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Safeguarding Compliance Checklist for Leaders & Managers 
 

Date of completion:     March 2023      Person(s) undertaking the check: Ian Francis (Designated Safeguarding Lead) 

Claire Banks (Deputy Safeguarding Lead) 

Introduction 
 

This guidance sets out the key points that leaders and managers need to consider when subject to an Ofsted inspection of safeguarding in early years, 
education and skills settings. It needs to be read alongside the Education Inspection Framework (the EIF) and the individual remit inspection handbooks. 

 

Our shared responsibilities 

 

Our aim is to ensure safe and secure provision for children and learners across all remits through effective inspection and regulation. Safeguarding the 
welfare of children and learners is part of our core business for all staff, who are expected to be aware of their responsibilities in this regard. In addition to 
this document, it is essential that leaders and managers are familiar with the content of the following key documents: 

 

Internal: 

▪ Safeguarding Young People Policy 

▪ Health & Safety Policy 

▪ Annual Safeguarding Report, 

▪ Safeguarding Information for Staff on @Source (The Safeguardian) 

▪ PREVENT Risk Assessment and Action Plan 

▪ DBS Policy & Procedures 

▪ College Visitors Procedure 

▪ Staff Code of Conduct including Visitor Code of Conduct 

 

External 

▪ The statutory guidance for schools and colleges issued by the Department for Education (DfE), ‘Keeping children safe in education’, sets out the 
responsibilities placed on schools and colleges to safeguard and promote the welfare of children. 

▪ The statutory guidance ‘Working together to safeguard children’, applies to organisations and professionals who provide services to children and 
was updated to make clear that it applies in full to schools. 

▪ Prevent duty guidance for England and Wales: guidance for specified authorities in England and Wales on the duty of schools and other providers in 
the Counter Terrorism and Security Act 2015 to have due regard to the need to prevent people from being drawn into terrorism’, HM Government, 
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2015. Additional guidance on Prevent for further education and skills providers is available on the Education and Training Foundation’s website.  
“Inspecting safeguarding in early years, education and skills settings: Published September 2019 

 

▪ Leaders and managers must be confident that they have created a culture of vigilance where everyone’s welfare is promoted and timely and 
appropriate safeguarding action is taken for learners who may need extra help or who may be suffering or likely to suffer significant harm. 
Furthermore, they must ensure that all staff are aware of what to do in the event of having concerns about the safeguarding and welfare of a 
learner or receiving allegations of a safeguarding nature. 

 

 

Safeguarding Compliance Checklist 
 

Ofsted Inspecting safeguarding in early years, education and skills setting. Published September 2019 

 

Annex 1: Safeguarding requirements for leaders and managers. 

Key for RAG ratings Completed successfully (G) G 

Some progress- continued action required (A) A 

No progress- action is required (R) R 

• Safeguarding requirement • Evidence • Action/Comments 
RAG 

• Contribution to inter-agency working to 
support children and learners who have 
additional needs 

• Annual Safeguarding Report 

• Safeguarding and Behaviour SWOT document  

• AALS/SEND SWOT document  

• No further action at this 
time 

G 

• Having due regard to the need to 
prevent people from being drawn into 
terrorism in accordance with the 
Counter-Terrorism and Security Act 2015 

• @Source training area for staff and students 

• Prevent Risk Assessment & Action Plan 22/23 

• Annual Safeguarding Report 

• Safeguarding curriculum delivered by Progress Coaches to 
students 

• Student Code of Conduct (Inc. ICT Acceptable Use Policy) 
makes specific reference to PVE and associated risks 

Biannual safeguarding and 
Prevent training happens 
every September.  Prevent 
is due September 2023 G 
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• Carrying out reasonable checks, for 
example for links with extremism, on all 
visitors who are intending to work with 
children, learners and/or staff or to 
address assemblies 

• The College has incorporated safeguarding as a major theme 
throughout the recruitment & selection process. Please refer 
to the Safer Recruitment Flowchart for more detailed 
information. Some key points are as follows: 

• All speaker requests require the permission of a manager 
and countersigned by SLT 

• Managers have been trained in Safeguarding and are fully 
aware of the risks and sensitivities involved. If in doubt, they 
are clear that they should contact a member of the 
Safeguarding Team and/or a senior manager. 

• The College has a controlled, single point of entry. All visitors 
require authorisation. There is an effective Visitors Policy 
and related risk assessment and all staff are aware that they 
should check with their relevant line manager. 

