isolation, poor

belonging, or barriers to participation and engagement

Colleagues should be alert to the fact that small indicators may form a wider picture and
should consider whether a learner needs early help, targeted support, a safeguarding response
or wider inclusion support. Safeguarding, educational support and inclusive practice must
work together so that learners are not only kept safe, but are also able to participate, belong,

progress and thrive.

Total People’s Safeguarding policy relates to ALL apprentices and learners embarking on

or enrolled onto a programme with Total People and MOL.

Total People places inclusivity at the heart of safeguarding practice. In line with the Equality
Act 2010, colleagues must not unlawfully discriminate against learners because of protected
characteristics and must consider how safeguarding practice supports learners with additional
vulnerabilities or barriers to disclosure. This includes making reasonable adjustments where
needed, recognising disproportionality, and responding in a way that is inclusive, respectful
and learner centred. Colleagues should be aware that experiences of discrimination, prejudice,
harassment, sexual violence, mental ill health, disability, gender-based harm and social
inequality can increase vulnerability and affect how concerns present. Safeguarding responses

must therefore be informed, fair, culturally aware and responsive to individual need.

Colleagues must be professionally curious and reflect on how bias, assumptions or cultural
misunderstandings may affect recognition of risk, response to concerns or access to support.
Colleagues will receive induction and ongoing training to help them understand inclusive
safeguarding practice, challenge discrimination, and support learners in ways that promote

safety, dignity and equity.
Safeguarding - an umbrella term:

Safeguarding is a broad term. It is not only about protecting children, young people and adults
at risk from deliberate harm, abuse or neglect. It also includes the wider systems, support and
learning environments that help keep learners safe, well, included and able to achieve the best

possible outcomes.

e |earners' health, safety, wellbeing and emotional development

e meeting the needs of learners with SEND, an EHCP, medical conditions or other
additional vulnerabilities

e safe learning environments, workplace environments, visits and off-site activity

e online safety, digital behaviour and use of mobile phones and personal devices
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attendance, engagement and early identification of learners whose safety or wellbeing
may be affected
creating inclusive, respectful environments where learners feel safe, listened to and able

to achieve the best possible outcomes

Safeguarding can involve a range of potential issues such as:

physical abuse, emotional abuse, neglect and sexual abuse

bullying, including online bullying, prejudice-based bullying and discriminatory abuse
domestic abuse, family instability and other challenging home circumstances
child-on-child abuse, including sexual violence, sexual harassment and harmful sexual
behaviour

gender-based violence, violence against women and girls, misogyny, upskirting and
other image-based abuse

extremism, radicalisation and risks linked to terrorism

criminal exploitation, sexual exploitation, trafficking, county lines, modern slavery and
serious violence

online harm, including grooming, coercion, scams, sextortion, consensual and non-
consensual self-generated intimate images, and manipulated or deepfake sexual
content

FGM, forced marriage, honour-based abuse and abuse linked to culture, faith or identity
mental health concerns, self-harm, suicide risk, substance misuse and risk to self or
others

learners absent from education or work, or whose attendance, engagement or safety

may indicate wider risk

Safeguarding concerns may also include financial exploitation of children, including fraud,

scams, coercion for money, online blackmail and financially motivated sexual extortion

(sextortion). These risks may present online or offline and must be treated as safeguarding

concerns where they indicate abuse, exploitation, coercion or significant harm.

Total People recognises the link between abuse, neglect and exploitation as described in

KCSIE.

Total People has a statutory responsibility to:

At all times, seek to create a safe environment for apprentices/learners in their training
and at work. On sites this includes using and evaluating the effectiveness of appropriate
filtering and monitoring systems, including Senso content filtering and monitoring, to

support maximum levels of online safety. Senso supports faster identification of
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concerning online activity, immediate reporting of urgent concerns directly to the

safeguarding team, and proportionate review of non-urgent or false positive searches so
that safeguarding oversight is timely, targeted and effectively quality assured.

e Ensure that any safeguarding concern is swiftly referred as appropriate, with non-
emergency referrals communicated to partner agencies within one working day of
disclosure.

e Develop and implement procedures for identifying and reporting cases or suspected
cases of abuse.

e Operate the policy to specifically encompass children, young people, vulnerable adults,
and adults who may be temporarily vulnerable.

¢ Acknowledge that abuse may take many forms, for example, physical, sexual, financial,
and material, emotional, neglect, ‘Missing’, sexual exploitation, human trafficking,
female genital mutilation, forced marriage, hate crime, radicalisation, extremism, and
risk to self and/or others.

e Comply with statutory safeguarding legislation including the Prevent Duty, which is
covered in the separate PREVENT policy.

¢ Work with external agencies, such as Local Safeguarding Partnerships and the Local
Authority Designated Officer, whilst always placing the welfare of the individual at the
centre of any action taken.

e Ensure employers and other partners are aware of safeguarding duties and receive
timely information and support to promote these duties for learners in the workplace.

e Educate and support apprentices/learners in relation to staying safe and being healthy
including healthy relationships.

e Ensure that any child, young person or individual with additional needs who goes
missing from education, home or care is reported to the appropriate authority,
particularly where this is repeated.

e Follow procedures for apprentices/learners who are absent or go missing, particularly on
repeat occasions, recognising that regular absence from training or work may indicate
vulnerability or safeguarding risk.

e Encourage an atmosphere where apprentices/learners find all trained Total People
colleagues approachable and able to receive concerns.

e Provide opportunities for children and learners in need of additional support to identify
themselves through application, enrolment and initial assessment.

e Provide appropriate mandatory safeguarding training and development through
colleague induction and CPD, raising awareness of colleagues’ and governors'

responsibilities in identifying and reporting possible cases of abuse.
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e Provide environments where everyone feels valued, safe, respected, listened to and able

to talk, supported through British Values, enhancement activities, sector curriculum and

specifically designed live online enhancement courses.
Scope:

This Policy applies to all those working in, learning at, or visiting Total People, including
learners, colleagues, governors, volunteers, and visitors, including contracted services such as
agency workers, employers offering work placements, employers employing apprentices,
transportation companies, contractors, and subcontractors with direct access to young people

and vulnerable adults.

Total People will ensure that visitors, contractors, speakers, agency workers, partner staff and
other third parties who have contact with learners are subject to appropriate safeguarding
expectations, safer recruitment assurances, supervision arrangements and risk assessment,

proportionate to their role and the level of contact.
A ‘child’ is defined as a person aged up to 18.
An ‘adult’ is defined as a person over the age of 18.

Looked after learners, care leavers, learners with a social worker, and learners with special
educational needs and disabilities, including those with an EHCP up to age 25, may require

additional services, support, protection and consideration.

