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1.	Introduction	-	What	is	Safeguarding?		
Keeping	children	and	young	people	safe	 from	harm	and	danger	 is	everyone’s	 responsibility.	Safeguarding	
and	promoting	the	health	and	welfare	of	children	and	young	people	‘means	protecting	children	and	young	
people	 from	 maltreatment;	 preventing	 impairment	 of	 children’s	 health	 (including	 mental	 health)	 or	
development;	 ensuring	 that	 children	 grow	up	 in	 circumstances	 consistent	with	 the	provision	of	 safe	 and	
effective	care;	and	taking	action	to	enable	all	children	to	have	the	best	outcomes.’	Keeping	Children	Safe	In	
Education	2016	
	
2.	Context	
2.1	Policies	and	legislation	
This	policy	is	to	be	read	in	conjunction	with	policies	at	The	Mix:	 	

� The	Mix	Staff	and	Volunteer	Handbook		
� Code	of	Conduct	for	Staff	and	Volunteers		
� Health	&	Safety	Policy		

and	includes	relevant	information	re:	legislation	and	good	practice	from:	
� The	Children	Act	2004	–	Sections	10,	11,	12	and	13,	1989	–	Sections	17	and	47	
� Working	Together	to	Safeguard	Children	2015	
� Keeping	Children	Safe	in	Education	-statutory	guidance	for	schools	and	colleges	2016	
� The	Education	Act	2002	
� The	Protection	of	Freedoms	Act	2012	
� Human	Rights	Act	1998		
� Prevent	Strategy	2011	
� Channel	Duty	Guidance	2015	
� Ofsted	Inspection	Framework	2015	
� Domestic	Violence,	Crime	and	Victims	Act	2004	
� Female	Genital	Mutilation	Act	2003	and	Mandatory	Reporting	of	Female	Genital	Mutilation		
� The	Munro	Review	2011	and	2012	–	A	review	of	child	protection	

	
2.2	Values	at	The	Mix	
We	are	a	learning	and	leadership	hub	as	part	of	The	Mix	–	extending	its	offer	to	support	young	people.	
Our	vision	is	for	every	young	person	to	be	empowered	and	enabled	to	change	their	world	and	ours.	
We	believe	in	young	people.	All	young	people.	All	the	time.	
We	believe	they	have	immeasurable	worth	and	are	valuable,	exceptional	and	unique.	
We	strive	everyday	to	provide	&	enable	the	opportunities,	services,	support	&	challenge	that	young	people	
want	and	need,	so	that	they	can	discover	their	true	value	and	build	their	best	future.	
At	The	Mix	we	have	a	relentless	commitment	to	and	passion	for	young	people.	We	will	never	stop	believing	
in	them	and	will	never	stop	working	for	their	best.	
	
2.3	Thrive	@	The	Mix	
Thrive	@	The	Mix	is	a	team	of	qualified	teachers,	youth	workers	and	support	staff.	
We	believe	that	young	people	need	to	believe	in	themselves	to	thrive	in	life	and	learning,	and	that	 is	our	
starting	point.	We	want	to	provide	young	people	with	the	opportunity	to	get	to	know	who	they	really	are	
and	build	on	their	uniqueness	from	there.	We	know	that	once	they	start	to	develop	that	confidence,	they	
will	 thrive	 in	 becoming	 the	 best	 version	 of	 themselves.	 We	 focus	 on	 leading	 young	 people	 to	 develop	
positive	 thinking,	 to	 build	 resilience,	 grow	 perseverance,	 develop	 character	 and	 pursue	 excellence.	 Each	
young	person’s	personal	growth	and	academic	learning	will	then	soar.	



	
	

Enabling young people to unlock their potential and build their best future 
 

	
	
Within	the	values	that	underpin	the	work	of	The	Mix	and	Thrive	@	The	Mix	 is	the	belief	that	each	young	
person	deserves	to	be	safe	and	we	@	The	Mix	will	do	all	we	can	within	our	professional	context	to	ensure	
we	support	the	safety	of	young	people.	
	
3.	Safeguarding	Reporting	Procedures		
3.1.	Purpose	
This	procedure	establishes	the	guidelines	to	be	followed	by	Thrive	@	The	Mix	staff	(paid	and	unpaid)	and	
the	board	of	trustees,	without	exception,	for	the	protection	of	service	users	from	abuse.	All	children	have	a	
right	to	protection	and	their	welfare	is	paramount.	
	
Annex	A	sets	out	some	of	the	ways	in	which	child	abuse	may	be	recognised	and	
Annex	B	shows	how	to	respond	in	situations	where	disclosure	has	taken	place.	
	
