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	All BMTC learners, staff, volunteers, agency staff, contractors, visitors, placements and off-site activities



	Safeguarding is everyone's responsibility. Immediate danger: call 999, then inform the DSL or DDSL as soon as it is safe.
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[bookmark: _heading=h.fhacsbr4c34l]1. Purpose and commitment
Bromley Mencap Training Centre (BMTC) is a specialist post-16 education provision for learners with special educational needs and/or disabilities (SEND) and Education, Health and Care Plans. Most learners are aged 18 to 25; placements may also be offered to learners under 18.
BMTC will maintain an open, vigilant and respectful culture in which learners are heard, concerns are acted on promptly and welfare is placed before organisational reputation. 
Safeguarding includes early help, prevention, safer recruitment, attendance, online safety, mental health, equality, safe environments and preparing learners to manage risk in adult life.
This policy supplements the Bromley Mencap Safeguarding Children, Young People and Adults Policy (2025). A learner under 18 is always a child in law. Adult safeguarding law applies from age 18. Turning 18 does not reduce BMTC's vigilance or duty of care, but may change consent, information-sharing and referral arrangements.
[bookmark: _heading=h.3ti73rwod713]2. Legal and guidance framework
BMTC has regard to current legislation, statutory guidance and local safeguarding arrangements, including:
· Keeping Children Safe in Education 2026
· Working Together to Safeguard Children 2026
· Bromley Safeguarding Children Partnership procedures
· Children Act 1989 and Children Act 2004
· Education Act 2002 and Education and Training (Welfare of Children) Act 2021
· Care Act 2014 and Care and Support Statutory Guidance
· Mental Capacity Act 2005 and Code of Practice
· Prevent duty guidance: England and Wales
· Equality Act 2010, Children and Families Act 2014 and SEND Code of Practice
· Data Protection Act 2018, UK GDPR and safeguarding information-sharing guidance
· Further education and skills inspection toolkit for use from September 2026
The Director of Education and DSL will check for changes at least annually and update procedures sooner where required.
[bookmark: _heading=h.imftruwv9u68]3. Definitions and age-specific routes
[bookmark: _heading=h.u2a53ljhkkwf]3.1 Child
A child is anyone who has not reached their 18th birthday. A learner under 18 receives the full child-protection arrangements in KCSIE and local children's safeguarding procedures. An EHCP, level of independence or parental preference does not change their legal status.
[bookmark: _heading=h.9xubc6150pmx]3.2 Adult at risk
A Care Act safeguarding enquiry may be required where an adult has care and support needs, is experiencing or at risk of abuse or neglect and, because of those needs, is unable to protect themselves. BMTC will respond to every welfare concern even where this threshold is not met.
[bookmark: _heading=h.tldqyvz80rex]3.3 Safeguarding and child protection
Safeguarding protects people from maltreatment, abuse, neglect and exploitation; prevents impairment of health or development; promotes safe and effective care; and supports the best outcomes. Child protection is action taken where a particular child is suffering or likely to suffer significant harm.
[bookmark: _heading=h.tnd8lhe5369k]4. Core principles
· The learner's welfare and safety are paramount; immediate danger is acted on without delay.
· Learners are listened to and involved in decisions using accessible communication.
· SEND, communication differences or behaviour never mask or excuse indicators of harm.
· Staff are trained to recognise abuse, neglect, exploitation and harm affecting children and adults, including how SEND may affect presentation and disclosure.
· Staff maintain professional curiosity and share all concerns; patterns may only emerge when information is brought together.
· Adults are supported in line with the Care Act principles of empowerment, prevention, proportionality, protection, partnership and accountability.
· Capacity is decision-specific and presumed from age 16 unless established otherwise after practicable support.
· Information is shared lawfully and proportionately; data protection is not a barrier to preventing harm.
· Practice is anti-discriminatory, trauma-informed, accessible and respectful of identity while never excusing harm.
[bookmark: _heading=h.z9n9f9qibons]5. Named safeguarding arrangements
	Role
	Named person/contact

	Organisational DSL
	Steve Barnes | steve.barnes@bromleymencap.org

	Deputy DSLs
	Matthew Catchpole | matthew.catchpole@bromleymencap.org
Laura-Louise Acock, Senior SEND Tutor | laura-louise.acock@bromleymencap.org

	BMTC operational lead
	Perdie Brown, Director of Education | perdie.brown@bromleymencap.org

	Bromley Mencap
	020 8466 0790

	Emergency
	999

	Children and Families Hub
	020 8461 7373 / 7379; candfhub@bromley.gov.uk (Mon-Fri 8:30am-5pm)

	Out-of-hours social care
	0300 303 8671

	Bromley adult safeguarding
	020 8461 7777 during office hours; professional referral portal