No further action at this 
time 

G 

• Ensuring that an effective safeguarding 
young people policy is in place, together 
with a staff behaviour policy, where 
applicable 

• Found on the College website and Intranet and is issued at 
staff induction and existing staff receive biannual refresher 
training in September. 

• The review date is published with the document. 
Safeguarding Young People police last reviewed November 
2022. The policy has been checked and deemed to still be fit 
for purpose. 

• The DBS Policy makes specific reference to referral to the 
Local Authority Designated Officer (LADO). There is also a 
Public Interest Policy and Staff Code of Conduct in place. Last 
reviewed July 18 and July 21 respectively. 

Check required to ensure 
Public Interest Disclosure 
Policy is scheduled for 
review. 
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• Appointing a designated safeguarding 
lead and, in schools and colleges, 
ensuring that they should undergo child 
protection training every two years 

• Ian Francis: Vice Principal (DSM and Prevent Lead). 
Safeguarding trained January 2022. Noted on Training 
Record and shown on the annual Safeguarding report. Is 
also a member of the Prevent Steering Group 

• Claire Banks: Director of Student Safeguarding Behaviour 
and Attitude (Deputy DSM). Safeguarding trained January 
2022, WRAP trained, member of the Luton Prevent Board 
and a member of the Multi Agency Gang Panel. Noted on 
Training Record and shown on the annual Safeguarding 
report 

• Head of Learning and Development is also WRAP trained 
and refresher for safeguarding trained every two years. 
Noted on Training Record and shown on the annual 
Safeguarding report. 

• Next round of DSL Refresher 
Training is scheduled to take 
place in 2024 

• Plan for upskill new Heads of 
Department in place for the 
coming year 

G 

• Prioritising the welfare of children and 
learners and creating a culture where 
staff are confident to challenge senior 
leaders over any safeguarding concerns 

• This is a core College value. 

• Staff refer to the Safeguarding Young People Policy, Public 
Interest Policy, Staff Code of Conduct and Staff Grievance 
Policy for advice on how to raise any concerns, which 
should be done through the HR department. 

• Student concerns can come through the Designated 
Safeguarding Lead or Deputy who then refers the matter 
to HR, if appropriate. 

• The Chair of Corporation has been nominated to be 
responsible for liaising with the LA and partner agencies in 
the event of an allegation of abuse being made against the 
Principal. In addition, she regularly visits the College 
including being part (along with other Governors) of 
Learning Walks. 

• No further action at this time 

G 
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• Making sure that children and learners 
are taught how to keep themselves safe 

 

(Area will remain flagged as ‘Amber’ as it is 
a constantly evolving landscape and 
requires continued vigilance). 

• See Annual Safeguarding Report and PREVENT Risk 
Assessment Action Plan. 

• All students at induction are shown the H&S video and 
sign up to the Student Code of Conduct. They are made 
aware of their rights and responsibilities and are aware 
that they can contact any member of staff if they feel 
concerned. 

• Progress Coaches are responsible for the overall welfare 
and progress of their tutees and regularly see students 
where the safeguarding curriculum is delivered and any 
issues can be raised. Tutees can also email any member of 
staff or contact the safeguarding team directly via our 
‘contact us’ system. Further information is available on 
@source including links to other sites. 

• Microsoft Teams ‘Chat’ facility and who’s who diagram is 
given and advertised to students. This can also be found 
on @Source 

• All students had a study skills and well-being session as 
part of their induction. 

 

 

A 

• Putting in place appropriate safeguarding 
responses to children and learners who 
go missing from early years and 
education settings, particularly on repeat 
occasions. 

 

(Area will remain flagged as ‘Amber’ as it is 
a constantly evolving landscape and 
requires continued vigilance). 

• Attendance and punctuality is seen as a key area of focus 
by the College. All students are aware of the importance 
of this aspect to their overall welfare and progress as 
evidenced in New Student Survey. 

• Attendance is recorded electronically at individual lessons. 
Data is monitored centrally, and biweekly reports are sent 
to Curriculum Departments and reviewed at CQM. 

• On-site students are required to electronically register at 
the turnstiles and in each class. 

• Attendance is generally good (90% average) 

• Teachers record concerns as they arise on ProMonitor/Pro 
Log and contact home if required. Issues are picked up by 

• Early leaver’s data requires a 
vehicle and schedule for 
reporting 

 

A 
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the Progress Coach and students are targeted for one to 
one mentoring.  

• College Behaviour Team are alerted to students 
considered ‘serial’ absentees or ‘missing’ (50% or less) and 
conduct interventions such as parent meetings and home 
visits. 