The	Mix	undertakes	to	ensure	that	all	staff	(including	volunteers)	are	appropriately	trained	in	safeguarding	
and	 understand	 their	 safeguarding	 responsibilities	 and	 that	 of	 their	 colleagues.	 The	 Mix	 is	 a	 caring	
organisation	and	wishes	to	demonstrate	its	commitment	to	service	users	in	the	way	it	looks	after	those	in	
its	care.	
	
3.2.	Persons	affected	
This	procedure	affects	all	staff,	paid	and	unpaid	(this	includes	volunteers).	
	
3.3	Responsibilities	
The	responsibilities	for	dealing	with	abuse	lies	with	the	following:	
All	members	of	 staff	 (paid	and	unpaid)	are	 required	 to	 report	any	 suspected	abuse	and	be	aware	of	 the	
appropriate	reporting	and	support	procedure	for	safeguarding.	
The	Safeguarding	Officer(s)	will	discharge	their	safeguarding	functions	 in	a	way	that	ensures	that	children	
are	 safeguarded	 from	 harm,	 and	 promotes	 their	 welfare.	 They	 are	 responsible	 for	 following	 up	 any	
suspected	 reports	 of	 abuse	 and	 for	 informing	 the	 Police	 or	 other	 appropriate	 external	 bodies	 and	
communicating	with	the	referring	school.	
The	Executive	Manager	is	responsible	for	supervision	of	these	activities.	
	
3.4	Reporting	of	safeguarding	concerns	
All	actual/suspected	abuse	must	be	reported	in	confidence	to	the	Safeguarding	Officer(s)	(see	below)	or	the	
Chair	of	the	The	Mix	Management	Committee	in	their	absence.	Concerns	must	be	reported	where	possible	
on	 the	same	day	 the	concern	arises	or	as	 soon	as	possible	and	must	be	 followed	up	 in	writing	within	24	
hours.	
	
Names	&	Addresses	of	Safeguarding	Co-ordinators	and	other	agencies	mentioned	in	this	policy:	
	
The	Mix	Lead	Safeguarding	Officer	–	Dave	Hannah	01449	745130	or	dave@themixstowmarket.com	
Chief	Executive	Officer	-	Neil	Seargant	contact	via	The	Mix	
Thrive	 @	 The	 Mix	 Lead	 Teacher	 and	 Safeguarding	 Officer	 –	 Kirstie	 Land	 01449	 745130	 or	
kirstie@themixstowmarket.com	
The	Mix	Safeguarding	Co-ordinator/Trustee	-	Rebekah	Warnock	contact	via	The	Mix		
The	Mix	Chair	of	Trustees	–	Marisa	Batson	contact	via	The	Mix	
	



	
	

Enabling young people to unlock their potential and build their best future 
 

If	 you	 are	worried	 about	 the	 immediate	 safety	 of	 a	 child/young	 person	 and	
cannot	contact	a	Safeguarding	Officer	call	the	police	on	999.		
	
Any	case	of	suspected	abuse	can	be	referred	to	Customer	First	on	0808	800	4005.	(Out	of	hours:	01473	
299669)		
immediately,	by	any	practitioner.	The	Lead	Safeguarding	Officer	should	be	informed	to	make	this	referral,	
where	possible,	and	if	not	then	any	adult	can	and	must	call	a	concern	through	to	Customer	First.	Where	
practicable,	the	Lead	Safeguarding	Officer	will	inform	the	referring	school	and	parents	of	the	referral	before	
it	is	made,	or	at	least	as	soon	as	possible	afterwards,	if	contact	cannot	be	made	with	them	quickly.	The	only	
circumstances	in	which	a	parent	will	not	be	informed	of	a	referral	are	if	it	is	considered	the	child	might	be	at	
greater	risk	of	harm	as	a	result.	
The	details	of	this	telephone	call	will	be	recorded	on	the	Safeguarding	Incident	Reporting	Form	noting	the	
name	of	the	person	spoken	to,	and	date	and	time	the	telephone	call	was	made.	This	will	be	followed	up	in	
writing	 on	 the	 ‘Multi	 Agency	 Referral	 Form’	 (MARF)	 which	 will	 be	 copied	 for	 Thrive’s	 own	 confidential	
records	and	a	copy	provided	for	the	referring	school,	and	emailed	to	Customer	First	within	24	hours.		
	
At	times,	it	may	be	felt	more	appropriate	to	initiate	a	localised	response	through	a	Team	around	the	Child/	
Team	around	the	Family.	In	these	cases	Thrive	will	liaise	with	the	referring	school	re	supporting	completion	
of	 a	CAF	 (Common	Assessment	 Framework)	with	 the	 young	person	and,	where	possible	with	 agreement	
with	and	alongside	the	family.		
	
Suffolk	Police:	
Tel	01473	613500	and	ask	for	the	Child	Protection	Team	for	the	Stowmarket	area.	In	an	emergency	dial	999.	
	