A trained DSL or deputy will be available during learner hours, usually the Senior SEND Tutor. If absent, an immediate-contact arrangement with another DSL/DDSL will be in place and confirmed to staff. If no safeguarding lead can be reached, staff will make any necessary statutory referral directly without delay.
[bookmark: _heading=h.vari0kdy2wo4]6. Responsibilities
[bookmark: _heading=h.99rup5w0b9q3]6.1 Board of Trustees, Education Committee and Chief Executive
· The Board of Trustees retains ultimate accountability for safeguarding and approves this policy unless authority is formally delegated.
· The Education Committee, as a committee of the Board, scrutinises policy and evidence, provides assurance and challenge, and reports findings to the Board; delegated scrutiny does not remove Board accountability.
· The Chief Executive is accountable to the Board for effective organisational arrangements, including sufficiently trained and resourced DSL/DDSL capacity.
· Governance arrangements provide an independent route for concerns involving the Director, Chief Executive, DSL or another senior leader.
· The Board receives annual safeguarding assurance or audit findings and ensures weaknesses are addressed.
[bookmark: _heading=h.tdvu0mulwk97]6.2 Director of Education
· Creates a culture in which concerns can be raised and challenged.
· Ensures implementation across teaching, enrichment, work experience and off-site activity.
· Maintains adequate staffing, safer recruitment, induction, training, site safety and emergency arrangements.
· Reports significant risk and assurance through agreed leadership and governance routes.
· Acts on low-level concerns with the DSL and HR, except where the concern relates to the Director.
[bookmark: _heading=h.us7zy491v50a]6.3 DSL and safeguarding team
Steve Barnes retains lead safeguarding and child-protection responsibility across Bromley Mencap; this responsibility cannot be delegated. Trained deputies may undertake safeguarding activities. The safeguarding team provides advice and escalation, oversees complex or organisational cases, maintains agency links, assures compliance and reports themes through governance arrangements.
[bookmark: _heading=h.340jdrmta2ej]6.4 On-site DDSL
Laura-Louise Acock is BMTC's usual on-site DDSL. She supports staff; receives, assesses, records and responds to concerns; makes and monitors referrals; coordinates multi-agency educational support; contributes to Prevent, online-safety, placement and risk-assessment work; identifies patterns; and escalates to the DSL where required.
[bookmark: _heading=h.bafj3f17342x]6.5 Staff, volunteers and contractors
· Read KCSIE Part One and this policy; complete required safeguarding and Prevent training.
· Recognise, record and report concerns immediately and maintain safe boundaries.
· Never investigate, confront an alleged perpetrator, promise secrecy or assume someone else will report.
· Report concerns about adults and challenge poor or unsafe practice.
· Call 999 or make a direct statutory referral where necessary if a safeguarding lead is unavailable or fails to act.
[bookmark: _heading=h.1jekdbidjdu1]7. Increased vulnerability and barriers to disclosure
Learners with SEND may face additional risk. Indicators can be wrongly attributed to disability, communication need or behaviour; learners may depend on several adults, have limited understanding of relationships or online risk, experience isolation or exploitation, or find conventional reporting inaccessible.
· Staff use established communication methods, visual support, processing time and trusted communication partners without leading the account.
· A lack of verbal disclosure is never treated as proof that harm has not occurred.
· Changes in behaviour, attendance, presentation, regulation, communication, money, possessions, online use or relationships are considered in context.
· BMTC provides accessible information about consent, relationships, abuse, online harm, complaints and help.
· Where personal care, physical assistance or close contact is required, including in an emergency, staff protect privacy, dignity and opportunities to communicate concerns.
[bookmark: _heading=h.7r7l9kmd1l7m]8. Types and indicators of abuse and harm
Staff remain alert to physical, emotional and sexual abuse and neglect affecting children, and to adult safeguarding categories including:  physical, sexual, psychological, financial, discriminatory, organisational and domestic abuse; neglect, self-neglect and modern slavery.
Other concerns include child/learner-on-learner abuse; bullying and discriminatory abuse; sexual harassment and violence; exploitation, county lines, trafficking, grooming and coercive control; radicalisation; online and technology-assisted harm; fabricated or induced illness; self-harm, suicidal ideation, disordered eating, substance misuse and mental ill-health; hate or mate crime; weapons; missing episodes; homelessness; family breakdown; and unsafe caring responsibilities.
[bookmark: _heading=h.2ko4mxl19wu]9. Child-on-child and learner-on-learner abuse
BMTC has zero tolerance of abuse: every concern is addressed, but responses are proportionate, trauma-informed and adjusted for SEND without compromising safety.
· The victim is reassured, protected from retaliation and supported to continue education safely.
· The alleged perpetrator receives appropriate safeguarding assessment and support; harmful behaviour may indicate unmet need or their own experience of abuse.
· The DSL considers children's social care, adult safeguarding, police and specialist referrals according to age and circumstances.
· Risk assessments and safety plans cover rooms, travel, breaks, placements, communication and online contact.
· The concern is recorded even without a formal complaint, and any necessary action is explained.
[bookmark: _heading=h.ccf40i5dwvp]10. Sexual violence, sexual harassment and harmful sexual behaviour
Reports are taken seriously, recorded and referred immediately. Staff recognise that misogyny, sexual harassment, harmful sexual behaviour and sexual violence can form part of a continuum of harmful attitudes and behaviour, and intervene early. 

