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Safeguarding Guidance Document  
 
Purpose 
 

This document sets out all the detailed guidance that accompanies Leap Confronting Conflict’s 

overall Safeguarding Policy. It includes information and processes detailing how the policy will 

be implemented to keep children, young people and adults safe. 

 

Leap works with young people ages 11+, therefore we refer to ‘young people’ as opposed to 

‘children’ throughout this document. 

 

Status of this document  
 

The policy is effective from November 2024 and replaces any previous policy on this subject.  

 

The SMT member responsible for this policy is Laura Johnson, Director of Delivery & 

Designated Safeguarding Lead and it is due to be reviewed by November 2025.    

 

If you have any questions about this policy please contact Laura Johnson: 

laura.johnson@leapcc.org.uk. 
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Safeguarding Governance at Leap  
Purpose 
 

This section sets out the processes and framework for overall governance of safeguarding at 

Leap. Ultimate responsibility for safeguarding lies with the Board of Trustees, but this section 

sets out specific responsibilities that sit across the Leap team:.   

 

This guidance is designed to support decision-making, but it's also crucial to allow Programme 

Managers, the DSL, DSO, and leadership team the flexibility to make the safest choices based 

on the unique needs of each person or group needing to be safeguarded. Any decisions made 

that do not follow the processes in this guidance document will still follow paramount 

safeguarding legislation, and will be justified as the safest option for the person at that time. 

 

General responsibilities 
 

All Leap representatives  

All Leap representatives (staff, volunteers, trainers and trustees) have the following 

responsibilities, to:  

• understand and be familiar with the safeguarding policy and guidance.  

• undertake any appropriate training to support their role 

• follow safe working practice 

• act appropriately and challenge inappropriate behaviour in others 

• recognise the signs of harm, exploitation, abuse and neglect 

• know how to follow and use the procedure for reporting safeguarding concerns. 

 

The following positions have specific safeguarding responsibilities within the 

organisation.  

 

Board of Trustees  

The Board of Trustees has strategic responsibility for ensuring effective safeguarding practice 

throughout the organisation. They must take steps to ensure that those benefiting from, or 

working with, Leap are not harmed in any way through contact with it. They should ensure 

safeguarding policies and guidance are approved, implemented and monitored. They do this 

by annually reviewing and approving this policy and any associated safeguarding guidance or 

reports.   
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The Board of Trustees will, on occasion, be responsible for working directly with the Chief 

Executive and Designated Safeguarding Lead when a serious incident is being managed. 

   

 

Chief Executive  

The Chief Executive is responsible for ensuring Leap has, and regularly reviews, an 

appropriate and effective safeguarding policy, there are clear lines of accountability and that 

the Senior Management Team has the resources to implement these across all areas of their 

work. They must advise the Board of Trustees of any major causes of concern and present the 

annual safeguarding report for approval.   

 

Senior Management Team   

The Senior Management Team are responsible for the implementation of the policy and its 

accompanying procedures across their areas of responsibility. They must ensure any 

safeguarding concerns, allegations or incidents have been reported and that any  young 

people and adults involved in Leap’s work are ultimately safeguarded. They will do this by 

regularly reviewing and reporting on the quality, consistency and effectiveness of 

safeguarding practice in their area of responsibility.  

 

Managers  

Managers are responsible for overseeing the safe delivery, quality and effectiveness of work 

and services and promoting good practice across their areas of responsibility.   

This includes:  

• ensuring their staff and volunteers are aware of their safeguarding roles and 

responsibilities and undertake any required safeguarding induction and training.  

• consideration of safeguarding in the development of all new pieces of work.  

• ensuring safeguarding guidance and appropriate risk assessments are in place and 

regularly reviewed in all existing pieces of work.   

• including safeguarding as part of regular development and supervision discussions.  

• ensuring that safeguarding concerns, discussions and actions are recorded and referred 

according to Leap’s procedures. 

   

Designated Safeguarding Team  

The designated safeguarding team consists of the Designated Safeguarding Lead and 

Designated Safeguarding Officers.   

 



Policy Safeguarding Guidance 

Type Safeguarding 

Approved December 2024 

Review November 2025 

 

 

Page 5 

 

The Designated Safeguarding Lead (DSL) acts as the main source of support, advice and 

expertise for safeguarding and they are responsible for compiling the annual safeguarding 

report.   

 

The Designated Safeguarding Officers (DSO) have responsibility for responding to 

safeguarding concerns within LEAP. They do not replace the DSL, but they act as an 

operational deputy in responding to safeguarding concerns.   

 

 

Current named postholders 
 

Name Role Responsibilities 

Kanchan Jadeja Trustee Lead safeguarding trustee, responsible for chairing the 

Safer Leap committee of the Board and ensuring overall 

safeguarding strategy for the organisation 

 

Jo Broadwood Chief 

Executive 

Responsible for ensuring the organisation is following & 

maintaining the safeguarding policy 

   

Laura Johnson Designated 

Safeguarding 

Lead 

Overall responsibility for the day to day management of 

safeguarding within the organisation, including 

maintenance of the safeguarding policies & guidance and 

reporting to the CEO and the Board on safeguarding 

matters 

 

Ahmed Moallim 

Hannah Ziolek 

Runa Uddin 

 

Designated 

Safeguarding 

Officers 

Responsible for day to day management of safeguarding 

during training sessions, reporting and managing cases 

as they arise.  

 

  



Policy Safeguarding Guidance 

Type Safeguarding 

Approved December 2024 

Review November 2025 

 

 

Page 6 

 

Safer Working Practices 
 

Purpose 
 

This guidance sets out how Leap sets up delivery to ensure all participants, staff and trainers 

are kept safe and risks are managed appropriately. This guidance must be followed for all 

delivery, with young people or adults.  

 

Guidance  
 

Planning and supervision  

All activities or work will be planned, risk assessed and have the appropriate supervision in 

place. This includes:  

• Considering the nature of the activity, and the age, gender, and any additional needs of 

individuals. 

• Working to the best of your ability, acting within your competence and not taking on 

anything you do not believe they can safely do.   

• Ensuring all appropriate risk assessments and security checks have been carried out 

prior to any activity. This includes first aid cover, safeguarding and accident reporting.  

• Ensuring that another adult is present and you are visible to others., especially when 

working with young people or vulnerable adults. 

• Not spending unauthorised time with young people or adults attending programmes 

or using services outside of designated work times or activities.   

• Not transporting young people or adults attending programmes or other events 

anywhere, unless accompanied by another adult, or as part of a formal, authorised 

arrangement.  

 

In most circumstances your manager should be aware of any situations where you may be 

alone with another individual or in contact with them outside of designated work times and 

activities before the contact occurs, so the appropriate risk assessments can be put in place. 

In unforeseen circumstances, if you are left alone with an individual you are working with, 

your manager must be informed as soon as possible.   

 

Risk Assessment  

It is everyone’s responsibility to challenge unsafe practices, and to make sure that the places, 

the activities you run and people you support do not put others at risk of harm. We recognise 

that it is not possible to create environments that are completely free of all risk to safety and 
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wellbeing. However, everyone has a responsibility to manage and reduce the level of risks to 

an acceptable level, avoiding unnecessary risks.   

 

A risk assessment is simply an examination of what could cause harm, so that you can weigh 

up whether you have taken sufficient precautions or should do more to prevent it. The aim is 

to try to make sure that no one suffers harm. Once you identify that something or someone is 

unsafe, you must do something about it. You should discuss informally any risk issues as they 

arise within your teams ensuring appropriate written risk assessments are in place and 

regularly reviewed in all existing pieces of work. For more information about risk assessment 

see Annex 4 of this document. 

 

Confidentiality  

Those who use or work for Leap, as well as the public, have a right to expect that Leap is a 

confidential environment in which their information will be treated with due care and respect, 

shared only with their consent, in their best interests or through a legislative duty.   

 

Everyone must respect confidentiality.  

You are expected to respect the confidentiality of any information that you encounter and 

under no circumstances to divulge information or pass it to any individual or organisation in 

any form unless it is authorised. You should assume that information is confidential unless 

you have been told otherwise.  

 

No one can offer absolute confidentiality.  

Confidentiality is between the individual and Leap, not the individual representative, and we 

expect information to be shared within teams and with managers as part of the delivery of a 

programme or service on a need to know basis. We will only share confidential information 

outside of Leap with the individuals consent, unless it is in their best interests (for example, if 

they are at risk of harm) or if we have a legal duty to share (for example, it relates to a 

terrorist threat).  

 

Help young people understand the boundaries of confidentiality.  

Young people may disclose information to you because of the relationship you have and the 

environment that Leap’s programmes create. The general rule is that you should make clear 

that there are limits to confidentiality, at the beginning of any activity or conversation. These 

limits relate to ensuring young people’s safety and wellbeing, and the young person should be 

informed when a confidence must be broken for this reason.   

 

Young people and staff need to know the boundaries of confidentiality to feel safe and 

comfortable in discussing issues and concerns, including their relationship to conflict, and so 
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they can make informed decisions about the most appropriate person to talk to about any 

personal issues they want to discuss.   