Charity	Commission:	
PO	Box	1227	
Liverpool	
L69	3UG	
Tel:	0845	3000	218	
www.charity-commission.gov.uk	
	
Record	what	 you	have	done	 and	 follow	 the	 first	 paragraph	 above	 as	 per	 regular	 procedure.	 Your	 report	
must	be	accurate	and	where	possible	use	the	child’s	exact	words	if	they	disclosed	the	information	to	you,	
not	your	own.	The	report	must	be	signed	and	dated,	including	the	year.	For	more	details	on	how	to	respond	
to	an	allegation	refer	to	annex	B.	
	
Remember:	
Concerns	
Suspicion/allegation	 of	 abuse	 by:	 child	 disclosure,	 observation,	 report	 by	 another	 person,	 anonymous	
communication	
Consult	
Speak	with	the	Safeguarding	Officer.	Remember	-	all	can	speak	informally	with	Children	and	Young	People’s	
Services	
IMPORTANT:	Any	consultation	should	not	delay	a	referral	
Action	
DO	NOT	INVESTIGATE	
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Refer	 to	 Children	 and	 Young	 People’s	 Services	 and/or	 Police.	 You	 or	 the	
Safeguarding	Officer	should	make	the	referral.	Parents	and	carers	should	be	advised	that	you	are	doing	this	
unless	this	might	put	the	child	at	risk	or	cause	any	delay	in	referring	
Confirm	
DO	NOT	INVESTIGATE	
Verbal	referrals	must	be	followed	by	a	written	referral	within	24	hours.	RECORD	Sign	and	Date	
Commitment	
You	may	be	required	to	provide	other	information,	as	required	
DO	NOT	DELAY	–	CHILDREN’S	SERVICES	AND	POLICE	ARE	ALWAYS	AVAILABLE	
	
	
4.	Specific	types	of	concern	
	
4.1	Domestic	Incidents/Abuse	
The	Government	defines	domestic	abuse	as;	
“Any	 incident	 of	 threatening	 behaviour,	 violence	 or	 abuse	 (psychological,	 physical,	 sexual,	 financial	 or	
emotional)	 between	 adults	 who	 are	 or	 have	 been	 intimate	 partners	 or	 family	 members	 regardless	 of	
gender	or	sexuality.”	
The	 legal	 definition	 of	 “significant	 harm”	 to	 children	 was	 extended	 in	 January	 2005	 to	 include	 harm	
suffered	from	seeing	or	knowing	of	the	abuse	of	another,	particularly	in	the	home.	This	was	reinforced	by	
the	Adoption	and	Children	Act	2002.	
A	referral	must	be	made	direct	to	Customer	First	/		Children’s	Social	Care	if	it	seems	reasonable	to	suspect	
that:	
a)	a	child	sees,	hears,	experiences	or	is	otherwise	aware	of	domestic	abuse	–	i.e.	that	domestic	abuse	is	part	
of	 their	 experience	 of	 family	 life.	 This	 applies	 regardless	 of	whether	 they	 actually	witness	 any	 particular	
event	or	are	physically	harmed,	and	
b)	the	non-abusing	parent	will	not	be	able	–	for	whatever	reason	–	to	ensure	the	safety	and	well	being	of	
their	child	without	significant	professional	assistance	and	support.	
It	 needs	 to	be	noted	 that	 the	 child	 themselves	may	be	 the	perpetrator	of	domestic	 violence	 resulting	 in	
their	and	other’s	safety	being	in	question.	
Referrals	should	be	made	with	the	agreement	of	a	parent	unless	the	child’s	best	interests	are	not	served	by	
seeking	or	obtaining	consent.	Non-consent	should	not	be	a	barrier	to	referral	if	there	is	reasonable	cause	to	
suspect	that	the	child	may	suffer	significant	harm	of	otherwise	not	have	significant	needs	met.	
A	 disclosure	 or	 allegation	 by	 a	 victim	 is	 not	 a	 pre-requisite	 for	 referral	 of	 concerns	 regarding	 a	 child.	
Concern	about	the	effects	of	domestic	abuse	on	a	child	may	be	triggered	in	other	ways	–	for	example,	by	
hidden	 or	 inadequately	 explained	 injuries	 to	 a	 parent	 or	 carer,	 or	 damage	 to	 the	 home	 or	 personal	
property,	or	by	the	behaviour	of	parents,	or	concerns	expressed	by	the	child,	or	concerns	about	the	child’s	
wellbeing.	
	
