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A GUIDE FOR KEEPING EMPLOYED LEARNERS SAFE



What is SAFEGUARDING?

TYPES OF HARM

Safeguarding applies to all kinds of harm a 
person may suffer. The five mains types are:

Physical
Emotional/Psychological
Neglect
Sexual Abuse or Exploitation
Cyber and Financial Bullying

Each of these forms of harm may manifest in 
visible signs that are particular indicators. These 
can include:

Showing a wariness or distrust of adults;
Regular or recurring injuries;
An inconsistent explanation of injuries;
Low self-esteem;
Aggressive or demanding behaviour;
Abuse of drugs or alcohol;
Suicidal feelings;
Self-harm or attempts at suicide;
Difficulty concentrating or focusing;
Acting withdrawn or uncommunicative;
A reluctance to go home.

The presence of one (or more) of these is not in 
itself proof that a learner is being harmed or at 
risk of harm, but should raise concerns and be 
acted upon. Ignoring any of the above can allow 
a situation to become worse. 

Safeguarding is a legal obligation as outlined by the Children’s Act 1989, 
and is mandatory for all organisations working with young people or 
vulnerable adults to take all reasonable measures to ensure that the risks of 
harm to such individuals’ welfare are minimised.

Above: some learners are, by the very nature of the course they are studying, likely to encounter situations or 
environments which carry some risk. Safeguarding ensures that all possible precautions and supervisions are in place.

SAFEGUARDING FOR EMPLOYERS

Hartlepool College is committed to safeguarding 
and ensuring/protecting the welfare of all 
learners, including young people (those 
aged under 18) and adults categorised as 
“vulnerable”. This is a shared requirement 
between ourselves and any employers we work 
with in respect of work-based learning. 

The definition of “vulnerable adult” (issued by 
the Lord Chancellor’s Department) is a person 
“Who is or may be in need of community care 
services by reason of disability, age or illness; 
and is or may be unable to take care of unable to 
protect him or herself against significant harm or 
exploitation”. This definition of an adult covers all 
people over 18 years of age.

Employers have a safety and welfare 
responsibility to all employees, which extends 
to and includes any learners from Hartlepool 
College. Conversely, the College has a duty to 
help employers, staff and learners recognise 
their responsibilities through support, guidance 
and training.

As the employer of a learner, it is vital that 
you understand your responsibilities to those 
individuals in your care, and have appropriate 
measures, policies and resources in place. 

WHY IS SAFEGUARDING NECESSARY 
FOR EMPLOYED LEARNERS?

While Work-Based Learning providers are not 
specifically referenced in the Children’s Act, they 
have a distinct duty to safeguard and protect 
under common law. 

This means that employers need to take steps 
that ensure young people and vulnerable adults 
are safe at all times while under their care. 
This is not restricted to just the workplace, but 
extends to any problems outside of it, which 
once identified must be acted upon.

ROLES AND RESPONSIBILITIES OF 
EMPLOYERS AND STAFF

Your staff are required to understand what is 
meant by the term “safeguarding” and promote 
the active welfare of learners, including an 
awareness of any and all different ways in which 
they can be harmed.

Your staff must be aware of your Statutory duty 
to safeguard and promote the welfare of learners 
in accordance with the Children’s Act.

Your staff must be familiar with guidance and 
procedures within Hartlepool College with 
regards to safeguarding. For example, how and 
to whom incidents of harm or suspected harm 
must be reported.

WHAT TO DO IF A PERSON 
DISCLOSES HARM

No member of staff must ever assume that any 
physical or mental sign, or direct or indirect 
information, relating to the above is “trivial”, 
“none of their business” or that “someone else 
will sort it out”. 

If a young person or vulnerable adult discloses 
any information that they are being harmed, or 
gives cause to a suspicion of harm, THE LAW 
REQUIRES THAT YOU CANNOT IGNORE ANY 
ACTIVITY OR DISCLOSURE THAT HIGHLIGHTS A 
SAFEGUARDING ISSUE.