 

Safe practice means that you should:  

• treat confidential information with due care and respect.  

• always record the reasons for sharing information - what you have shared, with whom 

and for what purpose.  

• share information sensitively, anonymously where possible, if you need to discuss 

issues and seek advice from others.  

• make clear at the beginning of any activity or conversation, the limits to confidentiality, 

and explain what and how information will or could be shared and why.  

 

You should never:  

• use confidential information for our own, or others’ advantage (including that of 

partners, friends, relatives or other organisations).  

• use confidential information to intimidate, humiliate, embarrass or abuse another 

person.  

• share confidential information casually in conversation with others.   

• promise absolute confidentiality to an individual you are working with.   

  

Communication  

All communications should take place within clear and explicit boundaries, whether face to 

face, written, on the telephone or online.   

 

You should:  

• ensure that all communications are transparent, open to scrutiny and relevant to your 

work with Leap.  

• not tolerate any bullying, harassment or discrimination, or the promotion of extremist 

views.  

• store and share personal details like mobile numbers and emails securely, as required 

by the Leap’s data protection policy.  

• not ask for or respond to any request for personal information other than that which is 

appropriate as part of your role.  

• not contact any young person or adult attending programmes, or using services, for 

reasons unrelated to Leap, which includes any social or other non-work-related 

arrangements.  

• be mindful of your association with Leap in online social networks. If you identify 

yourselves as a Leap representative, ensure that your profile and related content is 

consistent with our values and practices.  
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Photography and videos  

It may be appropriate on occasion to record photographic and video images of Leap 

activities.   

 

You should:   

• only record images when it is agreed and understood that this will be done, and where 

possible, use Leap equipment.   

• be clear why images are being recorded and what will happen to them.  

• ensure that all images are available for scrutiny, and screened for acceptability.  

• report any concern about inappropriate or intrusive photographs being taken or 

subsequently found.  

• if any image is used, not name the individual, unless you have specific signed consent 

and there is a need to do so.  

 

No photos or videos of Leap events or activities will be taken without the agreement and 

consent of everyone involved.  

 

Being a good role model  

All Leap representatives are expected to adopt high standards of behaviour and act as a good 

role model. You should also be aware that safe practice includes using judgment and integrity 

about behaviours outside of Leap. For example, misuse of drugs, alcohol or acts of violence 

outside of work, presence on social media could impact on your suitability to be a Leap 

representative.    

 

You should ensure that you are appropriately dressed and in a fit state to work. This means 

that you are rested, prepared and well enough to undertake the work required, as well as 

drug and alcohol free whilst working or taking part in Leap’s activities. You should recognise 

when personal problems and concerns may be having an impact on the working environment 

and discuss these with your manager.   

 

Behaviour management   

All  young people and adults have a right to be treated with respect and dignity. Any 

challenging behaviour experienced through our programmes or services should be managed 

in a trauma informed way, and through the Leap approach of supporting individuals to 

identify the elements of conflict and their relationship to it, to de-escalate.   
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It is standard practice to ensure that acceptable standards of behaviour have been defined 

and agreed with young people and adults that Leap are working with, whatever the 

programme or service.  

 

Physical contact  

Physical contact should never be initiated by a Leap representative unless this is to prevent 

accident or injury or in the case of medical assistance being needed. In training, activities and 

practical demonstrations you should be sensitive to the needs of others, where possible 

demonstrating on a colleague or other responsible adult with their pre-arranged permission.   

Physical contact may be initiated by young people or adults at times when they need comfort 

or want to express gratitude, and you should be mindful of responding in a respectful and 

appropriate way, making sure your interactions are visible to others. Where physical contact is 

initiated, you should respect the dignity, privacy and feelings of the individual, and if the 

individual is upset, try to provide appropriate comfort and support without physical contact.  

 

Personal intervention.  

Personal intervention is any form of physical contact with a young person or adult to manage, 

control or direct their movement or actions.  Personal intervention should only be used when 

it is the only option available to keep the individual and others safe. The ‘Lead’ member of 

staff is responsible for making any decision about personal interventions, and you must 

ensure you do not use any form of physical force that could be construed as assault or put 

yourself at risk of personal harm or injury.   

 

In the event of any physical aggression you should seek to de-escalate, maintaining a physical 

presence where appropriate.  You should never restrain another person. If restraint and 

control are required, appropriate qualified support should be sought immediately, for 

example, from the police. Only in an emergency, to prevent an immediate danger or injury, is 

it acceptable to physically intervene. In such circumstances, the incident must be reported to 

your manager at the earliest opportunity.   

 

Drugs, alcohol and psychoactive substances  

Drugs, alcohol and/or psychoactive substance misuse can affect an individual’s ability to 

participate fully in a programme and can be a threat to their safety and that of others. Young 

people or adults should not be in possession of, under the influence of, nor consume illegal 

drugs, alcohol or psychoactive substances on any of Leap premises or programmes, and any 

incidents must be reported to your manager. Everyone should be made aware of this during 

their recruitment and/or induction to Leap.  
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Where possible Leap will seek to curtail the offending behaviour. If this cannot be achieved, 

we may have to consider exclusion. You must inform your manager immediately if you think 

an individual is dealing drugs during a Leap programme, or on Leap premises, as a decision 

may need to be made about involving the police and informing parents, carers or other 

agencies.   

 

Weapons  

There is no justifiable reason for weapons to be carried at any time by any individual involved 

in Leap’s activities, and it is illegal to possess a weapon or use any item as a weapon in a 

public place.  

 

If dealing with a situation you should ensure your safety first, then that of others involved in 

the situation, then the individual with the weapon. If for any reason you consider the potential 

risk to be such that you cannot safely deal with it, you should call 999.  

 

Gifts and inducements  

On no account should you give an individual you are working with a gift, or buy refreshments 

or meals, which could in any way be considered a bribe or inducement to enter into a 

relationship with that individual or give rise to any false allegations of improper 

conduct.  Incentives fall outside of this provided they are part of a Leap programme of work 

and provided in the full knowledge of programme leads.   

 

There are occasions when individuals may want to give you a small token of appreciation, as a 

thank-you and this is usually acceptable. However, it is unacceptable to receive gifts on a 

regular basis or of any significant value. Any gifts or favour from an individual you are working 

with should be declared to your manager.  
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Identifying & reporting concerns  
 

Purpose 
 

This guidance outlines how we identify and respond to concerns about the safety or wellbeing 

of a young person.  

 

Guidance  
 

Our safeguarding duty of care  

At Leap we promote a proactive response to keeping children, young people and adults safe, 

encouraging their active participation in keeping themselves and others safe. Some of the 

individuals we encounter may be in vulnerable circumstances, experiencing distress (for 

example due to family conflict or experience of violence) or have mental health needs. We 

recognise that Leap is not a ‘professional safeguarding organisation’. We will work in 

partnership with other organisations, including statutory services like the police and social 

care, to signpost to services who are better equipped to provide help and support and to 

protect those who have been or are at risk of harm, exploitation or abuse.   

 

This means that Leap representatives will:  

• always act in the best interests of individuals, respecting and involving those who use 

our services, providing them with safe and appropriate advice and signposting to 

services that meet their needs and supports their rights.   

• not knowingly act or fail to act in a way that results in harm to others.   

• provide high-quality services to the best of their ability, acting within their competence 

and not taking on anything they do not believe they can safely do.   

• protect confidential information except where the wider duty of care or the public 

interest might justify making it known.  

  

What this means for our young people?  

Young people will receive good quality services from people who have the skills and abilities 

to deliver them safely and to a high standard. This includes our duty to protect them from 

harm. Young people will be treated with dignity and respect, included in and given a choice 

over decision making which impacts them, unless they lack the capacity to do so or it would 

put them at serious risk of harm, exploitation or abuse.  
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What this means for people in the communities where we work  

If we encounter individual cases of harm, exploitation or abuse in communities and places 

where we work, even if they are not directly related to Leap activities, our staff will refer them 

on to the appropriate persons or agencies. When the appropriate agencies fail to reasonably 

respond, we will escalate our concerns to the next appropriate authority.  

 

What is a safeguarding concern?  

A safeguarding concern is when you are worried about the safety or well-being of a child or 

adult because of something seen or heard, or information which has been given to you. A 

safeguarding concern can also involve a Leap representative, or a representative from 

another organisation, endangering the safety or wellbeing of others, for example, by not 

following the code of conduct.  

 

Process for identifying safeguarding concerns  

This process tells everyone at Leap what action to take if they have concerns about the safety 

or wellbeing of a child or adult. It also applies if someone at Leap observes concerning 

behaviour from others they may be working with. Our responsibility lies in reporting any and 

all concerns to the relevant and appropriate people within the organisation. 

  

1. Be alert to safeguarding concerns.  

Everyone should be alert to the signs of potential harm, exploitation and abuse. It is not your 

responsibility to investigate safeguarding concerns or determine the truth of any disclosure or 

allegation. However, you do have a duty to recognise concerns and maintain an open mind. If 

you are worried about the safety or well-being of an individual, it’s important to do something 

about it.  