Child	protection	referrals	where	the	primary	concern	relates	to	a	domestic	abuse	incident	may	include:	
Verbal	Altercation	
•	Children	not	present	but	usually	part	of	the	household	
•	Children	in	house	but	not	witness	to	the	incident	
•	Children	present	
•	Children	present	and	victim	of	abusive	behaviour	
Damage	to	Property	
•	Children	not	present	but	usually	in	the	household	
•	Children	present	but	not	witness	to	the	incident	
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•	Children	present	
Physical	Assault	
•	Children	not	present	but	usually	part	of	the	household	
•	Children	in	house	but	not	witness	to	the	incident	
•	Children	present	and	witness	the	incident	
•	Children	present	and	a	victim	of	assault	
Sexual	Assault	
•	Children	not	present	but	usually	part	of	the	household	
•	Children	in	house	but	not	witness	to	the	incident	
•	Children	present	and	witness	to	the	incident	
•	Children	present	and	a	victim	of	sexual	abuse	
	
4.2	Female	Genital	Mutilation	
Section	5B	of	the	Female	Genital	Mutilation	Act	2003	(inserted	by	Section	47	of	the	Serious	Crime	Act	2015)	
places	a	statutory	duty	upon	professionals,	to	report	to	the	police	where	they	discover	that	Female	Genital	
Mutilation	appears	to	have	been	carried	out,	or	there	is	a	fear	it	could	be	about	to	happen.		
	
4.3	Preventing	Radicalisation		
From	1st	July	2015,	professionals	have	a	duty	under	the	Counter	Terrorism	and	Security	Act	2015	to	have	
due	regard	to	the	need	to	prevent	people	being	drawn	into	terrorism	-	The	Prevent	duty.	Within	a	school	
context	these	requirements	include;		
·	Schools	are	expected	to	assess	the	risk	of	children	being	drawn	into	terrorism,	 including	the	support	of	
extremist	ideas	that	are	part	of	terrorist	ideology.		
·	The	Prevent	duty	builds	on	existing	local	partnership	arrangements.		
·	 The	Prevent	guidance	 refers	 to	 the	 importance	of	Prevent	awareness	 training	 to	equip	staff	 to	 identify	
children	at	risk	of	being	drawn	into	terrorism	and	to	challenge	extremist	ideas.		
·	 Schools	 must	 ensure	 that	 children	 are	 safe	 from	 terrorist	 and	 extremist	 material	 when	 accessing	 the	
Internet	in	school.		
	
The	 Thrive	 team	 understand	 that	 this	 forms	 a	 part	 of	 safeguarding	 concerns	 and	 refer	 to	 The	 Mix	
Safeguarding	Officer	with	any	 concerns.	Referrals	 are	 then	made,	when	 it	 is	 appropriate,	 to	 the	Channel	
programme,	which	focuses	on	providing	support,	at	an	early	stage,	to	people	identified	as	being	vulnerable	
to	being	drawn	into	terrorism.		
The	Department	for	Education	has	set	up	a	telephone	helpline	(020	7340	7264)	to	enable	people	to	raise	
concerns	directly.	Concerns	can	also	be	raised	by	email	to	counter.extremism@education.gsi.gov.uk.	
	
4.4	On-line	safety		
Young	 people	 can	 be	 exploited	 and	 suffer	 bullying	 through	 their	 use	 of	modern	 technology	 such	 as	 the	
Internet,	mobile	phones	and	social	networking	sites.	In	order	to	minimise	the	risks	of	young	people	being	
exploited	and/or	bullied	via	social	media	and	the	internet,	young	people	at	Thrive	@	The	Mix	are	advised	
how	to	use	technology	and	the	 internet	safely.	Where	 it	 is	 suspected	that	a	young	person	 is	at	 risk	 from	
Internet	abuse	or	cyber	bullying,	we	will	report	our	concerns	to	the	appropriate	agency.	
	
5.	Procedures	for	minimising	Risk	

� Plan	 the	work	 of	 the	 group	 so	 as	 to	minimise	 situations	where	 the	 abuse	 of	 children	 and/or	
young	people	may	occur	

� 	
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� Arrange	that	an	adult	is	not	left	alone	with	a	child	or	young	person	
where	there	is	little	or	no	opportunity	of	the	activity	being	observed	by	others.	This	may	mean	
groups	working	within	the	same	large	room	or	working	in	an	adjoining	room	with	the	door	left	
open.	This	good	practice	of	not	lone	working	can	be	as	much	benefit	to	the	adult	as	to	the	child	
or	young	person.	

� Ensure	 that	all	 staff,	paid	and	unpaid,	who	work	with	children	and	young	people	do	not	meet	
one	of	the	children	or	young	persons	outside	designated	The	Mix	premises	without	a	parent	or	
other	adult	being	present.	

� Always	have	 at	 least	 two	adults	 present	with	 a	 group,	 particularly	when	 it	 is	 the	only	 activity	
taking	place	on	The	Mix	premises.		