In case of these behaviours, staff do not mediate or require learners to resolve it themselves. The DSL completes an immediate risk and needs assessment, considers police/social-care referral, preserves evidence and avoids repeated accounts. The victim's wishes are important but do not override action needed to protect anyone. Abuse can occur between learners with SEND or of the same sex. Every incident involving nude or semi-nude images receives a safeguarding response, whether described as consensual or non-consensual.
[bookmark: _heading=h.3yo159r91h6f]11. Mental health and safeguarding
Changes in, or concerns about, a learner’s mental health may, in some cases, be a safeguarding concern or indicate that they have suffered, or are at risk of suffering, abuse, neglect or exploitation. Staff should consider these concerns alongside other available information and report them in accordance with this policy. Staff should also be alert to self-harm, suicidal ideation or risk of suicide, and to indicators that a learner may be at risk of, or involved in, serious violence.
BMTC does not diagnose Mental Health or contributory factors: it coordinates reasonable adjustments and timely support with the learner, family where appropriate, health professionals and social care.
Laura-Louise Acock and at least one other BMTC staff member will hold current Level 2 Mental Health First Aid training. This supports early recognition, initial response and signposting; it does not replace clinical assessment or emergency intervention.
[bookmark: _heading=h.1ktwmg3gd6rw]12. Attendance, absence and missing learners
Absence and disengagement are potential safeguarding indicators. BMTC follows its Training Centre Attendance Statement, including prompt first-day follow-up, escalation of unexplained absence and professional curiosity about patterns.
· For a learner under 18, every unexplained absence - including late arrival, placement absence or disappearance during part of the day - is followed up promptly to establish whereabouts, safety and any need for safeguarding action.
· For adults, staff consider welfare, coercion, exploitation, self-neglect and Care Act thresholds.
· Immediate missing-person risks are reported to police and the relevant social-care route without delay.
· Actions, outcomes and decisions are recorded.
[bookmark: _heading=h.mkvxfbhtiu8]13. Online safety, filtering and monitoring
Online safety includes content, contact, conduct and commerce risks. Bromley Mencap maintains appropriate filtering and monitoring. Steve Barnes, organisational DSL, leads oversight with IT support and ensures effectiveness is reviewed and recorded at least annually and after significant incidents or system changes.
The Director of Education and on-site DDSL report BMTC-specific concerns or gaps without delay. Filtering will not unreasonably block legitimate SEND, safeguarding or curriculum content. Learners receive accessible teaching about relationships, consent, privacy, scams, exploitation, misinformation, extremist content and reporting tools.
Staff use authorised systems and do not create unrecorded private relationships through personal accounts. Unapproved AI systems must not receive personal or safeguarding information. BMTC addresses grooming, harmful content, deepfakes, impersonation, sexualised imagery, bias, misinformation and over-reliance, and risk-assesses mobile-phone arrangements.
[bookmark: _heading=h.l8l3xejdxoow]14. Preventing radicalisation
BMTC maintains a proportionate Prevent risk assessment and action plan, assesses speakers and online risks, and promotes respectful debate and fundamental British values without stigmatising people or communities.
All staff complete the government's online Prevent training: Course 1 (Awareness) and Course 2 (Referrals). Completion and refreshers are recorded. BMTC's Preparing for Adulthood curriculum embeds accessible, SEND-tailored teaching about values, respectful disagreement, identity, belonging, online influence, misinformation, manipulation, extremism and obtaining help.
Concerns are reported to the on-site DDSL or organisational DSL, who considers consultation with the local Prevent team, Channel referral or police action. Immediate threat is reported to 999.
[bookmark: _heading=h.r5j0afb5ydpt]15. Responding, recording and support below threshold
Staff respond to disclosures by listening calmly, taking the account seriously, explaining the limits of confidentiality, asking only open clarification questions, reassuring the learner and reporting verbally to the DSL/DDSL immediately. They then make a dated, timed and factual record using the learner's own words. Full instructions are in Appendix 1.
Safeguarding concerns are recorded on the electronic form in the secure Safeguarding folder using learner initials plus DDMMYYYY (for example, LB21092026). Staff email the DSL/DDSL to confirm completion but never attach the form. The form does not replace immediate verbal reporting.
Wellbeing information that is not clearly safeguarding - such as worry about family, sleep, medication, bereavement or friendship - is recorded on the Conversation Log in the learner's personal file. Staff flag the entry to the on-site DDSL, who checks whether safeguarding action or transfer to the secure folder is required. Patterns are considered cumulatively.
[bookmark: _heading=h.v1kfhnjkyesz]16. Decision-making and referrals
[bookmark: _heading=h.lakyp1a0ljjo]16.1 Child under 18
The DSL applies local thresholds and KCSIE. Reasonable cause to suspect significant harm triggers immediate referral to the Children and Families Hub or the child's home authority. Consent is not required, although the child and parent/carer are normally informed unless this increases risk, prejudices enquiries or causes harmful delay. Any staff member may refer directly; rejected referrals are escalated if concern remains.
[bookmark: _heading=h.d78kx3j31aum]16.2 Adult aged 18 or over
The DSL considers the Care Act threshold, the adult's views and outcomes, risks, crime, coercion and capacity. Informed consent is normally sought. Information may be shared without consent where lawful and proportionate, including serious risk, risk to others, serious crime, staff implication, coercion, lack of capacity or another legal duty. The rationale is recorded.
[bookmark: _heading=h.8wyr99zhrgzk]16.3 Early help and support below statutory thresholds