 

 2. Question behaviours  

The signs might not always be obvious, and an individual might not tell anyone what is 

happening to them. If something seems unusual, or you are worried about an individual’s 

safety or well-being try to speak to them, if appropriate, to seek further information.   

Clarifying questions. ‘Not investigating’ does not mean that you cannot ask any questions. 

You should ONLY ask enough questions to clarify whether there is a safeguarding concern. 

You may wish to use the acronym ‘TED’ as a reminder that the individual can be encouraged 

to ‘Tell’, ‘Explain’ and ‘Describe’ the concern. If it is necessary to seek further clarification, you 
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should keep to open questions such as What? When? Who? How? Where? Once you have 

clarified that a child or adult is being harmed or is at risk of harm (or you are reassured they 

are safe), no further questions should be required, and you should then follow the steps for 

recording and reporting.   

 

3. Seek help  

If you have concerns and are not sure what to do, you must ask for help. Share your 

concerns with your Designated Safeguarding Officer or the Designated Safeguarding 

Lead or if working with a partner agency seek help from the partner designated safeguarding 

officer. If after seeking advice, the DSO/DSL tells you there is no safeguarding concern, that 

doesn’t mean you don’t need to do anything at all.   

 

You should discuss with the DSO/DSL what actions, if any, may be appropriate to support the 

individual or help them access alternative help and support.   

 

4. Record and report  

Whatever your concern, whether you have been told something, whether you have seen or 

heard something that has made you uncomfortable– you must share it. Never assume that 

someone else will take responsibility for reporting your concern.   

 

Fill out the safeguarding concern form, and give this to your Designated Safeguarding 

Officer, and let your manager know you have reported a concern. Once you have shared your 

concern the Designated Safeguarding Officer will decide what the next course of action 

should be, and they will be responsible for taking this forward.  

 

How to listen and behave if you receive a safeguarding concern.  

When an individual shares information with you or you have concern about their safety or 

wellbeing, it is extremely important to think about what to say and how to behave. In the 

event of an individual indicating that they want to talk about an issue or problem, you should 

respond as follows:  

• If approached by an individual, try to arrange a time and place where you can talk 

privately with them as soon as possible. Private does not need to be alone – hold this 

within a quiet space which is within sight of others. If you are talking with the individual 

on the telephone, or online, alert a colleague to the situation so that they can be 

available to support you and help with any actions.   

• Listen or read carefully, trust what is being said, and take any expressed concern 

seriously.  

• Stay calm and try not to show signs of anxiety or shock.  

• Offer immediate support and reassurance.  
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• Try to find out as much as you can but focus on getting only the essential facts. Try to 

find out as much as you can from them, using open questions to establish what has 

happened and to find out if the individual is at immediate risk of harm.  

• Discuss with the individual what they can do, what you can do and what you think 

should happen next and who will be involved.  

• If you don’t already have it, ask for a name and/or contact number if they are willing to 

give one, and ask for their consent for you to report the situation to the appropriate 

services if necessary. Explain that you have a duty to pass the information on if you 

think they, or others need to be kept safe.   

• Record an account of the conversation immediately, using the individual’s actual words 

wherever possible, on the safeguarding concern form, and give this to the Designated 

Safeguarding Officer.  

 

Disclosures of non-recent abuse  

There is no time limit on reporting exploitation and abuse. Disclosures of child exploitation or 

abuse are sometimes made by adults and young people a period of time after the abuse has 

occurred. An alleged perpetrator may continue to present a risk to others if the information is 

not shared. It may also be the case that there are other historical victims.  

When an individual discloses that they were previously exploited or abused as a child, you must 

ensure the individual knows that you will have to pass this information on. Fill out the 

safeguarding concern form and give this to your Designated Safeguarding Officer. They will 

decide what action to take, taking into account the individual’s wishes.   

  

Concerns about Leap representatives.  

If you see or hear about anyone at Leap acting in a concerning way and you think they have 

harmed a young person or that their behaviour poses a risk of harm to young people, you 

must report this directly to the Designated Safeguarding Lead within 24 hours, as Leap are 

required to seek advice from the Local Authority Designated Officer as soon as possible.   

Where the individual may pose a risk of harm to others, steps may need to be taken to 

prevent the individual having access to young people or adults at risk, for example, by 

removing them from the activity. This should always happen on instructions from your DSL.    

 

Safeguarding concerns with a partner organisation.  

If you are concerned about the safety or wellbeing of an individual or the behaviour of 

someone from another organisation, you should report this to the organisation’s Designated 

Safeguarding Officer in the first instance. It is their responsibility to respond to the matter.  

You should also report to Leap’s Designated Safeguarding Officer, as they will follow up with 

the other organisation, and make sure action has been taken.  
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Safeguarding Person ‘On-call’  

All programmes will have a member of the safeguarding team appointed to support them. 

Support is primarily telephone support unless the situation is assessed as needing face to 

face support. All risk assessments will contain the name and contact numbers of on-call 

designated safeguarding persons.   

 

Contacting the on-call designated safeguarding person.  

The safeguarding person will be directly contactable by telephone and email, from 9am until 

9pm and overnight during residentials. If the concern is a safeguarding emergency, you 

should always call the safeguarding person, and not send an email.   

 

If a Leap representative needs to contact the safeguarding person between the hours of 9pm 

and 9am they should:  

• Call, if it is a safeguarding emergency.  

• Email if it is not a safeguarding emergency.   

 

NSPCC Adult Helpline  

If you are unsure what to do next, or have difficulty finding help, call the NSPCC adult 

helpline on 0808 800 5000. They will give advice and a reference number you can log.   

  

  



Policy Safeguarding Guidance 

Type Safeguarding 

Approved December 2024 

Review November 2025 

 

 

Page 17 

 

Safeguarding emergency response  
 

Definition of a safeguarding emergency  

A safeguarding emergency is a situation in which a child, young person or adult is in immediate 

danger and to do nothing would result in actual harm to the individual. In most circumstances, 

a safeguarding emergency means professional emergencies services are contacted (police, 

ambulance or local authority social care).   

Safeguarding emergencies may include:  

• A life threatening physical or psychological injury or condition.  

• An individual expressing concerns about their immediate safety, especially if they are 

afraid to leave or go home.  

• An individual assessed to be at immediate risk of suicide.  

• A significant and immediate risk an individual or a group of individuals’ will seriously 

harm another person (for example a physical fight which you are unable to de-escalate, 

especially if it involves a weapon.)  

  

In any safeguarding emergency you will carry out any initial actions which will make 

the situation safe, contact the appropriate professional emergency services, and report 

directly to the Designated Safeguarding Lead immediately, as well as informing your 

manager.  

 

Guiding principles in a safeguarding emergency  

• Speed: you should deal with emergency situations promptly.  

• Clarity: all those involved should be clear about what to do and who is in charge.  

• Transparency: you should report incidents to the appropriate people and services.  

• Care: during and after the emergency you ensure that everyone receives the support 

and care that they need.    

 

Actions to take in a safeguarding emergency  

Immediate response  

The primary objective is always to identify and minimise any potential ongoing risk and make 

the situation safe. Whilst you should do what you can to keep others safe from harm, the 

priority is always protecting yourself.   

The ‘lead’ member of Leap staff must take charge of the immediate response. Other Leap 

representatives may be asked by the lead to call for emergency services, go for assistance or 

help to make the situation safe, but the lead remains the person in charge of the situation.   
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• Stay calm.   

• Explain the situation. Where possible and appropriate, explain to the individual(s) 

your concerns and the potential seriousness of the situation, and what actions will be 

taken, seeking consent. If the individual does not give consent you can still act if you 

feel it is to protect the individual or others from harm or in the public interest to 

prevent a crime.   

• Call for emergency help. Where necessary, share relevant information with the 

appropriate professional emergency services as soon as possible (for example, the 

police, ambulance or social services).   

o When contacting emergency services, you should:  

▪ say who you are  

▪ give the details of the individual at risk  

▪ explain the situation which is occurring  

▪ provide any relevant background information  

▪ ask what will happen next.  

• Make the situation safe. Where possible and appropriate, you should make the 

situation as safe as you can. If an individual is suffering from physical injuries, this means 

calling a Leap First Aider. If you or other people are at risk of harm, you should remove 

yourself and them from the situation if possible. If you are in a location where there are 

security services, you should contact them.   

• Inform a senior manager. Following this, the Designated Safeguarding Lead must 

be informed as soon as possible. They will take charge of the situation and advise you 

on what to do next.   

  

If you are working with another organisation or not at a Leap venue, you should follow the 

emergency protocol you have agreed during the planning stages or as part of the service level 

agreement.   

 

Safeguarding emergency management team  

Once the DSL has been informed they will create an emergency management team whose 

role it is to ensure the situation is managed safely and objectively.  All decisions made after 

the immediate response will be led by the emergency management team.   

  

You will be asked to provide the team with as much information as possible. They will also ask 

you to keep them aware of any further developments. You should not discuss the situation 

with anyone who does not need to know.   

