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THE RODOLFUS FOUNDATION LIMITED 

SAFEGUARDING PROCEDURES 
& CODE OF CONDUCT 
For adults (staff, volunteers, observers, and guests) 
in relation to children and young people. 
 
 
 
 
 
Aims 
 
All persons associated with the The Rodolfus Foundation Limited (“the Foundation”) – staff, volunteers, 
observers, guests, and those under the age of 18 – have a right to work in a safe and supportive 
environment which promotes the well-being of all staff and students and secures the very best outcomes 
for students in line with its musical, educational, and pastoral aims, regardless of age, disability, gender, 
racial heritage, religious belief, sexual orientation or identity. This record of Safeguarding Procedures seeks 
to clarify what is expected of adults associated with the Foundation in the event of any disclosure or 
suspicion of abuse. 
 
 
1. Abuse 
 
1.1. Abuse can take a variety of forms, most commonly categorised thus: 

● Physical 
● Emotional 
● Neglect 
● Sexual 

 
1.2. Concerns may emerge in a number of ways: 
 

● An abusive act is witnessed. 
● An active disclosure is made by a adult, student, or third party. 
● A suspicion or concern about the behaviour or attitude of an adult or student. 
● Evidence of possible abuse is seen, e.g. suspicious bruising. 

 
1.3. The core actions that should always be taken are as follows: 
 

● Take emergency action needed to alleviate any immediate risk to life or limb, e.g. arranging medical 
attention or referring an emergency matter to the police. 

● Make a brief, factual note of what you have seen, heard, or become concerned about. If it is a 
physical mark or injury, make sure an accurate description or drawing is made. 

● Discuss concerns with a DSL. 
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2. Responding to a disclosure of abuse 
 
When responding to a disclosure of abuse: 
 
DO 

● Stay calm. The person concerned is likely to be anxious and need reassurance that they have done 
the right thing and it is being taken seriously. 

● Listen attentively and accept what is being said without question. Let them know that you are 
there to listen and help at any time. 

● Explain why you are not able to promise confidentiality. Find an appropriate point (as early as 
possible) to explain, calmly and confidently, that you have a responsibility of care to the person to 
seek further help, and that it will likely be in the person’s best interest. Should the person withdraw 
following this, do not be tempted to encourage any disclosure. The fact that they have raised a 
concern in the first place suggests they are desirous and willing to share information; it may be to 
you there and then, you at a later date, or to another at a later date. 

● Let the person explain the situation in their own words. Avoid assumptions, leading questions, or 
suggestion explanations. Keep any questions to a minimum. 

● Make a brief, factual note of what you have seen, heard, or become concerned about. If it is a 
physical mark or injury, make sure an accurate description or drawing is made. 

● Preserve any forensic evidence (e.g. clothing) if a crime, particularly a sexual offence, has recently 
taken place. 

 
DO NOT 

● Try to suggest an immediate solution. This may give the impression that the situation is less 
important to you than it is to the person reporting. Stay quiet whilst being reassuring. Allowing the 
person to talk without interruption will often lead to further information. 

● Press for more details. 
● Be judgemental in your tone or language. 
● Promise confidentiality.  
● Discuss the information with the alleged abuser. 
● Attempt to deal with the problem alone, or try to investigate it. 

 
 
All staff (and other adults) have a responsibility to promptly (within the same working day) report any 
safeguarding concerns to a DSL or other senior member of staff (who will be obliged to refer it to a DSL) 
(details below). 
 
Senior members of staff will always treat concerns, however minor, with the utmost seriousness, 
appropriate discretion, and sensitivity. Information may, as appropriate, be shared with other senior 
members of staff and the relevant authorities. 
 
Should any adult feel unable to discuss a safeguarding concerns with a DSL or other senior member of staff, 
they should feel at liberty to contact Social Services (information below; more county-specific contact 
details available online) or the police (information below). 
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3. Action staff must take (within the same working day) when a concern about a child arises 
 