A concern below a statutory threshold is not ignored. BMTC may review the EHCP/support plan, seek health or social-care advice, offer advocacy or signposting, update risk assessment and monitor impact. For a child, the DSL distinguishes universal/community support from targeted Family Help and section 17 support. Risk is re-referred if it increases or support is ineffective.
[bookmark: _heading=h.g2yo8o9d6z81]17. Consent, capacity and information sharing
The Mental Capacity Act applies from age 16. Capacity is presumed, decision-specific and time-specific, and considered only after practicable support. Disability, non-speaking communication or an unwise decision does not establish incapacity. Where capacity is in doubt, the statutory two-stage test is applied and specialist advice sought for complex or contested decisions.
A best-interests decision involves the learner, considers wishes, beliefs, relevant relationships, the prospect of regaining capacity and less restrictive options, and is recorded. Parents/carers may inform decisions but have no automatic authority for an adult; any Lasting Power of Attorney or deputyship must be checked for the relevant decision.
A 16- or 17-year-old remains a child for safeguarding despite the Mental Capacity Act. Parents are normally involved where safe, but child-protection information may be shared without consent where necessary. For a capacitous adult, informed consent is normally sought and refusal respected unless a lawful, proportionate safeguarding reason overrides it, including serious risk, risk to others, crime, coercion, staff implication or legal duty.
Safeguarding information is confidential, not secret. Sharing is relevant, accurate, necessary, secure and limited to those who need it. The DSL/DDSL records what was shared or withheld, with whom, when and why; consent, wishes and capacity considerations; and the rationale. Appendix 2 provides the decision guide.
[bookmark: _heading=h.tdb0wde5hlmn]18. Concerns or allegations about adults working with learners
[bookmark: _heading=h.hblwy9mcy4yt]18.1 Harm-threshold concerns
A concern may meet the harm threshold where an adult may have harmed a learner, committed a relevant offence, posed a risk of harm, behaved in a way indicating unsuitability to work with children, or abused, neglected or exploited an adult learner. Relevant conduct outside work is included.
Report immediately to Perdie Brown and Steve Barnes, or initially to Laura-Louise Acock, who will pass it on without delay. Concerns about Perdie or Laura go to Steve Barnes and Adrian Hilderly; concerns about Steve go to Adrian Hilderly; concerns about the Chair go to a nominated trustee. The recipient consults HR and, as applicable, the LADO or adult position-of-trust process before internal investigation. Police, social care, commissioners, DBS and regulators are notified where required.
Where legal conditions are met, Bromley Mencap refers to the DBS without delay, even if the person resigns or stops volunteering, and to the Teaching Regulation Agency or another regulator where applicable. Decisions and outcomes are recorded. Suspension is a neutral, case-by-case precaution, not an automatic response.
[bookmark: _heading=h.681103cocr3c]18.2 Low-level concerns
A low-level concern is any concern, however small - including unease or a nagging doubt - that an adult working for or on behalf of BMTC may have acted inconsistently with the staff code of conduct but below the harm threshold. The term is defined by KCSIE for work with children; BMTC applies the same professional-boundary process across its mixed-age provision.
Report as soon as possible, in writing, to Perdie Brown or Laura-Louise Acock. The routes above apply where either is the subject. Completed forms are emailed through an authorised account and kept separately from learner files by Steve Barnes. Anonymous reports are accepted and anonymity respected as far as reasonably possible, but cannot be guaranteed where disclosure is required for safeguarding, fairness or law. Appendix 3 contains the full procedure and form.
[bookmark: _heading=h.ytjn5wjn62aj]19. Safer recruitment, SCR, induction and volunteers
BMTC follows its Safer Recruitment and Single Central Record Procedure and the organisation-wide Recruitment and Selection Policy. Checks cover identity, right to work, history and gaps, references, qualifications, overseas and prohibition/suitability checks. Relevant staff receive an enhanced DBS check with children's barred-list information under BMTC's funding requirements. A safer-recruitment-trained person participates in recruitment; the SCR is maintained and audited.
All staff, agency staff and volunteers receive role-appropriate safeguarding induction before unsupervised learner contact, covering KCSIE Part One, this policy, conduct, reporting, DSL/DDSL contacts, whistleblowing, online safety, Prevent, attendance, SEND vulnerability and emergencies.
[bookmark: _heading=h.jobggmsmlnlw]19.1 Volunteers and subcontracted provision
Every volunteer role has a written risk assessment covering contact with under-18s, activities, frequency, supervision, checks, suitability and training. From 1 September 2026, a volunteer teaching, training, instructing, caring for or supervising children frequently, on more than three days in 30, or overnight is in regulated activity and requires an enhanced DBS with children's barred-list information even when supervised. An unchecked volunteer is never unsupervised or allowed regulated activity.
BMTC does not currently subcontract education. If it does, BMTC will complete suitability checks, obtain written confirmation of staff checks, define responsibilities, give learners direct reporting routes and monitor safety and experience. Responsibility never transfers entirely to a subcontractor. Appendix 4 provides operational checks.
[bookmark: _heading=h.vfbi9nkrgvjp]20. Visitors, contractors, placements and external speakers
Visitors sign in at reception in the ground-floor lobby, receive safeguarding information. They wear a red visitor lanyard throughout their visit and sign out at the end. A visitor without a suitable verified DBS is supervised by staff at all times in learner areas. A DBS does not itself authorise unsupervised access; identity, role, checks and authorisation must all be confirmed. Contractors are not given unsupervised access without appropriate arrangements.
External speakers and events are assessed proportionately for identity, purpose, content, age/SEND suitability, safeguarding and Prevent risk, staffing and response arrangements, while respecting lawful freedom of speech.