• Where appropriate, contact has been made with external 
agencies including MASH,  the police and/or Channel. 

SAFER RECRUITMENT: Preventing people 
who pose a risk of harm from working with 
children or learners 

  

 

• Adhering to statutory responsibilities to 
check staff who work with children and 
learners 

The College has incorporated safeguarding as a major theme 
throughout the recruitment & selection process. Please refer 
to the Safer Recruitment Flowchart for more detailed 
information. Some key points are as follows: 

• Job advertisements for posts make reference to 
safeguarding and DBS checks. This is stressed again at 
interview. After a post is offered, DBS and references are 
sought. Staff without clearance, at the time of joining, are 
subject to a risk assessment. 

• For staff awaiting DBS clearance the following is applied 
until we receive the DBS Certificate: 

o appropriate levels of supervision and/or monitoring 
are maintained at all times 

o the employee will not be given responsibility for high 
risk activities 

o established protection procedures for children and 
vulnerable adults and the standards and ethos of this 
College provide clear expectations of all staff via the 
Code of Conduct. Staff are only given access to College 
systems (email) once they have read and signed the 
‘key policies’ statement. 

• No further action at this time 

G 
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o Disclosure and Barring Service (DBS) Policy & 
Procedure is available to all staff on the Intranet 

• Ensuring that visitors are appropriately 
supervised 

• College Visitors Procedure 

• Procedure for College visitors has TWO main strands. 
Visitors not working in regulated activity (ie: no CRB/DBS) 
must be supervised at all times by the host. Visitors 
working in regulated activity must have an enhanced 
CRB/DBS clearance. The host must complete a Risk 
Assessment. This also applies to external speakers. 

• No further action at this time 

G 

• Making sure that, in relation to 
maintained schools, at least one person 
on any appointment panel has 
undertaken safer recruitment training 

• The College operates safer recruitment procedures and 
makes sure that all appropriate checks are carried out on 
new staff and volunteers who will work with children 
including all relevant Disclosure & Barring Checks. 

• At least one person on every interview panel is trained in 
Safer Recruitment. 

• There is a list of all managers and HR staff who have 
completed this training (training records). 

• Ensure new members of SLT 
receive their Safer Recruitment 
training 

G 
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• Ensuring that there are procedures in 
place to handle allegations against 
members of staff and volunteers 

• @Source is available to all staff with links to key 
documents and policies such as Staff Code of Professional 
Conduct, Staff Disciplinary Policy and Procedures, and 
Staff Grievance Policy and Procedures. 

 

• Staff and volunteers are aware of the policies through 
induction and staff development and know how to report 
a concern to a Safeguarding Officer.  

• Policies are reviewed regularly and any significant changes 
are approved by committee and then communicated to 
staff via Yammer. 

• Staff refer their concerns to the HR department. 

• Student concerns can come through the Designated 
Safeguarding Lead, or Deputy, who then refers the matter 
to HR. 

• No further action at this time 

G 

• Making sure that there are procedures in 
place to handle allegations against other 
children or learners. 

• Students receive the Student Code of Conduct and 
Student ICT Policy prior to enrolling and sign to 
acknowledge receipt.  

• Students concerns come through disclosures or 
complaints made to any member of staff or via the online 
‘contact us’ system. 

• These are referred to a member of the Safeguarding team 
and/or Behaviour team as appropriate.  

• The Student Disciplinary Procedures and Complaints 
Procedures are used where appropriate.  

• If referral to an external agency is required e.g. police, 
there are good partnership protocols in place. 

• No further action at this time 

G 

Reports    

• Annual Safeguarding Report to Governors • Latest reports including number of students being 
affected and evidence of actions 

• Approved by SLT and SHIC and 
ratified by governors in 
Autumn 2022. 

G 
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• Health & Safety Report to Governors • Includes a comparison between the current and previous 
years’ student accident/incident reports. Panic 
attacks/self-harm incidents are listed separately and the 
near miss report is sent with the Report 

• to Governors. 

• Approved by SLT and SHIC and 
ratified by governors in 
Autumn 2022. G 

• Behaviour Management Self-assessment 
Report 

• Latest report and evidence of actions including case 
studies 

• SWOT Completed November 
2022 

G 

• PREVENT Risk Assessment. • Latest report and evidence of actions including case 
studies 

• Approved by Corporation 
Spring 2022. 

G 

• Policy for the supervision of volunteers • The College Visitors Procedure is available on the Staff 
Intranet. 