� Always	have	at	least	two	adults	when	taking	a	group	off	the	premises.	Consent	forms	including	
medical	 details	 should	 always	 be	 used	 for	 specific	 outings	 or	 activities	 outside	 the	 The	 Mix	
premises.	

� Ensure	a	daily,	 accurate	 register	 is	 kept	with	 the	address	and	contact	phone	number	of	every	
child.	These	records	are	to	be	kept	securely,	in	line	with	the	Data	Protection	policy.	

� All	staff	working	with	children	or	young	people	will	be	subject	to	a	DBS	enhanced	check.	While	
waiting	for	a	DBS	check	to	arrive	the	person	will	never	be	left	alone	with	children	unsupervised.	

� Any	photography	or	filming	of	children	and	young	people	at	The	Mix	activities	will	be	subject	to	
the	Photography	and	filming	policy.	

	
	
6.	Allegations	Management	
	
Allegations	of	abuse	or	malpractice	against	a	member	of	staff	(including	volunteers).	
It	is	essential	that	any	allegation	of	abuse	made	against	a	person	who	works	with	children	and	young	people	
including	 those	who	work	 in	a	voluntary	capacity	are	dealt	with	 fairly,	quickly,	and	consistently,	 in	a	way	
that	 provides	 effective	 protection	 for	 the	 child,	 and	 at	 the	 same	 time	 supports	 the	 person	 who	 is	 the	
subject	of	the	allegation.		
	
The	 framework	 for	managing	cases	set	out	 in	 this	procedure	applies	 to	a	wider	 range	of	allegations	 than	
those	in	which	there	is	reasonable	cause	to	suspect	a	child	is	suffering,	or	likely	to	suffer,	significant	harm.	It	
also	caters	for	cases	of	allegations	that	might	indicate	that	the	alleged	perpetrator	is	unsuitable	to	continue	
to	work	with	children	in	their	present	position,	or	in	any	capacity.	This	may	be	due	to	concerns	about	the	
persons	 conduct	 in	 their	personal	or	professional	 life	 that	might	 indicate	 their	unsuitability	 to	work	with	
children.	 It	 should	be	used	 in	 respect	of	 all	 allegations	 that	 are	 consistent	with	 the	 guidance	 in	Working	
Together	i.e.	cases	in	which	it	is	alleged	that	a	person	who	works	with	children	has:	
•	behaved	in	a	way	that	has	harmed,	or	may	have	harmed,	a	child	
•	possibly	committed	a	criminal	offence	against,	or	related	to,	a	child;	or	
•	behaved	in	a	way	that	indicates	s/he	is	unsuitable	to	work	with	children.	
In	 compliance	 with	 the	 Local	 Safeguarding	 Board’s	 Allegations	 Management	 guidance,	 the	 following	
procedures	will	be	followed;	
	
If	the	allegation	against	a	The	Mix	member	of	staff,	the	allegation	must	be	reported	immediately,	at	least	
within	one	working	day,	to	the	The	Mix	Safeguarding	Officer	(the	Safeguarding	Officer).	If	the	allegation	is	
against	 the	 Safeguarding	 Officer	 then	 the	 allegation	 must	 be	 reported	 to	 the	 The	 Mix	 Chair.	 The	 Mix	
Safeguarding	Officer	 (or	 the	The	Mix	Chair)	must	 then	report	 the	allegation	to	the	Local	Area	Designated	
Officer	(LADO)	on	the	same	day.	
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LADO’s	details:	
Rennie	Everett	or	Dian	Campbell	
Western	Area	
Safeguarding	Manager	
West	Suffolk	House	
Bury	St	Edmunds	
01284	758816	
Or	telephone	the	central	number	for	LADO	enquiries:	0300	123	2044.	
Complete	a	LADO	Referral	form	and	send	this	to	LADOCentral@suffolk.gcsx.gov.uk	.	
 