Work experience and external placements have written safeguarding, health and safety, reasonable-adjustment, contact, attendance and emergency arrangements. BMTC checks the environment and supervisors, gives the learner an accessible reporting route, maintains contact and responds promptly to concerns. Appendix 4 provides the checklist; Appendix 6 is the lobby visitor sheet.
[bookmark: _heading=h.7j2vl88dbh76]21. Physical intervention, searches and personal care
BMTC prioritises prevention, reasonable adjustments and de-escalation. Physical intervention is used only where lawful and necessary to prevent immediate harm; it is proportionate, least restrictive and as brief as possible, and never punitive, humiliating, pain-inducing or for convenience. Foreseeable intervention is undertaken by trained staff. In an unforeseen emergency, staff may take reasonable action within competence and summon help.
Incidents are recorded and reviewed; injuries and distress are addressed; the learner is heard; and parents/carers are informed where appropriate to age, capacity, consent and safety. Risk assessments and support are updated.
BMTC searches possessions only with a clear lawful and proportionate basis, normally with informed consent, senior authorisation, dignity safeguards, two staff where practicable and a written record. Staff do not conduct intimate searches. Suspected weapons, illegal substances or immediate serious risk are referred to police. Confiscated items are securely recorded and lawfully returned, disposed of or passed to police.
BMTC does not routinely provide personal or intimate care. Unexpected or emergency assistance protects dignity and privacy, explains and seeks consent where possible, uses the least intrusive support, considers capacity/best interests, involves another staff member where practicable, and is recorded. Any injury, distress or boundary concern is reported.
[bookmark: _heading=h.93e0ce3xioir]22. Record keeping and transfer
· Records are prompt, dated, timed and attributable, use the learner's words, and distinguish fact, observation, disclosure, opinion, decision and action.
· Safeguarding forms are kept in the restricted Safeguarding folder; wellbeing Conversation Logs remain in personal files; low-level staff-conduct records are held separately by the Chief Executive/DSL.
· Chronologies show concerns, referrals, decisions, outcomes, follow-up, repeated patterns and reasons for referring or not referring.
· Access is restricted; retention follows legal and organisational requirements; information is available securely for lawful scrutiny.
· Child-protection information transfers promptly and separately to a new provider. Adult information transfer considers consent, capacity, risk and lawful basis.
[bookmark: _heading=h.hm3sj6w03iot]23. Training, supervision and staff welfare
All staff receive induction training, read KCSIE Part One, this policy and the code of conduct, receive formal updates at least annually and regular briefings, and confirm their understanding. Training covers child/adult safeguarding, SEND vulnerability, abuse and exploitation, peer abuse, sexual harm, Prevent, online safety, mental health, attendance, capacity, boundaries, low-level concerns, whistleblowing and local routes.
DSLs/DDSLs complete role training at least every two years and refresh knowledge at least annually. Laura-Louise Acock and at least one other staff member hold Level 2 Mental Health First Aid training. Leaders supervise, support and monitor practice through induction, probation, supervision, record review, knowledge checks, observation, incident follow-up and appropriate management action.
Staff apply training, seek clarification and report without waiting for proof. Leaders provide appropriate debriefing and welfare support after distressing events; this never replaces safeguarding action.
[bookmark: _heading=h.gy52mdt7klhk]24. Whistleblowing and escalation
Staff and volunteers use the Bromley Mencap Whistleblowing Policy where practice is unsafe, concerns are suppressed or mishandled, leaders fail to act, records are altered or withheld, or unsafe conduct is normalised. They may contact social care, police, LADO, DBS, Ofsted, a funder/placing authority or regulator directly where appropriate.
The NSPCC Whistleblowing Advice Line is 0800 028 0285; help@nspcc.org.uk. A person raising a safeguarding concern or protected disclosure is treated fairly and protected from retaliation. Immediate danger is reported to 999.
[bookmark: _heading=h.qudls7ku1mhd]25. Learner and parent/carer information
Learners receive repeated, accessible information about safety, trusted staff, reporting and complaints, confidentiality, consent, relationships, online harm, abuse, exploitation, emergency help and advocacy. Teaching is adapted and embedded through Preparing for Adulthood. Learners have private opportunities to speak, are taken seriously, told what happens next and involved in decisions.
Parents/carers receive the policy, contacts and relevant safety information and are involved according to age, consent, capacity and safety. They have no automatic right to an adult learner's safeguarding information. Learner and family feedback informs review and curriculum development.
[bookmark: _heading=h.miuhcnxrunkn]26. Monitoring and quality assurance
The Board retains ultimate accountability. The Director, on-site DDSL, organisational DSL, Chief Executive and relevant organisational leads monitor operations. The Education Committee scrutinises evidence, challenges, monitors actions and reports to the Board.
BMTC safeguarding operates within Bromley Mencap’s organisation-wide safeguarding and governance arrangements. The organisational DSL, supported by the Director of Education and the on-site DDSL, will present a proportionate and anonymised Training Centre safeguarding report to the Education Committee at least termly. The Education Committee will provide specialist scrutiny and constructive challenge, monitor actions and report its findings, assurances and any unresolved concerns to the Governance and Risk Committee.
Termly and annual assurance reviews safeguarding themes, response times, repeat concerns, recruitment/SCR, training and staff confidence, absence, learners known or previously known to social care, care-experienced learners, high-needs and mental-health needs, learner voice, filtering, Prevent, allegations and low-level concerns, whistleblowing, visitors, volunteers, placements, site/off-site safety, minor weaknesses and SAR/QIP/audit actions.

