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Key Contacts for Safeguarding in our Organisation. 

Designated Safeguarding Lead (DSL) and first point of contact: 

Name: Lian Bemrose 

Telephone 
number: 

07799217249. 

01216474357 ext. 107 

Email: safeguarding@otd.uk.com 

 

Deputy Designated Safeguarding Lead (DDSL): 

Name: Sarah Crotty-Dnister 

Telephone 
number: 

0121 6474354  

Email: safeguarding@otd.uk.com 

 

OTD LTD (QA) will work with the Local Authority Designated Officer, the Multi 
Agency Safeguarding Hub, and other professions to ensure a comprehensive 
safeguarding network is in place. Advice will be taken from professionals within 
these organisations as appropriate. 

Local Authority Safeguarding contact details (Birmingham City multi-agency 
safeguarding hub) 

During Office Hours 

Email CSAdultSocialCare@birmingham.gov.uk 
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Telephone 
number: 

0121 303 1234 
 
 

Out of Office Hours 

Telephone 
number: 

0121 464 9001 email: AMHPoutofhours@birmingham.gov.uk 
 
 

 

Local Adults 
Safeguarding Board 
website: 

https://www.bsab.org/ 

Useful Contacts in Adult Safeguarding. 

Mind https://www.mind.org.uk/ 

Samaritans https://www.samaritans.org/ 

Sense https://www.sense.org.uk/about/ 

Side by Side https://www.mind.org.uk/information-support/side-by-side-
our-online-community/ 

 

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. OTD LTD (QA) recognise that all apprentices and learners have a 
fundamental right to be protected from harm and exploitation and they cannot learn 
effectively unless they feel safe and are safe.  

OTD LTD (QA) is committed to the safeguarding of all our learners, we recognise the 
important role education providers play in relation to safeguarding and protecting our 
apprentices from harm. Our core principle is to welcome and treat everyone equally 
and with respect. We believe that everyone deserves to live life free from abuse, 
harm and neglect and that wellbeing is at the heart of safeguarding.  
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This approach applies to all aspects of the provision and includes everyone working 
for OTD LTD (QA), including the Board of Directors, permanent and freelance 
employees, and employers.  
 
OTD LTD (QA) recognise that additional safeguarding considerations should be 
given to vulnerable groups of apprentice/learners in every aspect of their training and 
working life. This includes but is not exclusive to:  

• Vulnerabilities associated with age – apprentice/learners up to 18 years of 
age  

• Vulnerabilities associated with Special Educational Needs or Disabilities 
including those with an EHC plan (up to 25 years)  

• Vulnerabilities associated with being in care or being a care leaver  
 
OTD LTD (QA) recognise that any child / young person may require early help, but 
also recognise that colleagues should be alert to the potential need for early help 
where young people  

• Have a mental health need  
• Are a young carer  
• Are frequently missing/goes missing from care or from home  
• Are at risk of modern slavery, trafficking, sexual or criminal exploitation  
• Are at risk of being radicalised or exploited 
• Have a family member in prison, or is affected by parental offending 
• Have challenging family circumstances such as drug or alcohol misuse, adult 

mental health, and domestic abuse  
• Are misusing drugs or alcohol themselves  
• Are at risk of ‘honour’-based abuse such as Female Genital Mutilation or 

Forced Marriage  
• Are persistently absent from education, including persistent absences for part 

of the day  
Taken from Keeping Children Safe in Education 2021 

What is Safeguarding? 

Safeguarding is intended to keep children and adults at risk (previously referred to as 
a vulnerable adult) safe from a range of potential harm, such as abuse, neglect, and 
exploitation. OTD LTD (QA) are committed to promoting and delivering the 
safeguarding message within its delivery programme and working in partnership with 
its apprentices, employers, and delivery partners. 
 
Safeguarding adults is defined under the Care Act 2014 as: ‘protecting a person’s 
right to live in safety, free from abuse and neglect.’ However, it also relates to the 
broader aspects of care and education including: 
 

• Apprentice/ learner’s health and safety and emotional well-being, and their 
mental and physical health or development.  

• Meeting the needs of apprentices/learner with special educational needs 
and/or disabilities.  

• Meeting the needs of apprentices/learners with medical conditions.  
• Educational visits and off-site education.  
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• Emotional wellbeing.  
• Online safety.  
• Appropriate arrangements to ensure site security, considering the local 

context.  
• Keeping apprentices/learners safe from risks, harm, and exploitation. 

 
OTD LTD (QA) have a statutory responsibility to: 

• Seek to create a safe environment for apprentices and employers to promote 
a safe and healthy culture in their training and work.  

• All training rooms, communal areas, facilities, and equipment will comply with 
legislative health and safety standards and provide a safe and secure 
environment for learning with the appropriate support of staff.  

• Work with learners to promote their own personal health, wellbeing, and 
safety, including their safety online. 

• Support apprentices in building personal resilience to help equip them with the 
skills to make informed decisions about their safety and wellbeing, with a 
focus to minimise the risk of harm to our learners and prevent them from 
being exploited or abused. 