3.1. Report the concern immediately to a DSL or other senior member of staff. She/he will then determine 
the next steps to take, including consultation with the Course Directors, Head of Pastoral Care, and 
administrator. The DSL (if a different person) and other professional agencies eg the NSPCC helpline, in 
order to determine the best course of action.   Consideration will need to be given as to whether the 
concern involves an immediate risk of significant harm, a clear allegation of abuse by the child, or does not 
involve an immediate risk of significant harm.    If the child requires immediate medical treatment the Head 
of Pastoral Care should arrange treatment in dialogue with the child’s support staff. Where there is not an 
immediate risk of significant harm the Head of Pastoral Care should talk to the child’s support staff and the 
child’s parents.  
3.2. The DSL of the host venue must be informed (by the Foundation DSL) within the same working day. 
3.3. It is not the responsibility of Fondation staff to determine if abuse has taken place - rather they are 
responsible for reporting on their concerns to the appropriate authorities. 
3.4. Concerns that are anonymous or that relate to historical concerns (eg relating to previous staff or an 
incident that happened some time ago) should not be ignored and must be reported to a DSL or other 
senior member of staff.  
3.5. A record must be kept of the concern. Use the safeguarding concerns report form for this purpose (see 
Appendix C). The form can be completed by the person reporting the concern or the DSL/other senior 
member of staff. However, it is the role of the DSL to ensure that it has been completed. 
 
To be as helpful as possible the information should include: 
• The nature of the allegation or concern 
• A description of any visible bruising or other injuries (location, size, colour or any other significant factor) 
• The child’s account, if he or she can give them, of what happened and how any bruising or other injuries 
occurred 
• Any times, dates, or other relevant information 
• Whether the parent, carer, child or adult is aware of the concern and a referral having been made 
• A clear distinction between what is fact, opinion, or hearsay. 
 
Remember, do not delay reporting the matter by trying to obtain more information. Under no 
circumstances should you examine the child where she/he is alleging injuries. This is a role for medical 
personnel only. 
 
See Appendix A for a flow chart of the reporting procedure. 
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4. Action staff must take (within the same working day) when a concern about the behaviour of an adult 
arises. 
 
4.1. Report the concern immediately to a DSL or other senior member of staff. She/he will then determine 
the next steps to take, including consultation with the Course Directors, Head of Pastoral Care, and 
Administrator. The DSL (if a different person) and other professional agencies eg the NSPCC helpline, in 
order to determine the best course of action. 
4.2. The Local Authority Dedicated Officer may be informed and consulted in the event of an allegation 
against a member of staff. 
4.3. The DSL of the host venue must be informed (by the Foundation DSL) within the same working day. 
4.4. It is not the responsibility of Foundation staff to determine if abuse has taken place - rather they are 
responsible for reporting their concerns to the appropriate authorities. 
4.5. Concerns that are anonymous or that relate to historical concerns (eg relating to previous staff or an 
incident that happened some time ago) should not be ignored and must be reported to a DSL or other 
senior member of staff.  
4.6. A record must be kept of the concern. Use the safeguarding concerns report form for this purpose (see 
Appendix C). The form can be completed by the person reporting the concern or the DSL/other senior 
member of staff.  However, it is the role of the DSL to ensure that it has been completed. 
 
To be as helpfulas possible the information should include: 
• The nature of the allegation or concern 
• Any times, dates, or other relevant information 
• Whether the parent, carer, child or adult is aware of the concern and a referral having been made 
• A clear distinction between what is fact, opinion, or hearsay. 
 
 
See Appendix B for a flow chart of the reporting procedure. 
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THE JUNIOR CHORAL COURSE 

CODE OF CONDUCT for adults 
 
 
Aims 
 
The Rodolfus Foundation Limited (the “Foundation”) seeks to provide a safe and supportive environment 
which promotes the well-being of all staff and students and secures the very best outcomes for students in 
line with its musical, educational, and pastoral aims. This Code of Conduct seeks to clarify what is expected 
of adults associated with the Foundation in any capacity in terms of professional behaviour in relation to 
students, and thus what could be considered misconduct. 
 
Those to whom this document applies fall into the following categories: 
Staff: any adult employed by the Foundation to work on a choral course or with The Rodolfus Choir, and 
Volunteers, Observers, Guests: any adult associated with and present during a choral course or at a 
Rodolfus Choir event. 
together the foregoing will be referred to as ‘adults’. 
Student: any person under the age of 18 associated with and present during a choral course or a Rodolfus 
Choir event. 
 
This guidance has been produced to help all adults establish the safest possible learning and working 
environments. The aims are to safeguard young people and reduce the risk of adults being falsely accused 
of improper or unprofessional conduct. Any failure to adhere to this Code of Conduct may result in 
disciplinary and/or legal action. 
 