 

 

Post safeguarding emergency  
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Emergency situations can affect people physically and psychologically and affect the 

programmes and services we provide at Leap. After any safeguarding emergency, there are 

things that you and Leap should do.  

1. De-mobilisation. Immediately after a situation you should establish how others are 

coping and determine if there are any immediate support needs. Demobilisation is 

about rest, information and time out.   

a. Summarise the situation and clarify uncertainties.  

b. Invite questions and discuss issues of concern.  

c. Encourage the group to talk about what has happened.  

d. Identify any current needs for care or support.  

e. Offer advice or information on where they can go for help or support.   

2. Gather additional information. The lead should make sure that any additional 

relevant information has been recorded and passed on to the DSL.  

3. Briefing for other staff. The DSL will arrange for any other staff on-site to be given a 

simple briefing of what is/has happened, which will include talking to the media and 

other outside agencies.   

 

Longer-term actions   

1. Debriefing. Leap will arrange a debrief within a week of the situation, once individuals 

have had enough time to take in what they have experienced. Debriefing is not 

counselling. It is a structured voluntary discussion aimed at putting an abnormal 

situation into perspective. It offers individuals clarity about the situation they have 

experienced and assists them to establish a process for recovery. The de-brief should 

help individuals explore and understand:   

a. The sequence of events.  

b. The causes and consequences.  

c. Each person’s experience.  

d. Any memories triggered by the incident  

e. Normal psychological reactions to emergency situations  

f. Methods to manage emotional responses  

2. ‘Check in’ with individuals. If appropriate, Leap will contact individuals at home or in 

hospital, especially if they cannot make the de-brief.   

3. Reporting. The safeguarding emergency management team will decide if any external 

agencies, like the Charity Commission, need to be informed.   

4. Monitoring. There may be a need to continue to monitor individuals internally and 

respond to support needs.   

5. Lessons learned. The safeguarding emergency management team, following the 

debrief, will reflect on the situation and share any learning, identifying if there is a 

need for policies, procedures or practice to be improved.  
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Residential Training 
 

Purpose 
 

This is supplementary safeguarding guidance relevant to residential courses which Leap 

offers as part of many programmes. Leap offers residential courses for both adults and young 

people. 

 

Residential programmes are transformational for young people who may never have had the 

opportunity to be away from home overnight previously and are a vital part of our flagship 

programmes. They do give rise to additional risks however, which this guidance sets out to 

mitigate.  

 

For adults, residential programmes bring the participants together to strengthen 

relationships, create opportunities for team building and developing trust between 

participants to provide a safe environment for practising their learned facilitation skills. 

 

Guidance  
 

Risk assessment  

All residential courses must have a completed risk assessment, as for all other training, but 

there are additional risk factors that must be considered:  

 

Additional pre-course information 

We need to ensure that information relating to the medical needs and allergies or other 

important information contained on booking forms is passed to the lead trainer. Trainers 

should check that young people have medications with them before leaving the departure 

location.  

If a participant over the age of 18 needs to leave the course earlier than planned, we need to 

capture information to understand any support needs they may have in travelling back from 

the residential using public transport. The process for participants under the age of 18 leaving 

before the end of the programme is detailed below. 

 

First aid 

There should be a member of Leap’s team, or a Trainer who is a designated first aider on a 

residential. They should be present on the coach as this is one of the most high-risk activities. 
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We acknowledge that most residential settings have designated first aiders on site, however 

having a leap staff member trained is due diligence.  

 

Amnesty box 

We will provide an amnesty box at the departure location and provide the opportunity for 

participants to confidentially leave prohibited items behind. This will be left with a Leap staff 

member to suitably dispose of under the guidance of the Designated Safeguarding Lead.  

 

Signed rules  

We will provide a code of conduct outlining behavioural expectations on the residential which 

all participants must agree to by signing before departure. This document can then be used 

as a discussion point if the code of conduct is breached. 

 

Night cover arrangements  

Responsibility for the young people overnight means we need to appoint a member of staff or 

training team to be supervising and available if there is a problem. A person on night cover is 

expected to be awake all night, so must be able to sleep during the day. This could be a Leap 

staff member or a trainer who is not scheduled to carry out training all day during the course.  

 

The responsibilities of the night cover person are:  

• To stay awake until young people have been asleep for at least an hour 

• To be visible to potential young people 

• To ensure young people remain in their rooms and complying with behavioural 

expectations 

• To be available if there are any issues or incidents and escalate to emergency services, 

centre management or internal safeguarding team depending on the nature of the 

incident  

• Attend the first session with the young people in the morning to address any concerns 

or issues that arose overnight (but sleep for the rest of the day) 

 

It is not essential for a staff member to be on night duty on a residential for adult participants, 

however, we do expect the Programme Manager to do a risk assessment and decide whether 

or not we think this is needed based on the participants that have signed up, taking into 

account any special needs, vulnerabilities, or feedback from any training that has happened 

before.  

 

Acceptable behaviour from residendial participants  

It’s important that  participants understand the behaviour expected from them at the 

residential,  

• Group agreement will be discussed at the departure location and remains in force at 

all times 
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• Participants should not enter each others’ rooms  

• They should stay on site at all times  

• They must treat each other, centre staff and Leap representatives with respect 

• There should be no littering or damage to property  

• Participants must not enter gendered spaces that are not the ones they use  

• No drugs, alcohol, vapes or cigarettes at any time 

• No physical altercations or intimacy (with each other, any adults, or other young 

people who may be on site)  

 

Acceptable behaviour from Leap representatives 

Staff and trainers also need to have a clear set of behaviours for residential situations. In 

additional to the agreed Code of Conduct there are the following rules which must be 

followed:  

• Adults should not enter young people’s rooms or showers at any time  

• The team should know where everyone is at all times  

• No team member should be alone with a participant, and /or out of sight of other team 

members 

• Leap representatives should be role-modelling the behaviour expected from 

participants  

o Using appropriate language (e.g. not swearing)  

o Not drinking any alcohol, even once the participants are in bed 

o Not taking any drugs or engaging in any behaviour the participants are asked to 

refrain from 

• Only vape or smoke in the designated area, which must be out of sight of the 

participants 

 

Removal from the programme 

If a participant breaks the rules they have agreed to at the start of the programme they may 

be removed from the course and sent home. For young people under 18 years old, or others 

who are vulnerable, the Leap representative or Senior Trainer must call the emergency 

contact , and will be  accompanied back to their local area / to an agreed location where they 

will be met by their carer/emergency contact. Young people must not be permitted to travel 

unaccompanied.  

 

For participants over the age of 18, the Leap representative must liaise with the DSO to agree 

the best approach for travel. The pre-course information should be checked to understand 

whether the person is able to travel independently. If they are, Leap will provide a taxi for 

them to reach the nearest train station and will make their way home from there. If it is very 

late, travel should be postponed until the following morning.  
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Online Training 
 

Purpose 
 

This document outlines our policy and guidance on safeguarding young people and adults for 

online delivery.  It sits alongside our Safeguarding Policy.   It explains our commitment to, and 

the structures and procedures we have in place for safeguarding of digital delivery.   

 

Safer online working practices 
 

Planning and set up   

All online activities for young people will have two Leap representatives present. This could be 

two trainers, or one trainer and a Leap staff member to support).  Ideally, the second staff 

member would be a DSO, however, if this is not possible, a DSO would be on call and their 

details would be included in the risk assessment.  

 

Preferably two staff members would be available for delivery to adults, but this is at the 

programme manager’s discretion. 

 

In addition, the team will:   

• Consider the nature of the training, and the age, gender, and any additional needs of 

individuals.   

• Work to the best of their ability, acting within their competence and not take on 

anything they do not believe they can safely do.   

• Programme managers will ensure that all appropriate risk assessments and platform 

security checks have been carried out and are in place prior to the training. This 

includes safeguarding out of hours cover if required.   

• Ensure that another adult is present on the course (for online delivery with young 

people). 

• Not spend unauthorised time with young people or adults attending the training 

outside of designated training times.   

• All appropriate consent required has been obtained in advance of the training.   

 

In all circumstances Programme Managers must be aware of any situations where staff or 

trainers may be working online alone with a young person so that appropriate risk 

assessments can be put in place.  Risk assessments to consider what needs to happen if the 

trainer’s internet connection fails which results in one trainer/ a staff member having to 
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complete the delivery alone.  Trainers must be encouraged to contact Leap’s programme 

managers by text or phone call should this situation arise.   

 

Risk assessment  

It is everyone’s responsibility to challenge unsafe online practices, and to make sure that our 

work does not put others at risk of harm. We recognise that it is not possible to create online 

environments that are completely free of all risk to safety and wellbeing. However, everyone 

has a responsibility to manage and reduce the level of risks to an acceptable level, avoiding 

unnecessary risks.  Leap’s risk assessment protocols apply for all online training.   

 

Security and online platforms  

Leap’s preferred platform for online delivery is Zoom. Leap Zoom hosts are setup with several 

security features to ensure that sessions are secure and are less susceptible to malicious 

online activity. This includes password enabled sessions, where the password is embedded 

within the unique link generated for each session.  

