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WORKING WITH YOUNG PEOPLE POLICY AND PROCEDURES (SAFEGUARDING POLICY) 

 

1. INTRODUCTION  

The purpose of the Career Seekers Direct (CSD) Working with Young People Policy and Procedures is 

to provide clarity to all involved in CSD activity as to the expected manner of their engagement with 

young people.   

It defines: the principles which inform how we engage and work with young people, the expected 

minimum standards of practice which must be met by those working for, and on behalf of, CSD, the 

anticipated good practice which those working for, and on behalf of, CSD should strive to achieve.  

CSD representatives should enjoy their work at CSD, confident in the knowledge of the existence of 

clear procedures and guidelines and, if required, access to quality support and advice in working 

with young people. This policy serves to safeguard individuals representing CSD and ultimately the 

organisation itself.  

2. POLICY STATEMENT  

2.1. Our commitment to young people CSD is committed to protecting, fulfilling and promoting the 

rights of young people engaged in our programmes. We seek to ensure that they are treated equally, 

with dignity and with respect at all times and feel empowered to take an active role in all matters 

which affect them.   

We recognise that protecting young people from harm is both a corporate and an individual 

responsibility. All members of staff, Associates, volunteers and partner organisations are required to 

respond appropriately to any concerns and allegations of abuse.   

2.2. Our commitment to staff, Associates, volunteers and partner organisations working on behalf of 

the organisation CSD will strive to create an atmosphere where the principles of working with young 

people are openly discussed and ideas and ways of working can be shared and developed. Staff will 

receive encouragement, support and training in areas of working with young people.  This 

atmosphere will also result in support and encouragement for those who feel it necessary to share 

safeguarding concerns, as these issues may be difficult to confront. It will promote a positive 

environment for giving and receiving feedback and fostering open lines of communication.  

In cases where CSD representatives find themselves having to deal with highly sensitive situations, 

CSD will ensure they only respond within their professional boundaries. 

2.3. Legal framework:  In developing this policy and procedure we have made reference to 

international human rights law and minimum standards for the treatment of young people. This 

includes, but is not limited to, the UN Convention of the Rights of the Child.  

2.4. CSD’s approach to working with young people: CSD believes all work with young people should 

be aligned with the following principles and expects its representatives to work within these and to 

promote them as good practice with our partner organisations and more widely:  
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• Respect for the rights of young people – we recognise young people as rights holders. We 

will work with them to ensure that they can claim and enjoy their full entitlement of human 

rights.   

 

• Participation - In order to achieve CSD’s vision and mission, our work is based on the 

ascertainable needs, views and experiences of young people. This means ensuring that our 

work is based on a participative agenda with young people that accepts and values their 

opinions and experiences.  

 

• Commitment to the holistic development of young people - CSD promotes the holistic 

development of young people through a range of programmes. In this way, CSD seeks to 

empower and facilitate young people to become agents in their own development.  

 

• Equality and inclusion – we recognise the inherent worth of all young people. We aim to 

remove barriers which prevent young people from supporting us, participating fully in and 

leading our work.  

 

• Critical reflection and learning - Our work will be guided by good practice in career 

development and coaching practice, international development and youth work. CSD 

encourages critical reflection on our practice, striving to evaluate our work in a participatory 

way and to ensure that the learning is used to further strengthen and develop our work with 

young people. We will value informal and experiential learning in the development process.  

 

• Evolving capacity – youth is a life stage characterised by the development of an individuals’ 

abilities and capacity to make decisions and to take action. We seek to work in a manner 

which respects the evolving capacities of young people to make decisions and take actions, 

as they become fully aware of the consequences of those choices.   

 

• Respect to parents and caregivers – We recognise that parents and families are the primary 

carers of young people. We will work with them, in all their diverse forms, and others who 

care for young people to fulfil their responsibilities.  

 

 

  

3. WHEN THIS POLICY APPLIES  

  

3.1. CSD Activity: This policy and associated procedures applies to all CSD activities. This 

activity maybe through direct engagement with young people (such as through delivery of 

the Career Compass Setting programme, Workplace Accelerator or Brand Me modules, 

facilitating consultations and) or indirectly (through reviewing personal details of young 

people engaged in our activities.   
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This policy is to be used by three distinct groups which are directly involved in CSD activity. 