• No further action at this time 
G 

• Vetting Checks for all adults included on a 
Single Central Register (SCR) 

• All members of the Human Resources team manage and 
complete the SCR. 

• The SCR is constantly up-dated and is on-going throughout 
the year. 

• No further action at this time 

G 

• Confidential record-keeping • Director of Student Safeguarding Behaviour and Attitude 
manages the confidential Safeguarding files along with the 
Safeguarding Officers.  

• No further action at this time 
G 

• Records kept separate to other student 
files 

• ID numbers D and earlier are paper based files and are 
locked away securely and separately to college files. 
CPOMS holds current Chronologies and historical files 
from ID numbers beginning with E 

•  

 

• Additional information    

• Report within one day, all allegations 
against staff to the Local Authority 
Designated Officer (LADO) 

• The Director of HR and Designated Safeguarding Manager 
with the Chair of Corporation have been nominated to be 
responsible for liaising with the LA and partner agencies in 
the event of an allegation of abuse being made against the 
Principal. 

• Director of HR responsible 
coordinating investigations in 
accordance with College 
Policies. If allegation related to 
the Principal, the Clerk to the 
Corporation would be 

responsible. 

G 
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• Do students feel safe? How do you 
know? What has been done to listen to 
their concerns and improve their 
feelings of safety? 

 

• New Student Survey conducted in Dec 22 

• Student Perception Questionnaire (SPOC) Feb 22 

• Safeguarding SOW includes survey regarding sexual 
violence and harassment. 

• Student Council receive suggestions and complaints which 
are taken to the appropriate member of staff. 

• Curriculum Area Reviews, Learning Walks and observations 
include talking to students about their experiences. Senior 
managers are highly visible, teach or have a tutor group. 

• General feedback from staff/students 

• Student Voice Cycle in 
planning stages for a 
September start. 

G 

• Are students able to identify a trusted 
adult to listen to their concerns? 

• All students meet their Progress Coach at their induction 
and then meet weekly.  

• ’Contact Us’ system available.  Form completion to request 
a variety of support services 

• Who’s Who diagram advertised on @Source  

• Staff are required to clearly display their ID cards. 

• The pictures of key people are shown on the Website 

• Security are present in Westside. 

• No further action at this time G 

• Key staff trained to identify and reduce 
the risk of stress and anxiety? 

• Mental health and wellbeing advisor is trained 
psychotherapist 

• CAMHS are present every 2 weeks 

• Trainee counsellor is seeing students 

• Interns from the University of Bedfordshire are assessing 
and mentoring students 

• No further action at this time G 

• Key staff trained to identify and reduce 
the risk of Female Genital Mutilation 
(FGM)? 

• DDSL 

• Safeguarding Officers 

• Trainee Social Worker 

• No further action at this time G 

• Key staff are trained to identify and 
reduce the risk of Child Sexual 
Exploitation? 

• DDSL 

• Safeguarding Officers 

• Trainee Social Worker 

• No further action at this time G 
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• Key staff are trained to identify and 
reduced the risk of Self harm? 

• Mental health and wellbeing advisor is trained 
psychotherapist 

• CAMHS are present every 2 weeks 

• Trainee counsellor is seeing students 

• Interns from the University of Bedfordshire are assessing 
and mentoring students 

• No further action at this time G 

• Key staff trained to identify and reduce 
the risk of Honour Based Violence? 

• DDSL 

• Safeguarding Officers 

• Trainee Social Worker 

• No further action at this time G 

• Key staff are trained to identify and 
reduced the risk of Radicalisation? 

• DDSL 

• Safeguarding Officers 

• Trainee Social Worker 

• No further action at this time G 

• What steps are taken to ensure that 
students are safe at offsite or alternative 
provisions? 

• The procedures for Work experience and Educational Visits 
contain guidance for staff on completing risk assessments. 
Completed risk assessments are stored centrally in the 
Curriculum office for all trips or visits. 

• No further action at this time G 

• Statutory responsibilities are met. • Training Records 

• Members of the Governing Body have received 
Safeguarding training in order to ensure that the College 
fulfils statutory responsibilities. 

• No further action at this time G 

• Governors are systematic in discharging 
their strategic responsibilities. 

• Safeguarding is a standing item at the Safeguarding Health 
and Inclusion Committee (SHIC) and at all Corporation 
meetings. There is systematic reporting of safeguarding, 
E&D or H&S matters to SLT and governors. 

• No further action at this time G 

 