 

When planning for online delivery, ensure that you book a Leap Zoom host well in advance, 

and add the Zoom meeting link in your invite. The session ID and password is already 

embedded within the link, so you will not need to provide these separately.  

 

At the time of your meeting, use the link on your invite to start your meeting, and login as the 

host. All Zoom hosts has been set up to enable waiting rooms, which means that your 

participants will only be able to enter the session if you admit them. Once you have all the 

participants you are expecting, it is good practice to lock your meeting to prevent gate 

crashers. As host, you are also able to remove participants, which can be useful for any 

uninvited guests. For additional information on how to use Zoom, visit the Digital Delivery via 

Zoom web page.  

  

Confidentiality  

Those who use or work for Leap have a right to expect that Leap is a confidential environment 

in which their information will be treated with due care and respect, shared only with their 

consent, in their best interests or through a legislative duty.   

 

Everyone must respect confidentiality.  

You are expected to respect the confidentiality of any information that you encounter and 

under no circumstances to divulge information or pass it to any individual or organisation in 

any form unless it is authorised. You should assume that information is confidential unless 

you have been told otherwise.  

 

https://leapcc.sharepoint.com/sites/testsite/SitePages/Digital-Delivery.aspx
https://leapcc.sharepoint.com/sites/testsite/SitePages/Digital-Delivery.aspx
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No one can offer absolute confidentiality.  

Confidentiality is between the individual and Leap, not the individual representative, and we 

expect information to be shared within teams and with managers as part of the delivery of a 

programme on a need to know basis. We will only share confidential information outside of 

Leap with the individual’s consent, unless it is in their best interests (for example, if they are at 

risk of harm) or if we have a legal duty to share (for example, it relates to a terrorist threat).  

 

Help young people understand the boundaries of confidentiality.  

Young people may disclose information to you because of the relationship you have with the 

young person you are supporting online.  In keeping with guidance in Leap’s Safeguarding 

children and adults policy and guidance the general rule is that you should make clear that 

there are limits to confidentiality, at the beginning of any conversation. These limits relate to 

ensuring young people’s safety and wellbeing, and the young person should be informed 

when a confidence must be broken for this reason.   

 

Communication  

All communications should take place within clear and explicit boundaries, whether face to 

face, written, on the telephone or online.   

You should:  

• ensure that all communications are transparent, open to scrutiny and relevant to your 

work with Leap.  

• not tolerate any bullying, harassment or discrimination, or the promotion of extremist 

views.  

• store and share personal details like mobile numbers and emails securely, as required 

by the Leap’s data protection policy.  

• not ask for or respond to any request for personal information other than that which is 

appropriate as part of your role.  

• not contact any young person or adult attending online programmes for reasons 

unrelated to Leap, which includes any social or other non-work-related arrangements.  

• be mindful of your association with Leap in online social networks. If you identify 

yourselves as a Leap representative, ensure that your profile and related content is 

consistent with our values and practices.  

 

Participants attending online training should be encouraged to find a quiet space in which to 

participate in the training, ideally where they cannot be overheard or others in the group 

overheard.  If this is not possible, headphones or turning down the volume of devices might 

also be encouraged.  Participants  are to be reminded to protect the confidentiality of others in 

the group by ensuring, as best they can, that other participants cannot be seen or overheard 

without at least prior knowledge that this may be the case due to their circumstances.  Under 
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no circumstances should anyone be recorded or photographed without their knowledge and 

consent.   

 

Being a good role model  

All Leap representatives are expected to adopt high standards of behaviour and act as a good 

role model. You should also be aware that safe practice includes using judgment and 

integrity.    

Where possible all digital devices used should be owned by Leap, of course we understand 

that this is not possible for trainers.  Trainers should use Leap accounts when delivery training 

on behalf of Leap.  All Leap Zoom accounts have been adapted to support safer working 

practices for young people – waiting rooms and passwords.     

 

You should ensure that you are appropriately dressed and in a fit state to work. This means 

that you are rested, prepared and well enough to undertake the work required.  You should 

recognise when personal problems and concerns may be having an impact on your ability to 

delivery work safely and discuss any concerns with your manager or designated safeguarding 

officer.   

 

All staff and trainers must wear suitable clothing as should anyone else in the household who 

may possibly be seen by young people attending Leap training.   Language used must be 

professional and appropriate for the audience, including any family members who may be 

overheard in the background.   

 

Any computers/devices should be placed in appropriate areas, for example, ideally not in 

bedrooms and where possible with a neutral background which does not show any personal 

pictures or identifying information.   

 

Trainers or staff are to be mindful that no identifying features that would allow your home 

address to be identified is showing at any time during the training.   

 

Behaviour management   

All young people and adults have a right to be treated with respect and dignity. Any 

challenging behaviour experienced through our programmes or services should be managed 

through the Leap approach to managing behaviour.  Where this is not possible, the training 

should be terminated to avoid any risk of harm.  For example, if a participant shares 

inappropriate content or images during the training.    
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It is standard practice to ensure that acceptable standards of behaviour have been defined 

and agreed with young people and adults that Leap are working with, whatever the 

programme or service.  

 

Drugs, alcohol and psychoactive substances  

Drugs, alcohol and/or psychoactive substance misuse can affect an individual’s ability to 

participate fully in a programme and can be a threat to their safety and that of others. Young 

people or adults should not be under the influence of illegal drugs, alcohol or psychoactive 

substances on any of Leap online programmes, and any incidents must be reported to your 

manager. We appreciate that it may be difficult at first to tell if anyone is under the influence, 

if trainers and project workers suspect this is the case then break out rooms should be used 

to explore further with the view to supporting the individual to leave the training session.    

 

Recording online training   

In some instances, Leap may wish to record training and other activities taking place with 

young people.  This might be at the request of a partner agency so that should any issues 

arise, the video recording can be reviewed.  Staff and trainers will be told in advance where 

training sessions will be recorded, and appropriate consent will be obtained either from 

participants or from parents of young people under 18 years old.    
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Managing Safeguarding at Leap 
 

Purpose 
 

This section sets out the day-to-day management processes for safeguarding at Leap, how 

records will be kept and how cases are managed.  

 

Designated Safeguarding Team  
Leap has a team of designated safeguarding officers who manage day to day safeguarding 

matters at Leap, headed by the designated safeguarding lead who has overall responsibility 

for safeguarding management.  

 

The DSO team meets every 3 weeks to discuss open safeguarding cases, and continuing 

professional development needs across the organisation. They also organise andrun training 

on Leap’s safeguarding processes as needed for the wider staff and trainer community.  

 

Role of the Designated Safeguarding Officer 
 

The DSO has responsibility for responding to child welfare and child protection issues within 

Leap. The DSO does not replace the Designated Safeguarding Lead but acts as an operational 

deputy in responding to safeguarding concerns.   

 

The Designated Safeguarding Officer must be a paid member of staff.  There must always be a 

DSO available in person (or exceptionally by phone) to discuss safeguarding concerns, and 

cover should be in place for out of hours or residential activities.   

 

Role of the Designated Safeguarding Lead 
 

The Designated Safeguarding Lead (DSL) acts as the main source of support, advice and 

expertise for safeguarding within Leap and they are responsible for compiling the annual 

safeguarding report for the Chief Executive.   

 

For the purposes of safeguarding, any individual carrying out the role of the Designated 

Safeguarding Lead (DSL) will be a member of the Senior Leadership Team who has the 

knowledge and skills required to carry out the role, who reports directly to the Chief 

Executive. They must have the resources and capacity to act and to influence others, but it is 

not essential that they hold an additional Senior Leadership Team role.  
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On-call Safeguarding support  
For all programmes and events a trained and competent designated safeguarding person will 

be available. Support is primarily telephone support unless the situation is assessed as 

needing face to face support. All risk assessments for activities and events will contain the 

name and contact numbers of on-call designated safeguarding persons.   

 

Principles    

1. A designated safeguarding officer (DSO) will be on-call when, as part of an established 

arrangement expressly approved by Leap’s SMT, they are available outside of core 

office hours to provide support in the event of a safeguarding concern.  

2. Support will primarily be telephone support unless the situation is assessed as needing 

face to face support.  

3. Employees participating in an on-call safeguarding rota must have been trained as 

Leap designated safeguarding officers or lead and have the relevant skills to provide 

the support required.  

4. On-call payment must be agreed in advance with Leap’s Designated Safeguarding 

Lead.   

5. All risk assessments for activities and events outside of core hours will contain the 

name and contact numbers of on-call designated safeguarding persons.   

6. The system of on-call safeguarding will be monitored and tested to ensure it is 

effective and working well.   

  

On call responsibilities    

Whilst on-call, the DSO may be required to respond to a safeguarding situation by telephone 

or on rare occasions in person.  

 

A designated safeguarding person who is on-call must:     

• be directly contactable by telephone and email and remain in an area of mobile phone 

and internet connectivity at all times;   

• respond to any emergency safeguarding communication within 15 minutes, which 

includes being available overnight when supporting residential events. (Note - 

emergency safeguarding communications should always be sent by telephone call or text).  