The principal message to all adults and students is: if in any doubt, inform a DSL (Designated 
Safeguarding Lead) or another member of senior staff (who will be obliged to inform a DSL). 
 
 
Background Principles 
 
• The safety and welfare of all students is paramount. It is the responsibility of all adults to share this duty 
of care. Students are entitled to the same protection regardless of age, disability, gender, racial heritage, 
religious belief, sexual orientation or identity. 
• Adults are responsible for their own actions and behaviour and should avoid any conduct which would 
lead to any reasonable question of their motivation and intentions.  
• Adults should work, and be seen to work, in an open and transparent way.  
• Adult behaviour towards students and towards all other adults, regardless of role or responsibility, 
should be based on courtesy, kindness, and respect at all times.  
• Adult behaviour should demonstrate self-awareness, particularly in respect of the effect of one’s actions, 
words and manner on other people.  
• Adults should discuss and/or take advice promptly from senior members of staff (DSLs, Course Directors, 
Course Administrator, and/or Head of Pastoral Care) in the case of any cause for concern, however minor.  
• Records should be made by the DSL or other senior member of staff of any incident and any decisions 
made/further actions agreed, which arise as a result of this Code being breached. These records will be 
sent to and held by the Foundation and held for a period of no less than seven years. 
• Adults should be aware that breaches of the law and other professional guidelines bring the Foundation 
into disrepute and will result in criminal or disciplinary action being taken against them.  
• Adults should feel able to report concerns about professional conduct, in the knowledge that immunity 
from disciplinary action for ‘‘whistleblowing’’ in good faith is assured.Scope  
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All adults have a responsibility to share the Foundation’s duty of care towards students. Thus, this Code of 
Conduct applies to all adults associated with and present on a choral course or a Rodolfus Choir event, 
whatever their position, role or responsibilities. 
 
Employers have a further duty of care towards their staff which requires them to provide a safe working 
environment and guidance about safe working practices.  
 
 
1. Positions of trust  
 
All adults associated with and present on a choral course or Rodllfus Choir event are placed in a position of 
trust with respect to the welfare of the students, and need to accept the responsibilities associated with 
the trust inherent in such a relationship. The responsibility is discharged, in large part, by the maintenance 
of respectful, caring, and professional relationships between adults and students, and between adults 
themselves. Behaviour by adults should at all times demonstrate integrity, maturity and good judgement.  
 
1.1. Adults should not form or promote an improper relationship with a student. 
1.2. Adults should understand that it is an offence for a person aged 18 or over in a position of trust to 
engage in sexual activity with or in the presence of a child or incite that child to engage in or watch sexual 
activity.  
1.3. Adults should not be perceived to have favourites. 
1.4. Adults should not use physical punishments. 
1.5. Adults should not foster social or over-friendly relationships with students during, or after a course or 
event. 
1.6. Grooming is the name given to behaviour where the purpose is to gain the trust of a child, and 
manipulate a relationship so that sexual abuse can take place. Adults should be aware that conferring 
special attention and favour on a student might be construed as part of a grooming process, which is an 
offence. 
 
Whilst it should ideally be avoided, there may well be times when an adult will, quite legitimately and/or 
unavoidably, be alone in the presence of a student, for example during a coaching session, in a boarding 
house, on an unavoidable journey in the car (for example to the hospital) etc.  In these circumstances the 
following guidelines should be adhered to: 
 
1.7. Adults and students should never be alone in an environment – room or car, for example – where 
there is no obvious means of immediate exit. Doors should not be locked. If the door to a room in which an 
adult and student might be alone has no window, it is preferable that the door be wedged open or ajar. 
1.8. It is best practice to inform another adult of the details should the situation arise whereby it is 
necessary for an adult to be in a room alone with a student. 
1.9. Any incident of concern or uncertainty, however minor (for example: casual or vague disclosure by a 
student of a potentially harmful circumstance or incident; accidental physical contact between adult and 
student etc.) should be reported to a DSL or other senior member of staff as soon as possible. 
1.10. Any necessary car journey where an adult is alone with a student should be sanctioned by one of the 
Course/Event Directors before leaving.  It is best practice to have two adults in the car if there is just one 
student, or at least two students if just one adult is available.  Only in extreme circumstances should an 
adult and a student travel alone. In non-emergency situations, parental permission should be sought 
before leaving. 
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2. Confidentiality / access to information 