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

• Have a clear understanding of personal safety and good safeguarding 
practices, as well as recognising outward signs of abuse. 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.  

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

• Work with external agencies, such as Local Children’s Safeguarding 
Partnership and the Local Authority, whilst always placing the welfare of the 
individual at the centre of any action taken. 

• Provide appropriate mandatory training and development as part of the 
colleague CPD programme and induction, raising awareness of all staff 
highlighting their responsibilities in identifying and reporting possible cases of 
abuse. 

• Create environments where everyone feels valued, safe, and respected. 
Where individuals are encouraged to talk and are listened to. This will be 
achieved through the on-going enrichment programme.  
 

Legislation and Guidance 
 
This policy has regard to the following pieces of legislation and guidance, to ensure 
practices meet legislative requirements and best practice. (Note this is not an 
exhaustive list).  
• The Children Act 1989 & 2004  
• Working Together to Safeguard Children (2018)  
• Keeping Children Safe in Education (2021)  
• Children and Social Work Act 2017  
• Education Act 2002 (Amended 2011)  
• Safeguarding & Vulnerable Groups Act 2006  
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• Sexual Offences Act 2003 (Amended 2018)  
• Counter Terrorism Act and PREVENT Duty 2015  
• General Data Protection Regulations (GDPR) 2018  
• Information Sharing – Advice for practitioners providing safeguarding services to 
children, young people, parents, and carers (2018) 
 
Relevant Policies 
 
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.  

• Health & Safety Policy  
• Prevent 
• Equality, Diversity, and Inclusion 

 
Responsibilities. 
 
We all have a responsibility to ensure that young people and adults at risk are 
protected from harm, informed about potential risks to their welfare and understand 
how to seek help.  
 
Our Board of Directors accept overall responsibility of safeguarding and as a result is 
committed to ensuring we have effective policies that are reviewed annually.  
 
Our Designated Safeguarding Lead will be responsible for: 
 

 Maintaining links with local multi-agency safeguarding partners 

 Inform all parties on legislation changes and current safeguarding themes.  

 Making sure staff are fully aware of the safeguarding policy. 

 Ensuring everyone understands the importance of the policy. 

 Making sure staff know and follow safeguarding reporting systems.  

 They will plan and implement training for all employees and carry out 
investigations where appropriate into welfare concerns reported.  

 They are responsible for the overall management of any safeguarding issues 
and will report to the board on any issues that arise.  

 Policies and procedures ensuring they are reviewed annually. 

 Maintaining their own CPD to ensure their role can be fulfilled competently.  
 
Our Deputy Designated Safeguarding Officer will deal with any concerns over 
learners’ welfare, signpost and offer advice. They will carry out investigations where 
appropriate and liaise with external bodies such as multi-agency safeguarding 
partnerships.  
 
Our Learning Support Coaches, Delivery Team and Facilitators will be there to 
provide support and check the safety and wellbeing of our learners at each 
intervention (for example, coaching calls, masterclasses, and site visits.) They will be 
trained and therefore aware of indicators that may reflect any safeguarding issues 
and refer to the safeguarding team and external agencies where they see fit. They 
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will also complete regular training as instructed by the safeguarding team in a timely 
manner.  
 
Our IT services will ensure the implementation of Safeguarding our IT systems, 
including network firewalls and security. They hold a responsibility to report any 
individuals with regards to the misuse of the internet and ensure the correct use of IT 
policies and procedures are adhered to.  
 
Everyone in the organisation must read and understand the policy, if they are 
unsure, they must seek clarification from their Line Manager or a member of the 
Safeguarding Team. OTD LTD (QA) will work with the Local Authority Designated 
Officer, the Multi Agency Safeguarding Hub, and other professional agencies to 
ensure a comprehensive safeguarding network is in place. Advice will be taken from 
professionals within these organisations as appropriate.  
 
Confidentiality and Information Sharing.  

OTD LTD (QA) has due regard to GDPR and “Information sharing: advice for 
practitioners providing safeguarding services” HM Government, 2018  
 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attach
ment_data/f 
ile/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf 
 
Once a disclosure and referral have 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 Designated Safeguarding Lead (or a member of 
the Safeguarding Focus Team) and/or other agencies/professionals who are able to 
take protective action. 
 
All information will be kept in secure electronic files on the nominated safeguarding 
software. OTD LTD (QA) is obliged to work and share information with external 
agencies, this includes Social Services, the police, and Multi Agency Safeguarding 
Hub (MASH).  
 
OTD LTD (QA) 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. GDPR should be no barrier 
to information sharing about a person in need, but appropriate protocol must be 
followed.  
However, it is important to:  
• Share only what it is necessary to share to protect a child, young person, or a 
vulnerable adult  
• Record what is shared, and with whom  
• Record reasons for sharing  
 
Reporting a Concern 
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Anyone can raise an apprentice/learner concern – an OTD LTD (QA) member of 
staff, an employer, a parent, the apprentice/ learner – for themselves or someone 
else. A concern must be raised if:  
• Abuse or harm is suspected  
• A disclosure of abuse or harm is made  
• A crime is suspected to have been / is to be committed  
• There is a welfare concern about the apprentice/ learner  
• Relevant safeguarding or welfare information is known (this is shared via the 
concern record). 
 