• respond to any non-emergency safeguarding communication within 30 minutes during 

the hours of 9am – 9pm. (Note - non-emergency safeguarding communications during 

these hours should be sent by telephone call, text or email).  

• respond to any non-emergency safeguarding communication sent during the hours of 

9pm and 9am by the 10am following day (Note - non-emergency safeguarding 

communications during these hours should only be sent email).  

• remain fit and capable to carry out the duties required and not be under the influence 

of alcohol or other medications which may hamper their ability in any way.  
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• be available to travel to Leap premises or to another location if the matter cannot be 

dealt with remotely.   

• operate within the Leap’s policies and protocols at all times.  

• in circumstances where an emergency response is required, to ensure Leap CEO is 

contacted and kept informed in keeping with Leap’s emergency     

• keep the rota organiser informed of any changes to their contact details, any booked 

annual leave or any other circumstances preventing them from carrying out on-call 

safeguarding duties.    

  

There is no expectation that an DSO must remain at their home whilst on-call provided they 

comply with the DSO responsibilities set out above.    

 

For each period of on-call, the DSO will receive a payment in accordance with the agreed on-

call rate and for each period of actively attending to a safeguarding matter, either by phone or 

in person, the DSO will be considered to be working and will be eligible for time off in lieu 

(TOIL) in compensation for the time spent managing the matter.  This applies only when the 

DSO has to attend to a matter in person i.e. travel to a Leap venue. 

    

Designated safeguarding persons will be paid for on-call at the following rate:  

• £25 for evening cover (which may be 2-3 hours) and up to a half day (9am – 2pm or 

2pm – 9pm) of being on call (regardless of if they are called to respond to a matter or 

not).  

• £50 for an overnight (9pm – 9am) on call (regardless of if they are called to respond to 

a matter or not)   

• £50 for a full day (9am – 9pm) of being on call (regardless of if they are called to 

respond to a matter or not).  

• TOIL is applicable in events when the DSO is required to leave their home to actively 

attend to a matter.    

 

Handling Reported Concerns  
 

Once the Designated Safeguarding Officer or Lead has received a concern, they will need to 

assess and decide what action needs to be taken. Any action should always be discussed with 

someone else – another DSO or the Designated Safeguarding Lead.   

 

Together you must decide:  

 

1. Whether the matter should be treated as a safeguarding concern or instead should 

be dealt with by other means, for example, a complaint or behaviour management.   
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2. Whether Leap should report the concerns to external bodies (for example, social 

services or police), if this has not already happened.  

 

3. Whether Leap informs parents (if a young person is involved and particularly if they 

are under 16 years of age). Parents should not be informed if you think this may 

increase the risk of harm to the individual, or they are part of the concern, or it may 

interfere with a criminal investigation.   

 

4. Immediate actions Leap needs to take to reduce the risk to:   

a. any person directly involved   

b. the welfare and reputation of Leap and any representative subject to a 

complaint or allegation  

c. its partner organisation(s)   

 

5. What further support (if any) Leap should consider offering the person and those 

affected.  

 

6. A decision of whether:  

a. In the case of a Leap volunteer (including Trustees), the allegation amounts to a 

potential breach of the Safeguarding Policy, the Code of Behaviour or other 

policy.  

b. In the case of paid staff (which includes interns and trainers), whether the 

allegation amounts to a potential breach of contract and/or a break down in our 

trust in the ability of the worker to act on our behalf.  

 

7. The next steps to be taken, by whom and by when. This may include:  

a. a decision to contact the relevant authorities (for example, social services or 

police).  

b. What further information is needed, from whom and who will be responsible 

for gaining this information.  

c. Where appropriate, how the individual subject to a complaint or allegation will 

be informed and updated.  

d. Other individuals within Leap who need to be informed about the concern and 

how information will be kept confidential  

 

8. Any issues related to information sharing and reputational risk management, 

including any decisions of:  

a. who needs to know and, importantly, exactly what information can be shared;  

b. how to manage speculation, leaks and what, if any, information can be 

reasonably given to the wider community to reduce speculation; and  

c. how to manage press interest if and when it should arise.  
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Concerns about the safety or wellbeing of a person  

In the initial assessment you need to decide whether external agencies need to be consulted 

or referred to. This will depend on the nature of the concern and your assessment of their 

need. You will need to use the Local Authority Threshold documents to aid you in your 

decision.   

 

Level 1- Universal or Low-Level needs. Need is relatively low and individual/universal 

services able to action. You will need to help the person to access services or give them the 

information they need to access it themselves.  

 

Level 2- Vulnerable or emerging needs. Concerns for wellbeing, needs not clear, not known 

or not being met. A range of early help services may be required. You should contact the local 

MASH for advice. If the person already has a lead professional, you could speak to them about 

the person’s needs.  

 

Level 3 - Complex or serious needs. A person has needs which without intervention would 

seriously impair their health or development or put them at risk. You should contact the local 

MASH, by telephone, for advice.  You may need to make a written referral.  

 

Level 4 - Acute or protection concerns.  A person is at current risk of significant harm 

because of abuse or neglect. You must contact the Local MASH or the police directly and 

make a telephone referral. This should always be followed up with a written referral.  

 

Information you may need to make a referral.   

If you decide to contact outside agencies (social care or police), you should do so as soon as 

possible, and you should try to have as much information available as possible.  However, do 

not delay making the referral if you do not have all the information you might need.   

• The details of the person raising the concern, including name and contact details  

• Leap’s involvement with the individual(s) concerned (volunteer, staff etc)  

• Personal details of the vulnerable person (if known) and any known details of their 

immediate family  

• Relevant details about the individual - age, language, any disabilities  

• The nature of the concern, expressed in a concise way and in a logical sequential 

order  

• Where the concern names an alleged perpetrator, any identifiable information 

including name, known location or job, etc.  

• Whether anyone has spoken to the individual, parents or caregiver or others about the 

concern.  

• Details of other services that are already involved with the individual (if known)  
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This information must be kept secure and confidential.  

 

Any further action should only be taken in line with the advice given by the relevant authority, 

documented and kept confidential.  

 

Reporting concerns form  
 

The reporting concerns form is first repository for the information gathering and should be 

completed, either by the person reporting the concern or the DSO they raise it with as soon as 

practicable. It should be filled in in as much details as possible. Once completed it should be 

password protected before it is sent to anyone. A copy of the reporting concerns form can be 

found in Appendix 1. 

 

Salesforce 
 

The main repository for safeguarding records is on Salesforce, in a section of the database 

only accessible to members of the DSO team. Concerns should be logged on Salesforce by a 

member of the DSO team following a disclosure. The Salesforce records are essentially a copy 

of the information on the reporting concerns form and all information, and a copy of the form 

itself, should be added to the case.  The Salesforce record will be updated as the case is 

progressed.  

 

Each open case in Salesforce will be reviewed at the next DSO meeting and cases will be 

closed when our involvement with a particular young person ends or if the case is handed 

onto another agency.  

 

 

Appendix 1: Reporting Concerns Form  
 Part 1 – Reporting a Safeguarding Concern. 
This form should be completed and given to your Designated Safeguarding Officer when reporting any 

safeguarding concern. 

Date of concern:  Date and Time (of writing):   

Name of person reporting:   Position:   

Department/ team/ programme:   
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Name of person you are concerned about (if known):   

Date of Birth (if known) and age:   

Address or area of residence (if known):   

 

Has the person given consent for you to share information outside of 

Leap? 

YES   

If a young person, does the parent/carer know about concern?  NO 

Is the person you are concerned about involved with Leap?  

(young person, staff, trainers, volunteers or trustees) 
YES  

Brief overview of the concern 

Record the following factually: What were you worried about? Who was involved? What happened? 

Where?  When? Any witnesses? 

Background to the concern 

Is there anything you have observed or know about the situation that might help in understanding the 

concerns?  

 

Action taken. 

What action has already been taken? Include names of anyone who has been involved or helped, 

including emergency services or other organisation. 

 

Impact on you. 

What is the impact of this situation on you? Do you need any additional support? 

 

 

 

Part 2 – Assessing and Responding to a Safeguarding Concern.  
This part of the form should be completed by the Designated Safeguarding Officer or the Designated 

Safeguarding Lead.  

Date concern form received: Date and Time (of writing): 

Name of Designated Safeguarding Manager:  

 

Is this a safeguarding concern? 

Has a person been harmed in any way, or is the person at risk of harm if we don’t take any 
action? 

YES NO 

Are there signs or indicators that suggests the person may be being harmed, exploited or 
abused? 

YES NO 
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Is there a concern that the person has endangered the safety or wellbeing of others? YES NO 

Has something happened which makes this person’s safety or wellbeing at risk, and in need 
of professional support or assistance? 

YES NO 

 

INITIAL SAFEGUARDING ASSESSSMENT 

Level of Safeguarding Concern 

High risk - Emergency (Action needed in 24 hours – refer to the Designated Safeguarding Lead)  

Medium risk – individual in need of help (Risk Assess and refer to agencies - action needed in 3 days)  

Low Risk – Early help and targeted support (Risk Assess, signpost and refer to agencies if necessary - 
action needed in 7 days) 

 

Not a safeguarding concern (Complaint, management issue or concern to be dealt with separately)  

If the person concerned has endangered the safety or wellbeing of others….. 