An adult at risk is a person aged 18 years or over who is, or may be in need of, community care
services by reason of mental or other disability, age, or illness; and who is or may be unable to
take care of themselves or is unable to protect themselves against significant harm or
exploitation. It may also include adults who are vulnerable for some other reason, for example
those who have caring responsibilities, special educational needs, addiction, or who have

suffered abuse or trauma.

This policy is published on Total People’s website and Total People's internal Hub. The policy is
shared with all colleagues through induction training and mandatory yearly update training.
Updates to policies are also commmunicated through email communications, monthly

newsletters, managers’ meetings and all-colleague calls.

This policy is reviewed annually and in response to updates and changes to relevant legislation

and guidance.

Legislation and Guidance:
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This policy has regard to the key legislation and statutory guidance below. This is not an

exhaustive list and should be read alongside relevant organisational policies, local

safeguarding arrangements and current government guidance.

e Children Act 1989 and Children Act 2004

e Care Act 2014

e Keeping Children Safe in Education 2026

¢ Working Together to Safeguard Children 2026

¢ Information Sharing: Advice for Practitioners Providing Safeguarding Services 2024

e Education Act 2002

e Safeguarding Vulnerable Groups Act 2006

e Counter-Terrorism and Security Act 2015 and Prevent Duty Guidance

e Sexual Offences Act 2003

e Domestic Abuse Act 2021

o Data Protection Act 2018 and UK GDPR

¢ Mental Capacity Act 2005 (where applicable to adults at risk)

e Children Missing Education: Statutory Guidance (updated 2025)

¢ Working together to improve school attendance (where relevant to learners of
compulsory school age)

e Further Education and Skills inspection toolkit (Ofsted, updated 2025)

e Further Education and Skills operating guide for inspectors (Ofsted, updated 2025)

Total People recognises Ofsted’s wider focus on inclusion, including how providers identify and
support learners who may be vulnerable, disadvantaged, or experiencing barriers to

participation, belonging and progress.

In addition, because Total People operates across several Local Authority areas, this policy
should also be read alongside the relevant local authority children’s and adults’ safeguarding
partnership procedures, referral pathways and out-of-hours arrangements for the area in

which the learner lives, learns or works.

Total People will have regard to the relevant Local Authority Threshold of Need, Continuum of
Need or equivalent local arrangements, and will follow the appropriate referral and
safeguarding partnership procedures for both children and adults at risk, depending on the

learner's home address, location of risk, employer setting and the nature of the concern.

Relevant Policies:
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All colleagues must read this safeguarding policy in conjunction with the policies listed below

and ensure they are familiar with their roles and responsibilities in relation to safeguarding

within each of these policies.

e Health & Safety Policy

e Prevent

e Behaviour Management Policy

e LTE Values and Behaviour Framework
e Attendance & Punctuality Policy

e LTE Group Modern Slavery

e Equality, Diversity and Inclusion Policy
¢ Whistle Blowing Policy

e Code of Conduct

Roles and Responsibilities:

Board and governance

e Has overall responsibility for safeguarding and child protection across Total People.

e Provides scrutiny and assurance through regular safeguarding reporting, including
safer recruitment, colleague training, allegations and low-level concerns, safeguarding
records and online safety arrangements.

e Ensures safeguarding arrangements are effective, properly resourced, reviewed at least
annually and aligned to statutory guidance.

e Makes sure safeguarding policies are publicly available, understood across the
organisation and supported by clear accountability.

e Makes sure Board members complete appropriate safeguarding and Prevent training

and receive regular updates.
Managing Director, Deputy Managing Director and Senior Leadership Team

e Provides strategic leadership for safeguarding and helps make sure Total People
remains a safe place to learn and work.

e Makes sure safeguarding policies and procedures are implemented consistently across
the organisation.

e Ensures safeguarding is embedded within training, attendance, behaviour, health and
safety, SEND and EHCP support, personal development and quality improvement.

e Makes sure colleagues complete mandatory safeguarding training, follow agreed CPD

and understand safeguarding expectations.
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Ensures colleagues feel able to raise concerns about poor or unsafe practice and that
these are handled appropriately through the whistleblowing process.

Provides effective leadership, time and resource for the DSL and deputies to carry out
their roles fully.

Makes sure safeguarding practice is reflected in the provider's culture, learner

experience and response to serious, high-risk or critical incidents.

Head of Learner Experience / Organisational Lead for Safeguarding

Provides strategic oversight of safeguarding development, policy review, assurance and
improvement activity.

Reports to the Managing Director, SLT and Board and works closely with HR on
colleague safeguarding concerns, colleague welfare and allegations, including liaison
with the LADO or other relevant external agencies where required.

Provides oversight of DSL activity, offering support, challenge and assurance so
safeguarding practice remains effective, consistent and aligned to statutory guidance.
Reviews safeguarding data, themes and trends to help identify risk, monitor vulnerable
learners and support continuous improvement.

Oversees the safeguarding meeting framework, including governance reporting and
regular review meetings, to make sure risk, actions and improvement priorities are
monitored effectively.

Oversees the safeguarding training schedule for colleagues and supports the
organisation to maintain an effective programme of induction, updates and continuing
professional development.

Coordinates the organisational safeguarding response to serious, high-risk or critical
incidents, making sure actions, communication and oversight are managed effectively.
Maintains key external safeguarding relationships and makes sure there is appropriate

safeguarding leadership and deputy cover across Total People.

Designated Safeguarding Lead (DSL)

In addition to the responsibilities summarised in this policy, the DSL and DDSLs must

carry out their roles in line with Annex B of Keeping Children Safe in Education 2026.

Has lead responsibility for learner safeguarding, child protection, Prevent, external
referrals and safeguarding decision-making.

Leads triage of concerns, assesses risk and thresholds, and coordinates urgent and
higher-risk safeguarding responses.

Leads referrals to children’s social care, adult social care, Channel, the police and other

agencies where required, and supports colleagues through the referral process.
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Provides advice, guidance and support to colleagues, supports the delivery and
implementation of the colleague safeguarding training plan, and helps ensure
safeguarding, welfare and educational outcomes are considered together.

Promotes engagement with parents, carers, employers and external professionals
where this helps keep learners safe.

Maintains oversight of safeguarding records, secure information sharing, early help and
multi-agency working.

Uses relevant safeguarding, learner and attendance data and systems, including PICS
where appropriate, to support oversight of vulnerable learners, monitor attendance and
follow up learners aged under 18, or under 25 with an EHCP, who leave without a
positive destination, including referral back to the local authority where required.