All these groups must follow the policy and procedures. They must ensure that themselves 

aware of the specific guidelines relating to them and their role.  

  

These groups are:  

 

3.1.1. CSD Staff, Associates, Volunteers, Consultants (from this point referred to as ‘CSD 

representatives’)  

  

For staff, failure to follow the policy, procedures or guidelines may lead to a disciplinary 

process.  

  

For Associates and volunteers, failure to fulfil these requirements may lead to CSD 

terminating our relationship with the individual.   

  

3.1.2. Consultants: CSD may contract individuals who will undertake work on a consultancy 

basis on behalf of CSD.  

  

The failure of the contracted individual or body to follow the policy, procedures or guidelines 

in the Policy may lead to CSD terminating our relationship with them and seeking redress for 

breach of contract.  

 

 

 4. DEFINITIONS  

  

4.1. Definition of Young People: It therefore covers those legally defined as children, young 

people and adults.  

  

• The UN Convention on the Rights of the Child defines all those under-18 years of age 

as children. Children have specific legal safeguards, and often different needs than 

older people.  

• The UN defines a young person as those between the ages of 15 and 24. 

 

4.2. Definition of Abuse “Abuse” or “maltreatment” constitutes ‘all forms of physical and/or 

emotional ill-treatment, sexual abuse, neglect or negligent treatment or commercial or 

other exploitation, resulting in actual or potential harm to the child or young person’s 

health, survival, development or dignity in the context of a relationship of responsibility, 

trust or power.’ 

  

Somebody may abuse or neglect a young person by inflicting harm, or by failing to act to 

prevent harm. Young people may be abused in a family or in an institutional or community 

setting, by those known to them or, more rarely, by a stranger. This abuse may occur both 

physically or via the internet. This abuse may be perpetrated by an adult or adults, or a 

child/young person or a group of children/young people.  
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This definition can be broken down into four types of maltreatment which cause harm to 

young people:  

  

4.2.1. Physical abuse: Physical abuse may involve hitting, shaking, throwing, poisoning, 

burning or scalding, drowning, suffocating, or otherwise causing physical harm to a young 

person. Physical harm may also be caused when a parent or carer fabricates the symptoms 

of, or deliberately induces, illness in a child.  

  

4.2.2. Sexual abuse:  Sexual abuse involves forcing or enticing a young person to take part in 

sexual activities, not necessarily involving a high level of violence, whether or not the young 

person is aware of what is happening. The activities may involve physical contact, including 

assault by penetration (for example, rape or oral sex) or non-penetrative acts such as 

masturbation, kissing, rubbing and touching outside of clothing. They may also include non-

contact activities, such as involving young person in looking at, or in the production of, 

sexual images, watching sexual activities, encouraging young person to behave in sexually 

inappropriate ways, or grooming a young person in preparation for abuse (including via the 

internet).   

  

4.2.3. Emotional abuse:  Emotional abuse is the persistent emotional maltreatment of a 

young person such as to cause severe and persistent adverse effects on the young person’s 

emotional development. It may involve conveying to the young person that they are 

worthless or unloved, inadequate, or valued only insofar as they meet the needs of another 

person. It may include not giving the young person opportunities to express their views, 

deliberately silencing them or ‘making fun’ of what they say or how they communicate. It 

may feature age or developmentally inappropriate expectations being imposed on the 

young person. These may include interactions that are beyond the young person’s 

developmental capability, as well as overprotection and limitation of exploration and 

learning, or preventing the young person participating in normal social interaction. It may 

involve seeing or hearing the ill-treatment of another. It may involve serious bullying 

(including cyberbullying), causing young person frequently to feel frightened or in danger, or 

the exploitation or corruption of the young person. Some level of emotional abuse is 

involved in all types of maltreatment of a young person, though it may occur alone.  