Are they a Leap representative (staff, volunteer or trustee)? 
If yes, the incident needs to be reported to the Designated Safeguarding Lead 
immediately. 

YES NO 

Are they a young person involved with Leap? YES NO 

If no, which agency or organisation does the information need to be passed to? 
 
 
 
 

Does the matter need to be reported to external agencies (police, social care, healthcare)? 

If so, who, why and when.  
 
 
 
 

What immediate actions need to take place to reduce any risks to the person, Leap and any partner 
organisations?  

 
 
 
 
 

Once completed this concern and any actions should be discussed with another the Designated 

Safeguarding Officer or the Designated Safeguarding Lead. 

 

Date and time concern discussed:  

Name of Designated Safeguarding 

Officer/Lead involved in discussion: 

 

 

Part 3 – Managing a Safeguarding Concern. 
This part of the form should be completed by the Designated Safeguarding Officer or the Designated 

Safeguarding Lead giving brief details of any actions or further information received when managing 

the concern.  

Actions and information Log 
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Date Actions taken or  
Information received 

Names and 
roles 

Additional notes If action, date 
of completion 

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

 

 

 

Information Sharing 
Who has been informed or is aware of the incident?  

Date Name of person Organisation/Team What, why and how they were informed 
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Part 4: Closing the Safeguarding Concern.  
This part of the form should be completed by the Designated Safeguarding Officer or the Designated 

Safeguarding Lead when any actions have been completed and the safeguarding concern can be 

closed.  

 

Final Outcomes  

Date concern closed on:  

Name of person closing concern:  

Details of the outcome.  

 
 
 
 
 
 
 

Outstanding issues arising from the concern  

 
 
 
 
 
 
 

Lessons learned from this concern. 

 
 
 
 
 
 
 
 

Follow up actions for staff or management. 

 
 
 
 
 
 

Recommendations on changes to policy or practice 
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Once completed this form should be sent to the Designated Safeguarding Lead for confirmation of 

closure. If the Designated Safeguarding Lead is completing the form, a copy should be sent to the 

Chief Executive for confirmation of closure.  

 

The Designated Safeguarding Lead is responsible for storing the concern forms securely.  

 

Date form received for confirmation of 

closure: 

 

 

Name of Designated Lead or Chief 

Executive. 
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Appendix 2: Role description – Designated Safeguarding Lead 
 

The Designated Safeguarding Lead (DSL) acts as the main source of support, advice and 

expertise for safeguarding within Leap and they are responsible for compiling the annual 

safeguarding report for the Chief Executive.   

 

For the purposes of safeguarding, any individual carrying out the role of the Designated 

Safeguarding Lead (DSL) will be a member of the Senior Leadership Team who has the 

knowledge and skills required to carry out the role, who reports directly to the Chief 

Executive. They must have the resources and capacity to act and to influence others, but it is 

not essential that they hold an additional Senior Leadership Team role.  

 

Responsibilities  

The DSL is responsible for:   

• supporting Leap representatives with advice and guidance on safeguarding issues.   

• supporting Designated Safeguarding Officers who are managing safeguarding 

concerns.   

• managing safeguarding allegations involving a Leap representative or concerns that 

pose a significant risk to an individual or the organisation.  

• liaising with and informing the Senior Leadership Team of any ongoing safeguarding 

allegations and incidents of harm, exploitation or abuse.   

• liaising with external agencies including the Disclosure and Barring Service (DBS), the 

police, local authority social care and any other concerned statutory body if a 

safeguarding concern is reported in relation to a Leap representative.  

• ensuring that any safeguarding concerns raised between Leap and its partner 

organisations are addressed and appropriately resolved.   

• ensuring there is an appropriate safeguarding monitoring and reporting procedures in 

place and that all (relevant) Leap representatives are aware of its existence and 

requirements.  

• keeping accurate, secure, written records of safeguarding concerns and actions.  

• ensuring that all safeguarding concerns are stored securely and accessed only by 

authorised individuals.  

• monitoring and reviewing the records of closed safeguarding concerns and providing 

reports to the Senior Leadership Team of any trends or issues arising.   

• compiling the annual safeguarding report.  

• working with the Senior Leadership team to ensure any necessary changes to the 

Safeguarding Policy and Guidance are made, approved and communicated to all Leap 

representatives.   
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Professional development   

The DSL will undergo training to provide them with the knowledge and skills required to carry 

out the role. This training will be updated at least every two years.  

 

In addition to the formal training set out above, their knowledge and skills will be refreshed 

(this might be via e-bulletins, meeting other designated safeguarding leads, or simply taking 

time to read and digest safeguarding developments) at regular intervals, as required, but at 

least annually, to allow them to understand and keep up with any developments. knowledge 

of the legislation, guidance and local procedures that exist to meet young people and adults’ 

needs.  

 

Knowledge and skills required for the role of the DSL includes:  

• Sound knowledge of current legislation and government guidance, particularly with 

regard to multi-agency duties in safeguarding, early help and understanding of the 

Prevent duty.  

• awareness of the role of professionals in safeguarding children, young people and 

adults and the prevention of harm, exploitation and abuse.  

• a good knowledge of the risks and vulnerabilities applicable to children, young people 

and adults, their families and those that work with them, and the impact these may 

have on keeping them safe from harm.  

• awareness of the safeguarding services available to children, young people and adults.  

• skills in undertaking effective safeguarding assessments, assessing risk and managing 

safeguarding concerns.  

• understanding of the key lessons from Serious Case Reviews to improve practice.  

• the ability to influence and develop strategy.  

• excellent interpersonal, communication and presentation skills.  
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Appendix 3: Role of Designated Safeguarding Officer 
 

The DSO has responsibility for responding to child welfare and child protection issues within 

LEAP. The DSO does not replace the Designated Safeguarding Lead but acts as an operational 

deputy in responding to safeguarding concerns.   

 

The Designated Safeguarding Officer must be a paid member of staff.  There must always be a 

DSO available in person (or exceptionally by phone) to discuss safeguarding concerns, and 

cover should be in place for out of hours or residential activities.   

 

Responsibilities  

Managing referrals.  

• Provide support and guidance to staff members who have safeguarding concerns.  

• Co-ordinate action on harm and abuse within the organisation, ensuring that staff are 

aware of their responsibilities in relation to child and adult welfare and protection.   

• Have access to the Local Safeguarding Partership procedures for child and adult 

protection and ensure that all cases of suspected abuse are reported in the correct 

way.   

• contribute to the assessment of children, young people and adults by working with all 

appropriate agencies & the local authority, including attendance at strategy 

discussions & multi-agency meeting.  

• refer cases to the Channel programme where there is a radicalisation concern as 

required. Refer individual cases of suspected abuse to relevant Local Authority (LA) 

Children Services.  

• Refer cases where a crime may have been committed to the Police as required  

  

Working with others.   

• Liaise with the Designated Safeguarding Lead to inform him or her of issues especially 

ongoing child protection enquiries and police investigations.  

• As required, liaise with the “case manager” and the LADO if relevant i.e. if there are 

safeguarding or child protection concerns relating to a staff member.  

• Liaise with staff on matters of safety and safeguarding and when deciding whether to 

make a referral by liaising with relevant agencies. Act as a source of support, advice 

and expertise for staff.  

• Lead on or participate in Early Help Multi-Agency interventions  

  

Safeguarding files.  

• Ensure that all child protection files are stored securely and accessed only by 

authorised individuals compliant with the Data Protection Act 1998.  
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• Where necessary, ensure a child’s file is securely transferred to the appropriate 

authorities or organisations as soon as and ensure that confirmation of receipt is 

obtained.  

 

Training – The Designated Safeguarding Person must:  

• Undergo training to provide them with the knowledge and skills required to carry out 

the role.   

• Understand the assessment process for providing early help and intervention, for 

example through locally agreed common and shared assessment processes such as 

early help assessments.  

• Have a working knowledge of how local authorities conduct a child protection case 

conference and a child protection review conference and be able to attend and 

contribute to these effectively when required to do so.  

• Be able keep detailed, accurate, secure written records of concerns and referrals.  

 

 

 

 

 

 

Appendix 4 - Risk Assessments  
 

Purpose 
 

This is the detailed guidance to conducting a risk assessment at Leap. Risk assessments must 

be completed before every piece of delivery to ensure all risks are identified and managed 

appropriately.  

 

Guidance for conducting a risk assessment 
 

Introduction  

Risk assessment is a technique for proactively identifying and addressing risks in all settings. It 

is a key tool for effective risk management both in the context of health and safety 

management and for the management of safeguarding.  Leap has a legal duty to undertake 

risk assessments to protect all our personnel and to protect those that use our services.   

We recognise that risk can never be eliminated, effective channelling of resources to 

identifying and reducing risk is an essential part of our delivery practice and offers protection 

to those who use and deliver our services.  The objective of risk assessment is to reduce 
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and/or eliminate the consequence of a risk being realised thereby reducing accidents, harm, 

and loss of life or disruption of services.   