The reporting form can be found: https://forms.office.com/r/z7pCjW7dXm 
If a concern is raised to a OTD LTD (QA) member of staff then action must be taken 
immediately, and a member of the Safeguarding Focus Team contacted. The 
Safeguarding concern record must be completed as soon as it is safe to do so.  
 
The Designated Safeguarding Lead will be responsible for ensuring all relevant 
external agencies have been contacted if deemed necessary and a referral for a 
high-risk concern will be made on the same day.  
 
There must be no delay in relation to the completion and submission of a 
Safeguarding concern record by a member of OTD LTD (QA). 
 
OTD LTD (QA)safeguarding policy and procedure for reporting concerns will be 
shared with apprentices/learners and employers as part of induction and throughout 
their programme 
 
Responding to a Disclosure. 

When responding to a direct disclosure of abuse or harm (apprentice/learner 
disclosure directly to member of staff) it is important to:  
• Listen carefully  
• Stay calm  
• Do not appear shocked  
• Thank the apprentice/learner for confiding in you / provide reassurance  
• Do not promise confidentiality  
• Where able provide practical advice, support & guidance 
 
 
Employee Support. 
 
Responding to safeguarding can be upsetting for everyone involved. In addition to 
support available through line managers and the safeguarding team, all OTD LTD 
(QA) employees can access a free confidential support service through the 
Employee Assistance Programme.  
 
Continuous Improvement  
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OTD LTD (QA) employees are required to undertake safeguarding training sessions 
to implement this policy, training is provided for all as well as receiving regular 
updates through the various channels.  

Everyone will be required to complete mandatory training on Prevent and 
Safeguarding Adults. In addition to these learning courses, the Safeguarding Team 
will arrange for additional activities to discuss policies and procedures and arrange 
shadowing activities, so staff are able to see policies in practice. We believe in on-
going professional development to raise awareness and confidence in relation to 
safeguarding, recognising the signs, and reporting concerns. We also aim to provide 
on-going training that supports our enrichment programme within the learner’s 
curriculum. Our focus is to educate, empower, and protect all our learners.  

To support our enrichment programme, we will provide quarterly learner newsletters, 
weekly bulletins via OneFile relating to topics that help raise awareness and 
promotes our learner’s wellbeing. Learner Support Coaches will monitor progress 
and understanding during learner reviews. They will also be responsible for 
facilitating Safeguarding and Prevent discussions during masterclass delivery and 
encourage the completion of online courses within our Rise platform.  

We understand that continual improvement is vital to effective practice, and we do 
this by: 

• Adapting our practice and reacting quickly to unforeseen circumstances such 
as adopting practices. 

• Providing a safe space for learners and staff where we can explore and share 
best practice in relation to teaching, learning and assessment.  

• Evaluating safeguarding data to identify common patterns or concerns and 
use this to inform the training we provide.  

•  
Digital Safeguarding. 

“All staff should be aware that technology is a significant component in many 
safeguarding and wellbeing issues…… In many cases abuse will take place 
concurrently via online channels and in daily life.’ 

Keeping Children Safe in Education 2021.  
 

OTD LTD (QA)QA favour a blended approach to learning, being online therefore is 
an integral part in our learner’s apprenticeship journey. OTD LTD (QA understand 
the need to ensure safety online so learners can benefit fully from the use of 
technology and enhance their learning experience. Online teaching sessions are 
conducted through Microsoft Teams or Zoom. Learners are encouraged to use 
cameras wherever appropriate as we recognise the benefits of this to learning and 
building positive relationships. 
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Our focus is to empower our learners and staff, helping keep them safe in the digital 
world. We aim to embed this approach throughout the curriculum and encourage our 
employers to do the same. Regular updates and CPD opportunities will be provided 
to all OTD LTD (QA) employees to help raise their awareness, using online learning 
courses, monthly staff newsletter and updates given at monthly team meetings.  

All OTD LTD (QA) equipment is monitored and managed by IT support; firewalls are 
used to block specific online activity. It is everyone’s responsibility to remain vigilant 
in relation to the use of technology and as with all safeguarding concerns we ask 
everyone to recognise, respond, record, and report any concerns at the earliest 
possible opportunity.  

Sources of support:  
https://www.saferinternet.org.uk  
https://NSPCC.org.uk 
 

 

 

 

 

 

 

 

 

Signatures 

This policy will be reviewed annually unless there are any changes in legislation, 
national or local guidance before this date. This policy will be communicated to 
everyone as well as being published on our website and Induction Handbooks.  

 Name Position Signature 
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Approver Andrew Crotty Director  

Version 2.3 
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