  

4.2.4. Neglect:  Neglect is the persistent failure to meet a young person’s basic physical 

and/or psychological needs, likely to result in the serious impairment of their health or 

development. Neglect may occur during pregnancy. It can include failure to: provide 

adequate food, clothing and shelter (including exclusion from home or abandonment); 

protect a child from physical and emotional harm or danger; ensure adequate supervision 

(including the use of inadequate care-givers); or ensure access to appropriate medical care 

or treatment or meet a child’s basic emotional needs.  
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4.3. Definition of safeguarding: For the purposes of this policy, safeguarding is the action 

necessary to protect young people from abuse and maltreatment so as to prevent 

impairment of their health, development and/or a violation of their human rights. It aims to 

ensure that young people can develop in circumstances consistent with the provision of safe 

and effective care, where their inherent worth and dignity are protected and they have 

optimum life chances.  

  

 

5. POLICY IMPLEMENTATION  

  

5.1 All CSD representatives share responsibility for the implementation and monitoring of 

this policy.   

 

5.2 Designated Safeguarding Officer: CSD has a Designated Safeguarding Officer (DSO) 

whose role is to support CSD representatives recognise the needs of young people, including 

protection from abuse or neglect; and who will have overall responsibility for monitoring the 

implementation of this policy. In addition, the DSO will have responsibility for: 

 

• Ensuring safeguarding training provided by CSD (see below) meets appropriate 

competency requirements. 

• Receiving information from CSD representatives who have any safeguarding 

concerns. 

• Ensuring that safeguarding concerns raised are reported to the appropriate 

agency(ies). 

• Liaising and sharing information as appropriate with schools and other agencies on 

specific safeguarding concerns. 

• Ensuring safeguarding concerns are recorded and securely stored. 

• Receiving appropriate training. 

 

5.3. The name and contact details of the DSO will be provided to all CSD representatives and 

consultants. 
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A. SAFEGUARDING CODE OF CONDUCT  

  

1. INTRODUCTION  

  

CSD seeks to ensure that young people engaged in our programmes are treated equally, 

with dignity and with respect at all times and empowered to take an active role in all 

matters which affect them. This Code of Conduct aims to give guidance for staff on how to 

ensure that this is achieved.   

  

2. ACHIEVING GOOD PRACTICE  

  

• To support these, all CSD representatives should: Strive to develop relationships 

with young people which are based on equality, trust, respect and honesty and 

allow young people to flourish, develop and have their voices heard. 

• Plan and organise the environment in which they will work with young people to 

ensure it is safe and encourages inclusive and participative working. 

• Seek to be constantly aware of, and manage situations which may present risks to 

children or young people 

• Ensure that children and young people feel empowered and confident to raise any 

issues or concerns with the appropriate member of staff  

 

3. PROHIBITED CONDUCT  

  

CSD representatives must never:  

• Condone, or participate in behaviour by a young person which is abusive, 

discriminatory, illegal, unsafe, or sexually or emotionally abusive  

• Physically assault or physically abuse a young person 

• Use physical restraint other than in a life threatening situation or where the young 

person or another is at imminent and significant risk of harm 

• Emotionally abuse young people, such as engaging in behaviour intended to shame, 

humiliate, belittle or degrade  

• Develop, encourage or fail to take action of relationships with children or young 

people which could in any way be deemed sexual, exploitative or abusive. 

• Act in ways that may be violent, inappropriate or sexually provocative. Use 

language, make suggestions or offer advice which is inappropriate, offensive or 

abusive 

• inappropriately referring to individual children’s behaviour or personal 

circumstances with colleagues, staff from other organisations, friends and family 

• Discriminate against any particular young person or group of people 

• Impose their own moral, religious or political beliefs on young people  

• Be in a locked room with a young person alone  
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• Never make available or drink alcohol of any kind, including with meals, at CSD 

events where they are responsible for young people those aged under 18.   

  

   

B.  RECRUITMENT AND SELECTION  

  

1. INTRODUCTION  

  

CSD recognises that that steps must be taken to protect young people from individuals who 

might seek to gain trust and access to them through our work in order to harm that young 

person. The possibility of CSD representatives, people acting on our behalf harming young 

people, through abuse or significant poor practice, is one which the organisation takes 

seriously. We are committed to minimising opportunities for this harm to occur.   

  

CSD is committed to good practice in recruitment.  CSD will always try to recruit the most 

suitable person for any role, ensuring that they respect and value young people and are 

committed to good practice in working with young people.   