Initial	consideration	
The	LA	Designated	Officer	 (LADO)	will	 discuss	 the	matter	with	 the	The	Mix	Safeguarding	Officer	or	Chair	
and,	where	necessary,	obtain	further	details	of	the	allegation	and	the	circumstances	in	which	it	was	made.	
The	 discussion	 should	 also	 consider	 whether	 there	 is	 evidence/information	 that	 establishes	 that	 the	
allegation	is	false	or	unfounded.	If	the	allegation	is	not	patently	false	and	there	is	cause	to	suspect	that	a	
child	or	young	person	is	suffering,	or	 is	 likely	to	suffer,	significant	harm,	the	LA	Designated	Officer	should	
immediately	inform	the	police	and	convene	a	similar	discussion	to	decide	whether	a	police	investigation	is	
needed.	That	discussion	should	also	involve	the	employer.	
Action	following	initial	consideration	
Where	 the	 initial	evaluation	decides	 that	 the	allegation	does	not	 involve	a	possible	criminal	offence,	 it	 is	
dealt	with	by	the	The	Mix	Safeguarding	Officer	or	Chair.	In	such	cases,	if	the	nature	of	the	allegation	does	
not	require	formal	disciplinary	action,	appropriate	action	should	be	instituted	within	three	working	days.	If	
a	disciplinary	hearing	is	required	and	can	be	held	without	further	investigation,	the	hearing	should	be	held	
within	 15	 working	 days.	 Where	 further	 investigation	 is	 required	 to	 inform	 consideration	 of	 disciplinary	
action,	 the	 Safeguarding	 Officer	 or	 Chair	 will	 discuss	 who	 will	 undertake	 that	 investigation	 with	 the	 LA	
Designated	 Officer.	 In	 some	 settings	 and	 circumstances,	 it	 may	 be	 appropriate	 for	 the	 disciplinary	
investigation	to	be	
conducted	by	a	person	who	is	independent	of	The	Mix	or	the	person’s	line	manager	to	ensure	objectivity.	In	
any	case,	the	investigating	officer	should	aim	to	provide	a	report	to	the	employer	within	10	working	days.	
On	receipt	of	 the	 report	of	 the	disciplinary	 investigation,	 the	Safeguarding	Officer	or	Chair	 should	decide	
whether	a	disciplinary	hearing	is	needed	within	two	working	days,	and	if	a	hearing	is	needed	it	should	be	
held	within	15	working	days.	
Suspension	
The	possible	risk	of	harm	to	children	posed	by	an	accused	person	needs	to	be	managed	and	evaluated.	The	
evaluation	 will	 be	 in	 respect	 of	 the	 child/ren	 involved	 in	 the	 allegation	 and	 any	 other	 children	 in	 the	
individuals	home,	work	or	community	life.	In	some	cases	it	will	require	consideration	to	be	given	to	the	use	
of	suspension	for	the	person	involved	in	the	allegation.	This	may	be	until	the	matter	is	resolved.	A	member	
of	 staff	 must	 not	 be	 automatically	 suspended	 without	 careful	 thought	 and	 consideration	 of	 the	
circumstances	of	the	allegation.	In	making	the	decision,	the	Safeguarding	Officer	must	consider	whether	the	
person	 should	 be	 suspended	 from	 contact	 with	 children	 for	 the	 duration	 of	 the	 investigation,	 or	 until	
resolution	has	been	reached.	In	any	case,	alternatives	to	suspension	should	be	explored	and	advice	sought	
from	 the	 LA	 Designated	 Officer.	 If	 the	 allegation	 has	 been	 referred	 and	 a	 strategy	 meeting	 is	 to	 be	
convened,	 it	will	be	a	task	of	the	strategy	meeting	to	consider	the	facts	of	the	allegation,	and	although	a	
senior	manager	of	 the	organisation	cannot	be	directed	 to	suspend,	 they	will	be	supported	 in	making	 the	
decision.	This	should	be	done	after	the	views	of	the	designated	senior	named	officer	from	the	police	and	
Area	Safeguarding	Manager	have	been	canvassed.	
If	the	allegation	is	reported	to	a	The	Mix	staff	member	against	a	member	of	staff	(including	a	volunteer)	of	
another	 organisation	 or	 agency	 then	 the	 member	 of	 The	 Mix	 staff	 should	 consult	 with	 the	 The	 Mix	
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Safeguarding	Officer	and	agree	who	should	contact	the	LADO.	However,	if	any	
delay	in	this	procedure	is	likely	to	put	a	young	person	at	risk	of	significant	harm	then	the	The	Mix	member	
of	staff	should	contact	the	LADO	directly.	
Responsibilities	of	The	Safeguarding	Officer	
The	 Safeguarding	 Officer	 will	 discharge	 their	 safeguarding	 functions	 in	 a	 way	 that	 ensures	 that	 young	
people	are	safeguarded	from	harm,	and	promotes	their	welfare.	In	the	case	of	allegations	made	against	The	
Mix	 Staff	 (including	 volunteers)	 the	 Safeguarding	 Officer	 will	 work	 with	 the	 LADO	 and	 must	 follow	 the	
organisations	procedures	as	identified	above.	In	cases	of	actual	or	suspected	abuse	by	a	member	of	The	Mix	
staff	the	Safeguarding	Officer	 in	consultation	with	the	LADO	will	ensure	the	Police	and/or	other	statutory	
bodies	like	Social	Services	are	informed.	The	victim	must	be	protected	from	further	abuse	while	the	Police/	
external	agencies	conduct	their	own	investigation.	If	not	already	aware	any	allegation	must	be	reported	to	
the	 Safeguarding	Officer	 unless	 the	 Safeguarding	Officer	 is	 the	 alleged	 perpetrator,	 in	 that	 situation	 the	
report	will	be	made	to	the	The	Mix	Chair.	
Any	 information	 held	 either	 electronically	 or	 in	 hard	 copy	will	 be	 held	 securely	 in	 a	 password	 protected	
document	 or	 sealed	 envelope	 in	 a	 secure,	 locked	 cabinet/drawer.	 Any	 electronic	 database	 used	 for	
recording	and	reporting	abuse	 internally	will	protect	 the	 identity	of	 the	child	and	use	an	 identifying	code	
rather	than	the	name	so	as	to	ensure	confidentiality.	
	