Acts as the Prevent Single Point of Contact, keeps safeguarding policies and guidance
under review, and makes sure a DSL or deputy is available during working hours.
Develops and delivers the learner safeguarding enhancement programme to raise
awareness, promote safe choices and support learners to understand how to keep
themselves safe.

Supports colleagues to understand how safeguarding issues can affect attendance,
engagement, wellbeing and achievement, including emerging and contextual risks.
Also acts as Designated Teacher for looked after learners, care experienced learners,
care leavers and learners with a social worker, promoting their education, attendance,
progress and wider outcomes, and working with the Virtual School and other relevant
professionals where appropriate.

Ensures relevant safeguarding information is obtained, shared and transferred securely
when learners join, move between or leave providers, including seeking information
from previous schools, colleges or providers where appropriate and passing
safeguarding information promptly to receiving providers to support continuity of care

and protection.

Deputy Designated Safeguarding Leads (DDSLs) and safeguarding team

Are trained to the same standard as the DSL and support or deputise when needed,
while overall accountability remains with the DSL.

Manage allocated cases, support triage, liaise with relevant professionals and maintain
accurate safeguarding records and actions.

Provide advice, support and challenge to colleagues and managers so concerns are
recognised, reported and followed up promptly.

Support the DSL with referrals, safeguarding cover, external liaison and safeguarding

advice across curriculum areas.
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Help lead safeguarding awareness, training, learner support and continuous
improvement activity, including communication with parents, carers and employers
where appropriate.

The DSL and DDSL team will take part in regular safeguarding supervision and case
review arrangements to support reflective practice, oversight of risk, colleague support
and quality assurance.

The DSL and DDSLs will meet regularly to review cases, discuss themes, share learning,

monitor decision-making and maintain effective safeguarding cover and support.

Operations Managers and Curriculum Performance Managers

Promote safeguarding within their teams and make sure colleagues complete required
training.

Embed safeguarding, Prevent, equality, diversity and inclusion, online safety and
personal development themes into team practice and curriculum activity.

Make sure colleagues understand safeguarding expectations, policies, procedures and
reporting routes.

Know their learner cohorts well and consider safeguarding risks where there are
concerns about attendance, progress, behaviour, wellbeing or Break in Learning.

Use team meetings, one to ones, learner feedback, attendance information and routine
guality activity to identify safeguarding themes, respond quickly to concerns and
improve practice.

Work in partnership with the safeguarding team to support learners and colleagues and
help colleagues understand how safeguarding links to learner outcomes, progress and
employer engagement.

Operations Managers and Curriculum Performmance Managers are expected to take part
in regular safeguarding supervision, review meetings and quality assurance activity so
that concerns, vulnerable learners, actions and emerging risks are discussed and
monitored effectively.

Where managers do not engage with agreed safeguarding meetings or where
additional support, challenge or case oversight is needed, further supervision or review

activity may be arranged with the DSL or DDSL team.

Specialist SEND and EHCP roles

The Head of Learner Experience provides strategic leadership for SEND and EHCP

arrangements.
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The EHCP Coordinator, Programme Managers and Pastoral Intervention Learning
Coach support inclusion, reasonable adjustments, attendance, progress and learner
support.

These roles work closely with the DSL, DDSL team, local authorities and other
professionals to support learners with SEND or an EHCP and share information
appropriately.

Support timely review arrangements and promote progress, attendance, inclusion and

wellbeing for learners with additional vulnerability.

All colleagues

Must recognise concerns, respond appropriately and report them promptly through the
agreed safeguarding routes.

Must share factual information, follow safeguarding policies and procedures, and
complete actions requested by the safeguarding team.

Must complete required safeguarding, Prevent and related training, and read the
safeguarding guidance relevant to their role.

Must listen carefully to disclosures, avoid promising confidentiality, and act without
delay if a learner may be at immediate risk.

Must model professional conduct, challenge unsafe, inappropriate or discriminatory
behaviour, and help create a safe, respectful and inclusive environment.

Must understand the importance of early help, multi-agency working, information
sharing and professional curiosity when concerns arise.

Should be alert to changes in attendance, engagement, behaviour, wellbeing or
presentation, including wider contextual and emerging risks such as online harm or Al-

enabled abuse.

Corporate and support functions, partners and employers

HR leads on safer recruitment, DBS processes, colleague safeguarding procedures,
allegations, low-level concerns and colleague welfare matters, and supports the
management and escalation of colleague safeguarding concerns, including referrals to
external agencies where required.

IT supports acceptable use, network security, filtering and monitoring arrangements,
and the systems used to help keep learners and colleagues safe.

Risk and Compliance advises on health and safety, supports safe environments and
carries out relevant checks and audits.

Marketing supports safe communications, online messaging and imagery guidance.
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e Partners, subcontractors, employers and placement providers must follow Total

People’s safeguarding expectations, maintain safe environments and report concerns
through the agreed routes.

e Partners are expected to work openly with Total People on risk, vulnerable learners,
induction, reviews, due diligence, health and safety, wellbeing and continuous
improvement.

e Visitors, contractors, volunteers and guest speakers must follow Total People’'s
safeguarding expectations, maintain professional boundaries, and be appropriately

supervised, checked or risk assessed where required.
Safeguarding Key Contacts:

For safeguarding concerns, colleagues, learners, employers, parents/carers, partners and third

parties should use the safeguarding team routes below.

e Managing Director: Melanie Nicholson — MNicholson@ltegroup.co.uk

¢ Deputy Managing Director: Gina Steele — GSteele@totalpeople.co.uk

e Organisational Lead for Safeguarding: Sophie Hayes — SHayes@totalpeople.co.uk

e Designated Safeguarding Lead / Prevent SPoC: Imtiaz Kala — IKala@totalpeople.co.uk

e Deputy Designated Safeguarding Leads: Simone Healey — SHealey@totalpeople.co.uk;

Leanne Shaw - LShaw@totalpeople.co.uk

e Safeguarding inbox: Safeguarding@totalpeople.co.uk

e Staff safeguarding inbox: staffsafequarding@totalpeople.co.uk

From 1September 2026, safeguarding concerns should be reported through the dedicated
triage routes: the safeguarding inbox, webform and urgent phone/Teams contact where
needed. Current safeguarding phone numbers for the DSL and DDSL team remain published

on the Total People safeguarding webpage.
Confidentiality and Information Sharing

Total People has due regard to UK GDPR, the Data Protection Act 2018 and current
government information-sharing guidance for safeguarding services, including Information

Sharing: Advice for Practitioners Providing Safeguarding Services 2024.

Total People will review this section when any updated statutory information-sharing

guidance is finalised and published.