   

2. CSD REPRESENTATIVES RECRUITMENT PROCEDURES  

  

In relation to the recruitment of staff, the individual line manager recruiting and selecting 

CSD representatives must ensure that these procedures are followed.   

  

2.1. Development of relevant job descriptions:  All positions for CSD representatives have a 

job or task description and person specification. In preparing these, the line manager must 

ensure that they carefully consider the role and the required level of qualification and 

experience needed to uphold good practice in working with young people which are 

relevant to the role. The line manager must ensure that candidates are selected against 

these criteria.   

  

2.2. Application:  For staff and associate interviews, the line manager must ensure that 

candidates complete a standard application form which contains a statement about 

adherence to CSD’s Working with Young People Policy, the requirement for criminal 

disclosure check and provision of references and an invitation to disclose convictions making 

clear that this will not necessarily prevent you from working for CSD.  

  

For volunteers, the individual leading recruitment should ensure that any application 

process includes notification to candidates that they must be willing to adhere to CSD’s 

Working with Young People Policy, the requirement for criminal disclosure check and 

provision of references and an invitation to disclose convictions making clear that this will 

not necessarily prevent you from working for CSD.  
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2.3. Interview and selection: During the selection process, the line manager must ensure 

that serious consideration is given to the demonstrable knowledge and/or experience of the 

candidates in working with young people which is relevant to the role. This should be 

evidenced in the selection and interview documentation.   

  

Interviews will explore knowledge, experience and approaches of working with children and 

young people which is relevant to the role. In most circumstances and dependent on the 

role description, this should include an assessment of candidates’ commitment to 

safeguarding.   

  

Gaps in employment history must be explored on the application form and at interview. The 

candidate must also be asked questions about their motivation to work for a youth 

organisation. The types of questions that could be asked include (depending on the role): 

  

• Do you like working with young people? Or, do you feel comfortable working 

directly with young people?  

• Have you worked/volunteered in an organisation with children and young people 

before?  If yes, why did you leave?   

• Can you give an example of your work with young people?  

  

The line manager must ensure that answers given are recorded. The line manager must 

satisfy themselves that the answers given are clear and full answers.  

  

2.5. Once an individual has been selected for a position, CSD recruiting manager must 

ensure that they collect proof of identity and be invite them to complete a DBS disclosure 

check. They must store this information securely.   

  

2.6. References For staff and Associate positions: 

 

• The line manager must ensure that two professional references from referees are 

obtained.  

• Whilst this is beneficial for volunteers, it is not an essential requirement.  

• The referee must have known the candidate in a professional capacity for more than 

two years and that this can be verified by telephone.  

• Referees must not be a family member or friend.   

• Reference requests must state that the candidate will be working with young people 

and ask if the referee knows of any issues or incidents involving the candidate and 

his/her contact with children which would give cause for concern.  

• Where the individual is applying for a role which entails regular direct work with 

young people, one of these should come from the most recent employer or 

organisation for whom they worked or from someone who has knowledge of any 

work or volunteering previously done with young people.  

• CSD recognises this may not always be possible where for example they have no 

experience of direct work with young people or this would be their first role. 
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3. RECRUITMENT PROCEDURES IN RELATION TO CONSULTANTS  

  

The individual line manager recruiting and selecting consultants must ensure that these 

guidelines are followed.  

  

3.1. Assessment of role and risk to young people  Before drafting the tender document or, 

where this is not relevant, signing a consultancy agreement, the line manager must consider 

the role which is required and the potential for the Consultant to harm young people. They 

should take into account:  

• The degree of direct contact with young people  

• The specific needs and vulnerabilities of the young people to be in contact with the 

Consultant  

• The level of supervision offered by CSD and/or its partners (and if the later, the 

capacity to offer supervision to the Consultant).    

• This assessment should influence the terms of reference for the role and the 

required level of knowledge, skill and experience required.   

  

3.2. References 

 

The line manager must ensure that two professional references from referees are obtained. 

The referee must have known the candidate in a professional capacity for more than two 

years (e.g. a former employer or colleague, a previous client, another consultant with whom 

they have collaborated) and that this can be verified by telephone. Referees must not be a 

family member or friend.   