 
2.1. Adults should not place themselves in the position of promising complete confidentiality when, for 
example, in circumstances of child abuse, bullying, substance abuse and life threatening situations, to do 
so would be inappropriate.  
2.2. Adults should know the circumstances in which they are obliged to pass on information without delay, 
and to whom to pass on information. If in doubt, seek advice from a DSL or other senior member of staff. 
2.3. Adults may have access to confidential information about students, and indeed colleagues, in order to 
help them fulfil their roles and responsibilities.  Such information should always be used sensitively and 
with respect to its confidential status.  If in doubt, seek advice from a DSL or other senior member of staff. 
2.4. Confidential information should not be discussed casually in places or at times where confidentiality 
could be compromised. 
2.5. Confidential information should not be shared other than on a need-to-know basis, and should not be 
passed on without the explicit permission of the originator.  
2.6. Any contact made by the press or media via any means to an Adult relating to any student matter, or 
any other matter, should be referred immediately to the Course/Event Directors. 
2.7. Adults who wish to deal with the press/media in a private capacity (e.g. correspondence, publications, 
and debate) should, as a courtesy, inform the Course/Event Directors.  Adults must be aware of the 
possibility that their views as individuals may be adversely linked to the reputation and image of the 
Foundation. 
 
 
3. Propriety and behaviour  
 
All adults have a responsibility to maintain public confidence in their ability to safeguard and promote the 
welfare of students. Adults should be aware that they are role models in demonstrating responsible adult 
behaviour. Adults should adopt high standards of personal conduct in order to maintain the confidence 
and respect of their peers, managers, students, and parents of students. 
 
3.1. Pastoral work in houses takes place at times when students may be preparing to go to bed.  Adults 
should be vigilant about their own behaviour, sensitive to the potential for embarrassment or 
misinterpretation and highly self-aware. Any visually intrusive behaviour should be avoided, and students’ 
need for privacy balanced against supervisory duties. 
3.2. Adults should choose language that is appropriate in vocabulary, register, and tone to their 
professional role. Swearing at or in front of students is not acceptable.  Crude, aggressive or offensive 
language or comments are unacceptable. 
3.3. Adults should not make suggestive or inappropriate remarks to or about a student, even in the spirit of 
‘fun’ as this could be misinterpreted. 
3.4. Adults should be not drink alcohol in the presence of students, nor purchase alcohol for students.  
3.5. Adults should not drink alcohol while solely and directly supervising students. Adults should bear in 
mind that they may be called upon to act if an emergency occurs.  
3.6. Adults should avoid appearing inebriated, or giving the impression to students that any deliberate 
self-induced impairment of mental or physical capacity, for whatever reason, is acceptable.  
3.7. Adults should not smoke in the presence of students.  
3.8. Adults should avoid discussion of their private and personal relationships with students. 
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4. Physical contact  
 
There are occasions when, in carrying out professional duties, it is entirely appropriate for adults to have 
physical contact with students. Adults should be aware, however, that even well intentioned and 
appropriate physical contact may be misconstrued by students, observers or by anyone to whom this 
action is described.  
 
4.1. Adults must never touch a student in a way that may be considered indecent or aggressive.  
4.2. Adults must always be prepared to explain actions and accept that all physical contact with students, 
whether one-off or regular (for example as part of training or coaching in a particular skill) may be open to 
scrutiny.  
4.3. Adults who need to initiate physical contact with a student, e.g. in order to support a student to 
perform a task safely or to demonstrate or teach a particular skill, should place the needs of the student 
first at all times.  Adults should be sensitive to any discomfort expressed verbally or non-verbally by the 
student. Contact should only be with the student’s agreement, the reason for and form of the contact 
should be clear to the student, the context should be an open and relevant one, and contact should last for 
the minimum time necessary.  Adults should consider alternatives to achieve the same ends without 
physical contact.  
4.4. Adults must avoid the use of shared toilet/changing facilities at the same time as students, and should 
never shower or change with students.  It is expected that adults will use designated staff facilities where 
available.  
 
 
5. Dress and appearance  
 
Adults should seek to promote a positive and professional image in their dress and appearance.   Adults 
should avoid an appearance or clothing that is likely to be viewed as offensive, revealing or sexually 
provocative, or which contains political or otherwise contentious slogans.  
 
 
6. Communication with students during the course (including the use of technology) 
 
Conversation and interaction is one of the most important aspects of the successful running of a choral 
course or choir event; any guidance here should be seen in the context of promoting transparent 
communication within clear professional boundaries, rather than seeking to inhibit the vital and supportive 
interchange that happens daily on the course. 
 