7.	Thrive	@	The	Mix	in	liaison	with	referring	school	
As	any	student	attending	the	Alternative	Provision	Thrive	@	The	Mix	is	attending	on	a	part-time	basis,	all	
safeguarding	concerns	will	be	raised	with	the	Designated	Safeguarding	Lead	(or	Alternate)	in	the	referring	
school.	The	referring	school	is	responsible	for		
ensuring	the	Lead	Teacher	at	Thrive	@	The	Mix	is	kept	up-to-date	with	all	safeguarding	concerns	for	each	
specific	student,	including	relevant	risk	assessments	and	professional’s	contact	details.	
Any	 concern	 the	Thrive	 team	has	during	a	 school	day	will	 be	 communicated	 to	 the	 referring	 school	 that	
working	 day	 and	 passed	 on	 to	 any	 relevant	 professionals	 ie	 Customer	 First.	 Copies	 of	 any	 paperwork	
completed	will	be	stored	securely	and	confidentially	by	the	Lead	Teacher	at	Thrive	and	also	passed	to	the	
Designated	Safeguarding	Lead	at	the	referring	school.	
The	 Thrive	 team	 are	 keen	 to	 support	 working	 with	 the	 student	 in	 their	 wider	 context	 are	 happy	 to	 be	
involved	in	CLA/TAC/CiN/CP	meetings	in	liaison	with	the	student	and	referring	school.	
	
8.	Verification	
The	Child	Protection	Officer	will	forward	statistical	data	to	the	Executive	Manager	showing	a	breakdown	of	
numbers	of	reported	cases	and	where	they	have	been	referred	to.	
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The	following	behavioural	signs	may	be	indicators	of	child/young	person	abuse,	but	care	
should	be	taken	in	interpreting	them	in	isolation.	
	
Physical	signs	
•	Any	injuries,	bruises,	bites,	bumps,	fracture,	etc.	which	are	not	consistent	with	the	
explanation	given	for	them.	
•	Injuries	which	occur	to	the	body	in	places	which	are	not	normally	exposed	to	falls,	rough	
games,	etc.	
•	Injuries	which	appear	to	have	been	caused	by	a	weapon	e.g.	cuts,	welts,	etc.	
•	Injuries	which	have	not	received	medical	attention.	
•	Instances	where	children/young	people	are	kept	away	from	the	group	inappropriately	or	
without	explanation.	
•	Self-mutilation	or	self-harming	e.g.	cutting,	slashing,	drug	abuse.	
	
Emotional	signs	
•	Changes	or	regression	in	mood	and	behaviour,	particularly	where	a	child/young	person	
withdraws	or	becomes	clinging.	Also	depression/aggression.	
•	Nervousness	or	inappropriate	fear	of	particular	adults.	
•	Changes	in	behaviour	e.g..	under-achievement	or	lack	of	concentration,	inappropriate	
relationships	with	peers	and/or	adults	e.g..	excessive	dependence	attention-seeking	
behaviour.	
•	Persistent	tiredness,	wetting	or	soiling	of	bed	or	clothes	by	an	older	child.	
	
Signs	of	neglect	
•	Regular	poor	hygiene	
•	Persistent	tiredness	
•	Inadequate	clothing	
•	Excessive	appetite	
•	Failure	to	thrive	e.g.	poor	weight	gain,	consistently	being	left	alone	and	unsupervised	
	