 

Effective risk assessment is based on a series of steps, involving identifying risks, assessing 

the extent of the risk, determining whether action needs to be taken to reduce the risk, and 

then acting and evaluating the results of the action.   

 

This document describes these steps in some detail, but is not designed to be prescriptive, as 

different types of risks and different settings will require adaptation of the principles.   

 

Purpose  

The purpose of this procedure is to  

• Ensure a consistent approach to risk assessment management for all our activities.   

• Create and maintain a culture of risk assessment awareness within Leap, which is 

reflected in the high-quality delivery of our services.   

• Promote a risk aware organisation through risk assessment and risk management 

across all our services.  

• Set out support available for staff who undertake risk assessments.   

 

 

Scope   

This procedure applies to all Leap personnel who are planning activities and services which 

involve young people and or vulnerable adults.   

  

Principles  

1. A designated safeguarding officer (DSO) to provide support to staff and partners when 

carrying out risk assessments for services and activities.   

2. All courses and activities will be risk assessed to ensure they can be offered/delivered 

safely.   

3. Risk assessments to be carried out in advance and with enough time allowed to 

consider a change of plan or ways of mitigating the risk for high level risks identified.    

4. Ideally risk assessment should be carried out by more than one person and or 

workshopped in groups.  Thinking aloud adds value to effective risk assessment.   

5. Risk assessment templates and previous examples can be used – people do not need 

to start with a blank piece of paper for each activity.  However, a fresh review of 

potential risks must form part of the process.   

6. The improvement cycle of learning i.e. plan, do, review, should be applied when 

conducting risk assessments at Leap.  
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Definitions   

The following definitions are used throughout this procedure:   

  

Hazard   

  

A hazard is something which has the potential 

to cause injury, illness, harm, loss or damage.   

  

Risk   the combination of the likelihood and 

consequence of the hazard being realised   

  

Consequence   The potential consequence (or severity) of the 

risk being realised (it is described in terms of 

levels of harm and/or loss)   

  

Likelihood   How often the risk event might happen (e.g. per 

procedure/episode or within a specified 

timeframe).   

  

Risk Rating   A measurement of the risk useful for assessing 

the priority for control measures for the 

treatment of different risks. The risk rating is 

derived from the ‘risk score’ for consequence x 

‘risk score for likelihood (see Key Matrix)   

  

Risk reduction   The process by which the risk is managed to 

reduce the consequence and/or likelihood of 

the occurrence of the event.   

  

 

Responsibilities   

Governance  

Expert advice and support on risk management will be provided by the Board of 

Trustees.  The Board is responsible for ensuring that all risks at all levels are identified and 

managed.  

 

The Chief executive   

The Chief Executive has overall responsibility for risk management within Leap.   

   

All Managers  
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Managers at Leap are responsible for ensuring that detailed risk assessments are carried out 

for activities involving young people and/or vulnerable adults in their areas of work.  This will 

include services and activities delivered by / through partners.   

  

Leap Health and Safety Manager  

In respect of risk assessment, the Health and Safety Manager is responsible for the overall 

operational risk management of Leap personnel.  This includes the day to day assessment of 

risk to Leap staff, trainers and visitors.    

  

All staff  

All staff and trainers have individual responsibility for engaging in risk assessment and 

management activities at Leap.  Key responsibilities include:   

• Bring immediate hazard issues to the attention of their line manager.  

• Act safely at all times.  

• Co-operate with risk assessments and action plans in operation to reduce risk.  

• Comply with Leap’s policies and procedures and guidelines that are in place to protect 

the health, safety and welfare of anyone affected by Leap’s activities.   

  

Risk assessment procedure  
 

The following describes the process of identifying and assessing risks related to training 

courses and other activities:  

  

Step 1  

Identify the hazards (what can go wrong?)   

To prevent harm, it is important to understand not only what is likely to go wrong but also 

how and why it may go wrong. Consider the activity within the context of the physical 

environment, those that will be attending and the people who perform the activity.   

  

Decide who might be harmed and what the impact will be on individuals (staff, trainers, adults 

and young people) and how.   

  

Consider things that have gone wrong in the past and near-miss incidents. Learn from the 

past:   

• Walk around the space where the activity will be held and talk to others.   

• Map or describe the activity to be assessed.   

• The risk assessment may require others in the team to ensure that all areas of the 

activity or task to be assessed have been considered   
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Step 2  

Decide who might be harmed and the impact and how (what can go wrong? who is 

exposed to the hazard?)   

  

People will make mistakes!   

  

It is necessary to anticipate some degree of human error and try to prevent the error from 

resulting in harm.   

• Consider all those that could be harmed not just the young people.  Staff and trainers 

could be harmed as well.  It can be useful to think about the number of people as well 

so that you can get a sense of the scale – if you are talking about 200 young people the 

mitigations may differ.   

• Think about the complexity of the activity for example, trying to manage a large group 

of young people during a residential which involves several separate activities.   

 

 

  

Step 3  

Evaluate the risks (how bad?) and decide on the precautions (is there a need for further 

action?)   

  

Consider both the consequence (how bad?) and likelihood (probability of occurrence?). Is 

there a need for additional action? The law requires everyone providing a service to do 

everything reasonably practical to protect people in their care from harm.   

• Identify the current controls/precautions that are in place to prevent the risk form 

causing harm or loss.   

• Use the Key Matrix to guide you in evaluating the risk  

• Decide whether further precautions need to be taken to reduce the risk and if action is 

required, determine what changes need to be made.   

• Re-evaluate the risks assuming the precautions (controls) have been taken (to check 

the expected impact of the proposed changes).   

  

Step 4  

Record your findings, proposed action and identify who will lead on what action. Record 

the date of implementation.   

  

It is a key part of this procedure that risk assessments must be recorded i.e. written down.  
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The record serves as evidence that the risk has been identified and evaluated and provides 

the information necessary to review progress accurately over time to see if the risk has been 

reduced.   

 

Risk assessments and action planning should be reviewed and changed when necessary even 

when the activity is taking place.  For example, update the risk assessment on a residential if 

you notice additional risks that need to be managed – it should be a live document. This is 

easy only if the assessment is well recorded and the logic behind the decisions transparent.   

  

Your documentation should show the following:   

• That a thorough check was made to identify all the hazards and treat all the significant 

risks   

• The precautions that are in place are appropriate to the risk and remain effective   

• The solutions proposed or being actioned to reduce the risk are realistic, sustainable 

and effective.   

   

 

 

Storing Completed Assessments   

Each programme manager or team manager should arrange for storing your completed risk 

assessments.  If stored electronically, it will make it easier to update for future similar 

activities.    

  

Step 5  

Review your assessment by sharing with a DSO (Designated Safeguarding Officer) and update 

if necessary.  Please make sure that you allow enough time for DSO’s to review risk 

assessments for more complex pieces of activity (aiming for 1 week prior to delivery date).  It 

is accepted that there may be times where this is not possible due to the nature of some 

activities.   

Risk assessments should be reviewed in the following circumstances:   

• Routinely for delivery of new activities – don’t just use the same risk assessment 

without considering new risks.   

• When a change is planned that could have an impact on the risk.   

• If the proposed action generates a new hazard.  

• When there has been a significant change.   

• Following the completion of an action plan designed to reduce the risk (to confirm that 

risk reduction has been achieved).  
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Once signed off, the risk assessment should be shared with all staff involved in the 

activity.  Please make sure that, where appropriate, time is allocated to working with young 

people so they understand the risks and how to keep themselves safe.   

 

Management of risk assessment  

All Leap Programme Managers or Programme Leads are responsible for ensuring risks 

assessments are undertaken in their areas.  Designated Safeguarding Officers will support 

managers and programme leads and will provide advice and guidance as necessary.   

  

The management of risks identified through the risk assessment process will be determined 

by the risk rating.  

  

The amount of effort/resources that are committed to an identified risk is determined by the 

risk score.    

  

Risks scored 1-5: are considered low risk and therefore tolerated by Leap. For risk scores 6 

and above, additional controls need to be added and then the risks re-scored. Risk scores 

which are significantly higher will require a meeting to assess whether it remains safe to 

deliver the activity.   

  

Key Matrix  

* Person at risk includes staff, trainers, other leap visitors and personal, vulnerable persons 

such as young people, vulnerable adults, disabled persons or new/expectant mothers.  

  

L = Likelihood  

C = Consequence  

R = Rating  

 

Consequence rating  

1 = Insignificant No injury  

2 = Minor injuries Needing first aid  

3 = Moderate  Possibility of moderate injury or harm  

4 = Major  Possibility of major injury or harm  

5 = Catastrophic Death  

 

Likelihood rating  

1 = Very Unlikely There is a 1 in a million chance of the hazardous event happening  

2 = Unlikely  There is a 1 in 100,000 chance of the hazardous event happening  

3 = Fairly Likely There is a 1 in 10,000 chance of the hazardous event happening  
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4 = Likely  There is a 1 in 1,000 chance of the hazardous event happening  

5 = Very Likely There is a 1 in 100 chance of the hazardous event happening  
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