6.1. Any private conversations between adults and students should be carried out in a professional 
manner. 
6.2. Adults should choose language that is appropriate in vocabulary, register and tone for their 
professional role. Swearing at or in front of students is not acceptable; crude, aggressive or offensive 
language or comments are not acceptable. 
6.3. Private phone calls, texts, emails, or via social media should not be exchanged between adults and 
students before, during, or after the course or event (see Paragraph 7 for further clarification). 
6.4. Adults should not share personal information with students via digital means and should not request, 
or respond to, any personal information from the student, other than that which might be appropriate as 
part of their professional role.  
6.5. Adults should be aware that they leave themselves open to disciplinary action if compromising images 
or views which bring their own or the Foundation’s reputation into disrepute are made available on a 
public profile by anyone.  
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6.6. Online communication with students should not involve the use of digital cameras, web-cams, Skype, 
FaceTime, videos or chat-rooms. 
6.7. Any screening of film content by whatever means to students must be appropriate to the age group, 
following BBFC guidelines where they exist, with particular attention to an 18 film rating. Screening of any 
footage or image must be from legal sources.  
6.8. Some activities may involve recording images of students, e.g. for publicity via Twitter.  Adults should 
not have images of students stored on mobile phones, personal cameras, devices or computers for any 
longer than necessary.  Adults should make clear to students how images will be used. Security of images 
must be a high priority and adults must be able to justify the storage of images of students on digital 
devices.  
6.9. Adults should not make images of students available on the internet, other than through the 
Foundation’s Facebook and Twitter pages, or the Foundation’s website. 
6.10. Under no circumstances should adults access inappropriate websites or images, including sites 
related to pornography, self-harm and suicide, political extremism and violence.  Accessing indecent 
images of children, and making, storing or disseminating such material are illegal and if, proven, will lead to 
the individual being barred from work with children and young people as well as disciplinary and legal 
action. 
 
 
7. Communication with Students following the conclusion of the course. 
 
As part of the Foundation’s pastoral mission, professional communication between ex-students and 
members of staff is by no means frowned upon. For the safety and welfare of all concerned, please adhere 
to the following guidelines in relation to communication with ex-students under the age of 18: 

 
7.1. Communication should be via email or letter, rather than phone/text or personal social media 
accounts. 
7.2. Any email or letter from an ex-student will be sent to the Administrator, who will forward it to the 
member of staff concerned. Any reply from a member of staff should be sent to the Administrator, who 
will forward it (with a covering note if applicable) to the parents of the ex-student. All parties should be 
aware that the Administrator can and may well read the communication. 
7.3. Post-course communication should never be initiated by a member of staff.  Members of staff should 
not give their personal contact information to students. If any member of staff receives unsolicited 
communication from an ex-student (sent to, for example, the postal or email address of the institution at 
which the member of staff works or studies), the Administrator must be notified immediately and any 
further communication go through him. 

 
 
 
 
 
 
 
 
 
 
 
 
8. Emergency procedure 
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In the event of any type of emergency, please stay calm, apply common sense, and ensure, as far as you 
are able, your own safety and that of those around you. Never deliberately put yourself or any other 
member of the course (adult or student) in the path of danger. 
 
In the event of a medical emergency, please follow this procedure: 
8.1. Should you deem the situation serious enough to merit it, do not hesitate to call 999. 
8.2. The Course Matron should be informed immediately (second only to 999, if appropriate). 
8.3. Senior staff should be notified as soon as possible. 
 
In the event of fire, please follow instructions displayed around the host school campus.  
 
In the event of any other type of emergency, please follow instructions from senior staff. 
 
9. ‘Unknown’ adults 
 
9.1. Visitors and guests, for example prep school directors of music, often join a course as observers for 
short periods of time. They are very welcome. All visitors and guests are usually only invited and must 
always be sanctioned in advance by the Course Directors.  It is highly unusual for visitors or guests to be 
alone with any group of students.  Any visitor or guest must be supervised by a member of staff at all 
times. 
9.2. Adults should always challenge any unfamiliar person with whom they come into contact in the 
environs of the course. This should be done as politely and non-confrontationally as the circumstances 
deem possible. Any cause for concern should be referred to a DSL or other senior member of staff as 
quickly as possible. 
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10. Passing information on 
 
The principal message to all adults and students is: if in any doubt, inform a DSL (Designated 
Safefuarding Lead) or another member of senior staff (who will be obliged to inform a DSL). 
 