The Governance and Risk Committee will consider Training Centre safeguarding alongside organisation-wide safeguarding risks, monitor relevant entries on the organisational risk register and provide assurance and recommendations to the Board of Trustees. The Board retains ultimate accountability for safeguarding and approval of the organisation-wide safeguarding policy.
Serious incidents, significant safeguarding failures, urgent risks or matters requiring statutory notification will be escalated immediately to the organisational DSL, Chief Executive, Chair or safeguarding trustee and relevant external agencies. Reporting will not be delayed until the next Education Committee, Governance and Risk Committee or Board meeting.































[bookmark: _heading=h.l3mjppv2jlf]Appendix 1: Immediate response and recording guide
	Immediate danger: call 999, provide urgent assistance and inform the DSL/DDSL as soon as it is safe. Do not delay emergency action while contacting a manager.



Responding to a disclosure
1. Listen carefully and calmly; allow time and use the learner's communication method.
2. Take the account seriously; do not show shock, blame or disbelief.
3. Do not promise secrecy; explain that information is shared only with those who need to keep people safe.
4. Ask only open clarification questions, such as “Tell me what happened”; do not investigate or ask why.
5. Reassure the learner and explain what will happen next.
6. Report verbally to the DSL/DDSL immediately; do not rely only on email or an electronic record.
7. Make a dated, timed, factual record promptly, using the learner's words and separating observations.
8. Continue appropriate support and follow safety, confidentiality and family-contact instructions.
Do not contact a parent/carer before DSL advice where home or a carer may be implicated. Preserve relevant evidence and never forward illegal sexual images.

Which record?

	Information
	Record/location
	Follow-up

	Safeguarding concern
	Electronic safeguarding form in restricted Safeguarding folder; filename initials+DDMMYYYY, e.g. LB21092026
	Speak to DSL/DDSL first; email confirmation only, never attach the form.

	Wellbeing information below threshold
	Conversation Log in learner personal file
	Flag to on-site DDSL for threshold and pattern check.

	Concern about adult conduct
	Dedicated Low-Level Concern Form; separate confidential leadership record
	Follow Section 18 and Appendix 3; never save on a learner file.



Safeguarding record checklist
· Learner name, date of birth and age at concern.
· Date, time, location and people present.
· Exactly what was seen, heard or disclosed; communication support and observable presentation.
· Immediate safety or medical action.
· Who was informed, when and how.
· Referral, advice, reference number, next action and outcome.
· Learner wishes, consent/capacity and sharing rationale.
· Follow-up, safety plan and review date.

[bookmark: _heading=h.ycpdzkk3wyag]Appendix 2: Consent, capacity and information-sharing decision guide
Capacity: five principles
· Presume capacity.
· Provide all practicable decision support.
· Do not infer incapacity from an unwise choice.
· Any act/decision for a person lacking capacity must be in their best interests.
· Choose the least restrictive option.
Decision-specific capacity check
Ask whether there is an impairment or disturbance of mind or brain and, because of it, whether the person cannot understand, retain, use or weigh relevant information, or communicate the decision. Record support provided and seek specialist advice for complex or disputed matters.
Sharing decision
· Child under 18: share where necessary to safeguard; consent is not required. Inform the child/parent unless this increases risk, prejudices enquiry or causes harmful delay.
· Capacitous adult: seek informed consent; normally respect refusal. Share without consent only where lawful and proportionate, such as serious risk, risk to others, serious crime, coercion, staff implication or legal duty.
· Adult lacking capacity for this decision: share where in best interests, consulting relevant people and considering less restrictive options.
· Record what was shared or withheld, recipient, time, purpose, consent/wishes, lawful rationale and review.
Parent/carer involvement
Parents/carers do not automatically decide for an adult learner. Check the scope of any Lasting Power of Attorney or Court of Protection deputyship. For a 16- or 17-year-old, the Mental Capacity Act and child safeguarding arrangements apply together.
