“In the case of children in need, or children at risk of significant harm, it is difficult to foresee
circumstances where information law would be a barrier to sharing personal information with

other practitioners.”
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Key points to remember related to confidentiality and information sharing include:
¢ When information must be shared with the police and the Multi-Agency Safeguarding
Hub (MASH) where a child or young person is, or may be, at risk of significant harm.
¢ When confidentiality should be maintained, and when information must be shared to
protect a child, young person or adult at risk.
e That information is shared on a need-to-know basis.
e Colleagues are reminded to work within the principles of information sharing.
o Necessary
o Relevant
o Proportionate
o Adequate
o Accurate
o Timely

o Secure

Once a disclosure or referral has been made, information is assessed for indications that the

person is at risk of harm from others or to themselves.

Information will be shared with the DSL (or Safeguarding Team) and/or other

agencies/professionals who are able to take protective action.

All information regarding child protection issues will be kept in secure electronic files on the

nominated safeguarding software (CPOMS).

Total People is obliged to work and share information with external agencies charged with the
protection of children, young people and adults. This includes children’s/adult social care, the
police, local schools, LADO and the Multi-Agency Safeguarding Hub (MASH), based on the

‘need to know' principle.

Total People works with the area Prevent team and, through them, refers to the Channel

process when necessary. See the Prevent Policy.

Note: ‘confidentiality’ is often misunderstood. An over-emphasis on confidentiality can leave
young people or vulnerable adults in danger of harm. If something is confidential, this does not
mean that it cannot be shared. UK GDPR should be no barrier to information sharing about a

person in need, as long as appropriate protocols are followed.
However, it is important to:

e Share only what is necessary to protect a child, young person or adult at risk.

e Record what is shared, and with whom.
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e Record reasons for sharing.
For further information refer to: Information sharing: advice for practitioners providing

safeguarding services.

Inform the individual making the disclosure that the information they provide may need to be

shared, why it may be shared, and with whom.

The DSL and Head of Learner Experience work in conjunction with the LTE Group Data

Protection Officer to minimise risks to data confidentiality and support safe data usage.
Parents and Guardians:

We will work with apprentices/learners to encourage them to give consent to sharing

information with parents / carers where possible.

Where learners are under 18, or under 25 with an EHCP, parents, carers or other appropriate
responsible adults will be engaged, involved and informed where appropriate in order to
support safeguarding, welfare, attendance, inclusion and learner progress, unless there is a

recorded safeguarding reason why this would not be in the learner’s best interests.
Reporting a Concern:

Anyone can raise a safeguarding concern about a learner. This may include a Total People
colleague, an employer, a parent or carer, the learner themselves, or any third party. A concern

should be raised where:

e abuse, neglect, exploitation or harm is suspected

e adisclosure of abuse, harm or risk is made

e acrimeissuspected or may have been committed

e thereis a welfare or wellbeing concern about a learner

e relevant safeguarding or welfare information is known that may help form a wider

picture

Colleagues should use Appendix D: Levels of concern and expected response to help them
understand the expected response to different types of concern. All concerns should be
reported on the same working day wherever possible and must never be delayed while
waiting for further information or certainty about threshold. Colleagues are not required to

determine a formal safeguarding threshold before reporting.

Seeking advice from a manager or member of the safeguarding team does not remove the
requirement to report and document the concern through the agreed safeguarding reporting

routes. Colleagues must not investigate concerns themselves beyond basic clarification
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needed to understand immediate risk. Concerns should still be reported where information

appears low level, unclear or incomplete, recognising that cumulative information may

indicate a wider safeguarding picture.

Any concern that a learner may be carrying a weapon, has used a weapon, or has expressed an
intention to use a weapon must be treated as an urgent safeguarding concern. Colleagues
must act immediately in line with emergency and safeguarding procedures, including contact

with the safeguarding team and the police where appropriate.
Reporting, Triage and CPOMS Recording

Total People uses the shared safeguarding inbox and safeguarding webform as core reporting
routes so that systems do not become a barrier to reporting concerns. These routes are secure,
accessible internally and externally, and are monitored by the safeguarding team as part of
one triage process. All colleagues are expected to report safeguarding and welfare concerns,
from the lowest level of concern or relevant information upwards, at the earliest possible

opportunity.

When reporting a concern, colleagues should include the learner’s full name and any other
known identifying details, the date and time of the incident, disclosure or concern, and a
factual summary of what was seen, heard or said, including the learner’'s exact words where
possible. Colleagues should also include any immediate action already taken and any relevant
context, such as attendance, known vulnerabilities, employer or placement information, or

support already in place.

Safeguarding reports and CPOMS records should be factual, accurate, timely and
proportionate. All colleagues are responsible for reporting what they know at the time. The

safeguarding team is responsible for triage, CPOMS recording and case management.
Where relevant, colleague reports should include:

e aclear summary of the concern, disclosure, incident or information shared,;
¢ what was seen, heard or said, using the learner's own words where possible;

e anyimmediate actions taken to keep the learner or others safe.
Where relevant, CPOMS records should include:

e decisions made, including the rationale for those decisions;
o referrals, advice sought, information shared and who this was shared with;
e outcomes, follow-up actions, review dates or monitoring arrangements where

applicable.

Safeguarding and Child Protection Policy Version: 7.1



Page 19 of 34
Use direct phone or Teams contact with the safeguarding team, alongside the inbox or

webform, where the concern is urgent, there is immediate risk, or same-day action may be
required. If there is immediate danger, colleagues must contact emergency services without

delay and then notify the safeguarding team as soon as it is safe to do so.

The safeguarding team will review the information, assess the wider context, determine the
level of risk, and decide what action, support, monitoring or referral is required. Actions will be
allocated where needed and relevant information shared with colleagues on a need-to-know

basis to support safe, coordinated follow-up.

High-risk concerns will be referred on the same day. Non-emergency safeguarding referrals to
relevant partner agencies will be coommunicated within one working day of disclosure where

threshold is met.
Early Identification:

Total People recognises that early identification is crucial in relation to effectively supporting
apprentices and learners, including children, young people and vulnerable adults. This is also

highlighted in the definition of KCSIE.

The recruitment and onboarding process plays a vital role in early identification. All members
of the recruitment team and all Learning Coaches are required to demonstrate professional
curiosity during recruitment, initial assessment and onboarding. Any safeguarding information
or concern identified before or after enrolment must be reported immediately through the
agreed safeguarding reporting routes so that it can be reviewed and triaged by the

safeguarding team.

Early identification should take account not only of safeguarding risk, but also of whether the
learner feels included, valued and able to participate fully in learning and work. Colleagues
should consider whether barriers to belonging, participation or engagement are contributing

to vulnerability.