Any adult should feel safe and at liberty to report behaviour (by adults or students) which they deem 
inappropriate, or about which they are uncertain or unsettled, to a DSL or any senior member of staff (who 
will be obliged to pass information on to the DSL). These contacts are available 24 hours a day for the 
duration of the course and after the conclusion of the course. 
 

 
The senior members of staff (2019) are: 
Toby Belfield Trustee 07766 022200 principal@ruthinschool.co.uk 
Ian Hopkins Administrator 07766 250160 ian.w.hopkins@gmail.com 
 
Should any adult feel unable to discuss a safeguarding concerns with a DSL or other senior member of staff, 
they should feel at liberty to contact any of the following: 
 
The Police emergency number is 999. 
The Police non-emergency number is 101. 
 
NSPCC (help for adults concerned about a child): 0808 800 5000. 
 
Social Services details and further procedural information can be found at: 
https://www.nspcc.org.uk/preventing-abuse/safeguarding/ 
More county-specific contact details are available online. 
 
The DSL of the host venue should always be notified (by the CC DSL) within the same working day of any concern raised. 
The Local Authority Dedicated Officer (LADO) should be notified (by the CC DSL) within the same working day of any 
concern raised regarding the behaviour of an adult. 

 

 
 
 
Date of policy: March 2016. 
Date of first review: June 2016. 
Date of second review: March 2017 
Date of third review: Nobember 2018. 
Checked and approved by Paul Anderson, Senior Consultant, NSPCC (ref. email to AHodgkinson on 1.6.16).  
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APPENDIX A: Safeguarding concern reporting flow-chart (concerns about a child) 
N.B. Points 1 to 4 must be completed within the same working day 
 

 
1. Concern about a child 

 
 

2. Report to a senior staff member 
DSL and Head of Pastoral Care notified. 

 
 

3. Reporter completes Appendix C (Safeguarding concern report form) 
with DSL and/or Head of Pastoral Care. 

 
 

4. DSL and/or Head of Pastoral Care to inform and liaise, as appropriate, with Course 
Director, DSL, Head of Pastoral Care, Administrator, to determine an appropriate response. 

The host venue DSL must also be notified. 
 

 
 
 

No action required 
 

The report does not 
constitute a safeguarding 

concern. 
 

Record decision made and 
reasoning and decision 

process. 
 
 

Uncertain 
 

Consult with Children’s 
Social Care or NSPCC 

Helpline. 
 

Record decision made and 
reasoning and decision 

process. 
 

 

Action required 
Refer to Children’s Social 

Care and/or the Police 
within 24 hours. 

 
Record decision made and 

reasoning and decision 
process. 

 
 

DSL to follow up after 
three working days if no 

feedback received. 
 

Record outcome. 
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APPENDIX B: Safeguarding concern reporting flow-chart (concerns about the behaviour of an adult) 
 
N.B. Points 1 to 4 must be completed within the same working day 
 
 

1. Concern about the behaviour of an adult 

 
 

2. Report to a senior staff member 
DSL and Head of Pastoral Care notified. 

 
 

3. Reporter completes Appendix C (Safeguarding concern report form) 
with DSL and/or Head of Pastoral Care. 

 
 

4. DSL and/or Head of Pastoral Care to inform and liaise, as appropriate, with Course Director, DSL, Head of 
Pastoral Care, Administrator, to determine an appropriate response. The LADO and the host venue DSL 

must also be notified. 

 
 

 
 

No action required 
 

The report does not constitute 
a safeguarding concern. 

 
Record decision made and 

reasoning and decision 
process. 

 
 
 

 

Uncertain 
 

 
 

Consult with Children’s Social 
Care, NSPCC Helpline, or LADO 

 
Record decision made and 

reasoning and decision 
process. 

 
 
 

Action required 
 

Refer to Children’s Social Care 
and/or the Police within 24 

hours. 
 

Record decision made and 
reasoning and decision 

process. 

 
 
 

DSL to follow up after three 
working days if no feedback 

received. 