“The law requires that you cannot 
ignore any activity or disclosure that 
highlights a safeguarding issue.”



Employees working with young people or 
vulnerable adults need to be constantly alert to the 
possibilities and signs of harm.

Any confession or harm, discovery or harm or 
strong suspicion of harm should be referred 
to a Designated Safeguarding Person, and not 
investigated or dealt with personally. To act 
personally could make a situation worse, and 
compromise that person’s own safety and liability. 

A Designated Person is the only person qualified 
to make decisions on further action, up to and 
including Police and Social Services intervention.

Any information received by a member of staff, 
no matter how small or insignificant it may seem, 
must be regarded as the highest priority and 
referred to your Designated Person(s) without 
any delay. In turn that person must contact 
a Hartlepool College Designated Person with 
immediate effect.

A Hartlepool College Designated Person will take 
the appropriate action and involve any third-party 
organisations deemed necessary.
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All serious cases will be reported to the Police or 
Social Services, who will log the report and make 
further investigations. These may involve direct 
contact with the employer. 

A Hartlepool College Designated Person will keep 
the employer informed of any developments.

REMEMBER, THE MAIN PRIORITY IS TO KEEP 
LEARNERS FROM ANY HARM. If in any doubt 
contact the College’s Designated Persons Team:

PRIMARY DESIGNATED PERSON

Deborah Caygill
01429 404142
dcaygill@hartlepoolfe.ac.uk

DEPUTY DESIGNATED PERSONS

Ronald Bage
01429 404135
rbage@hartlepoolfe.ac.uk

Elizabeth Lawton
01429 404141
elawton@hartlepoolfe.ac.uk

Andrea Willingham
01429 404240
awillingham@hartlepoolfe.ac.uk

PROCEDURES FOR DEALING WITH A SAFEGUARDING ISSUE
HOW TO INTERACT WITH A PERSON 
WHO DISCLOSES INFORMATION

If you are not a Designated Person and a person 
discloses harm, you must do the following:

Listen non-judgementally and stay calm. 

Ask open-ended (seeking detail) rather than 
closed (requiring a “yes” or “no”) questions, but 
do so for clarification only - it is not your role to 
investigate, merely to gather enough information 
to refer to the Designated Person.

Do not give any opinion or offer advice. 

Do not make any promises of confidentiality. 
Explain that you must refer the matter on to 
a person better capable of dealing with their 
situation, and you must do it immediately.

Reassure the person, but do not make any 
physical contact. 

Inform a Designated Person, but absolutely 
nobody else, including away from work.

Obtain a Safeguarding Referral Form from the 
Designated Person and record what the person 
told you in their own words, as accurately as 
possible (as soon as possible while the memory 
is fresh). Sign and date it.

A particular remit of the RESPECT steering 
group, drawn from members of staff from right 
across the College and with the involvement 
of students, is to highlight topics that have a 
specific interest to the student population across 
the College’s many subject areas. 

Some will be specific to selected courses, 
while others will be general to all students. The 
College’s academic schools play a major role 
in defining topics for the RESPECT agenda 
that relate directly to the particular areas, and 
from this an annual calendar (pictured right) is 
produced, and special events organised to tie in 
with as many as possible.

RESPECT is Hartlepool College’s well-established initiative that promotes 
equality, fairness and understanding for all individuals. It is a valuable 
resource that links to a range of teaching, learning and tutorial activities. It 
involves and applies to everyone who works or studies in the College. 

RESPECT is also a set of rules and values that 
apply to the way all students, staff, visitors and 
partners are expected to conduct themselves 
and interact. It takes a zero-tolerance approach 
to offensive or disruptive language and 
behaviour, as well as any form of prejudice. 

A major philosophy of Hartlepool College is 
that we are not just here to deliver skills and 
qualifications, but also to prepare people, 
especially young people, to enter the world of 
work as better informed, better balanced and 
more mature citizens. RESPECT is a major tool 
in helping us to achieve that aspiration.