The safeguarding training completed by all Total People colleagues annually includes detail
about the different types of abuse, harm & neglect and the many possible signs, symptoms
and indicators that may be a cause for concern. Training and awareness raising alongside

vigilance and professional curiosity is crucial to enable all colleagues to recognise, respond,

report, record, refer and review concerns at the earliest possible opportunity.

Colleagues must be professionally curious, avoid assumptions, and report concerns even
where information is partial, low level or appears unclear, recognising that small pieces of

information may form a wider safeguarding picture.
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The DSL and DDSLs will determine what information is shared between relevant Total People

colleagues involved in the learner’'s programme.
Responding to Disclosures:

When responding to a direct disclosure of abuse or harm, it is important to:

e Listen carefully.

e Staycalm.

e Do not appear shocked.

e Thank the apprentice/learner for confiding in you / provide reassurance.

e Do not promise confidentiality.
Where appropriate, provide practical advice, support and guidance.

It may be appropriate to clarify information using open guestion techniqgues, such as tell,

explain, describe (TED techniques).
Missing from Education/Learning:

Total People recognises that non-attendance, repeated absence, disengagement from
learning or lack of contact may indicate a welfare or safeguarding concern. Concerns about
attendance at training, in the workplace or during online learning must therefore be

recognised and responded to appropriately.

Total People understands that attendance, behaviour, engagement and participation can be
closely linked. Through its Attendance Policy, Behaviour Policy and CEIAG arrangements, Total
People aims to support learners to remain in education, employment or training (EET), achieve

their outcomes and reduce the risk of disengagement becoming a safeguarding concern.

Where a learner does not arrive for planned formal training and is recorded as an unauthorised
absence, timely contact will be made to establish their whereabouts and wellbeing. Contact
may be made with the learner, parent/carer, employer or other relevant person as appropriate
to the programme and level of risk. For learners under 18, parents/carers will always be the first
point of contact unless there is a recorded safeguarding reason why this would not be
appropriate. Any concerns arising from non-attendance, lack of contact or repeated
unauthorised absence must be considered in line with safeguarding procedures and escalated

where risk is identified.

KCSIE 2026 includes additional emphasis on absent learners and children missing education.
Total People’s Attendance Policy sets out how concerns about absence, repeated

unauthorised absence and learners missing education are managed, including when the
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relevant Local Authority must be informed. In relation to learners up to the age of 18, Total

People will have due regard to its duty to report concerns to the relevant Local Authority and

to follow the appropriate children missing education guidance and referral pathways.

Total People recognises that children who are repeatedly removed from learning, are on a
reduced or part-time timetable, or who are regularly absent for parts of the day may require
early help and closer safeguarding oversight. These indicators will be considered as possible
signs of unmet need, vulnerability or escalating risk and not solely as behaviour, attendance or

curriculum issues.

Apprentices may go on a Break in Learning (BIL) where this is appropriate and in line with
current Apprenticeship Funding Rules. A BIL is intended to support retention and safe return
to learning rather than withdrawal. Before a BIL is agreed, colleagues must consider whether
there are any safeguarding or welfare concerns, whether absence from learning may increase
risk, and whether the learner requires discussion with the safeguarding team. From
September 2026, the safeguarding team will review apprentices on a BIL who are under 18,
under 25 with an EHCP, or who are currently or previously subject to safeguarding or welfare
monitoring, to help ensure agreed touch points take place and support remains in place.
Where appropriate, particularly for learners under 18 or those with an EHCP, parents, carers,
employers or relevant professionals may be involved in maintaining oversight and support
during the break. Where a learner on a BIL cannot be contacted, presents with increasing
vulnerability, or new safeguarding concerns arise, this must be reported immediately through
the agreed safeguarding routes and reviewed by the safeguarding team with the relevant

Manager.

https://www.gov.uk/government/publications/children-missing-education

https://www.gov.uk/government/publications/missing-children-and-adults-strateqy

Criminal Convictions:

Learners are asked for a criminal record disclosure (disclosure of any unspent criminal

convictions) as part of the application and enrolment process at Total People.

Where an unspent criminal conviction has been disclosed, a risk assessment will be completed
before a decision is made and documented about the learner commencing training with Total
People. This will be completed by the relevant sector with support as required from the
safeguarding team. Contributions from relevant external agencies will be documented as part
of this risk assessment. This risk assessment must be approved and signed off by the
Safeguarding and EDI Lead or Head of Learner Experience before a learner can commence
training with Total People. This helps ensure a safe and inclusive environment for all.
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As an additional check, Learner Records will only process the start once the safeguarding team

confirms that a current risk assessment has been completed.

A copy of the Criminal Convictions Disclosure Risk Assessment (CCDRA) and any associated

actions will be held on the learner's CPOMS record.

Risk assessments are used to ensure any potential risks are mitigated for the safety, wellbeing
and inclusivity of all learners, including the learner with the unspent conviction. The DSL and
Head of Learner Experience work with the Curriculum Performmance Managers to manage this

risk and hold the information securely on CPOMS.

The collection and storage of this sensitive information is covered by an LTE Data Protection
Impact Assessment (led by DPOs and including all relevant people across relevant business

units).
Home Visits:

Within the context of safeguarding, there may be occasions where a visit to the learner's
and/or parent’'s home may be appropriate. Home visiting is one of the many ways to intervene
and provide help as soon as problems emerge, with the aim of supporting learners’
attendance and/or welfare. Examples of when a home visit may be needed include, but are not

limited to:

e Learners missing from education.

e Concerns for the learner’s safety or welfare, where alternative communication methods
have been unsuccessful in relation to providing assurance about the learner’s safety and
/ or welfare.

e |earners with known SEND and Mental Health concerns, where a home visit could
provide an appropriate intervention method to engage or re-engage learners into
education with Total People.

e Concerns around neglect, abuse, exploitation, grooming or county lines.

Before any colleague visits a learner and/or parent/carer in their home, a risk assessment must
be completed and signed off by the DSL or one of the DDSLs. A DSL or DDSL cannot sign off
their own risk assessment; this must be a two-person sign-off process. The risk assessment
must include the documented reason for the visit, possible hazards and appropriate control

measures. Control measures will include, but are not limited to, ensuring that visits:

e Are pre-arranged wherever possible.

e Are conducted in pairs.
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e Always include the parent / carer / guardian where learners are under 18 or where

capacity may be in question.
e Are communicated with relevant people including managers and the safeguarding

team.