[bookmark: _heading=h.g7fks0hqd07h]Appendix 3: Low-level concern procedure and form
Purpose and examples
Low-level concerns identify inappropriate, problematic or concerning conduct early. Examples include overfamiliarity, favouritism, humiliation, personal messaging, unauthorised photographs, secluded one-to-one contact, unnecessary personal disclosure or blurred boundaries. Staff may self-refer.
Submission and anonymity
· Report promptly to Perdie Brown - Director of Education or Laura-Louise Acock Senior SEND Tutor; use the alternative routes in Section 18 where either is the subject.
· Blank forms are printed in the office and stored electronically in the Safeguarding folder. Download the blank; do not save a completed form there.
· Email the completed form using an authorised account to the relevant leader, then delete local working copies securely.
· A person may omit their name or request restricted identity. Anonymity is respected as far as reasonably possible but cannot be promised where disclosure is required for safety, fairness or law. A genuinely anonymous paper form may be submitted in a sealed envelope marked Private and Confidential.























BMTC Low-Level Concern Reporting Form

	Person completing form (name encouraged, not compulsory)
Name/role/contact: ______________________________________________
Date/time: __________________  Self-referral: Yes / No
Request identity protection: Yes / No

	Adult concerned
Name: __________________________  Role/employer: __________________________

	Incident
Date/time/location: _______________________________________________________
Learner(s), witnesses or others present: _______________________________________

	Factual account

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

	Exact words/context and why this caused concern

____________________________________________________________________________
____________________________________________________________________________

	Immediate action/evidence

____________________________________________________________________________

	Declaration
I confirm this record is accurate to the best of my knowledge and distinguishes observation, information received and opinion.
Name/signature (if provided): __________________________ Date: _______________


Leadership use only
	Received by/date/time:
__________________________________________
	Clarification and evidence obtained:
__________________________________________

	Person concerned/witnesses spoken to:
__________________________________________
	Category: no concern / conduct-management / low-level / possible harm threshold / adult safeguarding / other:
__________________________________________

	Previous concerns or patterns checked:
__________________________________________
	DSL/CEO/HR/LADO/employer/regulator informed:
__________________________________________

	Action, decision and rationale:
__________________________________________
	Reporter updated; anonymity considered; any identity disclosure and reason:
__________________________________________

	Review date and final outcome:
__________________________________________
	Decision-maker name/signature/date:
__________________________________________


[bookmark: _heading=h.wmlfgpfcg7eq]Appendix 4: Safer recruitment, volunteers, visitors and placements - operational checks
Volunteer risk assessment
· Role, activities and contact with under-18s.
· Frequency, duration and whether overnight.
· Regulated-activity status and correct DBS/barred-list eligibility.
· What is known about suitability, references and other roles.
· Supervision, information access, transport, personal care and communication boundaries.
· Induction, code of conduct, reporting routes and review date.
Visitor and contractor checks
· Identity and purpose verified; lobby sign-in/out and red lanyard.
· Safeguarding information provided and host identified.
· DBS/check status and supervision decision recorded where relevant.
· No unsupervised learner access without confirmed role, checks, risk assessment and authorisation.
Work experience/external placement checks
· Environment, health and safety, safeguarding and supervisor suitability.
· Written roles, named contacts, attendance, contact frequency and emergency route.
· Learner understands accessible BMTC and host reporting routes.
· Reasonable adjustments and communication needs agreed.
· Welfare contact and experience monitored; concerns acted on promptly.
Subcontracted provision, if introduced
· Written confirmation of required checks on staff.
· Clear safeguarding, information-sharing and escalation responsibilities.
· Direct BMTC reporting route for learners.
· Ongoing oversight, visits/monitoring and action on weakness.















[bookmark: _heading=h.ss6za4zdiu84]Appendix 5: Monitoring and assurance schedule
	Assurance area
	Frequency
	Evidence/oversight

	Safeguarding themes, referrals, response and repeat concerns
	Termly
	DSL/DDSL review; anonymised leadership and committee report

	SCR, recruitment, volunteers and contractors
	Termly and after recruitment
	SCR audit; risk assessments; written confirmations

	Training, staff confidence and supervision
	Termly/annual
	Training matrix; knowledge checks; supervision/action records

	Attendance, missing and off-site safety
	Termly
	Attendance analysis; follow-up logs; placement checks

	Learner voice and accessible reporting
	Termly
	Learner discussions/surveys; curriculum and support evidence

	Filtering, monitoring and online safety
	Annual and after change/incident
	DSL/IT effectiveness review; incidents and actions

	Prevent
	Annual and ongoing
	Risk assessment, action plan, training and curriculum evidence

	Adults working with learners
	Termly
	Anonymised allegations/low-level/whistleblowing themes and actions

	Policy and system impact
	Annual and after trigger
	Board/Committee assurance; audit; SAR/QIP actions
























[bookmark: _heading=h.f21eodadptkk]Appendix 6: Visitor Safeguarding Information Sheet
	Please read before entering the Training Centre. Safeguarding is everyone's responsibility.