Indicators	of	possible	sexual	abuse	
•	Any	direct	disclosure	made	by	a	child/young	person	concerning	sexual	abuse.	
•	Child/Young	person	with	excessive	preoccupation	with	sexual	matters	and	detailed	
knowledge	of.	
•	Adult	sexual	behaviour,	or	who	regularly	engages	in	age-inappropriate	sexual	play.	
•	Preoccupation	with	sexual	activity	through	words,	play	or	drawing.	
•	Child/Young	person	who	is	sexually	provocative	or	seductive	with	adults.	
•	Inappropriate	bed-sharing	arrangements	at	home.	
•	Severe	sleep	disturbances	with	fears,	phobias,	vivid	dreams	or	nightmares,	sometimes	
•	with	overt	or	veiled	sexual	connotations.	
•	Other	emotional	signs	(see	above)	may	be	indicative	of	sexual	or	some	other	form	of	
abuse.	
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General	points	
Take	seriously	what	the	child/young	person	says	(however	unlikely	the	story	may	sound)	
Keep	calm	
Look	at	the	child/young	person	directly	
Be	honest	
Let	them	know	you	will	need	to	tell	someone	else	–	don’t	promise	confidentiality	
Reassure	them	they	are	not	to	blame	for	the	abuse	
Be	aware	that	the	child/young	person	may	have	been	threatened	
Never	push	for	information	
Ask	questions	for	clarification	only,	avoid	asking	questions	that	suggest	a	particular	answer.	
	
Helpful	things	to	say	or	show	
Show	acceptance	of	what	the	child/young	person	says	
“I	am	glad	you	have	told	me”	
“It’s	not	your	fault”	
“I	will	help	you”	
	
Avoid	saying	
“Why	didn’t	you	tell	anyone	before?”	
“I	can’t	believe	it”	
“Are	you	sure	this	is	true?”	
Never	make	false	promises	
Never	make	statements	such	as	“I	am	shocked!”,	or	“don’t	tell	anyone	else”	
	
Concluding	
Again,	reassure	the	young	person	that	they	were	right	to	tell	you	and	that	you	take	them	seriously	
Let	 the	 young	person	 know	what	 you	are	 going	 to	do	next	 and	 that	 you	will	 let	 them	know	what	might	
happen	
Immediately	report	the	matter,	as	per	procedures.	
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This	 form	 is	 to	 be	 used	 to	 record	 a	 Safeguarding	 incident	 but	 it	 does	 not	
replace	 the	 need	 for	 reporting	 the	 incident	 to	 the	 Safeguarding	 Officer,	 or	 other	 appropriate	
person/organisation	verbally,	as	per	procedures.	
	
1.	Please	indicate	what	you	are	reporting:	
I	have	concerns	that	abuse	may	be	occurring	(complete	sections	2	&	3)	
I	was	involved	with	an	incident	with	a	child	(complete	sections	2	&	4)	
I	was	a	witness	to	an	incident	with	a	child	(complete	sections	2	&	4)	
I	have	received	an	allegation	of	abuse	(complete	sections	2	&	5)	
A	child	has	told	me	that	they	are	being	abused	(complete	sections	2	&	5)	
	
2.	Important	information	
Your	name:	
Your	contact	details:	
Name	of	child	concerned:	
Capacity	in	which	the	child	is	known	to	you:	
Any	other	useful	information	relating	to	the	child;	(e.g.	home	address,	school	attended,	date	of	birth)	
	
Is	the	child	aware	of	this	referral?	Yes	
No	(if	No,	please	explain	why)	
Is	the	main	carer	aware	of	this	referral?	Yes	
No	(if	No,	please	explain	why)	
	
3.	Concerns	abuse	may	be	occurring	
Please	record	your	concerns	that	you	may	have	regarding	a	child	or	adult	who	has	contact	with	children.	

Continue	on	reverse	/	a	separate	sheet	if	necessary	and	number	all	sheets	e.g.	1	of	2,	3	of	3	etc.	
	
	

	



	
	

Enabling young people to unlock their potential and build their best future 
 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
4.	Incident	with	a	child	
Please	tick	which	of	the	following	has	occurred;	

� I	accidentally	hurt	a	child	
� A	child	misinterpreted	or	misunderstood	something	I	have	done	
� I	have	had	to	use	reasonable	physical	restraint	
� I	was	a	witness	to	one	of	the	above	(please	indicate	which	one).	

Please	provide	further	information,	including	any	action	that	you	may	have	taken	so	far	and	the	reasons	for	
doing	so.	Continue	on	reverse	/	a	separate	sheet	if	necessary.	
5.	Allegation/disclosure	of	abuse	
Allegation	received	from:	
Allegation	received	on:	
Name	of	person	about	whom	the	allegation	has	been	made:	
Please	record	the	details	of	the	allegation/disclosure	you	have	received.	It	must	be	a	factual	account	of	the	
information	you	have	received.	Do	not	include	assumptions	or	opinions	of	others.	Include	times	and	dates.	
If	 the	disclosure	comes	from	a	child	ensure	that	you	record	the	conversation	 in	their	words.	Continue	on	
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reverse	/	a	separate	sheet	if	necessary.	
	
Signature:_____________________________________	Date:_________________	
	
Sign	and	submit	this	form	within	24	hours	of	any	incident	to	the	Safeguarding	Officer	in	a	sealed	envelope	
marked	“Private	and	Confidential”	
	
	