Any colleagues conducting a home visit will have their mobile phone with them. Their
manager and the safeguarding team / DSL will be aware of the date and time of the visit
which will be documented on the risk assessment and the colleague’s digital calendar.
Contact will be made with the relevant manager or member of the safeguarding team

immediately following the visit.

Colleagues will not enter the home if learners are under 18 and there are no suitable adults

present.
Approved risk assessments will be uploaded to CPOMS by the DSL or DDSL.

The safeguarding team will work in partnership with other relevant agencies where a home

visit is required. These may include, but are not limited to:

e Children’'s or adult social care.
e Early help services.
e Housing support.

e Targeted youth support services such as CAMHS.

It is important to recognise that, when visiting learners in their homes, colleagues may be

alerted to wider safeguarding concerns. Examples may include:

e Domestic abuse.

e Extremism symbols / displays in the home.
e Overcrowding.

e Safety issues.

o Poverty.

Any additional concerns identified during a home visit must be raised via the usual reporting

process. Advice and guidance can be sought at any time from managers or the DSL or DDSL.
Concerns about Colleagues or Employers:

Concerns about colleague welfare or staff safeguarding

If a concern relates to the welfare, wellbeing or safeguarding of a colleague, this must be

shared immediately through the staff safeguarding reporting route at
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staffsafeguarding@totalpeople.co.uk. This includes concerns about colleague safety,

wellbeing, vulnerability, or where support or safeguarding input may be required.
Low-level concerns about colleague conduct

Low-level concerns about colleague conduct should also be shared promptly through the staff
safeguarding reporting route. A low-level concern is any concern, no matter how small, that an
adult working with learners may have acted in a way that is inconsistent with the staff code of
conduct, professional standards or safe working practice, even if it does not meet the

threshold for an allegation. Low-level concerns will be recorded, reviewed and responded to in

line with safeguarding and HR procedures.

If a concern is about an employer, it should be reported through the agreed safeguarding
routes, including the safeguarding inbox, safeguarding webpage or direct contact with the
safeguarding team. Concerns may also be discussed with HR or the Head of Learner

Experience where this is appropriate.
Colleague Support:

Responding to safeguarding and welfare concerns can be upsetting for colleagues. In addition
to support available through line managers and the safeguarding team, all Total People
colleagues have access to our Thrive Wellness Works section on the company Hub Thrive -

Wellness Works - Home.

Thrive Wellness on the Hub/company intranet provides a wealth of information that any

colleague can access at any time.

Thr. Thrive - Wellness Works £¢ Not following

If this is your first time visiting the portal, you might find it useful to read the attached user guide which will introduce you to our approach to
wellbeing.

Crisis support and
contacts

Employee Assistance COPE - Occupational Reasonable Group networks and
Programmes (EAPs) Health adjustments internal support

Any Total People colleague can access free external support, advice and guidance through our

employee assistance programme. This is a completely independent and confidential service.
For Total People colleagues, this is provided through UNUM Help@Hand. Services include, but
are not limited to:

e 24/7 helpline
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e 24/7 remote GP

Mental Health Support

Physiotherapy

Financial and legal support
Further information can be accessed:

e By visiting - Employee Assistance Programmes

e By visiting - Welcome to the Wellbeing Hub

¢ By downloading and accessing the App via the links provided in your welcome email
when joining Total People — for more information / or to be provided with the link to

access the App you can contact Sophie England (SEngland@totalpeople.co.uk) or Lisa

Good (LGood@totalpeople.co.uk) (Please note links provided expire after 24 hours)
e Contacting UNUM by phone: 08083 043 698.

Colleague Training to Implement the Policy:

Total People colleagues are required to undertake a variety of safeguarding training sessions
to implement this policy. Training is provided for all colleagues, alongside regular updates

through various channels.
Induction:

Mandatory induction training includes the following online learning courses, delivered via our

online platform:

e Introduction to Health & Safety

e Health & Safety at Work

e Safeguarding in FE — All colleagues

e Safer Recruitment - all colleagues with responsibility for recruitment
e Prevent

e Equality, Diversity & Inclusion

e Keeping Children Safe in Education

Total People colleagues also attend an induction session with the Safeguarding and EDI lead —

Safeguarding, Prevent and EDI in Education.

All Total People colleagues will be trained in how to recognise concerns, respond
appropriately, and report through the approved safeguarding routes, including the shared
safeguarding inbox, webform and urgent escalation arrangements. From 1 September 2026,
role-specific CPOMS access and training will be limited to the safeguarding team and any

other colleagues specifically authorised for view-only access. The safeguarding team will
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receive enhanced guidance and training on CPOMS standards, categorisation, risk levels,

chronology, evidential recording, direct intervention and support for colleagues and learners.

In addition to these online learning courses Curriculum and Performance Managers plan
additional induction activities including an induction into Total People's policies and
procedures and a variety of practical shadowing activities so new colleagues can see policies in

practice. Colleague induction is reviewed at week 3 and followed with monthly one to ones.

Total People believes in providing ongoing safeguarding training to all colleagues. A yearly

mandatory training schedule is followed.

In addition, safeguarding updates are provided regularly through monthly meetings and

support material, email communications, all colleague calls, and bi-monthly Newsletters.

Safeguarding is also a mandated monthly agenda item at manager meetings and Learning

Coach one to ones.

We believe in ongoing professional development to raise awareness and confidence in relation
to recognising and reporting concerns. We also aim to provide ongoing training that supports
effective embedding of activities within the apprentice/learner’s curriculum throughout their
learning journey. Through the curriculum we aim to educate, empower and protect all

apprentices/learners.

To support embedded curriculum activities, we plan interactive updates and good practice
sharing through bi-monthly safeguarding meetings attended by DDSLs and relevant
managers. In addition, monthly safeguarding emails with key information, updates and useful
resources are shared with this wider safeguarding group, as well as bi-monthly newsletters

that are published on our website and shared with colleagues, learners, and employers.

Safeguarding supervision also forms part of Total People’s approach to quality assurance,

reflective practice and colleague supyport.

Additional enrichment live online courses are delivered 4 times per year by the Safeguarding
Lead. These courses cover a range of relevant hot topics in relation to promoting welfare and

raising awareness of various forms of abuse and keeping safe online.
Promoting and Gaining Commitment to the Policy:

Total People will ensure that this Safeguarding Policy is promoted, and commitment gained
via the following activities. This is not an exhaustive list, as other mechanisms will be used as

and when the situation arises.
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This policy will be agreed by the Total People board of governors with promotion and

commitment to this policy gained through:

e Colleague induction, training, CPD and online learning modules.

e Intranet/Hub section on safeguarding and prevent, and what it means for colleagues
and apprentices/learners.

e Visible media in and around office and employer locations.

e Learning resources for all apprentices and other learners.

e Email headers and footers.

e Apprentice/learner reviews — conducted on a regular basis.