  

Reference requests must state that the candidate will be working with young people and ask 

if the referee knows of any issues or incidents involving the candidate and his/her contact 

with children which would give cause for concern.  

  

 

4. DISCLOSURE OF CONVICTIONS AND DBS DISCLOSURE CHECKS FOR CSD REPRESENTATIVES 

AND CONSULTANTS  

  

As a principle, CSD will usually seek an Enhanced DBS of all staff, representatives, associates, 

and volunteers.   

 

4.1 For staff, representatives and associates: 

 

All candidates will be invited to disclose on our application form any spent or unspent 

convictions. Candidates who are then invited to interview will be required to disclose spent 

and unspent convictions.  
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If an individual is selected for a post, they will be required to either hold or complete a DBS 

Form. 

 

Their engagement in any activity involving working with young people on behalf of CSD 

cannot commence until this has been obtained and viewed. 

  

All successful candidates will be offered the position subject to satisfactory references and 

an enhanced DBS check being completed.  

  

4.2. For volunteers and consultancy positions 

 

 The line manager must invite candidates to disclose on our application form any spent or 

unspent convictions. Candidates who are then invited to interview will be required to 

disclose spent and unspent convictions.  

  

The line manager must determine before seeking applications for the position whether a 

DBS check will be required for the role.  

In doing so, they should consider:  

 

• The degree of contact with young people  

• The specific needs and vulnerabilities of the young people to be in contact with the 

volunteer or consultant   

• The level of access to personal details about young people the individual will have 

The level of supervision offered by CSD and/or its partners (and if the latter, the 

capacity to offer supervision to the Consultant).   

• The time period of the role (taking into consideration both the length of the 

placement, the start date of the placement and the likely time period that a DBS 

check can take).  

  

If a DBS check is deemed unnecessary, the line manager must ensure that the volunteer or 

consultant completes a self-declaration form.  

4.3. Return of a DBS check with a criminal conviction or a matter of concern  

  

For a CSD member of staff or Associate, where a conviction or another matter has been 

disclosed (either in a self-declaration form or in a DBS check), the line manager must discuss 

this with the Director. They should consider whether they may preclude the individual from 

working for the organisation. 

 

The suitability for employment of a person with a criminal record or whose DBS check 

highlights an issue of concern will vary, depending on the nature of the job and the detail 

and circumstances of the matter. Deciding on the relevance of convictions to specific posts is 

not an exact science. An assessment of an applicant’s skills, experience and conviction 

circumstances should be weighed against the risks associated with the role.  
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An applicant’s criminal record should be assessed in relation to the tasks he or she will be 

required to perform and the circumstances in which the work is to be carried out. It is 

recommended that organisations consider the following when deciding on the relevance of 

offences to particular posts:  

 

• Does the post involve one-to-one contact with children or other vulnerable groups 

as employees, customers and clients?  

• What level of supervision will the post holder receive?  

• Does the post involve any direct responsibility for finance or items of value?  

• Does the post involve direct contact with the public?  

• Will the nature of the job present any opportunities for the post holder to re-

offend?  

  

5. REPORTING TO AUTHORITIES   

  

Where it is believed that an individual has attempted to obtain work with CSD by providing 

false information in relation to previous convictions and/or providing misleading 

information, particularly where these relate to work with young people or safeguarding, this 

will be reported to the relevant authorities by the Designated Safeguarding Officer. CSD is 

committed to assisting the police or other authorities in any ensuing investigation.   
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C.  INDUCTION, TRAINING, REGULAR WORK REVIEWS AND EXIT INTERVIEWS  

  

1. INTRODUCTION  

  

This section sets out our commitment to ensure that CSD representatives and consultants 

are made aware of the policy and their responsibilities, how training needs will be identified 

and met and how CSD representatives will be enabled to reflect on their engagement with 

young people through the regular work review process or when leaving the organisation.   

  

2. INDUCTION   

  

CSD recognises that policies are effective when individuals understand them and are 

committed to implementing them. We will strive to ensure a high quality induction for all 

individuals.   

  

 

2.1. Staff, Associates and volunteers   

 

Line managers of any CSD representative must ensure that as part of their induction process 

they pass over a copy of the Safeguarding Policy.   