When you arrive
· Sign in at reception in the ground-floor lobby.
· Wear the red visitor lanyard visibly.
· Remain with your host or supervising member of staff.
· Follow staff and emergency instructions.
· Sign out and return the lanyard before leaving.
Visitors without a suitable verified DBS are supervised at all times in learner areas. A DBS does not automatically authorise unsupervised access.
While you are here
· Treat learners with dignity and use accessible communication.
· Maintain boundaries, confidentiality and agreed access.
· Do not be alone with a learner unless authorised.
· Do not take images/recordings, use personal devices for learner information, exchange personal contacts, provide unauthorised gifts/food/medication/transport, promise secrecy or investigate concerns.
If a learner tells you something concerning
· Listen calmly and allow time.
· Take the concern seriously; do not blame, lead or investigate.
· Explain that you cannot keep it secret and reassure the learner.
· Report immediately to your host and the on-site DDSL/another safeguarding lead.
Report immediately
· Laura-Louise Acock, on-site DDSL: laura-louise.acock@bromleymencap.org
· Steve Barnes, organisational DSL: steve.barnes@bromleymencap.org
· Perdie Brown, Director of Education: perdie.brown@bromleymencap.org
· Bromley Mencap: 020 8466 0790
· Immediate danger: call 999 and alert staff.

	Never assume someone else will report a safeguarding concern.















[bookmark: _heading=h.wlwwq8xjj263]Appendix 7: Related documents and external sources
BMTC and organisational documents
· Bromley Mencap Safeguarding Children, Young People and Adults Policy (2025).
· Training Centre Attendance Statement; Anti-Bullying Statement; Positive Behaviour Statement; Visitor Policy; Staffing Policy; Staff Cover Procedure; SEND Policy; Complaints Procedure.
· Bromley Mencap Recruitment and Selection, Whistleblowing, Employee Handbook, Data Protection/Information Security, Equality, Health and Safety, Fire and Emergency Evacuation, Personal/Intimate Care and Physical Intervention arrangements, as applicable.
Principal external sources
· Keeping Children Safe in Education 2026
· Working Together to Safeguard Children 2026
· Care and Support Statutory Guidance
· Mental Capacity Act Code of Practice
· Prevent duty guidance
· Government Prevent training portal
· FE and skills inspection materials for September 2026
· Bromley safeguarding procedures

Local reporting procedures - 
Bromley 
	Service
	Contact details

	Children and Families Hub (formerly MASH)
	020 8461 7373 / 7379; candfhub@bromley.gov.uk; referrals through the Children and Families Hub portal

	Bromley LADO
	Referral or consultation through the LADO portal out of hours use emergency duty team phone number

	Adult Safeguarding
	020 8461 7777; adultsocialcare@bromley.gov.uk; professional referral form

	Emergency Duty Team—children and adults
	0300 303 8671 outside office hours, weekends and public holidays

	Immediate danger or suspected crime
	999


Lewisham
	Service
	Contact details

	Family First Contact Point—FFCP (formerly MASH)
	020 8314 6660, Monday–Friday, 9am–5pm; MashAgency@lewisham.gov.uk

	Children’s out-of-hours Emergency Duty Team
	020 8314 6000—ask for the out-of-hours duty social worker

	Lewisham LADO
	020 8314 7280; LewishamLADO@lewisham.gov.uk; submit the LADO referral form by email

	Adult Safeguarding—Adult Gateway
	020 8314 7777, option 1; gateway@lewisham.gov.uk; submit an Adult Safeguarding Concern Form

	Adult safeguarding out of hours
	020 8314 7766

	Immediate danger or crime in progress
	999


Sources: Lewisham children’s safeguarding, Lewisham LADO, Lewisham adult safeguarding.
Croydon
	Service
	Contact details

	Children’s MASH
	020 8255 2888, Monday–Friday, 9am–5pm; referrals through the online Children and Families Portal

	Children’s out-of-hours Emergency Duty Team
	020 8726 6400, select option 5 and remain on the line for emergency transfer

	Croydon LADO
	020 8726 6000, extension 24817; LADO@croydon.gov.uk; complete the Croydon LADO referral form

	Adult Safeguarding/Adult Support
	020 8726 6500; submit the public or professional online safeguarding form

	Adult safeguarding out of hours
	020 8726 6500—ask for the on-duty social worker

	Immediate danger or crime in progress
	999


Croydon states that children’s referrals must be submitted through its portal, not sent to the MASH email inbox. For a same-day concern, telephone MASH and then complete the portal referral within 24 hours. Sources: Croydon children’s safeguarding, Croydon LADO, Croydon adult safeguarding.
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