We will ensure that we gain and measure the promotion and commitment within Total

People to this Safeguarding Policy by:

e Monitoring the outcomes from online and interactive training for both colleagues and
learners

e Ensuring updates are effectively communicated to colleagues, learners and employers.

¢ Managers will produce evidence, such as meeting notes, colleague training records and
one-to-one reviews, to show that this policy has been discussed.

e Monitoring of learner review documentation

e Monitoring specific responses to safeguarding and prevent in learner and employer

surveys and learner voice activities and focus groups.

Subcontractors / Partners:

Total People’s partnership team is responsible for due diligence, ongoing contract monitoring,
guality assurance and compliance oversight of subcontractors and partners. Subcontractors
and partners are expected to have appropriate safeguarding, Prevent, attendance, behaviour,
EDI and online safety arrangements in place, and to comply with Total People’s safeguarding

expectations and reporting procedures where concerns relate to Total People learners.

The Operations Manager for Partnerships is responsible for involving the Designated
Safeguarding Lead (DSL) during due diligence, when new partnership arrangements are
established, and where safeguarding concerns arise, so that the DSL remains informed of

relevant partnership relationships and risks.

The DSL will provide support and challenge activity for each subcontractor or partner,
including a minimum of two safeguarding monitoring visits or review meetings per year.
Additional monitoring, review or support activity may be undertaken where risk, concern,

learner need or quality assurance findings indicate that this is required. This activity will
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normally take place alongside wider partnership monitoring and informal contact with the

partnership team wherever possible, to review safeguarding practice, staff training, reporting

arrangements and learner support.

Due diligence and ongoing assurance activity will provide assurance to the DSL and may

include:

e Designated Safeguarding Lead contact details

e Delivery locations

e Relevant safeguarding, attendance, behaviour, Prevent and EDI policies.
e Staff training

e Process for identification of vulnerable learners

¢ Mental health support offer for learners

e Attendance records/ monitoring systems

e Online filtering and monitoring systems

e Learners with convictions and their associated risk assessments

Subcontractor roles & responsibilities:

e Compliance with safeguarding training against legislation annually including
mandatory ETF training modules identified by Total People.

e Comply with safeguarding policies and procedures, including Total People’s
safeguarding and child protection requirements where applicable.

e Creating a safe environment for all.

e Promote professional conduct/behaviour/safe working practices.

e Challenge unsafe conduct/behaviour.

e Embed safeguarding practices and educational activities into study programmes.

e Engage proactively with Total People’s DSL and safeguarding team, including
cooperating fully with support, challenge and monitoring activity.

¢ Maintain accurate, up-to-date vulnerable learner lists and share these with Total
People’'s Safeguarding and EDI Lead.

e Ensure all safeguarding and welfare information and concerns are reported without
delay, using Total People’s agreed reporting routes including the safeguarding
inbox/email, safeguarding webform and telephone contact with the safeguarding team
where concerns are urgent or immediate risk is identified.

e Seek support from Total People's Safeguarding and EDI Lead as required.

e Ensure that active EHCPs and other relevant safeguarding, welfare or vulnerability

information are shared securely with Total People through the agreed reporting routes
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so that appropriate safeguarding, inclusion and learner support records can be

maintained.

Subcontractor reporting:

Subcontractors and partners may use their own internal systems to record safeguarding
concerns. However, concerns relating to Total People learners must also be reported through
Total People's agreed safeguarding routes, including the safeguarding inbox/email,
safeguarding webform, and telephone or direct contact with the safeguarding team where a
concern is urgent or immediate risk is identified. Partners and subcontractors do not report
directly on CPOMS. Concerns are triaged by the safeguarding team / DSL, and CPOMS records,
chronology and actions are maintained by Total People’s safeguarding team where
appropriate. Partners and subcontractors must share safeguarding, welfare and vulnerable
learner information promptly and securely, including relevant information such as active
EHCPs, so that safeguarding, inclusion and risk management records remain accurate and up

to date.

https://www.totalpeople.co.uk/about/safeguarding/report-a-concern/

Continuous Improvement

Total People understands that continuous improvement is vital to effective practice. We do

this by:

¢ Analysing and evaluating safeguarding data to identify common trends, patterns or
concerns, and using this to inform changes to practice and training.

e Completing an annual self-assessment against the EIF and planning for improvement.

e Providing CPD for colleagues.

e Holding bi-monthly director-level safeguarding meetings.

¢ Holding bi-monthly meetings for all DDSLs and relevant managers.

e Adapting practice and reacting quickly to unforeseen circumstances, such as changes
required during the Covid pandemic.

e Providing a forum for colleagues to explore and share best practice in relation to
teaching, learning and assessment through the Teaching and Learning Toolbox on
Teams.

e Using internal quality checks, reviews and audit checks.
Digital Safeguarding: the online world and Al

Total People recognises that digital safeguarding is an essential part of safeguarding practice.

Technology can be a feature in abuse, exploitation, coercion, bullying, misogyny, harassment,
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image-based abuse, radicalisation, scams, fraud and harm both online and offline. Colleagues

must understand that concerns presenting through digital platforms, devices, online
communication, social media, gaming, artificial intelligence or synthetic content must be
treated as safeguarding concerns and responded to in line with the agreed safeguarding

reporting, triage and recording arrangements set out in this policy.

Total People expects the same standards of behaviour, professional conduct and safeguarding
practice online as in face-to-face settings. Colleagues must maintain professional boundaries,
use approved systems and devices only, follow acceptable use requirements, and ensure that
online teaching, reviews and communication are safe, respectful and appropriately managed.
Learners will be educated about safe online behaviour, how to report concerns, and how to
recognise risks such as grooming, coercion, misinformation, harmful sexual behaviour, online

blackmail, sextortion and deepfake or manipulated content.

Total People recognises that inappropriate use of mobile phones and personal devices can
create or escalate safeguarding, behaviour and welfare concerns. This may include bullying,
harassment, intimidation, recording, image-sharing, online abuse, disruption to learning and
failure to follow colleague direction. In training environments, the use of mobile phones and
personal devices will be managed in line with learner induction expectations, behaviour
procedures and digital safeguarding arrangements. Restrictions on access or use may be

applied where necessary to maintain a safe, focused and respectful learning environment.