  

For volunteers who are not based at the CSD office, the line manager should ensure that 

they receive any relevant information about this policy and discuss with them as necessary.   

  

2.2. Consultants and visitors to projects 

 

 Line managers of any consultants and anyone visiting a CSD must ensure that they receive a 

briefing on the Safeguarding Policy from a CSD staff member prior to their visit. 

 

3. REGISTER OF COMMITMENT   

  

Line managers of CSD representatives must ensure that within one week of an individual 

starting their role at CSD that the individual has signed the Safeguarding Policy Register of 

Commitment.   

  

This register will confirm that an individual has:  

 

• Read the policy  

• Understood how it affects their role  

• Had the opportunity to seek clarification on the contents of the policy  

• Completed the DBS form and/or self-declaration form.   
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The register will be maintained by the Designated Safeguarding Officer who should check on 

a periodic basis that new starters have signed the register.  

  

4. TRAINING  

  

CSD is committed to ensuring that its staff, and representatives have the knowledge, skills 

and appropriate attitudes and values to fully implement this policy.   

  

4.1. Staff, Associates and volunteers:   

 

Within one month of taking up the post, line managers must assess the training needs of the 

individual to implement this policy in a manner which is relevant to their role.  

 

Any training identified will begin within three months of taking up the post. CSD 

representatives will be expected to attend the training at the first available opportunity. The 

depth of training will depend on the representative’s role, degree of direct contact with 

young people and access to personal information.    

  

Following the training, line manager’s must ensure that the representative include details of 

the training which they have received on the Safeguarding Policy Register of Commitment.  

 

4.2. Consultants: 

   

Generally line managers should only appoint consultants with the knowledge, skills and 

appropriate attitudes and values to fully implement this policy. If this is not possible and 

additional training is required, this should be negotiated with the consultant as a 

requirement. The line manager must be satisfied before signing the contract for the 

consultancy that the consultant has the knowledge and skills or a process to gain has been 

put in place before they undertake the role.   

 

  

D. RESPONDING TO A SAFEGUARDING CONCERN   

  

1. INTRODUCTION  

  

This section sets out the procedures for:   

 

• Responding to disclosures or concerns of abuse of a young person  

• Responding to concerns or allegations about the behaviour of a CSD representative 

or consultant acting on our behalf  

• Actions following reporting of disclosures or concerns, or allegations about the 

behaviour of a CSD representative or consultant acting on our behalf.  
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These procedures intended to protect those making the allegations, the young people 

involved and all staff involved. They apply to all CSD representatives undertaking CSD 

activity.  

  

These procedures should be read alongside the confidentiality and information sharing 

procedures 

 

 

2. RESPONDING TO DISCLOSURES OR CONCERNS OF ABUSE   

  

This covers cases where a young person tells you that they have or are experiencing 

maltreatment, or some other indicator leads you to believe they may be (or have) 

experienced maltreatment.   

  

2.1. Listening to young people: 

 

 In the event of a young person indicating that they want to talk to you about an issue 

problem, CSD staff should respond as follows: 

 

• Arrange a time and place where you can talk privately with the young person as 

soon as possible and remember to do this within sight of others.  

• In order to avoid losing the trust and confidence of a young person by having to 

break their confidence, CSD representatives where appropriate should try and pre-

empt disclosure and inform the young person that if they do decide to reveal 

information that means that CSD considers them or another person to be at 

significant risk of harm, that CSD may share this information.  

• Stay calm and reassuring at all times. Affirm that they were absolutely right to make 

the disclosure and empathise how difficult it is to talk about such experiences.  

• You should avoid saying things like “I can’t believe it”, “Why didn’t you tell anyone 

before” or challenge whether any of what they say might not be true.  

• Do not press for details – some cases of abuse need further and possibly extensive 

investigation.  It is better for the child/young person if he/she does not have to 

repeat the details unnecessarily, so therefore where possible, record details of what 

you are told as soon as possible after the meeting.  

• Explain that you cannot promise to keep what you are told confidential. Ask whether 

he/she has told anyone else and if not, discuss with them who would be a good 

person to tell and that you will help him/her to tell that person listen to and do not 

dismiss what you are told  

• At the end of the meeting, repeat back the details of the disclosure. Do not ask for 

any further details as this may cause distress and also hinder a formal investigation.    