Record outcome 
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APPENDIX C: Safeguarding concern report form   Page 1 of 4 
 
To be completed by a DSL or the Head of Pastoral Care. 
To be held confidentially and securely by the Foundation for a period of no less than seven years 
 
 
1. Factual information about the immediate circumstances 
 
a) Name of reporter 
……………………………………………………………………………………………………………………………………………
……….. 
 
b) Name of DSL/Head of Pastoral Care completing this form 
…………………………………………………………………………………….... 
 
c) Today’s date ………………………………………………………… d) Location of report 
……………………………………………………………….. 
 
 
2. Factual information about the child about whom concerns are raised 
 
a) Child’s name 
……………………………………………………………………………………………………………………………………………
………………. 
 
b) Date of birth ………………………………………… c) Age ………………………………… d) Ethnicity 
……………………………………………….. 
 
e) Religion ………………………………………………………… f) First language 
……………………………………………………………………………… 
 
g) Disability / special factors 
………………………………………………………………………………………………………………………………………… 
 
h) Parent or guardian name …………………………………………………............. i) Relationship to child 
…………………………………….. 
 
j) Child’s home address 
……………………………………………………………………………………………………………………………………………
….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
k) Child’s home phone number 
……………………………………………………………………………………………………………………………………. 
 
 
3. Details of concerns 
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a) Are you reporting your own concerns or passing on the concerns of another? ........................................................... 
 
b) Please give details of concerns 
………………………………………………………………………………………………………………………………… 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
………………………………………..  
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c) Describe what has prompted the concerns (include dates, times etc. of any specific incidents) 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
 
d) Are there any physical or behavioural signs? What are they? 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
 
4. Communication 
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a) Have you (or another) discussed these concerns with the child? If so, please record the discussion as accurately 
and thoroughly as possible. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
………………………………………..  
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b) Have you (or another) spoken to the parent(s)/carer(s)? If so, please record the discussion as accurately and 
thoroughly as possible. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
 
c) Have you (or another) spoken to the alleged abuser? If so, please record the discussion as accurately and 
thoroughly as possible. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
 
d) Have you discussed your concerns with anyone else? Please give details. 
 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
……………………………………………………………………………………………………………………………………………
……………………………………….. 
 
 
 

5. Validation 
 
a) Today’s date:…………………………………………….. b) No. of pages of this report (including these 4) 
………………… 
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c) (The reporter) I confirm this is a true and accurate representation of my concerns. 
 
Reporter: …………………………………………….. (signature) …………………………………………….. (print 
name) 
 
d) (The DSL/HoPC) I confirm that his is a true and accurate record of the concerns raised by the reporter. 
 
DSL/HoPC: …………………………………………….. (signature) …………………………………………….. (print 
name) 
 
e) (The Administrator) I confirm that I received this document on …………………………. (date). I will store this 
document (including the continuation sheet) securely for no less than seven years from this date. 
 
Administrator: …………………………………………….. (signature) …………………………………………….. (print 
name) 
 

6. Continuation sheet:  Actions following completion of Appendix C    Page 4 of4 
 
Date and time Details of any discussions, liaison, sections, information shared and 

gained, and outcomes. 
Completed by 
(name and job title) 
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APPENDIX D: The role of the Designated Safeguarding Lead 
 
It is best practice to have two DSLs, a male and a female, one of whom should not be a Course Director.  
 
 
The principal responisibilities of the DSLs are: 
 

● Advocating the importance of child protection to all involved with the CC. 
● Acting as a first point of contact for the Foundation on issues of child protection for both internal and 

external enquirers. 
● Receiving and acting upon any reported concerns in accordance with the Foundation Safeguarding 

Procedures. 
● Ensuring all staff are familiar with and adhere to the Foundation Safeguarding Procedures & Code of 

Conduct. 
● Ensuring, in conjunction with the Administrator, that new staff receive a copy of the Foundation 

Safeguarding Procedures & Code of Conduct prior to the course. 
● Ensuring, in conjunction with the Head of Pastoral Care, that the salient points and procedures of the 

Foundation Safeguarding Procedures & Code of Conduct are outlined in the first staff meeting of the course. 
● Establish contact with the DSL of the host venue when applicable. 
● Representing the key link to statutory agencies (Social Care, LADO, Police) during formal investigations. 
● Providing guidance and advice on the relevant matters to staff. 
● Ensuring that records are stored securely for the appropriate time period. 
● Ensuring that, when absent from the course for any significant period, the role of DSL is suitably covered by a 

deputy DSL. 
● Keeping an up-to-date knowledge and understanding of child protection, including attending appropriate 

training. 
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