Where online learning or meetings take place, colleagues must use approved platforms,
authorised accounts and organisational devices, follow agreed safeguarding expectations and
take reasonable steps to create a safe online environment. This includes appropriate use of
cameras, backgrounds, platform controls, scheduling, participant conduct and escalation
where concerns arise. Minimum expectations for online delivery and learner-facing digital

conduct are set out below.

e Colleagues must use approved Total People platforms, accounts and devices only for
online delivery, reviews and learner commmunication.

e Colleague cameras must be on for online teaching, reviews and safeguarding or welfare
conversations unless there is a clear agreed reason why this is not possible.

e Learners are expected to use cameras where requested by colleagues to support
engagement, welfare checks and safe participation, unless this has been agreed
otherwise for an individual reason.

e Colleagues and learners must be appropriately dressed and use a suitable environment

or background that is safe, respectful and appropriate for learning.
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e Sessions must be planned and managed so that participants are identifiable,

expectations are clear, and concerns about unknown attendees, inappropriate
behaviour, recording or image sharing are acted on immediately.

e Colleagues must reinforce learner expectations for respectful online behaviour,
including listening, contributing appropriately, using chat safely, and not sharing,
recording or distributing content without permission.

¢ Where an online safeguarding or welfare concern arises, colleagues must act in line
with the reporting section of this policy and use urgent escalation routes where

immediate risk is identified.
Education and awareness:

One of the most effective ways to safeguard apprentices/learners in the Al/digital world is to
educate apprentices/learners and empower them to keep themselves safe. Digital safety is

embedded throughout the apprentice/learner’s curriculum.

At Total People we understand the importance of creating a safe environment during training
and meetings, placing the apprentice/learner’'s welfare at the centre of our practice. We aim to
create an environment where apprentices/learners feel confident and empowered to share
concerns and develop the critical thinking skills to question information, make appropriate

judgements and make safe choices.

Apprentice/learner induction outlines clear expectations, rules and guidance in relation to safe

use of technology.

Regular online enhancement courses are used to support apprentices’/learners’ knowledge

and understanding of various safeguarding topics, including online safety.

Progress Reflections, which are tri-party reviews between the Learning Coach,
apprentice/learner and employer, take place every eight weeks. These meetings provide
regular opportunities to monitor apprentice/learner welfare and safeguarding, promote
awareness, and educate apprentices/learners about relevant key issues and contextualised

safeguarding.

Regular updates and CPD opportunities are provided to all Total People colleagues to improve

their awareness of digital safety. Forums for this include:

¢ Bi-monthly newsletters covering a variety of topics throughout the year, including

digital safety and British Values, and the critical thinking model
Spotlight sessions at our all-colleague conferences

e Through meetings held by Curriculum and Performance Managers
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e Through online learning courses (ETF Digital Safety)

e Learner and coach sessions including 1to 1s, observations, group learning and reviews.
Through these activities, learners and colleagues are supported to:

e Develop their critical thinking and questioning skills when faced with online/Al matters
and develop their ‘digital citizenship’ using the online platform safely and with respect.
e Be able to spot the signs of deepfakes, misinformation, disinformation, online bullying,

grooming, sextortion and radicalisation. These are just a few examples.
Artificial intelligence and emerging technology

Artificial intelligence and emerging technologies can create or increase safeguarding risks.
These may include deepfake or manipulated sexual content, impersonation, harassment,
coercion, scams, blackmail, disinformation and unsafe use of personal data. Al outputs may
also be inaccurate, misleading, biased, offensive or outdated, and this must be understood by
colleagues and learners. Colleagues must only use authorised systems for work-related
purposes and must not input confidential or personally identifiable learner information into

unauthorised tools.

Total People may use authorised Al-enabled tools, including Microsoft Copilot, to support
administrative tasks such as drafting review summaries where this improves quality,
consistency and accessibility for learners. Human oversight, professional judgement and
guality assurance must always remain in place. Colleagues remain responsible for checking
accuracy, confidentiality, intellectual property considerations, appropriateness and safe use
before any record is shared or stored. Al use should be aligned to current DfE guidance on the
safe and effective use of Al in education. Any safeguarding concern linked to Al, synthetic
content or digital platforms must be managed through the agreed safeguarding reporting,

triage and recording arrangements set out in this policy.

Al is not separate from wider online safety education. Learners should be supported to develop
critical thinking, question Al-generated content, recognise bias, misinformation and
manipulation, and raise concerns quickly where digital content feels unsafe, misleading or

harmful.
Monitoring IT usage and filtering

Total People colleagues must use approved organisational devices, systems and
communication channels for work-related activity. Personal devices must not be used for
business communication with learners, potential learners, employers or external agencies
unless this has been expressly authorised and risk assessed. All colleagues must read,

understand and comply with the LTE Group Acceptable Use Policy and related digital safety
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requirements. Learners must use their own authorised accounts when accessing Total People

systems. Total People uses filtering, monitoring and other technical controls, including Senso
content filtering and monitoring, firewalls and other network security controls, to support
online safety and identify concerning activity. Concerns identified through Senso that indicate
immediate risk are reported directly to the safeguarding team without delay. Non-urgent
alerts, low-level concerns and false or accidental searches are shared with and reviewed by the
safeguarding team so that action is proportionate, consistent and based on context. Filtering
and monitoring support safeguarding oversight but do not replace colleague vigilance,
professional curiosity or the duty to recognise, respond, report and review concerns at the
earliest opportunity. Where concerns identified through monitoring indicate safeguarding risk,
they will be managed through the agreed safeguarding reporting, triage and recording
arrangements set out in this policy. This approach supports earlier identification of risk,
strengthens safeguarding oversight, reduces unnecessary escalation and improves the quality
of online safety monitoring. Leaders will review the effectiveness of filtering and monitoring
arrangements regularly and at least annually, with regard to current DfE filtering, monitoring

and cyber security standards where relevant to further education practice.
Digital and Al support sources

e Safer Internet Centre
e ETF Digital Safety

e CEOP
¢ Childnet
e NSPCC

e DfE: Generative artificial intelligence (Al) in education
e DfE: Using Al in education settings — support materials

¢ Generative Al: product safety expectations

These resources support colleagues and learners to develop digital safeguarding awareness,
safe online behaviour, critical thinking, and appropriate use of Al and emerging technology.
Links may be held on the Hub, website or related guidance documents and should be

reviewed alongside current organisational and DfE guidance.

Signatures & Review:

This policy was reviewed and updated on 1 August 2026 to reflect changes to safeguarding
reporting arrangements, CPOMS access, role responsibilities and Keeping Children Safe in
Education 2026 alignment. It will be reviewed again by 31 August 2027, or earlier if there are
changes to legislation, statutory guidance or local safeguarding arrangements that require

amendment. The policy will be commmunicated to colleagues through induction, mandatory
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training, the Hub and other internal communication routes, and published externally where

appropriate.
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