• Don’t promise to follow up with the young person yourself or provide them with 

your personal contact details but explain to the young person the process that you 

will follow.  
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• Record in writing the details of the issue or problem, based only on what you have 

been told and/or seen. This should include what happened, who was involved or 

witnessed the matter, when and where. Include also details of any behavioural or 

physical indicators that you observed.  

• Do not discuss the matter with any colleagues, family or friends. 

• At the earliest opportunity, report the matter to the Designated Safeguarding Officer 

and submit to them your written record of the issue or problem. 

  

 

2.2  Responding to concerns or observations 

 

If you observe patterns of behaviour or other indicators that a young person may be 

experiencing maltreatment, you are not expected to investigate the matter yourself (other 

agencies are trained to do this). You should instead: 

 

• Note your concern(s) in writing and your reasons, describing what you have 

observed, including any times, dates and places. 

• Do not discuss the matter with any colleagues, family or friends. 

• At the earliest opportunity, report the matter to the Designated Safeguarding Officer 

and submit to them the written note of your concern(s). 

 

 

 

3. RESPONDING TO CONCERNS ABOUT THE BEHAVIOUR OF A CSD REPRESENTATIVE OR 

CONSULTANT   

  

This covers incidents or situations where you see or hear actions which lead to you having 

serious concerns or suspicions about a CSD representative or consultant. This may include 

situations where you become aware of allegations that a CSD representative or consultant 

has, or is, acting contrary to this policy, including from a third party.  

 

3.1 The safety of the young person must come first. Therefore, any concern you have about 

the behaviour of CSD representative or a consultant acting on our behalf must be reported 

in the following manner:  

 

• Note your concern(s) in writing and your reasons, describing what you have 

observed, including any times, dates and places, and/or what any third party tells 

you. 

• Do not discuss the matter with the CSD representative concerned, any colleagues, 

family or friends. 

• At the earliest opportunity, report the matter to the Designated Safeguarding Officer 

and submit to them the written note of your concern(s). 
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4. ACTIONS FOLLOWING REPORTING OF DISCLOSURES, CONCERNS OR ALLEGATIONS 

 

4.1  Upon receiving a report of a disclosure, concern or allegation of abuse, the Designated 

Safeguarding Officer (DSO) will immediately clarify the content of the report with the person 

from whom it is received, together with the personal details of the young person concerned. 

One or more of the following actions will then be taken: 

 

• If it is believed a young person is suffering significant harm, or is likely to do so, the 

DSO will immediately refer the case to the appropriate local authority children’s 

social care or other appropriate department. 

• If it is believed the young person is also the victim of criminal abusive behaviour 

such as FGM, grooming, or other sexual abuse, the DSO will also refer the case to 

the police.  

• If it is believed the young person is a victim of modern slavery or human trafficking, 

the DSO will refer the case through the National Referral Mechanism. 

• Where the Young Person is not believed to be at risk of significant harm then the 

DSO should share information regarding the case, as appropriate, with the school, 

local authority or other relevant agency. 

• Where the DSO does not believe there is any concern or risk of harm to the young 

person, this will be noted and the report will be kept on record in a secure manner. 

 

4.2   If the matter involves an allegation against a CSD representative or consultant, the DSO 

will in addition to any of the actions taken above, meet with the individual against whom the 

allegation has been made. This meeting may take place prior to any of the actions above. Its 

purpose is to discuss the concern, and determine, based on the available evidence, whether 

the matter is one of poor practice or something else. The discussion must be based on the 

incident, the nature of the concerns and the allegation (including any evidence which is 

available).  

 

4.3  Following the meeting the DSO will decide what action (additional to 4.1 above) should 

be taken which can include: 

• Referring the matter to the appropriate line manager for dealing with as a capability 

issue. 

• Referring the matter, in the case of staff, to the disciplinary procedure. 

• Terminating the relationship in line with established procedures, in the case of 

volunteers, associates or consultants.  

• Informing the Local Authority Designated Officer (LADO) who is responsible for the 

management and oversight of allegations against people who work with children 

and young people. 
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