PREVENTing Extremism

The word Extremism is one we often see in the news and media today, and 
Hartlepool College works within the framework of the government’s Prevent 
Agenda to combat this threat to our safety and security. But what exactly is 
Extremism, and what can employers do to defend against it?

For more information on Hartlepool College’s Safeguarding or Prevent policies and procedures please contact:
Debbie Caygill, Respect Co-ordinator & Director, Learner Services
(01429) 404142 | dcaygill@hartlepoolfe.ac.uk

Above: Hate is hate, and despite what they would claim hate groups from all sides are remarkably similar and attract 
remarkably similar types of people. The media often primarily associates Extremism with terrorist groups such as 
Daesh (sometimes called ISIS or ISIL), and these cannot be underestimated as a threat, though in the North East of 
England racist and white-power groups as much (if not more) of a danger. They certainly try to actively recruit young 
people and vulnerable adults who may not be able to judge the reality of what they represent properly.

DEFINING EXTREMISM

The Home Office defines extremism as “The 
vocal or active opposition to our fundamental 
values, including democracy, the rule of law, 
individual liberty and the mutual respect and 
tolerance of different faiths and beliefs”.
 
Calls for the death of members of members of 
the armed forces are also classed as extremist 
views, and as with those above illegal.

There are many different types of extremist 
ideologies around. Some more common ones 
include:

Neo-Nazism
Islamophobia
Antisemitism
Islamic extremism

People who have these ideologies may become 
directly involved in violent acts or plots. They 
might also be indirectly or directly involved in 
activities. This could include recruiting more 
members to their group, or facilitating others to 
commit violent acts - for example by providing 
with them a place to plan terrorist activities.

Extremism and terrorism can often be associated 
with Islamic extremists, but it is important to 
remember that whilst those do exist and pose 
a clear threat, anyone could potentially hold 
extremist ideologies, or commit extremist 
attacks. 

DEFINING RADICALISATION

The word “radical” refers to the changing of the 
fundamental nature of something. A “radical” 
person is someone who “advocates thorough or 
complete political or social reform; a member of 
a political party or part of a party pursuing such 
aims”.

Radicalisation refers to the process where 
someone becomes a radical - but how does 
radicalisation happen?

There are many different theories and models 
describing how radicalisation happens. What is 
important to know is that there is no one single 
process in which someone becomes radicalised, 
and it is dependent on a number of different 
circumstances. These include:

Online - extremist groups often try to recruit 
new young members online through the use 
of social media; 

Peers - some young people become 
radicalised because of the people that they 
are associating with;

Family - some young people might be 
exposed to extremist views at home;

TV and Media - young people might watch 
the news and form an opinion of what is fair 
or unfair.

LOOKING OUT FOR EXTREMISM

There isn’t one image of what an extremist 
will look like, but they may display certain 
behaviours. These can include:

Someone changing the way they dress, 
behave or a shift in their friendship groups. 
(Note though, that it is worth being cautious 
before using this as a sign that someone is 
becoming radicalised. Many young people 
will change the way that they dress, or their 
friendship groups - this is a normal part of 
growing up);
Secretive behaviour;
Sympathising with extremist causes;
Owning extremist literature;
Celebrating violence;
Spreading and agreeing with messages of 
extremist groups.

Nobody is expected to look at any peers or 
work colleagues and judge whether they are an 
extremist, or are becoming radicalised. However, 
if any indicators are present that cause concern 
they must be reported. 

It was a similar tip-off from a concerned person 
over his extreme views that prevented Liam 
Lyburd from committing a massacre with illegal 
guns and explosives at Newcastle College not 
too long ago (for which he is now serving life in 
prison) so the threat is real.

If you are unsure or worried about anyone, it 
is your responsibility to report it.

USEFUL NUMBERS

The Prevent Team within Cleveland Police 
includes a Channel Co-ordinator.  If you have 
any concerns about an individual you should 
contact Cleveland Police Prevent Team on 
01642 303397 or 01642 303394
 
Other useful numbers include: 
Police Non-Emergency Number - 
101

Crimestoppers -  
0800 555 111

National Anti-Terrorism hotline - 
0800 789 321


